People First@®)

STATE OF FLORIDA HR

Human Resource Professional User Guide

People Flr;'r@

] D
:-—c -.l'.— R lltlnt:.hﬂ e

Job Seekers
Fease erder your Lser 10 and Paddvard i
o ir b Feopbe sk 600
1o sccess the Peophe First ¥y S0sm = Entes Tiroe shests
* Check Danefits
sar 1D | = Update Address
Y W Lesve fNalances

LE )

Artuming Visikgds
st T
T Ly e
Cortiae oy P, (et wiea
% T TTY wowrs ool (g x ey
e B it By o i b RS
| T g S e . Cunter hours srg Mg
R ; PmEL TTY users ga)) ¥ o
Bre 2ol D2dnA

Helpiul wep Sites

"'_"’“’\'ivmu,.

DEPARTHMENT ®F MAMAGEMENT

rvices




Table of Contents

Section I: General System

I a1 (0] 0 =Y {0 o F PP RRPPP 4110-0
ASSIGNING SECUNTY ACCESS. .. ittt et et et e et e e et e et e e e e e e nees ASAO0-0
[ (0] TC T = Vo TSP HP1-2
L1 (=T =y =] 0] T PP B1l-1
L0 TN P A e et e e e e e LIP1-2
PasSWOrd ReQUITEMENTS. .. ...ttt e e e e e e et et et e eaeenas PR1-3
Salary and Employment VerifiCations...........ooovviiiiiiiiiiiiiiii e e SEVO0-0
Security Role Code Screen / Org Code Range Allowance ..............ccoeviiiiiieinnnnn. SRCS1-3

Section Il: Human Resource Administration

KEY SEIVICE DALES......oeieiiiiiiiiiieieiiiet ittt eeeeeeeeeeaee et eeeeaeeeaeaeaeaeseeseasaeesssasssaseeeseaeseseeseeesseans KSDO-0
Personnel Action Request (PAR) APPOINtMENTS.........c.viiiiii i e, PAO-0
PAR EMPIOYEE ACLIONS. .. oo e PEAO-O
PAR INEICEPE PrOCESS. .. et it e e e e e e e e e e PIPO-0
PAR Pay Changes... ... PPCO0-0
N RS =T o = = L 0] - F P PSO0-0
PAR SEAICH PrOCESS. ...oee ittt e e e e e e e e e e PSPO-0

Section llI: Leave & Attendance

General Leave PrOCESSING ... ..ut ittt e e e et e e e e e e e e GLCO0-0
Leave Balance AJUSTMENTS. . ...t e e e e e e e e e e e aaaenas LBAO-0
LEaAVE PaYOUL PrOCESS. .. ittt et ettt e e et e e et et e e e et et e LPPO-0
LeAVE TranS I PrOCESS. .. .. vttt et e e e et e e e LTPO-0
Timesheet Approval, Rejection ProCESS..........cooviiiiiiiiiieee e, TARPO-0

ii
People Flfo Q‘D Last Updated on February 1, 2011



Table of Contents

Timesheet “UnNapprove” PrOCESS ......coiiiiiiie e e e e e e e TSUPO-0

TIME EVAlUALION PrOCESS. .. e ittt et ettt e e e e e e e e et e e e r e e e renreaes TEPO-0

Section IV: Organization Management

Creating FUNding INfOrmMation............cooueiiiiiiiiiiiii et e e ae e e CFIO-0
Creating HR Organization UNItS...........cooiuiiiir s s e e e eaas CHOO0-0
Creating and Linking Charge ODjJects....... ..o e CLCOO0-0

Section V: Reports

RepOorts SUMMArY MatlriX. .. ...c.oiieiiiiiii e e e e e e e e e RSMO0-0

Benefits Reports

Benefits CanCellation..........coo.iir e e BC1-4
Benefits Changes. ... i e e e e e BCH1-4
Benefits Early Effective Date...........coviniiiiie e e BEED 1-3
Benefits Overpayment/UNnderpayment. .. ... ...o.oiie it e e e e e BOU1-5
Dependent Documentation......... f ettt et et et e e et eeaeeeeeeeee e et et e, DD1-3
PrEMIUM HISTOY ... et e e e e et e e e e e et ettt e e PH1-4

Budget Reports

Agency Leave Liability...... ... e e e e ALLO-0
Agency Leave Liability by FUNAING ID........ei e e e ee e e ALLFO-0
Agency Leave Liability by Leave TYPe.......ciirie it e e e e e ALLLO-0
Average Salary DYy Pay Grade.........cooiiiiiiieii e e e e ASPGO0-0
Average Salary Dy Class Code. ... ..o ASCCO0-0
BUAgeted POSITIONS. .. ... . e e e e e e e e e e et et a e e e e e e e e e e aaaa e BP1-5
LAS/PBS BUAQEL. .. ..ttt e e e e e e e e e e LPBO-0

iii
People Flfo Q‘D Last Updated on February 1, 2011



Table of Contents

LAS/PBS Budget Entity/FLAIR Org LeVel.........oooooi i LPBE1-6

RaALE REPOIT. .. et e e e RRO-0

Human Resource Administration Reports

Appointment Status EXPIration..........ccooe oot e e ASEO0-0
EEO Utilization...(coming in Winter 2010)...........oiiiiiiie i e e e e veeeeeee, EUO-0
EEO Waorkforce...(coming in Winter 2010).........cciuiuiieiie s e e e e EWO0-0
EMPIOYEE ROSIE .. .. e e e e e e e e e e ERRO-0
Employee Transaction...(coming in Fall 2010).........cccooiiiiiiiiiiii e e, ETO-0
Groups (ReqUISItION/TIMEKEEPET) ... ...uiit et iie et et e e e e e e e e ee e e GRO-0
W HITES ...t e e e e et e et et e e e e e NHO-0
L0 ] TN e 10 OFO0-0
Overlap and Shared POSItIONS..........iui e e e OSPO0O-0
Y o I = 11T o PP PLO-0
Position FTE Totals by Pay Plan............ccooii i e PFTPO-0
Professional License and CertifiCation........... «...ooiiiiiii i e PLCO-0
Separated EMPIOYEES. ... .ot e e e e —————— e SEO0-0
SEIVICE AWANTS ... ettt et e e e e e et e et et e e e SA0-0
L0110 1Y = TR TO1-6
VBCANCY . ..t eett et et e e e et e et et e e e e e e VAl-4

Leave and Attendance Reports

FMLA/FESWP TraCKing. .. ..ot s st et e et e e e e e e e e e e eaeeees FFTO-0
LEAVE BaAIANCE.... et e e LB1-4
ST oY SIS YU L1 ] = T Y P LS1-4
MISSING TIMESNEEL. .. ... e e e e e e MTSO0-0
TIMESNEEE AUIL. .. ..ot e e e e e e TSAO0-0

iv
People Flfo Q‘D Last Updated on February 1, 2011



Table of Contents

TIMESNEEL INfOIMATION . ...ttt e e e e e e e e e e e es TSIO-0

TIMESNEEL SUMMANY ... ... e e e e e e e et e e e e e TSSO0-0

Payroll Reports

File 1 Payment HiStOry......oooi i e e e e e e e e e e aeaee e FIPHO-0
Leave WItNOUL Pay..........i i e e e e e LWPO-0
MiscCellaneous DEAUCTIONS ... ..ot e et e e e eaeeas MDO-0
Pay Additive MONITOMNG. .. ... e e e e e e e e e e e e e PAMO-0
Payments NOt SENt 10 BOSP.......iiiiii e e, PNSBO-0
Payroll ChanNQES. .. oo, PRCO-0
Payroll OVEIPAYMENT.........oiiiiiiiiiieie ettt ettt e e e e e e e e e eeeas PROO-0
Potential OVEITIME. .. ...t e et e e POO-0
Retroactive Payments Sentto BOSP..........oi i e e, RPSBO0O-0

Performance Management Reports
AVZ= 1 [U =N (o] B LU YRR EDO-0

Evaluation SUMMAIY..........ooiiiiii e ESO0-0

Training Reports

Outstanding TraiNiNG..........covviiiiiiie e OTO0-0
Training Library ... ..o e TRL1-2
LI LT 1o TS0 0] 4= Y25 TRSO0-0
LI L1 o T I = T £ o] ] | PSPPSR PPPPRPPPRPPP TRTO-0

Section VI: Talent Management

Preparing a Requisition for Posting to the Applicant Site............cccccviiiiiiiiie PRPO-0

Reviewing & Printing Applicant DetailS...........c.oovvviveiiiiiiiiiiiiiiiceeeeeeeeeeeeee e RPAO-0

People Flfo Q‘D Last Updated on February 1, 2011



I 6 Lok B of Pl g

Pieiiae eveor your User 10 and Passwond
{o socews the Pecpls Nt syatarm

Fom wal, Ll (i

BN einary, e b4




Overview The People First System home page allows users to access several key areas
within the system, including:

My Quick Links
My Tasks Due
My Alerts

Announcements

Definitions The following are the definitions of the various areas shown on the home page:

Announcements — includes information for state employees and retirees.
This section is not employee specific. There may be more than one page of
announcements. Click the Next link at the bottom of the section to go to the
next page.

Header Links — links on top, right side of home page. Includes Print/ Alerts/
My Timesheet/ EAP/ Contact Us/ and Log Off links to quickly access these
pages or functions. Links displayed will vary depending on the user.

Helpful Websites — includes a list of websites state employees and retirees
may frequently use.

Navigation Tabs — tabs directly under People First logo that allow user to
navigate through website to locate content and pages and have a clear
indication of their current location in the site (Home/ Employee Information,
etc.). Tabs displayed will vary depending on the user.

My Quick Links — includes the most commonly used screens, including
Timesheet and Employee Information.

My Tasks Due — includes pending tasks specific to the user. The system
automatically removes Task messages once completed (when the user logs
in the next time). Clicking the link in My Tasks Due takes user to the screen
to complete the task.

My Alerts — displays additional activities in need of completion, or key
information. User must manually remove these Alert messages. Note: Some
Alert messages have to be removed by the People First Service Center.

People First@®
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Home Page

People First

STATE OF i HR

print | Alerts | My Times

Home Management PAR Employee Information Health & Insurance Talent Management Training Org Management

My Home Page Current User:l LI
My Quick Links My Tasks Due My Alerts (6)
Outstanding Timesheets [] The Appointment status expiration date will expire in 14
" days for employee
My Direct R S PARs Pending Approval 4 ploy
Current Benefits i i
Lurrent Benefits a . . . .
PARs Pending Action [] The Appointment status expiration date will expire in 30
Sul=l Contact Timesheets Needing Action or Approval days for employee
Home Address
Mailing Address [] OPS Employee has 160 service
- hours or less remaining. If the employee is to continue
Leave Balance Qverview providing services, please follow the Procedures for OPS

Timesheet Hour Extension.

Training History
Form W-4
Historical Staffing Data 1-2: Next >>

I Ty —
Helpful Websites Announcements

November 20, 2010

Deferred Compensation

Employ Florida Deductions for Open Enrollment changes will start with your December 2010 pay checks for January 2011 coverage. To be sure

vour deductions processed correctly, click on the Payroll Information link to log in to the Employee Information Center.
Emplovee Search (411)
Florida Retirement System
Jab Site Confirmation statements have been mailed. If you made changes to your benefits during Open Enrollment but have not received
your confirmation statement, call the Service Center at (866) 663-4735.

November 02, 2010

MyBenefits

M S EETT October 22, 2010

Pavroll Information Open Enrollment for 2011 is over. If you made changes to your benefits during Open Enrollment, you should receive a
confirmation statement in the mail within the next two weeks. Call the Service Center at (866) 663-4735 if you have questions.

For stance, please call the Service Center at (866) 663-4735
Authorization The home page and its functionality are available to all People First users.
Process Steps In order to access the home page, the user must enter People First through the

log in screen and follow the steps below:
Step 1: Enter numeric People First ID in the User ID field.

Step 2. Enter People First password in the Password field.

Step 3: Click the EE:kall button.

People First@}) HP -2
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Internet Browsers

Overview

Definitions

Authorization

Process Steps

You can access the People First system using the following Internet browsers -
Internet Explorer (IE) 7, IE 8, and Mozilla Firefox (Firefox) 3.5 and earlier. This
allows all users, regardless of operating system, to login and use the People First
system.

You can access the People First jobsite using IE 7 and IE 8.

The following are definitions relevant to this instructional guide:

e Internet browser — Software application used to search and display
information from the World Wide Web or private networks.

e SAP — Core application software used by the People First system.

This functionality is available to all People First users.

Microsoft personal computer (PC) users can access the People First system
using IE 7, IE 8, or Firefox 3.5 and earlier.

Microsoft PC users can access the People First jobsite using IE 7 or IE 8.

Apple computer (a.k.a., Mac) users can access the People First system using
Firefox 3.5 and earlier.

For best viewing, set the screen resolution to 1024 x 768.

As new versions of IE and Firefox are released in the future, the People First
system will fully support them as SAP releases the necessary software upgrades.

People First@®
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Log In Page

Overview The People First System Log In page allows users to access several key areas
before entering the system, including:

e Communications Message Area
e Helpful Websites

e Job Seekers

e State Employees and Retirees

e Why Work for the State of Florida

Definitions The following are the definitions of the various areas shown on the Log In page:

e Communication Message Area — is a banner across the top of the log in
screen that displays important messages for all People First users.

o Helpful Websites — includes a list of websites state employees, retirees and
job seekers may frequently use.

e Job Seekers — allows users to search for and apply to open job vacancies as
well as create notification preferences for future vacancies.

e State Employees and Retirees — where users log in to People First to
complete timesheets, check benefits, update personal information, etc.

e Why Work for the State of Florida — where users learn about public service
and the benefits of working for the State of Florida.

Welcome to the People First system!
Check out the new look and the improved features. Contact the People First Service Center if you have questions or need assistance.
Job Seekers State Employees and Retirees
Browse Jobs by Region: Browse Jobs by County: Please enter your User ID and Password to Log in to Peaple First to:
= access the People First system. Click FAQ for « Enter Timesheets
‘% Select a County... helpful information. s Check Benefits
4 s Update Address
West s View Leave Balances
User ID*
North n Create an Account:
P d*
Central Save your search criteria, apply for job asswor
South Y vacancies, and more. *Required Field
. - Forgot Your Password?
Returning Visitors: Change Your Password
Questions?
Questions?
For help, call (877) 562-7287. Service Center hours are Monday through Friday, For help, call {866) 663-4735. Service Center hours are Monday through Friday,
8:00 am. to 6:00 p.m. ET. TTY users call (866) 221-0268. 8:00 am. to 6:00 p.m. ET. TTY users call (866) 221-0268.
To print a blank State of Florida employment application, click here.

Why work for the State of Florida? Helpful Websites

Al e

Privacy Policy « Accessibility

People First@P LIP-1
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Log In Page

|
Authorization The log in page is available to all World Wide Web users.

Process Steps In order to access the Log In page, users must enter the following link:
https://peoplefirst. myflorida.com.

——
o Last Updated on January 26, 2011
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Password Requirements

Overview Password requirements for using People First.

Authorization All users must follow these requirements when creating passwords to log in to
the People First system.

Requirements People First passwords must:
e Contain eight to thirty characters
e Begin with a letter

e Contain at least one upper case letter, one lower case letter, and one
number

e Contain no spaces

¢ Not use the following special characters: ~*=“{ }

o Differ from the users old password by at least one character
o Be different from the last 10 passwords used

o Have three different characters in the first three character spaces (e.g.,
password cannot begin with AAA, bbb, etc.)

Make your People First password stronger by following these tips:

e Select quality passwords which are:

o Easy for you to remember

o Not based on anything somebody else could easily guess or obtain
using your personal information, such as family or pet names,
telephone numbers, birthdays, anniversaries, social security
numbers, etc.

o Free of consecutive, identical characters

e Use a word you can remember, but replace some of the letters with numbers,
for example flOrlda!

e Add one or more of the following special characters to make the password
moresecure: @ $ % & / () +? " T ~#1 - i [1\V< > |

o Keep passwords confidential (don’t share with coworkers or family members)

e Avoid keeping a record of passwords (paper, software file or hand held
devices)

e Change the password if the user thinks it has been compromised

e Use different passwords for business and personal accounts

People Firstq?) PR-1
o Last Updated on January 11, 2011



Password Requirements

e Don'tinclude passwords in any automated login process, such as storing it in
a macro or function key

Process Steps To change password:

1. Click on Change Your Password

People First&®

STATE OF FLORIDA HR

Open Enrollment starts September 27, 2010
Log on and review your address before September 10 at 5 p.m. Eastern Time to be sure you receive your Open Enroliment materials. For questions about insurance plans, contact
the insurance companies directly. For help using People First, call the Service Center weekdays from & a.m. to 6 p.m. ET.

Job Seekers State Employees and Retirees
Browse Jobs by Region: Browse Jobs by County: Please enter your User ID and Password to Log in to People First to:
access the People First system. - - ErET IR ETE
th Select a Caurty... ] o Check Benefits
» Update Address
User ID* * View Leave Balances
North a Create an Account: Password™

Save your search criteria, apply for job *Required Field
South ' wvacancies, and more.
Returning Visitors:

Forgot Your Password?
Change Your Password

Questions? Questions?
For help, call (877) 562-7287. Service Center hours are Monday through Friday, For help, call (866) 663-4735. Service Center hours are Monday through Friday,
8:00 am. to 6:00 p.m. ET. TTY users call (866) 221-0268. 8:00 am. to 6:00 p.m. ET. TTY users call (866) 221-0268.

To print a blank State of Florida employment application, click here.

