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Which Report Should | Use and Where Do | Find It?

€ . 7
Guide to Roster and Vacancy Reports %-@mﬁs

S plsselieretle b eldlaie s f TS el eUse HRO67 School Contact Roster
all Emp|oyee5 at my sitel *Go To Reports tab --> School sub-tab --> Roster folder

| need a list of all em ployees eUse HR126 Employee Emergency Contact Information Roster
with their emergency w0/ alrz ss . *Go To Reports tab --> School sub-tab --> Roster folder

| need a list of all positions at «Use HRO70 School Position Detail
my sitel *Go To Reports tab --> School sub-tab --> Position folder

| heed to figu re out how ma ny eUse HR0O16 Position Vacancy Summary
e e | e righ oo *Go To Reports tab --> Human Resources sub-tab --> Employee Roster

folder

| need to know how long Use HRO15 Length of Vacancy
positions have been vacant! *Go To Reports tab --> Human Resources sub-tab --> Position folder

| need to research positions at BN AL T B oS AT
my sitel *Go To Reports tab --> Human Resources sub-tab --> Position folder

Welcome BH160 - BW - HR Report for Site Administra Welcome BH161 - BW - School ONLY Site Administrator
| | Reports Reports
| Human Resources | Travel School
Reports Reports
Hapelr Clefe:
Detailed Navigation Detailed Navigation =
+ [ Employee Roster k[0 Attendance
= HRO0Z Employee Roster kO NCLB
- HRO11 Employee Contact Information Roster
= HR012 Employee Funding Roster = HRO70 School Pesition Detail
= HRO15 Length of Wacancy * HRO0ET School Contact Roster
= HRO18 Position Vacancy Summary * HR126 Employee Emergency Contact Information Roster
= HR105 Position History Detail (SAP) F (O Seniority

Page 1 of 2




m Guide to Roster and Vacancy Reports

Business Applications
Supperting Education

Updated: 8/25/2015

Security Roles

- - 5
BW ST::,:? Role BW Report Name Why Should I Use This Report?

To get a list of all employees by Cost Center, Person ID, Job and
Position
To get a list of all employees with their home address and cell phone
number
BH160_0000 BW - To get a list of all employees with their Job, Position, Funding (Program
HR Report for Site & Fund), and Salary

Administrator HRO15 Length of Vacancy To determine how many days a Position has been vacant
To get an overview by Job, of total number of Positions, how many are
filled with a regular employee, sub employee, or vacant
To research all position related information by date; includes funding,
vacancy, and employee information
To get a printable list of all Employees by Job and PA with the
Employee’s home address, home phone, and cell phone number
BH161_0000 BW . . To get a printable list of all Positions by Vacancy, Personnel Area,

— School ONLY IR Sdiee) oo De] Position, PERNR, EE Status, PSA, Position Indicator, Obsolete Indicator
Site Administrator R B ey Es EiE s ER A To get a printable list of all Employee's with their designated Emergency

Information Roster Contact, and the Emergency Contact’s phone number, cell phone
number, and address.

HRO02 Employee Roster

HRO11 Employee Contact Information Roster

HR012 Employee Funding Roster

HR0O16 Position Vacancy Summary

HR105 Position History Detail (SAP)

HR067 School Contact Roster
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