Why work for the State of Florida? Helpful Websites

MyFlorida.com

Privacy Policy » Accessibility » Supported Browsers

2. Complete the fields on the screen and select Logon

People First

STATE OF FLORIDA HRt

Change Password

You have requested to change your password.

Your new password must be 8-30 characters in length. It must begin with a letter, contain at least one upper case letter, one lower case letter and one number. You will
not be able to use any of your last 10 passwords.

Go to the People First Password Guidelines page for more password requirements.

User ID:
Password:
New Password:

Verify New Password:

Logon

Forgot vour password?

People First@}) PR-2
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Password Requirements

To reset password:

1. Click on Forgot Your Password?

People First&®

STATE OF FLORIDA HR

Open Enrollment starts September 27, 2010
Log on and review your address before September 10 at 5 p.m. Eastern Time to be sure you receive your Open Enroliment materials. For questions about insurance plans, contact
the insurance companies directly. For help using People First, call the Service Center weekdays from 8 a.m. to 6 p.m. ET.

Job Seekers State Employees and Retirees

Browse Jobs by Region: Browse Jobs by County: Please enter your User ID and Password to Log in to People First to:

access the People First system. - ErET IR ETE
m Select a County. « Check Benefits
ch « Update Address
User ID* * View Leave Balances
North a Create an Account: Password™

Save your search criteria, apply for job *Required Field
South ' wvacancies, and more.

Returning Visitors:

Forgot Your Password?
Change Your Password

-
Questions? Questions?
Fur help, call (877) 562-7287. Service Center hours are Monday through Friday, For help, call (866) 663-4735. Service Center hours are Monday through Friday,
0 am. to 6:00 p.m. ET. TTY users call (866) 221-0268. 8:00 am. to 6:00 p.m. ET. TTY users call (866) 221-0268.

To print a blank State of Florida employment application, click here.

Why work for the State of Florida? Helpful Websites

MyFlorida.com

Privacy Policy » Accessibility » Supported Browsers

2. Complete the fields for each step on the screen and click the Verify
button after each step

Step 1 - Personal Info

To reset your password, please enter the following information.

People First User ID:
Last 5 of Your Social Security Number:

Date of Birth (MMDDYY):

Click Verify to go to Step 2.
Verify
Step 2 - Security Question

Please enter your answer to the security question.

Click Verify to go to Step 3.
Step 3 - New Password

Your new password must be 8-30 characters in length. It must begin with a letter, contain at least one upper case letter, one lower case letter and one number. You will not
be able to use any of your last 10 passwords.

Go to the Peopls First Password Guidslines page for more password requirements.

New Password:

Verify New Password:

Save and Logon

People Firstq}) PR -3
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Security Role Code Screen / Org Code Range Allowance

Overview

Definitions

Three security role codes (‘K’, ‘U’, and 'Y’) in the People First system allow
agencies to limit the access of an employee to specific Organizational Codes or
ranges of Organizational Codes within their agency. These role codes let
agencies give their employee’s access to data that they have a business need to
view or change.

‘K’ role code:

Agency HR View, without Benefits — Org Code Range Allowance.

This role is the equivalent of the ‘C ‘role code, only restricted by Org
Code Range Allowance.

No update access.

View only access to all employee information within the defined Org
Code Range Allowance, except for Health and Insurance and Direct
Deposit Information.

All reports except for Health and Insurance Reports.

Ability to view employee information for former agency employees within
60 days of last day employed, within the defined Org Code Range
Allowance.

No access after 60 days.

Can be assigned to Salary Included, Salary Excluded, OPS Included and
OPS Excluded positions.

‘U’ role code:

Agency HR — Org Code Range Allowance

This role is the equivalent of the ‘H’ role code, only restricted by Org
Code Range Allowance.

Access is restricted by Org Code Range Allowance.

Full Access (except direct deposit records) for Org Code Range
Allowance. Access is limited to the E role for the user’s records.

Full PAR access (create, act upon, complete, reject, intercept, cancel,
etc.), for Org Code Range Allowance.

All reports for Agency within Org Code Range Allowance.

Ability to process limited updates (e.g., process timesheets, approvals,
address changes, etc.) for separated agency employees within 60 days
of their last day employed at the agency, within the defined Org Code
Range Allowance.

People First@®
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Security Role Code Screen / Org Code Range Allowance

Authorization

Process Steps

Ability to view all employee information for former employees after 60
days of last day employed within the defined Org Code Range
Allowance. Ability to update limited information (i.e., Addresses and
training entry) as long as the employee is not or was not employed in
another position, after employment within the defined Org Code Range
Allowance.

Can be assigned to Salary Included, Salary Excluded, OPS Included,
OPS Excluded and Benefits Only Entities.

‘Y’ role code:

Agency HR with Statewide Benefits View — Org Code Range Allowance.

This role is the equivalent of the X’ role code, only restricted by Org
Code Range Allowance.

Full access (except direct deposit records) for Org Code Range
Allowance. Access is limited to the E role for the user’s records.

Full PAR access (create, act upon, complete, reject, intercept, cancel,
etc.), for Org Code Range Allowance.

All reports for Agency within Org Code Range Allowance.

Ability to process limited updates (e.g., process timesheets, approvals,
address changes, etc.) for separated agency employees within 60 days
of their last day employed at the agency, within the defined Org Code
Range Allowance.

Ability to view all employee information for former employees after 60
days of last day employed within the defined Org Code Range
Allowance. Ability to update limited information (i.e., Addresses and
training entry) as long as the employee is not or was not employed in
another position, after employment within the defined Org Code Range
Allowance.

Can be assigned to Salary Included, Salary Excluded and Benefits Only
Entities.

This functionality should be used for any position that is assigned the ‘K’, ‘U’, or
‘Y’ role code. Agencies can assign the ‘K’ and ‘U’ role codes for the initial setup.
The Department of Management Services (DMS) People First Team must assign
the 'Y’ code.

Follow the steps below to assign the ‘K’ and ‘U’ role codes to positions:

Step 1: Go to Org Management, Position Maintenance; select the position, then

select Security.

Step 2: Select either “New” or “Edit.”

People First@}

SRCS -2
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Security Role Code Screen / Org Code Range Allowance

Step 3: Select a role code that allows for an Org Code Range Allowance (i.e., K
or U —remember that DMS has to assign the Y role code).

Security->Detail

Effective Date *  07/12/2010 End Date *  12/31/999%

Role Code * Zl
- Requisition Manager & Timekeeper

- Agency HR View, without Benefits

- Agency Finance/Accounting & Budget

]

et |[Sava €
- Employee Self Service

- Agency HR

- Agency Inspector General

- Agency Training Coordinator

- Agency HR View, without Benefits - Org Code Range Allowance
- Manager Self Service

- Requisition Manager

- Timekeeper

- Agency HR - Org Code Range Allowance
- Third Party Vendor (Misc Deductions) E

<[ m=RY"="ITMOoOND

Step 4: Enter the ‘From Org Code’ and ‘To Org Code’ values for the first org
code range.

Step 5: If only one org code range is desired, select “Save.”

Step 6: If multiple org code ranges are desired, select “Insert” and add the next
org code range — repeat until all have been added, then select Save.”

Security-=>Detail

Effective Date *  07/12/2010 End Date *  12/31/39999

Role Code * U - Agency HR — Org Code Range Allowance ZI

From Org Code To Org Code

727501010000000000000000

727501019999999999999999

722010000000000000000000

723099999999599599599999

725000000000000000000000

7259999999995999999599999

Row 1 of 3

E Remove

Follow the step below to have the ‘Y’ role code assigned to a position within your

agency:

Step 1: The Agency Personnel Officer should send an e-mail to David DiSalvo at
david.disalvo@dms.myflorida.com and copy Tommy Wagner at

tommy.wagner@dms.myflorida.com. Include the employee name, employee ID,

and the org code range or ranges you need assigned to them. The DMS PF
Team will process this within 24 hours.

People First@}

SRCS-3
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Benefits Cancellation Report

Overview Access the Benefits Cancellation Report in the Data Warehouse Reports Module
of the People First system. The report identifies employees whose benefit(s) are
not paid in full and as a result will not be sent on the carrier files for the next
coverage month. You should request the report each month after payroll
processing is completed. You can access the data for reporting two business
days after the final regular payroll for the month is processed. The Data
Warehouse provides the data in this report, which is as of the previous day.

Definitions The report includes the following fields:
e Org Code — Org code from the employee’s position for the selected record
e FLAIR Org — FLAIR org from employee’s position for the selected record
e Coverage Period — Benefits coverage period; format MM/YYYY
e Agency Sub Group/Title — Only used for Benefits Only entities
e Coverage Level — Coverage level for the plan type
e Last Name — Employee’s last name
e First Name — Employee’s first name
e Ml — Employee’s middle initial
e EMP ID — Employee’s People First employee ID (PERNK)

e LOA Status — Leave of Absence (LOA) status of the employee; will be blank
if employee is not on LOA

e FTE - Full-time equivalent from the employee’s Pay Information record

e Pay Plan Code/Description — Pay plan code (employee subgroup) and title
for the selected position record

e Plan Type Desc — Plan type code and title

e Employee Due — Employee contribution due for the insurance plan for the
coverage month

e Employee Paid — Employee contribution paid for the insurance plan for the
coverage month

e Employee Variance — Underpayment amount for the insurance plan for the
coverage month

Filters The report includes the following filters:
e OLO Code — Required filter; defaults to your agency’s OLO code.

e Agency Sub Group — Required filter for Universities and Benefit Only entities
only. It will default to ‘Select Sub Group’ (no sub group selected). The
system provides a drop down box of available codes for use. You will need
to select your agency sub group.
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Benefits Cancellation Report

Sort Hierarchy

Org Code (from — to) — Optional filter; defaults to ‘Select Organization’ (no
org code selected) and the system provides a drop down box of available
filters. To process the report for one org code, enter the org code in the
“from” org code field. To process the report for a range of org codes, enter
an org code in both the “from” and “to” org code fields. Once you make a
selection in the “from” filter, the system removes that value from the “to” filter.

FLAIR Org (from — to) — Optional filter; defaults to ‘Select FLAIR Org’ (no
FLAIR Org selected) and the system provides a drop down box of available
filters. To process the report for one FLAIR org, enter the FLAIR org in the
"from” FLAIR org field. To process the report for a range of FLAIR org
codes, enter a FLAIR org in both the “from” and “to” FLAIR org fields. Once
you make a selection in the “from” filter, the system removes that value from
the “to” filter.

Budget Entity (from — to) — Optional filter; defaults to ‘Select Budget Entity’
(no budget entity selected) and the system provides a drop down box of
available filters. To process the report for one budget entity, enter the budget
entity in the “from” budget entity field. To process the report for a range of
budget entity codes, enter a budget entity code in both the “from” and “to”
budget entity fields. Once you make a selection in the “from” filter, the
system removes that value from the “to” filter.

Employee ID — Optional filter. Report defaults to all employees in the filter
criteria (OLO, Org Code, etc.). To process the report for one employee,
enter the employee ID (PERNK).

Plan Type (from — to) — Optional filter; defaults to ‘Select Plan Type’ (no Plan
Type selected) and the system provides a drop down box of available filters.
To process the report for one plan type, enter the plan type in the “from” plan
type field. To process the report for a range of plan types, enter a plan type

in both the “from” and “to” plan type fields. Once you make a selection in the
“from” filter, the system removes that value from the “to” filter.

Coverage Begin Date — Required filter. Must be the first day of the next
coverage month. Format is MM\DD\YYYY. For example, if requesting the
report for the December 2010 coverage period, enter 12/01/2010

Coverage End Date — Required filter. Must be the last day of the next
coverage month. Formatis MM\DD\YYYY. For example, if requesting the
report for the December 2010 coverage period, enter 12/31/2010.

Report Format — Required filter; will default to PDF. To export to Excel,
select XLS. PDF report results download faster than XLS and are presented
in a printer friendly format.

The report uses the following sort sequence:

Coverage Period
FLAIR Org

Employee Last Name
Employee First Name
EMP ID

Plan Type Code
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Benefits Cancellation Report

Totals

Authorization

Process Steps

The report provides the following totals:

e Employee count totals are provided at the end of the report for number of
employees included in the report.

Users with a security role code of A, G, H, I, N, S, U, X, and Y will be able to
process this report.

Step 1: Select Management; Data Warehouse Reports; Benefits Reports
Step 2: Select the Benefit Cancellation Report

Step 3: Select/enter the filter values

Step 4: Select the Run Report button

For PDF, the report opens in a new window. The new window remains blank
until the report results display. The results may take a while to display depending
on the report and the selected filters. You can print or save the PDF file once the
report displays. A blank report displays if no data is available for the report
selection criteria.

For Excel, the report selection criteria screen remains on the screen until the
report results display. The results may take a while to display depending on the
report and the selected filters. Click the “Download to Excel” link to export to
Excel once the results display. While the PDF reports are formatted for printing,
the Excel reports are unformatted so you can work with the data as needed. If
no data is available for the selected report criteria, you will see a message
indicating “No records found for selection. Please verify selection criteria.”

If you skip a required filter or enter invalid data, you will see the following error
message at the top of the Report Selection Criteria screen: “Errors have
occurred” and a red X displays next to the filter that you need to correct. Correct
the filters and select the Run Report button.
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Benefits Cancellation Report

Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

People First§?)

STATE OF FLORIDA HR

Horme = Report Selection Criteria

Report Selection Criteria

Select or enter values for report parameters.

Report Title: Benefit Cancellation Report

* 0LO Code: | 7200 =]

Agency Sub Group: |- Select Sub Group - j

Org Code {from): | - Select Organization - =l Org Code (to): |- Select Organization - =l
FLAIR Org (from): |- select FLAIR Org - | FLAIR Org (to): |- Select FLAIR Org - |
Budget Entity (from): [- setect Budget Entity - =l Budget Entity {to): [ - select Budget Entity - =]
Emp ID: I

Plan Type (from): |- select Pian Type - =l Plan Type (to): |- select Plan Type - =l
* Coverage Begin: 01/01/2010 sy * Coverage End: 07TM212010 [

L

* Report Format: |F'DF

;..Run Report ]

For assistance, please call the Service Center at (866) 663-4735.

Report Sample For best results, print this report as landscape, legal size. Below is a sample of
the Benefits Cancellation Report:

BENEFITS CANCELLATION REPORT People Flrstqb

HUNDATE: 07122010 DEPARTMENT OF MANAGEMENT SERVICES e s
PAGE: 1
ORG CODE FLAIR ORG COVERAGE AGENCY SUB- COVERAGE LEVEL
PERIOD GROUPMITLE PAY PLAN EMPLOYEE
LAST NAME FIRST NAME MI EMP ID LOA STATUS FTE CODE ! DESCRIPTION PLAN TYPE - DESC DUE PAID  VARIANCE
BT 3 LT 022010 0001-BASIC LIFE
1.00 08 SES 1000 BASIC LIFE $293 $0.00 5293
724004080100000000000000 72400112020 022010 0001-BASIC LIFE
50 01 CAREER SERVICE 1000 BASIC LIFE $1.47 $1.23 5024
724004093100000000000000 72400113090 z2z00 Q00S-FAMILY
1.00 01 CAREER SERVICE 0000 HEALTH $180.00 $0.00 -$180.00
o200 0001-BASIC LIFE
100 08 SES 1000 BASIC LIFE $218 $1.23 -50.95
72820 022010 0001-BASIC LIFE
100 01 CAREER SERVICE 1000 BASIC LIFE $2.18 1.3 -$0.95
0272010 0001-BASIC LIFE
100 01 CAREER SERVICE 1000 BASIC LIFE 293 $0.00 -$2.93
022010 0001-BASIC LIFE
100 08 SES 1000 BASIC LIFE $385 $0.00 5385
T27801040000000000000000 72750301140 022010 0001-BASIC LIFE
50 08 SES 1000 BASIC LIFE $3.03 $228 5075
L 10 Q22010 0001-BASIC LIFE
100 01 CAREER SERVICE 1000 BASIC LIFE 5279 S184 5115

EMPLOYEE COUNT: 7
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Benefits Changes Report

Overview Access the Benefits Changes Report in the Data Warehouse Reports Module of
the People First system. The report identifies employees who have made
changes to their benefit(s). You can request the report from July 2010, forward.
The Data Warehouse provides the data in this report, which is as of the previous
day and not future dates. If a change is made today for current or a past
coverage month, it would appear on the report tomorrow. If a change is made
today for a future coverage month, it will not appear on the report until the first of
that month.

Definitions The report includes the following fields:
e Org Code — Org code from the employee’s position for the selected record
e FLAIR Org — FLAIR org from employee’s position for the selected record
e Last Name — Employee’s last name
e First Name — Employee’s first name
e Ml — Employee’s middle initial
e EMP ID — Employee’s People First employee ID (PERNK)

e Pay Plan Code & Description — Pay plan code (employee subgroup) and title
for the selected position record

e Class Code — Class Code for the selected position record
e FTE - Full-time equivalent from the employee’s Pay Information record
e Plan Type Description — Plan type code and title

e Old Benefit Plan — Benefit plan code and title for the plan type prior to
change

¢ New Benefit Plan — Benefit plan code and title for the new election
e Old Coverage — Coverage level for the plan type prior to the change
e New Coverage — Coverage level for the plan type for the new election

e Old EE Cost — Employee contribution due for the insurance plan for the
coverage month prior to the change

e New EE Cost — Employee contribution due for the insurance plan for the
coverage month for the new election

e Old ER Cost — Employer contribution due for the insurance plan for the
coverage month prior to the change

e New ER Cost — Employer contribution due for the insurance plan for the
coverage month for the new election

e Effective Date — Date the coverage became effective for the coverage level
for the employee
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Benefits Changes Report

Event Type — Qualified Status Change (QSC) event that allowed the
employee to make the change

Filters The report includes the following filters:

OLO Code — Required filter; defaults to your agency’s OLO code.

Agency Sub Group — Required filter for Universities and Benefit Only entities
only. It will default to ‘Select Sub Group’ (no sub group selected). System
provides a drop down box of available codes for use. You will need to select
your agency sub group.

Org Code (from — to) — Optional filter; defaults to ‘Select Organization’ (no
org code selected) and system provides a drop down box of available filters.
To process the report for one org code, enter the org code in the “from” org
code field. To process the report for a range of org codes, enter an org code
in both the “from” and “to” org code fields. Once you make a selection in the
“from” filter, the system removes that value from the “to” filter.

FLAIR Org (from — to) — Optional filter; defaults to ‘Select FLAIR Org’ (no
FLAIR Org selected) and system provides a drop down box of available
filters. To process the report for one FLAIR org, enter the FLAIR org in the
"from” FLAIR org field. To process the report for a range of FLAIR org
codes, enter a FLAIR org in both the “from” and “to” FLAIR org fields. Once
you make a selection in the “from” filter, the system removes that value from
the “to” filter.

Budget Entity (from — to) — Optional filter; defaults to ‘Select Budget Entity’
(no budget entity selected) and system provides a drop down box of
available filters. To process the report for one budget entity, enter the budget
entity in the “from” budget entity field. To process the report for a range of
budget entity codes, enter a budget entity code in both the “from” and “to”
budget entity fields. Once you make a selection in the “from” filter, the
system removes that value from the “to” filter.

Employee ID — Optional filter. Report defaults to all employees in the filter
criteria (OLO, Org Code, etc.). To process the report for one employee enter
the employee ID (PERNK).

Coverage Begin Date — Required filter. Must be the first day of the coverage
month. Format is MM\DD\YYYY. For example, if requesting the report for
the December 2010 coverage period, enter 12/01/2010.

Coverage End Date — Required filter. Must be the last day of the coverage
month. Format is MM\DD\YYYY. For example, if requesting the report for
the December 2010 coverage period, enter 12/31/2010.

Report Format — Required filter; will default to PDF. To export to Excel,
select XLS. PDF report results download faster than XLS and are presented
in a printer friendly format.

Sort Hierarchy The report uses the following sort sequence:

Coverage Period
FLAIR Org

Employee Last Name

People First@}

BCH -2
Last Updated on December 28, 2010



Benefits Changes Report

Totals

Authorization

Process Steps

e Employee First Name
e EMPID

e Plan Type Code

The report provides the following totals:

e Employee count totals are provided at the end of the report for number of
employees included in the report.

Users with a security role code of A, G, H, I, N, S, U, X, and Y will be able to
process this report.

Step 1: Select Management; Data Warehouse Reports; Benefits Reports
Step 2: Select the Benefit Changes Report

Step 3: Select/enter the filter values

Step 4: Select the Run Report button

For PDF, the report opens in a new window. The new window remains blank
until the report results display. The results may take a while to display depending
on the report and the selected filters. You can print or save the PDF file once the
report is displayed. A blank report displays if no data is available for the report
selection criteria.

For Excel, the report selection criteria screen remains on the screen until the
report results display. The results may take a while to display depending on the
report and the selected filters. Click the “Download to Excel” link to export to
Excel once the results display. While the PDF reports are formatted for printing,
the Excel reports are unformatted so you can work with the data as needed. If
no data is available for the selected report criteria, you will see a message
indicating “No records found for selection. Please verify selection criteria.”

If you skip a required filter or enter invalid data, you will see the following error
message at the top of the Report Selection Criteria screen: “Errors have
occurred” and a red X displays next to the filter that you need to correct. Correct
the filters and select the Run Report button.

People First@}
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Benefits Changes Report

Report Selection

Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

People Firstg)

STATE OF FLORIDA HR

Home = Report Selection Criteria

Report Selection Criteria

Select or enter values for report parameters.

Report Title: Benefit Changes Report

* 0LO Code: [7200 =

Agency Sub Group: | - Select Sub Group - =l

Org Code (from): |- select organization - =1 Org Code (to): |- select organization - B3
FLAIR Org (from}: |- select FLAIR Org - =l FLAIR Ora fto): |- select FLAIR Org - =l
Budget Entity (from): |- Select Budget Entiy - =l Budget Entity (to): |- Select Budget Entiy - =l
Emp ID: [

* Begin Date: 010172010 5 * End Date: 07122010

* Report Format:

|POF

L

“Run Report )

For assistance, please call the Service Center at (866) 663-4735.

Report Sample For best results, print this report as landscape, legal size. Below is a sample of

the Benefit Changes Report:

BENEFITS CHANGES REPORT

DEPARTMENT OF MANAGEMENT SERVICES
RUN DATE: 071122010
PAGE: 1

Peoplgoﬁ.'mQ‘D

PAY PLAN FTE
ORG CODE FLAIR ORG LAST NAME FIRST NAME ] ENP ID CODE DESCRIPTION
PLAN TYPE DESCRIPTION OLD BENEFIT PLAN NEW BENEFIT PLAN OLD COVERAGE NEW COVERAGE OLDEE  NEWEE OLDER  NEWER EFF DATE EVENT TYPE
COST COST COsT CosT
727501060010000000000000 72750106001 06 SES o7 1.00
MRA MEDICAL REIMBURSE ACCT 120000 5000 $19251 $0.00 $000 06242010 BIRTH OR ADDPTION
TITSII060010000000000000 72750106001 08 SES o7
DCRA DEPENDENT CARE REIMEURSE 200000 $000 $320.86 $0.00 3000 06242010 BIRTH OR ADOPTION
ACET

7 08 SES o714 1.00
HEALTH CAPITAL HEALTH PLAN MO CAPITAL HEALTH PLAN HMO  FAMILY FAMILY 0,00 $000 5118414 $11B414 D6ZRIM0  BIRTH OR ADOPTION
c 08 SES [yl 1.00
DENTAL com PUENEFITS NETWORK COMPBENEFITS NETWORK. EMPLOYEE » FAMILY ~ EMPLOYEE + FAMILY 54870 34870 5000 $000 0628200 BIRTH OR ADOPTION

PLUSSAD PLUERAD04
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Benefits Early Effective Date Report

Overview Access the Benefits Early Effective Date Report in the Management Reports
Module of the People First system. The report identifies employees who have
selected an early effective date for Health and Insurance elections. The report is
based on election date, not coverage effective date. You can request the report
from January 1, 2010, forward. The People First System provides the data in this
report, which has data as of the time the report is processed.

Definitions The report includes the following fields:

e Emp ID — Employee’s People First employee ID (PERNK)

e First Name — Employee’s first name

e Ml - Employee’s middle initial

e Last Name — Employee’s last name

e Plan Type — Code and description for the insurance plan type

e Benefit Plan — Code and description for the benefit plan

e Coverage Level — Code and description for the coverage level

e Coverage Effective Date — Date the coverage became effective for the
coverage level for the employee

e Employee Cost — Amount the employee pays each month for the benefit plan

e Employer Cost — Amount the employer pays for the employee each month of
the benefit plan

e Event Type Description — Qualified Status Change (QSC) event that allowed
the employee to choose an early effective date

Filters The report uses the following filters:

e OLO - Required filter; defaults to your agency’s OLO code.

e Employee ID (from —to) — Optional filter. Report defaults to all employees in
the filter criteria (OLO, Org Code, etc.). To process the report for one
employee, enter the employee ID (PERNK) in the “from” employee ID field.
To process the report for a range of employees, enter an employee 1D
(PERNK) in both the “from” and “to” employee ID fields.

e Org Code (from — to) — Optional filter. To process the report for one org
code, enter the org code in the “from” org code field. To process the report
for a range of org codes, enter an org code in both the “from” and “to” org
code fields.

e Plan type (from — to) — Optional filter. To process the report for one plan type
enter the plan type in the “from” plan type field. To process the report for a
range of plan types, enter a plan type in both the “from” and “to” plan type
fields.
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Benefits Early Effective Date Report

e Benefit Plan (from — to) — Optional filter. To process the report for one
benefit plan enter the benefit plan in the “from” benefit plan field. To process
the report for a range of benefit plans, enter a benefit plan in both the “from”
and “to” benefit plan fields.

e Enroliment Date (from — to) — Required filter. Note this is the date the
enrollment was elected, not the coverage effective date. To process the
report for one enroliment date enter the enrollment date in the “from”
enrollment date field. To process the report for a range of enrollment dates
enter an enrollment date in both the “from” and “to” enroliment date fields.

Sort Hierarchy The report uses the following sort sequence:
e Org Code
e FLAIR Org

e Employee Last Name
e Employee First Name

e EMPID

Authorization Users with a security role code of A, G, H, I, N, S, U, X, and Y will be able to
process this report.

Process Steps Step 1: Select Management; Reports; Benefits Reports
Step 2: Select the Benefits Early Effective Date Report
Step 3: Select/enter the filter values
Step 4: Select the Run Report button

If the report finishes in less than three minutes, the report details display in a grid
at the bottom of the report selection screen. To view the report in PDF, select
the View PDF button. To view the report in Excel, select the Export to Microsoft
Excel link. PDF reports are formatted for printing, while the Excel reports are
unformatted so the user can work with the data as needed.

If the report takes more than three minutes, you will receive a message that the
report is taking longer than three minutes and to access the report in the “My
Reports” screen. Generally, you will be able to access the report in the “My
Reports” screen within 15 to 20 minutes. The “My Reports” screen is located on
the Reports menu.

If there is no data available for the report criteria, you will receive a message
stating “No data found for selection.” If you enter an invalid selection criteria, you
will see an error message that the value is either invalid or that you do not have
authorization to the data.
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Benefits Early Effective Date Report
|
Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

Benefits Farly Effective Date Report [~

Selection Area
OLO: 7200

Range Selection

Employee 1D: To
Org Code: To
Flan type: To
Benefit plan: To
Enrollment Date: * 07/03/2010 To a|

Report Sample For best results, print this report as landscape, legal size. Below is a sample of
an Adobe Acrobat (PDF) report:

BENEFITS EARLY EFFECTIVE DATE REPORT |
RUNDATE: 07002010 113117 M DEPARTMENT OF MANAGEMENT SERVICES PEOP e First
Pace 1 Erare e
COVERAGE EMPLOYEE( EMPLOYER|
EMFID (FIRST NAME MI |LAST NAME EFFECTIVE |FLANTYPE BENEFIT PLAN COVERAGE LEVEL COST] cosT|EVENT TYPE DESCRIFTION
DATE
0301/2000 | 1000 - BASIC LIFE 001 - BASIC LIFE MINNESOTA 0001 - BASIC LIFE [:E:% 0.00
030172010 | 0000 - HEALTH 0640 - VISTA HEALTHPLANS HMO 0009 - FAMILY 112774 000 | LAYOFF RET=1Y.NO COV
Q3012010 | 3000 - VISION 3004 - HUMANA VISION - EXAM:MATERIALS 0014 - EMPLOYEE + SPOUSE 11.58 0.00 | SP EMP CHG COV-ADD
030172010 | 4000 - DENTAL 4004 - COMPBENEFITS NETWORK PLUSS4004 0014 - EMPLOYEE + SPOUSE e 0.00 | SP EMP CHG COV-ADD
01012010 | 0000 - HEALTH {0400 - CAPITAL HEALTH PLAN HMO 0008 - FAMILY 120.00 S47.74 [NEW HIRE
0200172010 | 4000 - DENTAL 4004 - COMPBENEFITS NETWORK PLUSS4004 0020 - EMPLOYEE + FAMILY 4370 0.00 | NEW HIRE
0201/2010 | 1000 - BASIC LIFE 001 - BASIC LIFE MINNESOTA 0001 - BASIC LIFE 138 4.63 |NEWHIRE
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Benefits Underpayment/Overpayment Report

Overview Access the Benefits Underpayment/Overpayment Report in the Data Warehouse
Reports Module of the People First system. The report identifies employees
whose benefit(s) are either underpaid or overpaid for the requested coverage
period. You can request the report from January 1, 2005, forward. The Data
Warehouse provides the data for the report, which is as of the previous day.

Definitions The report includes the following fields:
e Org Code — Org code from the employee’s position for the selected record

e FLAIR Org Code — FLAIR org from employee’s position for the selected
record

e Coverage Period — Benefits coverage period; format MM/YYYY

e Agency Sub-Group/Title — Only used for Benefits Only entities

e Coverage Level — Coverage level for the plan type

e Last Name — Employee’s last name

e First Name — Employee’s first name

e EMP ID — Employee’s People First employee ID (PERNK)

e SSN — Employee’s Social Security Number

e FTE - Full-time equivalent from the employee’s Pay Information record

e FLAIR Acct Code — FLAIR account from employee’s position for the selected
record

e Pay Plan Code/Desc — Pay plan code (employee subgroup) and title for the
selected position record

e Plan Type Description — Plan type code and title

e Employee Due — Employee contribution due for the insurance plan for the
coverage month

e Employee Paid — Employee contribution paid for the insurance plan for the
coverage month

e Employee Variance — Underpayment or overpayment amount for the
insurance plan for the coverage month by the employee

e Employer Due — Employer contribution due for the insurance plan for the
coverage month

e Employer Paid — Employer contribution paid for the insurance plan for the
coverage month

e Employer Variance — Underpayment or overpayment amount for the
insurance plan for the coverage month by the employer
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Benefits Underpayment/Overpayment Report

Filters

The report includes the following filters:

OLO Code — Required filter; defaults to your agency’s OLO code.

Agency Sub Group — Required filter for Universities and Benefit Only entities
only. It will default to ‘Select Sub Group’ (no sub group selected). The
system provides a drop down box of available codes. Select your agency
sub group.

Org Code (from — to) — Optional filter; defaults to ‘Select Organization’ (no
org code selected) and a drop down box of available filters is provided. To
process the report for one org code, enter the org code in the “from” org code
field. To process the report for a range of org codes, enter an org code in
both the “from” and “to” org code fields. Once you make a selection in the
“from” filter, the system removes that value from the “to” filter.

FLAIR Org (from — to) — Optional filter; defaults to ‘Select FLAIR Org’ (no
FLAIR Org selected) and the system provides a drop down box of available
filters. To process the report for one FLAIR org, enter the FLAIR org in the
"from” FLAIR org field. To process the report for a range of FLAIR org
codes, enter a FLAIR org in both the “from” and “to” FLAIR org fields. Once
you make a selection in the “from” filter, the system removes that value from
the “to” filter.

Budget Entity (from — to) — Optional filter; defaults to ‘Select Budget Entity’
(no budget entity selected) and the system provides a drop down box of
available filters. To process the report for one budget entity, enter the budget
entity in the “from” budget entity field. To process the report for a range of
budget entity codes, enter a budget entity code in both the “from” and “to”
budget entity fields. Once you make a selection in the “from” filter, the
system removes that value from the “to” filter.

Employee ID — Optional filter. Report defaults to all employees in the filter
criteria (OLO, Org Code, etc.). To process the report for one employee,
enter the employee ID (PERNK).

Plan Type (from — to) — Optional filter; defaults to ‘Select Plan Type’ (no Plan
Type selected) and the system provides a drop down box of available filters.
To process the report for one plan type, enter the plan type in the “from” plan
type field. To process the report for a range of plan types, enter a plan type

in both the “from” and “to” plan type fields. Once you make a selection in the
“from” filter, the system removes that value from the “to” filter.

Coverage Begin Date — Required filter. Must be the first day of the coverage
month. Format is MM\DD\YYYY. For example, if requesting the report for
the December 2010 coverage period, enter 12/01/2010.

Coverage End Date — Required filter. Must be the last day of the coverage
month. Format is MM\DD\YYYY. For example, if requesting the report for
the December 2010 coverage period, enter 12/31/2010.

0 Important note: Coverage Begin and End Dates can be a range of
coverage months instead of just one month. If processing for more
than one month, enter the first day of the first coverage month in the
coverage begin date and enter the last day of the last coverage
month in the coverage end date.
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Benefits Underpayment/Overpayment Report

Sort Hierarchy

Totals

Authorization

Process Steps

e Report Format — Required filter; will default to PDF. To export to Excel,
select XLS. PDF report results download faster than XLS and are presented
in a printer friendly format.

The report uses the following sort sequence:
e Coverage Period

e FLAIR Org

e Employee Last Name

e Employee First Name

e EMPID

e Plan Type Code

The report provides the following totals:

e Plan counts are provided at the end of the report for the number of
employees in each of the plans included in the report.

e Employee count totals are provided at the end of the report for number of
employees included in the report.

Users with a security role code of A, G, H, I, N, S, U, X, and Y will be able to
process this report.

Step 1: Select Management; Data Warehouse Reports; Benefits Reports
Step 2: Select the Benefit Underpayment/Overpayment Report

Step 3: Select/enter the filter values

Step 4: Select the Run Report button

For PDF, the report opens in a new window. The new window remains blank
until the report results display. The results may take a while to display depending
on the report and the selected filters. You can print or save the PDF file once the
report is displayed. A blank report displays if no data is available for the report
selection criteria.

For Excel, the report selection criteria screen remains on the screen until the
report results display. The results may take a while to display depending on the
report and the selected filters. Click the “Download to Excel” link to export to
Excel once the results are displayed. While the PDF reports are formatted for
printing, the Excel reports are unformatted so the user can work with the data as
needed. If no data is available for the selected report criteria, you will see a
message indicating “No records found for selection. Please verify selection
criteria.”

If you skip a required filter or enter invalid data, you will see the following error
message at the top of the Report Selection Criteria screen: “Errors have

People First@}
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Benefits Underpayment/Overpayment Report

occurred” and a red X displays next to the filter that you need to correct. Correct
the filters and select the Run Report button.

Report Selection

Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

People First@®

STATE OF FLORIDA HR

Home = Report Selection Criteria

Report Selection Criteria

Select or enter values for report paramelers.

Report Titie:

Benefits Underpayment/Overpayment

Report
* 0LO Code: [7200 =
Agency Sub Group: |- Select Sub Group - =l
Org Code (from): |- Select Organization - ﬂ Org Code (to): |- Select Organization - ﬂ
FLAIR Org (from}: |- Select FLAIR Org - =l FLAIR Org {to): |- Select FLAIR Org - =l
Budget Entity (from): [- select Budget Entity - =l Budget Entity {to): [ - setect Budget Entity - =l
Emp ID: |
Plan Type (from}: I-Select Plan Type - j Plan Type (to): I-Se\ecl Plan Type - j
* Coverage Begin Date: 010112010 |z * Coverage End Date; 071212010
* Report Format: IPDF ﬂ

“Run Report )

For assistance, please call the Service Center at (866) 663-4735.

Report Sample

the Benefits Underpayment/Overpayment Report:

For best results, print this report as landscape, legal size. Below is a sample of

People First@®

BOU-4
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Benefits Underpayment/Overpayment Report

RUN DATE: 07122010
PAGE: 1
ORG CODE

STIAI020461 0003700000000

BENEFITS
UNDERPAYMENT / OVERPAYMENT REPORT People Fl rSt

T 24004030 200000000000000

T 240040000 2000000000000

T 240040000 2000000000000

T24004090002000000000000

T24004090002000000000000

T24004090002000000000000

724004090002000000000000

T 2400409000 2000000000000

T 24004030 DO0OODOONCON0

T 240040331 0000000000000

T24004052000000000000000

T24004110300000000000000

T24004110300000000000000

DEPARTMENT OF MANAGEMENT SERVICES STATE OF FLORIDA HR
FLAIR ORG CODE COVERAGE AGENCY SUB- COVERAGE LEVEL LAST NAME FIRST NAME EMPID s8N FTE
FLAIR ACCT CODE PERIOD  GROUPMITLE  pay pLAN CODEDESC PLAN TYPE - DESC S AT,
67303005200 27010 0001 0001-BASIC LIFE 1.00
6710100032067 1002000001 000000 08 SES 1000 BASIC LIFE s2e $0.00 4283 8977 $18.54
azEme oot D00-FAMILY 100
22020210277 20101000001 000000 03 SES 0000 HEALTH $0.00 50.00 5000 $55387  s845H1
72400112300 azEne oot Q001-BASIC LIFE 100
TZB026950017 24001000001 000000 01 CAREER SERVICE 1000 BASIC UIFE $1.39 $1.% $0.00 $463 $0.00
24001 13002 027010 0001 CIFAMILY 100
72B02695001724001000001 000000 03 SES 0000 HEALTH 5000 518000 SIBOO0  SINTT4 50474
2400113002 027010 0001 0CIFAMILY 100
TZB026950017 24001000001 000000 01 CAREER SERVICE 000D HEALTH 5000 S18000  SIB000  S1I2TT4  S04TT4
T24001 13002 27010 0001 0001-BASIC LIFE 100
TIE026050017 24001000001 000000 01 CAREER SERVICE 1000 BASIC LIFE $0.00 53,00 201 5329 $3.60
T24001 13002 27010 0001 0001-BASIC LIFE 100
TIEAZHOB0017 24001000001 000000 01 CAREER SERVICE 1000 BASIC LIFE $0.00 $1.28 $1.28 5733 $4.24
T2400113002 @0 0001 D001 BASIC LIFE 100
TIEO26950017 24001000001000000 04 SES 1000 BASIC LIFE $0.00 s $1.28 §7a 424
72400113002 27010 0001 0014 EMPLOYEE » SPOUSE 100
TIBOZEIH0017 24001000001 000000 08 SES 4000 DENTAL $1822 $24.10 $788 0,00 $3.00
72400113002 e oot 0014-EMPLOYEE » SPOUSE 100
TIEAEHS0017 24001000001 000000 01 CAREER SERVICE 4000 DENTAL $16.22 $24.10 5788 5000 $0.00
72400113020 aEne oot 0001-BASIC LIFE 50
TIBOEIS001 724001000001 D000 01 CAREER SERVICE 1000 BASIC LIFE s1.47 $1.23 5024 $0.82 $0.76
72400113060 027010 0001 D0CE-FAMILY 100
TIB026560017 26001000001 000000 01 CAREER SERVICE 0000 HEALTH $180.00 5000  -$18000  $04774 356386
72400113110 i ot 0003-FAMILY 1.00
TIB026560017 24001000001 000000 01 CAREER SERVICE 0000 HEALTH $0.00 350,00 0000 356387 §7S5EM
2400114020 27010 0001 001 INDIVIDUAL 1.00
T2BAH0017 24001000001 000000 08 SES 0000 HEALTH $0.00 000 $000 4868 390738
2400114020 27010 0001 0001BASIC LIFE 1.00
TABAHH0017 24001000001 000000 08 SE5 1000 BASIC LIFE $0.00 $0.00 3000 $15.07 $30.16

577

$81 94

$4E3

-$180.00

-$180.00

309

$0,00

$0.00

433388

$191.94

$408 68

$15.08
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Dependent Documentation Report

Overview

Fields

Filters

Access the Dependent Documentation Report in the Management Reports
Module of the People First system. The report identifies employees who need to
provide documentation for one or more of their dependent(s). The People First
System provides the data in this report, which has data as of the time the report
is processed.

The report includes the following fields:

Sub Agency — Used only for Benefit-Only entities

Org Code — Org code from the employee’s position for the selected record
FLAIR Org — FLAIR org from employee’s position for the selected record
Emp ID — Employee’s People First employee ID (PERNK)

First Name — Employee’s first name

Last Name — Employee’s last name

MI — Employee’s middle initial

Dependent SSN — Dependent’s Social Security number

Dependent First Name — Dependent’s first name

Dependent Last Name — Dependent’s last name

Dependent Birth Date — Dependent’s date of birth

Dependent Relationship — Dependent’s relationship to the subscriber
Documentation Type Needed — Documentation type that must be provided

Documentation Due Date — Date the documentation is due for the
employee’s dependent (60 days after the dependent is registered into the
People First system)

Dependent Enrolled — Indicates if the dependent is covered under any of the
employee’s benefit plans (Y means yes and N means no)

The report uses the following filters:

Agency — Required filter; defaults to your agency’s OLO code.

Org Code (from — to) — Optional filter. To process the report for one org
code, enter the org code in the “from” org code field. To process the report
for a range of org codes, enter an org code in both the “from” and “to” org
code fields.

FLAIR Org (from — to) — Optional filter. To process the report for one FLAIR
org code, enter the FLAIR org code in the “from” FLAIR org field. To process
the report for a range of FLAIR org codes, enter a FLAIR org code in both the
“from” and “to” FLAIR org fields.

People First@®

DD-1
Last Updated on August 17, 2010



Dependent Documentation Report

_____________________________________________________________________________________________________________________________________|
Sort Hierarchy The report uses the following sort sequence:

e Org Code

e FLAIR Org

e Employee Last Name
e Employee First Name
e EMPID

Authorization Users with a security role code of A, G, H, I, N, S, U, X, and Y will be able to
process this report.

Process Steps Step 1. Select Management; Reports; Benefits Reports
Step 2. Select the Dependent Documentation Report
Step 3: Select/enter the filter values
Step 4: Select the Run Report button

If the report finishes in less than three minutes, the report details display in a grid
at the bottom of the report selection screen. To view the report in PDF, select
the View PDF button. To view the report in Excel, select the Export to Microsoft
Excel link. PDF reports are formatted for printing, while the Excel reports are
unformatted so the user can work with the data as needed.

If the report takes more than three minutes, you will receive a message that the
report is taking longer than three minutes and to access the report in the “My
Reports” screen. Generally, you will be able to access the report in the “My
Reports” screen within 15 to 20 minutes. The “My Reports” screen is located on
the Reports menu.

If there is no data available for the report criteria, you will receive a message
stating “No data found for selection.” If you enter an invalid selection criteria, you
will see an error message that the value is either invalid or that you do not have
authorization to the data.

Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

Dependent Documentation n
Selection Area

Agency: 7200

Range Selection

Org Code: To

FLAIR Organization: To

People First@?) DD - 2
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Dependent Documentation Report

Report Sample For best results, print this report as landscape, legal size. Below is a sample of
an Adobe Acrobat (PDF) report:

DEPENDENT DOCUMENTATION REPORT

RUN DATE: D7M1472010  14:13.52 DEPARTMENT OF MANAGEMENT SERVICES People lrs“
PAGE: 1 e o g e
Aozcy ORG CODE FLAIRORG | EMPID \LAST NAME FIRST NAME M| O N |LAST NAME FIRST NAME BRTHDATE [RELATION | [TYFENEEDED | DUEDATE ' |ENROLLED.
o001 720101030000000000000000 | 72010101800 oe2i1ees [cHILD feipri Dev2512005 ¥
0001 720101030000000000000000 | 72010101500 42711603 | CHILD fipre D825/2005 ¥
o001 720101030000000000000000 | 72010101800 t130ees |sPousE peaiilas S 0672512005 ¥
ooot 720101030000000000000000 | 72010101882 1200811858 | SPOUSE R e owoezotn ¥
0001 72010200000000000000000C | 72010103000 o7r3nesa [cHio feipria 127302005 N
o001 720106000000000000000000 | 72010108000 tartamoto |cHio feipri DevDer2010 ¥
o001 720202010000000000000000 | 72010111000 0214neE2 |CHILD fipre 120072004 N
o001 724003020000000000000000 | 72400120020 te2mies: |sPouse peaiilas S 05/00r2008 ¥
o001 724004010000000000000000 | 72400113080 1022003 |cHILD P oz/08010 ¥
0001 724004010000000000000000 | 72400113080 De/taIeEs FOSTERCHILD |DEFTRDeeT 027082010 ¥
ooot 724004010000000000000000 | 72400113080 07r2aneTa | SPOUSE e /262008 ¥
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Premium History Report

Overview Access the Premium History Report in the Data Warehouse Reports Module of
the People First system. The report identifies premium activity for employee
benefit(s) for a requested coverage period. You can request the report from
January 1, 2005, forward. The Data Warehouse provides the data for the report,
which is as of the previous day.

Definitions The report includes the following fields:

e FLAIR Org — FLAIR org from employee’s position for the selected record

e FLAIR Acct Code — FLAIR account from employee’s position for the selected
record

e Agency Sub Group — Only used for Benefits Only entities and will display the
Benefits Only title

e EMP ID — Employee’s People First employee ID (PERNK)

e First Name — Employee’s first name

e Ml — Employee’s middle initial

e Last Name — Employee’s last name

e Pay Plan — Pay plan code (employee subgroup) and title for the selected
position record

e Class Code — Class code for the selected position record

e FTE - Full-time equivalent from the employee’s Pay Information record

e Plan Type — Plan type title

e Benefit Plan — Benefit Plan title for the plan type

e Coverage Level — Coverage level for the plan type

e Coverage Period — Benefits coverage period; format MM/DD/YYYY

e Warrant Date — Date the payment was made; formatted MM/DD/YYYY

e Payment Source — How the payment was made (e.g. payroll deduction,
payroll on demand, payroll cancellation, manual, etc.)

e Trans Date — Date the payment was entered in the People First system;
formatted MM/DD/YYYY

e Employee Paid — Employee contribution paid for the insurance plan for the
coverage month

e Employer Paid — Employer contribution paid for the insurance plan for the
coverage month

Filters The report includes the following filters:

e OLO Code — Required filter; defaults to your agency’s OLO code.
People First@?) PH-1
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Premium History Report
_____________________________________________________________________________________________________________________________________|
e Agency Sub Group — Required filter for Universities and Benefit Only entities
only. It will default to ‘Select Sub Group’ (no sub group selected). The
system will provide a drop down box of available codes for use. Select your
agency sub group.

e Org Code (from — to) — Optional filter; defaults to ‘Select Organization’ (no
org code selected) and the system provides a drop down box of available
filters. To process the report for one org code, enter the org code in the
“from” org code field. To process the report for a range of org codes, enter
an org code in both the “from” and “to” org code fields. Once you make a
selection in the “from” filter, the system removes that value from the “to” filter.

e FLAIR Org (from — to) — Optional filter; defaults to ‘Select FLAIR Org’ (no
FLAIR Org selected) and the system provides a drop down box of available
filters. To process the report for one FLAIR org, enter the FLAIR org in the
"from” FLAIR org field. To process the report for a range of FLAIR org
codes, enter a FLAIR org in both the “from” and “to” FLAIR org fields. Once
you make a selection in the “from” filter, the system removes that value from
the “to” filter.

e Budget Entity (from —to) — Optional filter; defaults to ‘Select Budget Entity’
(no budget entity selected) and the system provides a drop down box of
available filters. To process the report for one budget entity, enter the budget
entity in the “from” budget entity field. To process the report for a range of
budget entity codes, enter a budget entity code in both the “from” and “to”
budget entity fields. Once you make a selection in the “from” filter, the
system removes that value from the “to” filter.

e Employee ID — Optional filter. Report defaults to all employees in the filter
criteria (OLO, Org Code, etc.). To process the report for one employee enter
the employee ID (PERNK).

e Plan Type (from —to) — Optional filter; defaults to ‘Select Plan Type’ (no Plan
Type selected) and the system provides a drop down box of available filters.
To process the report for one plan type, enter the plan type in the “from” plan
type field. To process the report for a range of plan types, enter a plan type
in both the “from” and “to” plan type fields. Once you make a selection in the
“from” filter, the system removes that value from the “to” filter.

e Coverage Begin Date — Required filter. Must be the first day of the coverage
month. Format is MM\DD\YYYY. For example, if requesting the report for
the December 2010 coverage period, enter 12/01/2010.

e Coverage End Date — Required filter. Must be the last day of the coverage
month. Format is MM\DD\YYYY. For example, if requesting the report for
the December 2010 coverage period, enter 12/31/2010.

o Important note: Coverage Begin and End Dates can be a range of
coverage months instead of just for one month. If processing for
more than one month, enter the first day of the first coverage month
in the coverage begin date and enter the last day of the last
coverage month in the coverage end date.

e Report Format — Required filter; will default to PDF. To export to Excel,
select XLS. PDF report results download faster than XLS and are presented
in a printer friendly format.

People First@® PH -2
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Premium History Report

Sort Hierarchy The report uses the following sort sequence:
e Coverage Period
e FLAIR Org
e Employee Last Name
e Employee First Name
e EMPID

e Plan Type Code

Totals The report provides the following totals:

e Employee count totals are provided at the end of the report for number of
employees included in the report.

Authorization Users with a security role code of A, G, H, I, N, S, U, X, and Y will be able to
process the report.

Process Steps Step 1: Select Management; Data Warehouse Reports; Benefits Reports
Step 2: Select the Premium History Report
Step 3: Select/enter the filter values
Step 4: Select the Run Report button

For PDF, the report opens in a new window. The new window remains blank
until the report results display. The results may take a while to display depending
on the report and the selected filters. You can print or save the PDF file once the
report is displayed. A blank report displays if there is no data available for the
report selection criteria.

For Excel, the report selection criteria screen remains on the screen until the
report results display. The results may take a while to display depending on the
report and the selected filters. Click the “Download to Excel” link to export to
Excel once the results are displayed. While the PDF reports are formatted for
printing, the Excel reports are unformatted so you can work with the data as
needed. If no data is available for the selected report criteria, you will see a
message indicating “No records found for selection. Please verify selection
criteria.”

If you skip a required filter or enter invalid data, you will see the following error
message at the top of the Report Selection Criteria screen: “Errors have
occurred” and a red X displays next to the filter that you need to correct. Correct
the filters and select the Run Report button.

People Firstq® PH-3
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Premium History Report

Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

People First@}

STATE OF FLORIDA HR

Home = Report Selection Criteria

Report Selection Criteria

Select or enter values for report parameters.

Report Title: Premium History Report

* 0LO Code: [7200 =

Agency Sub Group: |- Select Sub Group - =l

Org Code (from): |- Select Organization - j Org Code (to): |- Select Organization - j
FLAIR Org (from): |- Select FLAIR Org - =l FLAIR Org (to): |- Select FLAIR Org - =l
Budget Entity (from): |- select Budget Entity - =l Budget Entity (to): |- select Budget Entity - =l
Emp ID: |

Plan Type {from}): |-Se|ect Plan Type - j Plan Type (to}: |-Se\ect Plan Type - j
* Coverage Begin: 01i01/2010 * Coverage End: 0711212010

L

* Report Format: IPDF

For assistance, please call the Service Center at (866) 663-4735.

Report Sample For best results, print this report as landscape, legal size. Below is a sample of
the Premium History Report:

PREMIUM HISTORY REPORT

People First

STATE OF FLORIDA HR
FLAIR ORG FLAIR ACCT CODE AGENCY SUB GROUP
T2010101700 TI202021 0277201 01000001000000 0001 -
Emp FIRST NAME M LAST NAME PAY PLAN CLASS FTE PLAN TYPE BENEFIT COVERAGE COVERAGE WARRANT  PAYMENT TRANS EMPLOYEE EMPLOYER
o CODE PLAN LEVEL PERIOD DATE SOURCE DATE PAID PAID
o Ms 506 1.00 BASIC LIFE BASIC UFE INDIVIDUAL 020172010 MAS2010  PAYROLL o200 30.00 e
MINNESOTA DEQUCTION
01292010 PAYROLL onRERmo $0.00 s1am
DEDUCTION
“TOTAL™ 30.00 $37.82
DENTAL COMPBENEFITS EMPLOYEE 020172010 MAS2010  PAYROLL 0122010 .37 30.00
SCHEDWER OHLY DEQUCTION
01292010 PAYROLL 01262010 737 $0.00
DEDUCTION
“TOTAL™ 1474 52.00
HEALTH STATE PPO INDIVIDUAL 020172010 Q1292010 PAYROLL 017262010 000 $249.34
PLAN DEOUCTION
0INS2010  PAYROLL 01122010 $0.00 §248 34
DEDUCTION
“TOTAL™ $0.00 §493.68
o CAREER 1334 1.00 BASIC LFE BASIC UFE INDIVIDUAL 020172010 MAS200  PAYROLL o1IAz22010 .09 3364
SERVICE MINKESOTA DEDUCTION
01292010 PAYROLL 01262010 $1.09 $384
DEDUCTION
“TOTAL™ $2.18 §7.28
DENTAL COMPBENEFITS EMPLOYEE 020172010 MAS200  PAYROLL o200 sa.11 $0.00
HETWORK oHLY DEOUCTION
PLUS#S004 01292010 PAYROLL 01262010 811 30.00
DEDUCTION
TTOTAL™ §16.22 50,00
HEALTH CAPITAL INDVIDUAL o2o12010 NM29200  PAYROLL 0aE2m0 $2500 $22434
HEALTH PLAN DEDUCTION
HMO MAS2010 PAYROLL 01122010 $25.00 $22434
DEDUCTION
“TOTAL™ £50.00 443,68

People Firstq}) PH -4

Last Updated on December 28, 2010



e o g i
e T,

Pieiiae eveor your User 10 and Passwond

{o socews the Pecpls Nt syatarm

o, cal L TR
6100 B rm, BE TE

L

e s as
i (naa) X2y

faiyy
UELT

Elirmugs,




Budgeted Positions Reports

Overview Access the Budgeted Positions Report in the Data Warehouse Reports module
of the People First System. The report has seven different report modes to
display position data. You can obtain a listing of budgeted positions for analysis
and monitoring purposes. OPS positions are excluded from this report. The
Data Warehouse provides the data in this report, which is as of the previous day.

Definitions All seven reports include the following fields:

e Org Code — Org Code from the employee’s position for the selected record

e Budget Entity — Budget entity code for the selected position record

e Pos Num - Position number for the selected record

e Last Name — Employee’s last name. If the position is vacant, the word
“**\Vacant/Date Vacant**” will be displayed in this column. Example:
**VACANT 05/11/10**.

e First Name — Employee’s first name

e Ml — Employee’s middle initial

e Emp ID — Employee’s People First employee ID (PERNK)

e FLAIR Org — FLAIR Org from the employee’s position record for the selected
record

e Class Code — Class code for the selected position record

e Class Title — Class title for the selected position record

e Pay Plan — Pay Plan (employee subgroup) for the selected position record

e Pay Grade — Pay grade for the selected position record

e Base Pay — Employee’s base rate of pay (excluding additives)

e CO - Physical county code for the selected position record

e Appt Status — Appointment status for the employee

¢ Ret Code — Retirement code for the employee

e Pos FTE - Full-time Equivalent from the employee’s Pay Information record

e Broadband — Broadband code for the selected position record

e Pay Band — Pay band code for the selected position record

e OCA — Other Cost Accumulator (OCA) code from the selected position
record. This is used by Department of Health, Department of Children and
Families and Agency for Persons with Disabilities only.

People First@?) BP - 1
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Budgeted Positions Reports

_____________________________________________________________________________________________________________________________________|
The Budgeted Positions by Org Report includes the following additional fields:

e EEO4 — EEO4 code for the employee’s record
e Gender — Employee’s gender

e Race — Employee’s race code

Filters The report includes the following filters:
e OLO Code — Required filter; defaults to your agency’s OLO code.

e Org Code (from — to) — Optional filter; defaults to “Select Organization” (no
org code selected) and a drop down of available filters is provided. To
process the report for one org code, enter the org code in the “from” org code
field. To process the report for a range of org codes, enter an org code in
both the “from” and “to” org code fields. Once you make a selection in the
“from” filter, the system removes that value from the “to” filter.

e FLAIR Org Code (from — to) — Optional filter; defaults to ‘Select FLAIR Org’
(no FLAIR org selected) and a drop down of available filters is provided. To
process the report for one FLAIR org, enter the FLAIR org in the “from”
FLAIR org field. To process the report for a range of FLAIR org codes, enter
an FLAIR org in both the “from” and “to” FLAIR org fields. Once you make a
selection in the “from” filter, the system removes that value from the “to” filter.

e Budget Entity (from — to) — Optional filter; defaults to ‘Select Budget Entity’
(no budget entity selected) and provides a drop down of available filters. To
process the report for one budget entity code, enter the budget entity code in
the “from” budget entity field. To process the report for a range of budget
entity codes, enter a budget entity code in both the “from” and “to” budget
entity fields. Once you make a selection in the “from” filter, the system
removes that value from the “to” filter.

e Class Code (from — to) — Optional filter; defaults to ‘Select Class Code’ (no
class code selected) and a drop down of available filters is provided. To
process the report for one class code, enter the class code in the “from” class
code field. To process the report for a range of class codes, enter a class
code in both the “from” and “to” class code fields. Once you make a
selection in the “from” filter, the system removes that value from the “to” filter.

e County (from —to) — Optional filter; defaults to ‘Select County’ (no county
selected) and a drop down of available filters is provided. To process the
report for one county enter the county in the “from” county field. To process
the report for a range of county codes, enter a county in both the “from” and
“to” county code fields. Once you make a selection in the “from” filter, the
system removes that value from the “to” filter.

¢ Report Mode — Required filter. You must select one report mode from the
drop down box. The seven different report modes provide users with choices
for the presentation of data in their report. Available report modes are:

0 Budgeted Positions Status — The report is sorted by position number.

People First@}) BP-2
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Budgeted Positions Reports

|
0 Budgeted Positions by Org — The report is sorted by Org Code, then by
position number.

0 Budgeted Positions by FLAIR Org — The report will be sorted by FLAIR
Org, then by position number.

0 Budgeted Positions by Class — The report will be sorted by class code,
then by position number.

0 Budgeted Positions by Class and Division — The report will be sorted by
Org Level 1 Name, then by class code and position number.

0 Budgeted Positions within Division — The report will be sorted by Org
Level 1 Name, then by position number.

0 Budgeted Positions by County — The report will be sorted by county, then
position number.

0 Report Format — Required filter; defaults to PDF. To export to Excel,
select XLS. PDF report results download faster than XLS and are
presented in a printer friendly format.

Sort Hierarchy The sort sequence is determined by the report mode selected. See report mode
above for each sort sequence.

Totals The report mode selected determines how totals are presented in the report.
The following totals are provided for each report mode:

0 Budgeted Positions Status — The end of the report lists totals for the
number of positions, established FTE, vacancies and total employees.

0 Budgeted Positions by Org —The end of each org code and report lists
totals for the number of positions, established FTE, vacancies and total
employees.

0 Budgeted Positions by FLAIR Org — The end of each FLAIR code and
report lists totals for the number of positions, established FTE, vacancies
and total employees.

0 Budgeted Positions by Class — The end of each class title and report lists
totals for the number of positions, established FTE, vacancies and total
employees.

0 Budgeted Positions by Class and Division — The end of each class code,
Org Level 1 Name and report lists totals for the number of positions,
established FTE, vacancies and total employees.

0 Budgeted Positions within Division — The end of each Org Level 1 Name
and report lists totals for the number of positions, established FTE,
vacancies and total employees.

0 Budgeted Positions by County — The end of each county and report lists
totals for the number of positions, established FTE, vacancies and total
employees.
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Budgeted Positions Reports
_____________________________________________________________________________________________________________________________________|
Authorization Users with a security role code of A, C, D, F, G, H, I, K, M, N, S, T, U, Xand Y
will be able to process the report.

Process Steps Step 1. Select Management; Data Warehouse Reports; Budget Reports
Step 2: Select the Budgeted Positions Report
Step 3: Select/enter the filter values
Step 4: Select the Run Report button

For PDF, the report opens in a new window. The new window remains blank
until the report results display. The results may take a while to display depending
on the report and the selected filters. You can print or save the PDF file once the
report is displayed. A blank report displays if there is no data available for the
selected report criteria.

For Excel, the report selection criteria remain on the screen until the report
results display. The results may take a while to display depending on the report
and the selected filters. Click the “Download to Excel” link to export to Excel
once the results are displayed. While the PDF reports are formatted for printing,
the Excel reports are unformatted so the user can work with the data as needed.
If there is no data available for the selected report criteria, you will see a
message indicating “No records found for selection. Please verify selection
criteria.”

If you do not enter a required filter or enter invalid data, you will see the following
error message at the top of the Report Selection Criteria screen: “Errors have
occurred” and a red X is displayed next to the filter that needs to be corrected.
Correct the filters and select the Run Report button.

Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

People First@P

119869
Home = Report Selection Criteria

Report Selection Criteria

Selsct or enter values for report parametars.
Report Title: Budgeted Positions Report
* OLO Code: [7200 =
Org Code {from): I- Select Organization - j Org Code {to): I - Select Organization - j
FLAIR Org {from): [-Select FLAIR Org - =l FLAIR Org (to): [- Select FLAIR g - |
Budget Entity (from): | Select Budget Entity - j Budget Entity (to): | - Select Budget Entity - j
Class Code (from): |-Se\ec‘tCI355- j Class Code (to): |-Se|eu1(3|ass- j
County (from): |-Se\e|:1 County - d County (to): |-Se|ec1 County - j
* Report Mode: |Eludgeted Positions Status j
* Report Format: IPDF j

Run Report
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Budgeted Positions Reports

Report Sample

RUN DATE: 06232010
PAGE: 1

the Budgeted Positions Status Report:

BUDGETED POSITIONS STATUS REPORT

DEPARTMENT OF MANAGEMENT SERVICES

People First

STATE OF RORIDA MR

For best results, print this report as landscape, legal size. Below is a sample of

@

ORG CODE BUDGET POS LASTNAME FIRST NAME M EMPID FLAIRORG CLASS CLASSTITLE PAY PAY BASE CO APPT ET POS BROADBAND PAY OCA
ENTITY NUM CODE PLAN GRADE PaY STATUS CODE FTE BAND
726005010000000000000000 72500500 DO3260 ™ VACANT 72600501001 6705 EXEC DIR- OFFICE OF -] 930 5208573 &7 HM 100 10101101 =3
o210~ SUPDLIER DIVERSITY

726005010000000000000000 7 72600501001 2053 DISTRIBUTED COMPUTER -] 425 §$1573.36 &7 HA 100 11302102 o0
SYSTEMS ADMIN - SES

726005010000000000000000 7 MANDY R 687507 72600501001 3344 LAE?E.IEI;E'I__‘OY'\AENT&'I'RNN 03 424 $200000 037 Exempt HA 100 119198402 o0

726005010000000000000000 7 ROCKY G 222801 72600501001 3344 LABOR, EMPLOYMENT & TRAIN 03 424 §1,53462 037 Exempt @A 1.00 11919502 o0
ADMIN | - SES

726005010000000000000000 72500500 003265 MENZEL ARIEL B 930027 72600501001 2234 OPERATIONS & MGMT 03 421 §1.750.52 037 Exempt HA 100 13111103 o7
CONSULTANT | - SE5

726005010000000000000000 72500500 003266 BROCK TYLER F 202250 72600501001 2224 SENI%’.“TMIA‘I.:_‘C;EHEW 03 422 $1.47415 037 Exempt HA 100 13111103 o7

726005010000000000000000 72500500 O03267 SNOVER UNDSAY C 530028 72600501001 2205 MANAGEMENT ANALYSTI- 03 47 $3.72526 (37 Ewempt HA 100 13111102 005
SES

726005010000000000000000 72500500 003268 GERVAIS STEPHANIE F 153300 72600501001 2234 SSE‘E?J“%‘ISTSI M.-.Qw -] 41 §151663 037 Exempt HA 100 13111103 o7

726005010000000000000000 72500500 003270 TAMAYC TAMARA H €01824 72600501001 2238 OPERATIONS & MGMT 03 425 $1573.36 37 Exempt HA 100 1+-102102 (1=
CONSULTANT MGR - SES

726005010000000000000000 72500500 003272 OMEL JEFFERY A 930026 72600501001 7234 GOVERNMENT OPERATIONS o o 5200000 037 Probationary HA 100 13111103 o7
CONSULTANT |

726005010000000000000000 7 003273 ASSAROUPE MELISSA D 213716 72600501001 0812 PURCHASING AGENT Il - SES 08 415 $1268.97 037 Ewempt HA 1.00 13102301 o3

726005010000000000000000 7 003275 ROSSMAN LORI E 165518 72600501001 O7O9 AE@(I\NLDTRATNEBSIS’MNTI -] 415 §$126403 037 Exempt HA 100 43501102 o003

726005010000000000000000 7 DO7ETE JACKSON LAUREN R 115426 72600501001 0102 SECRETARY o 0I7 $1.00000 037 Probationary HA 1.00  £3-5014-01 oo

T26005010000000000000000 7 201116 SOUTHERLAND  KELVIN B S2WT3 7200501001 2234 OPERATICNS & MGMT o3 421 $3.381.00 037 Probationary 100 13111103 007

CONSULTANT | - SES

AGENCY TOTALS:

THIS REPORT MAY CONTAIN INFORMATION THAT 1S CONFIDENTIAL UNDER STATE OR FEDERAL LAW. IMPROPER ACCESS OR RELEASE OF SUCH INFORMATION MAY BE A VIOLATION OF THESE LAWS.
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LAS/PBS Budget Report

Overview Access the LAS/PBS Budget Report in the Data Warehouse Reports module of
the People First System. The report has three different report modes to use to
display position and rate information. Using it ensures accurate data is sent on
the Legislative Appropriations System/Planning and Budgeting Subsystem
(LAS/PBS) file each week, month and at fiscal year end. The Data Warehouse
provides the data in this report, as of the previous day.

Definitions All three reports include the following fields:

e BE - Budget entity code for the selected position record

e QOV/SH — Overlap (O) or shared indicator (S) for the selected position record

e POS NUM - Position number for the selected record

e PAY PLAN - Pay plan (employee subgroup) for the selected position record

e CLASS CODE - Class code for the selected position record

e CLASS TITLE — Class title for the selected position record. When the
position is vacant or overlapped, a label of ***Qverlapped Position*** or
**\Vacant Position** displays in this column.

e POS FTE - Full time equivalent (FTE) for the selected position record

e PAY GRADE - Pay grade for the selected position record

e CO - Physical county code for the selected position record

e OCA — Other cost accumulator (OCA) for the selected position record. Only
the Department of Health, Department of Children and Families and Agency
for Persons with Disabilities use this field.

e CBU - Collective bargaining unit code for the selected position record

e EMP FTE — Full time equivalent (FTE) from the employee’s Pay Information
record

e RET CD - Retirement code for the employee; defaults to HA for vacant
positions

e BASE RATE - Annual base rate (base rate of pay *26.1 for biweekly
agencies or base rate of pay *12 for monthly agencies) without pay additives
rounded to the nearest whole dollar

e PAY ADD - Annual amount of pay additive (additive amount *26.1 for
biweekly agencies or additive amount *12 for monthly agencies) rounded to
the nearest whole dollar

e PAY RATE — Annual rate (base rate of pay plus additives *26.1 for biweekly
agencies or base rate of pay plus additives *12 for monthly agencies)
rounded to the nearest whole dollar

e RET AMT — Annual employer retirement contribution amount rounded to the
nearest whole dollar

People FirstqD LPBE - 1
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LAS/PBS Budget Report

Filters

FICA AMT — Annual employer FICA contribution amount rounded to the
nearest whole dollar

HLTH AMT — Annual employer health insurance contribution amount
rounded to the nearest whole dollar

LIFE AMT — Annual employer life insurance contribution amount rounded to
the nearest whole dollar

DIS AMT — Annual employer disability insurance contribution amount
rounded to the nearest whole dollar

The report includes the following filters:

OLO Code — Required filter; defaults to your agency’s OLO code.

Org Code (from — to) — Optional filter; defaults to “Select Organization” (no
org code selected) and a drop down of available filter. To process the report
for one org code, enter the org code in the “from” org code field. To process
the report for a range of org codes, enter an org code in both the “from” and
“to” org code fields. Once you make a selection in the “from” filter, the
system removes that value from the “to” filter.

FLAIR Org (from — to) — Optional filter; defaults to ‘Select FLAIR Org’ (no
FLAIR org selected) and provides a drop down of available filters. To
process the report for one FLAIR org, enter the FLAIR org in the “from”
FLAIR org field. To process the report for a range of FLAIR org codes, enter
an FLAIR org in both the “from” and “to” FLAIR org fields. Once you make a
selection in the “from” filter, the system removes that value from the “to” filter.

Budget Entity (from — to) — Optional filter; defaults to ‘Select Budget Entity’
(no budget entity selected) and provides a drop down of available filters. To
process the report for one budget entity code, enter the budget entity code in
the “from” budget entity field. To process the report for a range of budget
entity codes, enter a budget entity code in both the “from” and “to” budget
entity fields. Once you make a selection in the “from” filter, the system
removes that value from the “to” filter.

SPC (from — to) — Optional filter; defaults to “Select SPC” (no state program
component selected) and provides a drop down of available filters. To
process the report for one SPC code, enter the SPC code in the “from” SPC
field. To process the report for a range of SPC codes, enter a SPC code in
both the “from” and “to” SPC fields. Once you make a selection in the “from”
filter, the system removes that value from the “to” filter.

Report Mode — Required filter. You must select one report mode from the
drop down box. The three different report modes provide users with choices
for the presentation of data in their report. Available report modes are:

0 Rate Report — sorted by budget entity, FLAIR org then by position
number

People First@}
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LAS/PBS Budget Report

Sort Hierarchy

Totals

Special Note

Authorization

Process Steps

(0]

Budget Report — sorted by budget entity, SPC code, org code then by
position number

Detail Report — sorted by budget entity, SPC code then by position
number

e Report Format — Required filter; defaults to PDF. To export to Excel, select
XLS. PDF report results download faster than XLS and are presented in a
printer friendly format.

The sort sequence is determined by the report mode selected. See report mode
above for each sort sequence.

The report mode selected determines how the totals are presented in the report.
The following totals are provided for each report mode.

(0]

Rate Report — Totals are provided at the end of each budget entity,
FLAIR Org Level 2 and report for the position FTE, employee FTE,
overlap FTE, established FTE, vacant FTE, base rate, CAD additive,
leadworker additive, shift additive, legislatively approved additive, trainer
additive, critical market additive, hazardous additive, coordinator, temp
special duty additive, other (additives), rate of pay, benefit costs,
retirement, FICA, health, life, disability, annualized vacant rate and
annualized salaries.

Budget Report — Totals are provided at the end of each budget entity,
SPC code, org code and report for the position FTE, employee FTE,
overlap FTE, established FTE, vacant FTE, base rate, CAD additive,
leadworker additive, shift additive, legislatively approved additive, trainer
additive, critical market additive, hazardous additive, coordinator, temp
special duty additive, other (additives), rate of pay, benefit costs,
retirement, FICA, health, life, disability, annualized vacant rate and
annualized salaries.

Detail Report — Totals are provided at the end of each budget entity,
SPC code and report for the position FTE, employee FTE, overlap FTE,
established FTE, vacant FTE, base rate, CAD additive, leadworker
additive, shift additive, legislatively approved additive, trainer additive,
critical market additive, hazardous additive, coordinator, temp special
duty additive, other (additives), rate of pay, benefit costs, retirement,
FICA, health, life, disability, annualized vacant rate and annualized
salaries.

If you see missing or invalid data on this report, it could indicate that data stored
on the position record is inaccurate or incorrect in People First. Please research
the position data and make the appropriate corrections.

Users with a security role code of A, C,D, F, G, H, I, K, M, N, S, U, X and Y will
be able to process the report.

Step 1. Select Management; Data Warehouse Reports; Budget Reports

People First@}
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LAS/PBS Budget Report

Step 2. Select the LAS/PBS Budget Report
Step 3: Select/enter the filter values
Step 4: Select the Run Report button

For PDF, the report opens in a new window. The new window remains blank
until the report results display. The results may take a while to display depending
on the report and the selected filters. You can print or save the PDF file once the
report is displayed. A blank report displays if there is no data available for the
selected report criteria.

For Excel, the report selection criteria remain on the screen until the report
results display. The results may take a while to display depending on the report
and the selected filters. Click the “Download to Excel” link to export to Excel
when the results display. While the PDF reports are formatted for printing, the
Excel reports are unformatted so the user can work with the data as needed. If
there is no data available for the selected report criteria, you will see a message
indicating “No records found for selection. Please verify selection criteria.”

If you do not enter a required filter or enter invalid data, you will see the following
error message at the top of the Report Selection Criteria screen: “Errors have
occurred” and a red X is displayed next to the filter that needs to be corrected.
Correct the filters and select the Run Report button.

People First@}
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Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

People First@®

STATE OF FLORIDA HR

214315
Home = Report Selection Criteria

Report Selection Criteria

Select or enter values for report parameters

Report Title: LAS/PBS Budget Report

* OLO Code: | 7200 =]

Org Code (from): | 725005010000000000000000 = | Org Code (to): |- Select organization - |
FLAIR Org (from): |- select FLAIR Org - Jd| FLAIR Org (to): |- select FLAIR Ora - =l
Bucdget Entity (from): |- Select Budget Entity - | Bucdget Entity (to): |- Select Budget Entity - =l
SPC (from): |- select sPC- = SPC (to): |-Select sPC - |
* Report Mode: |Rate Report j

* Report Format: | j

For assistance, please call the Service Center at (866) 663-4735.

People First@}) LPBE -5
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LAS/PBS Budget Report

Report Sample For best results, print this report as landscape, legal size. Below is a sample of
the LAS/PBS Budget Report:

DETAIL LAS/PBS - DETAIL REPORT

DEPARTMENT OF MANAGEMENT SERVICES
People First@®)
2

PAGE: STATE OF FLORIDA HR

BUDGET ENTITY:72010100 EXECUTIVE DIR/SUPPORT SVCS
SPC: 1602000000 EXEC LEADERSHIP/SUPPRT SVC

OVl POS PAY CLASS CLASSTITLE POS PAY CO OCA CBU EMP RET BASE  PAY PAY RET FICA HLTH LIFE DIS
SH NUM PLAN CODE FTE GRADE FTE CD RATE  ADD RATE AMT AMT AMT  AMT AMT
000001 08 5864 ** VACANT POSITION ** 100 415 037 89 000 HA 825577 50 525 577 $2519  §1,957 $10,247 50 %10
000005 08 0720 EXECUTIVE ASSISTANT Il - SES 100 426 037 89 100 HA  §$51608 50 $51,698 §5002 §3 955 $14210 $195 521
000009 08 2225 SENIOR MANAGEMENT ANALYST II 1.00 426 037 89 100 HA  §58837 50  $58,837 $5785 4,501 956,283 $222 524
000010 08 0709 ADMINISTRATIVE ASSISTANT |- 1.00 415 037 89 100 HA  S$36,073 30 $36.073 $3.553 32760 $14.210 $136 314
000012 01 0830 ** VACANT POSITION *™* 1.00 023 037 01 000 HA  §33.309 50 $38.808 $3.823 $2.969 $B86T 50 30
000013 08 2225 SENIOR MANAGEMENT ANALYST I 100 426 037 89 100 HA  $51.196 50 $51.196 85043 §3.916 $6283 $193 §20
000016 08 2236 OPERATIONS & MGMT CONSULTANT 1.00 423 037 89 100 HA §58.207 50 $959.227 $5834 $4531 $6283 $223 §24
000017 08 9737 CHIEF OF FINANCIAL MGMT SERY 1.00 530 037 89 100 HA 584743 50 584743 $8.347 §6.483 56283 $319 534
000018 08 2208 MANAGEMENT ANALYST |- SES 100 417 037 96 100 HA  $36733 50 536,733 83618 $2.810 514210 $138 3515
000025 08 7736 ATTORNEY 100 220 037 81 100 HA 544 169 50 544 169 84351 §3378 56283 $166 518
000031 01 0045 ** VACANT POSITION ** 100 013 037 01 000 HA §23573 50  $23 573 §2322 §1804 §B8ET 30 80
000042 08 3718 GRAPHICS MANAGER - SES 100 418 037 89 100 HA  $35,001 50 539,001 $3.842 52584 510,247 35147 $16
000419 09 9512 LEGISLATIVE AFFAIRS DIRECTOR 1.00 920 037 99 100 PM  §$65250 30 65250 $8.561 §4.992 35863 $246 3§26
000455 08 2225 SENIOR MANAGEMENT ANALYST Il 1.00 426 037 89 100 HA $61.179 50  $61.178 $6.026 34680 $14210 $231 $24
000459 01 1430 ACCOUNTANT Il 100 016 037 05 100 HA  $27.407 50§27 407 $2.700 §$2.096 $7105 $60 30
000467 01 1467 PROFESSIONAL ACCOUNTANT 1.00 020 037 05 100 HA $36688 S0 §36.698 $3.615 $2.807 $12050 $80 30
000579 08 2133 DATA PROCESSING MANAGER -§ 100 426 037 89 100 HA  §73281 50 $73.281 87218 §5606 514210 $276 $29
000726 08 2225 SENIOR MANAGEMENT ANALYST I 100 426 037 89 100 DP  $78803 50 §78.803 88,507 §6,020 514210 $207 $32
000728 01 1427 ACCOUNTANT | 100 014 037 05 100 DP $25578 50§25 578 §2791 §1957 §56B3  §56 30
000735 08 2240 INSPECTOR SPECIALIST - SES 100 424 037 89 100 HA  §51052 50  $51.052 85029 $3.505 $14210 $192 $20
000761 01 0945 ** VACANT POSITION ** 100 017 037 05 000 HA  §28033 50 528033 $2,761 $2,144 58867 50 50
000398 08 7738 SENIOR ATTORNEY 1.00 230 037 89 100 PA §V8615 50  $79.615 $7.842 36,090 $14210 $300 $32
000930 09 9571 INSPECTOR GENERAL-DMS 1.00 930 037 99 100 HM  §88.029 $0 $99029 $12993 §7576 $14210 $373 340
000931 08 1665 AUDIT DIRECTOR - SES 1.00 426 037 89 100 HA $82874 30  $82.874 $8.163 §6.340 $6283 $312 3§33
001004 08 1445 ACCOUNTING SERVICES SUPERVIS 1.00 422 037 87 100 DP  $44438 S0 §44.438 54848 $3.399 514210 S167  $18
001258 08 8970 GENERAL COUNSEL-DMS 1.00 930 037 99 100 PM 5112431 50 5112431 §14.751 $8251 $14210 $424 3545

O 001258 09 8370 *** OVERLAPPED POSITION *** 000 930 037 99 100 HM 50 50 $0 30 50 30 30 80
001376 08 0709 ADMINISTRATIVE ASSISTANT |- 100 415 037 89 100 HA S26780 50§26 780 $2638 §2048 356283 $101  $11

THIS REPORT MAY CONTAIN INFORMATION THAT IS CONFIDENTIAL UNDER STATE OR FEDERAL LAW. IMPROPER ACCESS OR RELEASE OF SUCH INFORMATION MAY BE A VIOLATION OF THESE LAWS.
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Turnover Report

Overview Access the Turnover Report in the Data Warehouse Reports Module of the
People First system. It consists of two parts, Turnover and a Summary by
Separation Reason Code/Class Code. You can obtain turnover data from
January 1, 2007, to the prior month. As an example, if you need turnover data
for fiscal year 2009-2010, you will need to run the report on or after July 1, 2010,
and it will contain data from July 2009 through June 2010. For turnover data
prior to January 1, 2007, please contact the Data Warehouse Team at
PeopleFirstDataWarehouse@dms.myflorida.com.

The Data Warehouse provides the separation data contained in this report as of

the previous day. This report contains the beginning and ending period data

pulled from the monthly history files. These monthly history files update on the
first day of each month and contain data as of the last day of the prior month.

Definitions The report includes the following fields:

e Class Code — Pulled from the monthly history file for the position.

e Class Title — Pulled based on the class code from the position using the
current class code. Note: If the class title has changed since January 1,
2007, it will reflect the current class title as stored in the broadband
crosswalk.

e Beginning Period — Number of Positions — The total number of position full-
time equivalent (FTE) values for the beginning date and class code, pulled
from the monthly history file based on the begin date entered.

e Beginning Period — Number of Vacant Positions — Total vacant positions for
the beginning date and class code, pulled from the monthly history file, based
on the begin date entered.

e Beginning Period — Percentage of Vacant Positions — Number of vacant
positions divided by the number of positions and multiplied by 100, pulled
from the monthly history file, based on the begin date entered.

e Ending Period — Number of Positions — The total number of position FTEs for
the ending date and class code, pulled from the monthly history file, based
on the end date entered.

¢ Ending Period — Number of Vacant Positions — Total vacant positions for the
ending date and class code, pulled from the monthly history file, based on
the end date entered.

e Ending Period — Percentage of Vacant Positions — Number of vacant
positions divided by the number of positions and multiplied by 100, pulled
from the monthly history file, based on the end date entered.

e Average Number of Positions — Beginning number of positions plus the
ending number of positions divided by two.

People Firstq 10-1
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Turnover Report
_____________________________________________________________________________________________________________________________________|
e Number of Separations — Total separations for the given dates, pulled from
the employee transaction view, based on the dates selected. If this report is
run for dates between 1/1/2007 and 7/31/2010, interagency transfers where
the exiting agency did not process a separation PAR will not be included.

e Turnover Percentage — The number of separations divided by the average
number of positions, multiplied by 100. This number is specific to the window
established by the report begin and end dates.

The Summary by Separation Reason Code/Class Code includes the following
fields:

e Class Code — Pulled from the monthly history file for the position.

e Move to Private Sector (51) — The number of separations for the class code
and separation reason code 51.

e Move within State of FL Gov (52) — The number of separations for the class
code and separation reason code 52.

e Termination Initiated — Employee (53) — The number of separations for the
class code and separation reason code 53.

o Failed Probationary Period (55) — The number of separations for the class
code and separation reason code 55.

e Retirement (56) — The number of separations for the class code and
separation reason code 56.

o Layoff (57) — The number of separations for the class code and separation
reason code 57.

e End of Appointment Period (58) — The number of separations for the class
code and separation reason code 58.

e Dismissal (59) — The number of separations for the class code and
separation reason code 59.

e Death of the Employee (60) — The number of separations for the class code
and separation reason code 60.

e Death of Employee in Line of Duty (61) — The number of separations for the
class code and separation reason code 61.

e Abandonment (62) — The number of separations for the class code and
separation reason code 62.

e Move to Non State of FL Gov (63) — The number of separations for the class
code and separation reason code 63.

Filters The report uses the following filters:
e OLO Code — Required filter; defaults to your agency’s OLO.

e Org Code (from — to) — Optional filter; defaults to “Select Organization” (no
org code selected) and provides a drop down of available filters. To process
the report for one org code, enter the org code in the “from” org code field.
To process the report for a range of org codes, enter an org code in both the

People First Q‘D TO-2
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“from” and “to” org code fields. Once you make a selection in the “from” filter,
the system removes that value from the “to” filter.

e Pay Plan — Optional filter; defaults to “Select Pay Plan” (no pay plan
selected) and provides a drop down box of available filters. If you do not
enter a pay plan, the system provides all pay plans. To select multiple pay
plan codes, hold the Control (CTRL) key and click to select the various pay
plan codes. Use the same process of pressing and holding the CTRL key to
deselect pay plan codes.

¢ Class Code — Optional filter; defaults to “Select Class Code” (no class code
selected). You may select up to 10 distinct class codes. If you select a
specific pay plan, the system will only provide class codes within that
selected pay plan. To select multiple class codes, hold the Control CTRL
key and click to select the various class codes. Use the same process of
pressing and holding the CTRL key to deselect class codes.

e CBU - Optional filter; defaults to “Select CBU’ (no CBU selected). You may
select up to 20 distinct CBU codes. If left blank, the system provides all CBU
codes. To select multiple CBU codes, hold the Control CTRL key and click
to select the various CBU codes. Use the same process of pressing and
holding the CTRL key to deselect CBU codes.

e County — Optional filter; defaults to “Select County’ (no county selected).
You may select up to 10 distinct counties from a drop down menu. If left
blank, the system provides all counties. Note: This is based on
Headquarters County for the position. To select multiple county codes, hold
the Control CTRL key and click to select the various county codes. Use the
same process of pressing and holding the CTRL key to deselect county
codes.

e Begin Date — Required filter; the beginning date (MM/DD/YYYY) for the
report request. This must be the first day of the month. Failure to enter the
first day of the month will result in invalid data (zeroes) in the beginning
period information. The earliest allowable date is January 1, 2007.

e End Date — Required filter; the ending date (MM/DD/YYYY) for the report
request. This must be the last day of the month. Failure to enter the last day
of the month will result in invalid data (zeroes) in the ending period
information. Note: You cannot produce a turnover report for the current
month since the monthly history file is produced the first day of the following
month. For example, turnover data for the month of July 2010 is not
available until August 1, 2010.

e Reason Code — You may select up to 12 separation reason codes.
However, if no separation reason code is selected, the report will only
provide data for separation reason codes 51, 53 and 62. Use the directional
keys to add or remove separation reason codes in your filter.

e Report Format — Required filter; defaults to PDF. To export to Excel, select
XLS. PDF reports results download faster than XLS and are in a printer
friendly format.

People First Q‘D TO-3
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Sort Hierarchy The report uses the following sort sequence:
Turnover:
e Class Code

. Class Title

Summary by Separation Reason Code/Class Code:

e Class Code

Totals The report includes the following totals:

Summary by Separation Reason Code/Class Code

e Class Totals — The total number of separations by class

Special Notes The following special notes apply to the report:
e The report does not include OPS positions.

e You cannot produce a turnover report for the current month since the
monthly history file is not produced until the first day of the following month.

e The earliest date you can enter is January 1, 2007.

e If this report is run for dates between 1/1/2007 and 7/31/2010, interagency
transfers where the exiting agency did not process a separation PAR will not
be included.

e The abolishment of positions or agency divestitures will result in a
percentage greater than 100 percent.

e When submitting turnover information for competitive pay purposes only use
separation codes 51, 53 and 62.

Authorization Users with a security role code of A, B, C,D,F, G, H, |, K, M,N, R, S, T, U, X
and Y will be able to process the report.
Process Steps Step 1. Select Management; Data Warehouse Reports; HR Reports
Step 2: Select the Turnover Report
Step 3: Select/enter the filter values
Step 4: Select the Run Report button

For PDF, the report opens in a new window. The new window is blank until the
report results are returned. The results may take a while to return depending on
the report and the selected filters. You can print or save the PDF file once the
report is displayed. A blank report is returned if there is no data available for the
selected report criteria.
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Turnover Report

_____________________________________________________________________________________________________________________________________|
For Excel, the report selection criteria screen remains on the screen until the
report results are returned. The results may take a while to return depending on
the report and the selected filters. Click the “Download to Excel” link to export to
Excel once the results are returned. While the PDF reports are formatted for
printing, the Excel reports are unformatted so you can work with the data as
needed. If there is no data available for the selected report criteria, you will see a
message indicating, “No records found for selection. Please verify selection
criteria.”

If you do not enter a required filter or enter invalid data, you will see the following
error message at the top of the Report Selection Criteria screen: “Errors have
occurred.” A red X is displayed next to the filter that needs to be corrected.
Correct the filters and select the Run Report button.

Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

People Fwst@

STATE OF FLORIDA HR

119869
Home = Report Selection Criteria

Report Selection Criteria

Select or enter vaiues for report parameters.

Report Title: Turnover Report

* 0LO Code: |7200

Org Code (from): | - Select Organization -

Pay Plan: - Select Pay Plan -

Org Code (to): - Select Organization - j

07
08
09

Class Code: - Select Class Code -
0001
ooo4
ooos
0045

3 T T

ceu: - Select CBU -
0o
1]
02
03

Ll

County: - Select County -
001 -Alachua
002 - Baker

003 -Bay

004 - Bradford
005 - Brevard
008 - Broward
007 - Calhoun
008 - Charlotte
009 - Citus El

* Begin Date: 07/01/2009 | * End Date: 06/30/2010 |

Reason Code:

Ll Lo

- Mave to Frivate Sector -
Iove Within St of Florida Gov
Termination Initiated-Employee

Failed Probationary Period

Retirement

- Layaff

- Layoff

- End of Appointment Period

- Dismissal

- Death of the Employee ;l

Roav@®Z
I o &

* Report Format: |FDF =]

Run Report ]
For assistance, please call the Service Center at (866) 663-4735.
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Turnover Report

Report Sample For best results, print this report as landscape, legal size. Below is a sample of
the Turnover Report:

Turnover

TURNOVER REPORT

RN DATE: 030210 DEPARTMENT OF MANAGEMENT SERVICES People Flrstq’D

STATE OF FLORIDA HE
BEGINNING PERIOD: 201001 ENDING PERIOD: 201008
CLASS CODE  CLASS TITLE NUMBER OF NUMBER OF PERCENTAGE NUMBER OF NUMBER OF  PERCENTAGE AVERAGE NUMBER OF TURNOVER
POSITIONS VACANT OF VACANT POSITIONS VACANT OF VACANT NUMBER OF SEPARATIONS PERCENTAGE
POSITIONS POSITIONS POSITIONS POSITIONS POSITIONS

0004 SEMIOR CLERK 12 0 0.0% 12 2 15.4% 125 1 8.0%

0004 SENIOR CLERK - SES 5 0 0.0% 5 1} 0.0% 5 0 0.0%

oooa SENIOR CLERICAL 2 o 0.0% 2 ] 0.0% 2 0 0.0%
SUPERVISOR - SES

0045 RECORDS TECHNICIAN 2 o 0.0% 2 1 50.0% 2 0 0.0%

0083 SENIOR WORD 1 0 0.0% 1 o 0.0% 1 0 0.0%
PROCESSING SYSTEMS
OPERATOR

0102 SECRETARY 0 0 0.0% 1 1} 0.0% 05 0 0.0%

0104 SECRETARY SPECIALIST - 1 0 0.0% 1 o 0.0% 1 0 0.0%
SES

o108 ADMINISTRATIVE 1 o 0.0% 1 ] 0.0% 1 0 0.0%
SECRETARY

0120 STAFF ASSISTANT 12 0 0.0% 14 2 14.3% 13 1 7%

0120 STAFF ASSISTANT - SES 5 1 200% 45 5 11.1% 475 0 0.0%

0130 RECORDS SPECIALIST - 1 o 0.0% 1 ] 0.0% 1 0 0.0%
SES

0267 CENTREX OPERATOR 1 o 0.0% 1 ] 0.0% 1 0 0.0%
SUPERVISOR - SES

D444 REGULATORY SPECIALIST Il 2 0 0.0% 2 1} 0.0% 2 o 0.0%

o0&70 CHIEF OF PUR COMM- 1 o 0.0% 1 o 0.0% 1 0 0.0%
TECHN,OFF&SERVICES-
DMS

0675 CHIEF OF PUR COMM- 1 o 0.0% 1 o 0.0% 1 o 0.0%
TRANS, FAC & SUPP-DMS

o707 CONTRACTUAL SERVICES 1 o 0.0% 1 ] 0.0% 1 0 0.0%
SPECIALIST

o700 ADMINISTRATIVE ] ] 0.0% ] 1} 0.0% [ o 0.0%
ASSISTANT

0708 ADMINISTRATIVE 16 1 6.3% 16 ] 0.0% 16 0 0.0%

ASSISTANT | - SES

IF THIS REPORT IS RUN FOR DATES BETWEEN 1/1/2007 AND 7/3172010, INTERAGENCY TRANSFERS WHERE THE EXITING AGENCY DID NOT PROCESS A SEPARATION PAR WILL NOT BE INCLUDED. THE ABOLISHMENT OF POSITIONS
OR AGENCY DIVESTITURES WILL RESULT IN A PERCENTAGE GREATER THAN 100%. NOTE: WHEN SUEBMITTING TURNOVER INFORMATION TO DMS FOR COMPETITIVE PAY PURPOSES ONLY CODES 51, 53 AND 62 SHOULD BE USED.

THIS REPORT MAY CONTAIN INFORMATION THAT IS CONFIDENTIAL UNDER STATE OR FEDERAL LAW. IMPROPER ACCESS OR RELEASE OF SUCH INFORMATION MAY BE A VIOLATION OF THESE LAWS.

Summary by Separation Reason Code/Class Code

TURNOVER REFORT

E;JgEQATE ?gal:z": DEPARTMENT OF MANAGEMENT SERVICES People FlrstqD

STATE OF FLORIDA HE
CLASS CODE MOVE TO MOVE WITHIN TERMINATION FAILED RETIREMENT LAYOFF (57) END OF DISMISSAL DEATH OF DEATHOF ABANDONMENT  MOVE TO NON
PRIVATE STATE OF FL INITIATED - PROBATIONARY (56) APPOINTMENT 59} EMPLOYEE EMPLOYEE LINE (62) STOFFLGOV

SECTOR (51) GOV (52) EMPLOYEE (53] PERIOD (55) PERIOD (58) (€0) OF DUTY (61) (63)

0004 0 o 1 ] o 0 o o 0 o o o
0120 [1] 0 1 0 0 ] ] 3 [1] 0 0 0
0830 0 ] 1 0 0 0 () 0 0 0 0 0
0830 1] o 2 a o ] o [1] [1] 1] 1] [
0945 [1] 0 1 0 0 0 ] [ [1] 0 0 0
1024 [i] 0 0 [} 0 ] [ [i] 0 0 [i
1427 1 0 0 0 [} 0 ] [ [i] 0 0 0
2031 1 0 ] ] [] 0 ] [] 0 0 0 [}
2124 0 o 1 o o 0 /] o 0 ] 0 o
2225 0 o o o 0 /] o 0 ] ] o
234 0 0 ] [] 0 ] [] 0 0 0 [}
234 0 0 ] [] 0 ] [] 0 0 0 [}
6526 [] o 5 [] o [] ] [] 0 [] [] [
8280 0 1] 1 1] [] 0 o [] 0 1] 1] [
8062 0 0 ] [] 0 ] [] 0 0 0 [}
o137 [] 1] [] o [] '] [] [] [] [] [
TOTAL 2z 1] 145 1] [] 0 1] [] 0 1] 1] 0

IF THIS REPORT IS RUN FOR DATES BETWEEN 1/1/2007 AND 7/31/2010, INTERAGENCY TRANSFERS WHERE THE EXITING AGENCY DID NOT PROCESS A SEPARATION PAR WILL NOT BE INCLUDED. THE ABOLISHMENT OF POSITIONS
OR AGENCY DIVESTITURES WILL RESULT IN A PERCENTAGE GREATER THAN 100%. NOTE: WHEN SUBMITTING TURNOVER INFORMATION TO DMS FOR COMPETITIVE PAY PURPOSES ONLY CODES 51, 53 AND 62 SHOULD BE USED.

THIS REPORT MAY CONTAIN INFORMATION THAT IS CONFIDENTIAL UNDER STATE OR FEDERAL LAW. IMPROPER ACCESS OR RELEASE OF SUCH INFORMATION MAY BE A VIOLATION OF THESE LAWS.
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Vacancy Report

Overview Access the Vacancy Report in the Data Warehouse Reports module of the
People First system. The report identifies vacant positions within an agency and
can be used to identify and monitor vacancies. The report does not provide
historical (point-in-time) vacancy data. It displays any position that is vacant as
of the previous day. The Data Warehouse provides the data in this report, which
is as of the previous day.

Definitions The report includes the following fields:

e Org Code — Org code from the employee’s position for the selected record

e Org Name — Org name description from the employee’s position for the
selected record

e Budget Entity — Budget entity code from the position

e FLAIR Org — FLAIR org from the employee’s position for the selected record

e Pos Num - Position number for the selected record

e Class Code — Class code for the selected position record

e Class Title — Class title for the selected position record

e Pay Plan — Pay plan (employee subgroup) for the selected position record

e Pay Grade — Pay grade code for the selected position record

e CBU - Collective bargaining unit code for the selected record

e Physical County Code — Physical county code for the selected position
record

e Physical County Name — Physical county name for the selected position
record

e Pos FTE - Full time equivalent (FTE) from the position for the selected
record

e Days Vacant — Number of days the position has been vacant

e Vacant Date — Vacancy date is defined as the End Date + one day of when
the last “holder” of the applicable position is removed or separated
(MM/DD/CCYY format). A vacant date will not be presented on the report for
partially filled positions.

e Base Salary — Annual salary without pay additives

e Pay Band — Pay band code for the selected position record (will be blank for
non-broadband agencies)

e Pay Band Minimum — Calculated from the minimum of the broadband for the
position and multiplied by Vacant FTE * 26 for bi-weekly agencies and * 12
for monthly agencies (will be blank for non-broadband agencies)

People First@?) VA-1
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Vacancy Report

Filters

Broadband Occupation — Title of the broadband occupation group (will be
blank for non-broadband agencies)

The report uses the following filters:

OLO - Required filter; defaults to your agency’s OLO code.

Org Code (from — to) — Optional filter; defaults to “Select Organization” (no
org code selected) and provides a drop down of available. To process the
report for one org code, enter the org code in the “from” org code field. To
process the report for a range of org codes, enter an org code in both the
“from” and “to” org code fields. Once you make a selection in the “from” filter,
the system removes that value from the “to” filter.

FLAIR Org Code (from — to) — Optional filter; defaults to ‘Select FLAIR Org’
(no FLAIR org selected) and provides a drop down of available filters. To
process the report for one FLAIR org, enter the FLAIR org in the “from”
FLAIR org field. To process the report for a range of FLAIR org codes, enter
a FLAIR org in both the “from” and “to” FLAIR org fields. Once you make a
selection in the “from” filter, the system removes that value from the “to” filter.

Budget Entity (from — to) — Optional filter; defaults to ‘Select Budget Entity’
(no budget entity selected) and provides a drop down of available filters . To
process the report for one budget entity code, enter the budget entity code in
the “from” budget entity field. To process the report for a range of budget
entity codes, enter a budget entity code in both the “from” and “to” budget
entity fields. Once you make a selection in the “from” filter, the system
removes that value from the “to” filter.

County (from — to) — Optional filter; defaults to ‘Select County’ (no county
selected) and provides a drop down of available filters. To process the report
for one county, enter the county in the “from” county field. To process the
report for a range of county codes, enter a county in both the “from” and “to”
county code fields. Once you make a selection in the “from” filter, the system
removes that value from the “to” filter.

Employee Type — Required filter; defaults to the “ALL” employee type. May
select to just process for Salaried or OPS employees.

Begin Date — Optional filter. The earliest date the position became vacant.
MM\DD\CCYY format. This filter will not be available if you choose the “Days
Vacant” filter.

End Date — Optional filter. The latest time frame the position became vacant.
MM\DD\CCYY format. This filter will not be available when you choose the
“Days Vacant” filter.

Days Vacant — Optional filter. Will default to “Select Days Vacant” (no days
selected). Other filter options include “All”, 1 — 89 Days, 90 — 179 Days, and
180+ Days. The “Begin Date” and “End Date” filters will not be available
when you select this filter.

Report Format — Required filter; defaults to PDF. To export to Excel, select
XLS. PDF report results download faster than XLS and are in a printer
friendly format.

People First@}
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Vacancy Report

Sort Hierarchy

Totals

Authorization

Process Steps

The report uses the following sort sequence:

e Budget Entity
e Org code
e FLAIR org code

e Position number

The report includes the following totals:

e Org Totals — the total number of vacant positions for the org

e Agency Totals — the total number of vacant positions included in the report
for the selected agency

Users with a security role code of A, B, C,D, F, G, H, |, K, M, N, R, S, U, X and
Y.

Step 1. Select Management; Data Warehouse Reports; HR Reports
Step 2: Select the Vacancy Report
Step 3: Select/enter the filter values

Step 4: Select the Run Report button

For PDF, the report opens in a new window. The new window is blank until the
report results are returned. The results may take a while to return depending on
the report and the selected filters. You can print or save the PDF file once the
report is displayed. A blank report is returned if there is no data available for the
selected report criteria.

For Excel, the report selection criteria screen remains on the screen until the
report results are returned. The results may take a while to return depending on
the report and the selected filters. Click the “Download to Excel” link to export to
Excel once the results are returned. While the PDF reports are formatted for
printing, the Excel reports are unformatted so you can work with the data as
needed. If there is no data available for the selected report criteria, you will see a
message indicating “No records found for selection. Please verify selection
criteria.”

If a required filter or invalid data is entered, you will see the following error
message at the top of the Report Selection Criteria screen: “Errors have
occurred” and a red X is displayed next to the filter that needs to be corrected.
Correct the filters and select the Run Report button.

People First@}
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Vacancy Report

Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

People First@®)

STATE OF FLORIDA HR

Home = Report Selection Criteria

Report Selection Criteria

Select or enter values for report parameters.

Report Title: Vacancy Report

* OLO Code: [7200 =

0Org Code (from): |- select Organization - 4| 0Org Code (to): |- Select Organization - =
FLAIR Org (from): |- select FLAIR Org - Jd| FLAIR Org (to): |- Select FLAIR Org - Jd|
Budget Entity {from): |- select Budget Entily - 4| Budget Entity (to): |- Select Budget Eniily - =
County {from}: |- select County- Jd| County (to): |- select County - Jd|
* Employee Type: |N| j

Days Vacant: |— Select Days Vacant - j

* Begin Date: IW * End Date: lm

L«

* Report Format: | POF

-'”Run Report )

For assistance, please call the Service Center at (866) 663-4735.

Report Sample For best results, print this report as landscape, legal size. Below is a sample of
the Vacancy Report:

POSITION VACANCY REPORT

RUMDATE:  O7/0&/2010 DEPARTMENT OF MANAGEMENT SERVICES
il People First

STATE OF FLCRIDA HE
oRa coDE ORG NAME BUDGET  FLARODRG PO CLASS CLASSTITLE PAY  PAY  €BU PHYZICAL COUNTY Pos DATS  VACANT BAIE PAY PAYBAND BROADEAND OCCUPATION
NUM  CODE PLAN  @RADE CODE! NAME FIE  VACANT  DATE SALARY BAND  MINIMUM
72500501100000000000000 QFFIGE OF SUPPUSA DIVERETY TINNSI0  TISOOSNION O3NSO 67DS  EXSCOR-OFFICEOFOUPPLIER 0% = s 07 LEON 100 139 02132010 §5322838 023 BTME36  CHIEF EXECUTIVED
T2500501100000000000000 OFFICE OF SUPFUSR DIVERGITY TIEODSOD  7ISO0SIION O3 2053 DISTRIBUTED COMPUTER SYSTEMZ 03 s B 037 LEON 100 20 MO0 343SO7IE 020 §IEASSE  COMPUTER & INFORMATION
A SYITEMS MANAGERS
72500501100000000000000 QFFIGE OF SUPPUSA DIVERETY TIN0SO0 TISO0SIION DOETE IO BECRETARY o aor o0 LEON s ] $453142 001 9419782 CECRETARIED, ENCPTLEGAL,
MEDICAL 8 EXEC
T2500511100000000000000 OFFICE OF SUPFUSR DIVERETY TIMSD  TE00SMOM DOssER ] oo 7 e
72500501100000000000000 QFFIGE OF SUPPUSA DIVERETY TINNSON  TASONSIION  SGTE 2234 OPERATIONZ & MGMT CONSULTANT 03 a0 o 03 LEON 100 15 [GZ22010 §34S0145 007 §2BDS300  MANAGEMENT ANALYETS
'
oR@TOTALE: 5
AGENCY TOTALL: 5
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Leave Balance Report

Overview Access the Leave Balance Report in the Data Warehouse Report module. You
can use this report to see a listing of leave balance data for analysis and
monitoring purposes. The report provides data back to the biweekly pay period
beginning on April 4, 2008 and monthly pay period beginning on April 1, 2008.
This data is updated weekly on Saturdays.

Definitions The report includes the following fields:
e OLO Code — Operating level organization (OLO) code for the agency
e Org Code — Org code from the employee’s position for the selected record
e Org Name — Org name associated with the org code
e FLAIR Org — FLAIR org from the employee’s position for the selected record

e FLAIR Org Name — FLAIR org name from the employee’s position for the
selected record

e Employee Name — Employee’s name (first, middle initial, last name)
e Emp ID — Employee’s People First employee ID (PERNK)

e Pos Num — Position number for the selected record

e Interdept — Interdepartment number for the selected position record
e Class Code — Class code for the selected position record

e Class Title — Class title for the selected position record

e Adjusted Rate — Pay period amount including benefit matching costs
e Pay Period End Date — Ending date of the pay period

e Appt Status — Appointment status for the employee’s record

e Beg Bal — Beginning leave balance as of the previous Saturday

e Amt Earned — Amount of leave earned as of the previous Saturday

e Amt Used — Amount of leave used as of the previous Saturday

e Amt Adjusted — Leave balance adjustment amount; based on date
adjustment is processed, not effective date of adjustment

e End Bal — Ending leave balance as of the previous Saturday

e Creditable Service Months — Amount of creditable service months from the
key service date screen

People First@® LB - 1

Last Updated on September 2, 2010



Leave Balance Report

Filters The report uses the following filters:
e OLO Code — Required filter; will default to your agency’s OLO code.

e Org Code (from — to) — Optional filter. The filter defaults to “Select
Organization” (no org code selected) and provides a drop down menu of
available filters. To process the report for one org code, enter the org code
in the “from” org code field. To process the report for a range of org codes,
enter an org code in both the “from” and “to” org code fields. Once you make
a selection in the “from” filter, the system removes that value from the “to”
filter.

e FLAIR Org Code (from — to) — Optional filter. The filter defaults to ‘Select
FLAIR Org’ (no FLAIR org selected) and provides a drop down menu of
available filters. To process the report for one FLAIR org, enter the FLAIR
org in the “from” FLAIR org field. To process the report for a range of FLAIR
org codes, enter a FLAIR org in both the “from” and “to” FLAIR org fields.
Once you make a selection in the “from” filter, the system removes that value
from the “to” filter.

e Emp ID — Optional filter. Enter the employee’s ID number.

e Start Date — Required filter; enter a valid pay period begin date. If you fail to
enter a valid pay period start date, the system won’t be able to return data
and will provide you a blank report.

e End Date — Required filter; enter a valid pay period end date. If you fail to
enter a valid pay period end date, the system won’t be able to return data
and will provide you a blank report.

e Leave Type — Required filter; select one leave type from the drop down box
in order to run the report.

e Report Format — Required filter; defaults to PDF. To export to Excel, select
XLS. PDF report results download faster than XLS and are presented in a
printer friendly format.

Sort Hierarchy The report uses the following sort sequence:
e Org Code
e FLAIR Org Code

e EmpID

Totals The report provides the following totals:
e HR Org Code — the total number of employees
e FLAIR Org — the total number of employees

e OLO code - the total number of employees

People Firstg}) LB-2
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Leave Balance Report

|
e Report —the total number of employees

Special Notes The following special notes apply to the report:

e The report is not valid for State Courts System or Justice Administrative
Commission.

e Datais refreshed every Saturday. Therefore, timesheets approved after
Saturday will not be included until the next refresh is completed (one week
later).

e Leave balance adjustments will always be presented in the pay period they
are processed, regardless of the effective date of the adjustment.

e The report captures leave only from approved timesheets.

Authorization Users with a security role code of A, B, C,D, F, G, H,I,K,M,N, S, T, U, Xand Y
will be able to process the report.

Process Steps Step 1. Select Management; Data Warehouse Reports; Leave Reports
Step 2: Select the Leave Balance Report
Step 3: Select/enter the filter values

Step 4: Select the Run Report button

For PDF, the report opens in a new window. The new window is blank until the
report results are returned. The results may take a while to return depending on
the report and the selected filters. You can print or save the PDF file once the
report displays. A blank report is returned if there is no data available for the
selected report criteria.

For Excel, the report selection criteria screen remains on the screen until the
report results are returned. The results may take a while to return depending on
the report and the selected filters. Click the “Download to Excel” link to export to
Excel once the results are returned. While the PDF reports are formatted for
printing, the Excel reports are unformatted so the user can work with the data as
needed. If there is no data available for the selected report criteria, you will see a
message indicating “No records found for selection. Please verify selection
criteria.”

If you do not enter a required filter or enter invalid data, you will see the following
error message at the top of the Report Selection Criteria screen: “Errors have
occurred” and a red X is displayed next to the filter that needs to be corrected.
Correct the filters and select the Run Report button.

People Firstg}) LB-3
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Leave Balance Report

Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

People First@P

STATE OF FLORIDA HR

215051
Home = Report Selection Criteria

Report Selection Criteria

Select or enter values for report parameters.

Report Title: Leave Balance Report

* OLO Code: [7200 =l

Org Code (from): I-Se\e[:t Organization - j Org Code (to): I-Se\ed Qrganization - d
FLAIR Org (from): [-select FLAIR Org - =l FLAIR Org (to}: [-=electFLAR Org - =l
Emp ID: I

* Start Date: p1101/2010 * End Date: 071312010

* Leave Type: |c1 - Annual Leaw

* Report Format: IF'DF ﬂ

4 Run Report )

Report Selection For best results, print this report as landscape, legal size. Below is a sample of
the Leave Balance Report:

ANNUAL LEAVE BALANCE REPORT

EklgEDA'l_: 06232010 DEFARTMENT OF MANAGEMENT SERVICES People Flrsfq'D

STATE QF FLORBIDA MR

OLO CODE- 7200

ORG CODE- 7250050 10000000000000000 ORG NAME: OFFICE OF SUPPLIER DIVERSITY

FLAIR ORG: 72500504001 FLAIR ORG NAME: MBE-CFFICE SUPPLIER DIVERSITY GR

EMPLOYEE NAME EMF ID POS INTERDEPT CLASS CLASS TITLE ADWJUSTED PAY PERIOD APPT STATUS BEG AMT AMT AMT END CREDITABLE
HUM CODE RA EMD DATE BAL EARNED USED ADJUSTED BAL SERVICE

MONTHS

STEPHAMIE F GERVAIS 153800 003258 0000000000 2234 OPERATIONS & $1.7E204 0SND2010 Exempt 552.000 0.000 0.000 0.000 S62.000 320

LORIE ROSSMAN 165518 003275 0000000000 0708 ADMINISTRATIVE $1.50874 05102010 Exempt 420.523 0.000 0.000 0.000 42052 30

TYLERF BROCK 202200 003256 0000000000 2224 $1.73213 05102010 Exempt 335EH 0.000 0.000 0.000 3B5EHN 23

JANEST = i 1k v 53 OF LT o0 Exemp 125000 [ oo [ 12500 1T

MELISSA D ASSAROUPE 213716 003272  OOODOOCOO0  DE12 §145104 05102010 Exempt 12173 0.000 0.000 C.000 121730 33

ROCKY G WILLIAMS BE2078 003254 0000000000 3342 $1.803.18 DSND2010 Exempt 240.000 0.000 0.000 0.000 240.000 12

TAMARA H TAMAYD B32086 003270  OOOOODODOD 2233 MG:{T $1.06620 DEMD00 Exempt 167.000 0L000 .00 0.000 167.000 3

FELVIN B SCUTHERLAND =z IZTE Z SIEEES D500 Probasanary 4870 [ o [ EET Z

FLAIR ORG CODE TOTAL EMPLOVEES: § T T 000 T TWETTE

ORI CODE TOTAL EMPLOVEES: L] T T 000 T TWETTE

OLO CODE TOTAL EMPLOYEES: 8 2005774 0.000 0.000 0.000 2006774

REPORT TOTAL EMPLOYEES: (] 2006774 oo 0000 0.000 200774

THIS REPORT MAY CONTAIN INFORMATION THAT I3 CONFIDENTIAL UNDER STATE OR FEDERAL LAW. IMPROPER ACCESS OR RELEASE OF SUCH INFORMATION MAY BE A VIOLATION OF THESE LAWS.
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Leave Summary Report

Overview Access the Leave Summary Report in the Management Reports module of the
People First system. The report provides agencies information about current
leave balances for their employees. The report is real-time and reflects an
employee’s current balances as of the point in time the report is processed.

Definitions The report includes the following fields:
e Emp ID — Employee’s People First employee ID (PERNK)
e Last Name — Employee’s last name
e First Name — Employee’s first name
e Ml - Employee’s middle initial
e Pos Num — Paosition number for the selected record
e Org Code — Org code from the employee’s position for the selected record
e FLAIR Org — FLAIR org from employee’s position for the selected record
e Annual Leave — Employee’s current annual leave balance
e Sick Leave — Employee’s current sick leave balance

e Personal Holiday (Y or N) — “Y” displays if the Personal Holiday is available
and “N” displays if it has been used

e Special Comp — Employee’s current special comp leave balance
e Regular Comp — Employee’s current regular comp leave balance

e FLSA Comp — Employee’s current FLSA comp leave balance

Filters The report uses the following filters:

e Report By — Required filter; user must select one of the following:

o Employee — Enter the employee’s People First employee ID (PERNK) to
process the report

o Timekeeper ID — Enter the timekeeper’s People First employee 1D
(PERNK) to pull current balances for employees in their group

0 Supervisor — Enter the supervisor’s People First employee ID (PERNK)
to pull current balances for their direct reports

= Direct Reports Level — Available only when you select the
Supervisor Report by Filter
= 1 (default value) results in the supervisor’s direct reports
being returned

People First@?) LS-1
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= 2results in the supervisors direct reports and their direct
reports being returned

e OLO Code — Required filter; defaults to your agency’s OLO code.

e Org Code — Optional filter. To process the report for one org code, enter the
org code in the “from” org code field. To process the report for a range of org
codes, enter an org code in both the “from” and “to” org code fields.

e FLAIR Org — Optional filter. To process the report for one FLAIR org code,
enter the FLAIR org code in the “from” FLAIR org field. To process the report
for a range of FLAIR org codes, enter a FLAIR org code in both the “from”
and “to” FLAIR org fields.

Sort Hierarchy The report uses the following sort sequence:
e Org Code

e Employee ID

Authorization Users with a security role code of A, B, C,F, G, H, I, K, M,N, S, T, U, X and Y
will be able to process this report.

Process Steps Step 1: Select Management; Reports; Time and Payroll Reports

Step 2: Select the Leave Summary Report
Step 3: Select/enter the filter values
Step 4: Select the Run Report button

If the report finishes in less than three minutes, the report details display in a grid
at the bottom of the report selection screen. To view the report in PDF, select
the View PDF button. To view the report in Excel, select the Export to Microsoft
Excel link. PDF reports are formatted for printing, while the Excel reports are
unformatted so the user can work with the data as needed.

If the report takes more than three minutes, you will receive a message that the
report is taking longer than three minutes and to access the report in the “My
Reports” screen. Generally, you will be able to access the report in the “My
Reports” screen within 15 to 20 minutes. The “My Reports” screen is located on
the Reports menu.

If there is no data available for the report criteria, you will receive a message
stating “No data found for selection.” If you enter an invalid selection criteria, you
will see an error message that the value is either invalid or that you do not have
authorization to the data.
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Leave Summary Report

|
Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

Leave Summary Report =

Selection Area

Report By: Select Report By =
oLo: = 7200

Range Selection

Org Code: To
FLAIR Org: To
Run Report DF

Leave Summary Report =

Selection Area

Report By: Select Report By Zl

oLo: *
Employee

Range Selection Supervisor

Timekeeper ID
Org Code: To

FLAIR Org: To

Leave Summary Report m

Selection Area

Report By: loyee =]
oLo: * i A
Emp ID: 00000000

Range Selection

Org Code: To
FLAIR Org: To
Run Report

Leave Summary Report =

Selection Area

Report By: Supervisor ~|
oLo: * 7200
Supervisor ID: 00000000 Direct Reports Level: 1

Range Selection

Org Code: To
FLAIR Org: To
Run Report DF

Leave Summary Report =

Selection Area
Report By: Timekeeper ID = |
oLo: *

Timekeeper ID: 00000000

Range Selection

Org Code: To
FLAIR Org: To
Run Report
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Leave Summary Report
The report should be printed as landscape, letter size. Below is a sample of an

Adobe Acrobat (PDF) report:

Report Sample

LEAVE SUMMARY REPORT
People FlrsiQ'E)

DEPARTMENT OF MANAGEMENT SERVICES
STATE OF FLGRIDA HR

RUN DATE: O7/08/2010 15:03:21
PAGE: 1
ANNUAL| PERSONAL | SPECIAL| REGULAR FLSA
EMPID |LAST NAME FIRST NAME MI | POS NUM ORG CODE FLAIR ORG LEAVE SICK LEAVE HOLIDAY comp| comp| comp
727501060010000000000000 | 72750106001 655997 228320 Y 0.000 0.000 0.000
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Training Library Report

Overview

Definitions

Filters

Sort Hierarchy

Authorization

Process Steps

The Training Library Report is available within the Management Reports module
of the People First system, under the E-Learning Report link. The report
provides listing of all training courses by agency’s OLO code.

The report includes the following filters:

e Agency Name — Contains agency name where course was taken or
“Statewide” courses.

e Course Code — Contains the course code for the applicable course.
e Course Name — Name of training course.
e Begin Date — The begin date for the training course in MM/DD/YYYY format.

e End Date — The end date for the training course in MM/DD/YYYY format.

The report includes the following filters:

e OLO - Required filter; will default to your agency’s OLO code. Based on
user’s access additional OLO’s may be available for selection.

e Begin Date — Required filter; begin date range value entered by user. To

filter for a single Begin Date, user can enter the same values in the “From”
and “To” parameter field.

e End Date — Required filter; will list agency training courses as of the report
end date.

e Course Name — Optional filter; you can process the report for one training
course by entering the course name in the Course Name field.

The report uses the following sort sequence:

e Course Code

e Course Name

e Begin Date

Users with a security role code of A, C, G, H, J, K, M, N, S, U, X and Y will be
able to process this report.

Step 1. Select Management; Reports; E-Learning Reports

Step 2: Select the Training Library Report

Step 3: Select/enter the filter values

Step 4: Select the Run Report button
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Training Library Report
_____________________________________________________________________________________________________________________________________|
If the report finishes in less than three minutes, the report details display in a grid
at the bottom of the report selection screen. To view the report in PDF, select
the View PDF button. To view the report in Excel, select the Export to Microsoft
Excel link. PDF reports are formatted for printing, while the Excel reports are
unformatted so the user can work with the data as needed.

If the report takes more than three minutes, you will receive a message that the
report is taking longer than three minutes and to access the report in the “My
Reports” screen. Generally, you will be able to access the report in the “My
Reports” screen within 15 to 20 minutes. The “My Reports” screen is located on
the Reports menu.

If there is no data available for the report criteria, you will receive a message
stating, “No data found for selection.” If you enter an invalid selection criteria,
you will see an error message that the value is either invalid or that you do not
have authorization to the data.

Report Selection
Criteria Sample Below is a sample of the report selection criteria screen and the available filters:

Selection Area
oLo: * 7200
Begin Date: *  12/21/2009 End Date: * 07/01/2010

Course Name:

[Menu] Run Report | 5 view POF]

Report Sample The report should be printed as landscape, letter size. Below is a sample of an
Adobe Acrobat (PDF) report:

TRAINING LIBRARY REPORT

RUN DATE: 07/29/2010  15:34:51 DEPARTMENT OF MANAGEMENT SERVICES P80p|e F"'St

FAGE 1 STaTE QF FLQRIGA HR

[AGENCY NAME COURSE CODE [COURSE NAME BEGIN DATE | END DATE
DEPARTMENT OF MANAGEMENT SERVICES 00000001 DMS - CUSTOMER SERVICE 05/01/2006 12/31/9999
STATEWIDE 00000109 STATE OF FLORIDA LEADERSHIP 01/01/2008 12/31/9999
DEPARTMENT OF MANAGEMENT SERVICES 00000365 DMS - SEXUAL HARASSMENT TRAINING 01/03/2005 12/31/9999
DEPARTMENT OF MANAGEMENT SERVICES 0DD0066T BUSINESS WRITING/PLAIN LANGUAGE 0S/07/2007 12/31/9999
STATEWIDE 00000761 SUNSHINE LAW AND PUBLIC RECORDS ACT COURSE 01/01/2007 12/31/9999
DEPARTMENT OF MANAGEMENT SERVICES 00000946 DMS - INFORMATION SECURITY AWARENESS 06/01/2007 12/31/9999
DEPARTMENT OF MANAGEMENT SERVICES 00001141 HUMAN RELATIONS COMMISSION DIVERSITY TRAINING 06/01/2007 12/31/9999
DEPARTMENT OF MANAGEMENT SERVICES 00001234 FIRE WARDEMN 09252007 12/31/9999
STATEWIDE 00001281 PF DATA WAREHOUSE USING IMPROMPTU--INTRODUCTION 11/01/2007 12/31/9999
STATEWIDE 00001312 PLANNING, SCHEDULING & REQUIREMENT ANALYSIS 01/01/2004 12/31/9999
STATEWIDE 00001313 DEVELOPING & MANAGING RFP'S 01/01/2004 12/31/9999
STATEWIDE 00001314 LEGAL ASPECTS 01/01/2004 12/31/9999
STATEWIDE 00001315 CONTRACT ADMINISTRATION 01/01/2004 12/31/9999
STATEWIDE 00001316 CONTRACT MANAGEMENT 01/01/2004 12/31/9999
STATEWIDE 00001317 GENERAL PUBLIC PROCUREMENT 01/01/2004 12/31/9999
STATEWIDE 00001318 INTERMEDIATE PUBLIC PROCUREMENT 01/01/2004 12/31/9999
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