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l. Introduction to Labor Data in Bl Launchpad

Availability of Labor Data

The data previously available from the views tab of the Waldo application are now available in the
Labor Data universe of Bl launch pad. Historical information is available in the Labor Data universe
back to July, 2000. Payroll distribution information for Labor Data is updated with the close of a
period and is available in Bl launch pad at 8 a.m. on the fifth day of the following period. Note that
data in the Labor Data universe is compiled only for each completed period; therefore, you cannot
run reports prior to the close of each period or for partial periods (ex. you cannot see data for
9/15/13 to 10/15/13 but you can report on the month of September and/or the month of October).
To see partial period information, continue to use the Data tab in the Waldo application.

The MCB Bi-Weekly Staffing View is updated every other Monday at 8 a.m. following the MCB Bi-
Weekly pay run.

How to use this document

This document is designed to introduce you to the report offerings in the Labor Data universe. The
document begins by outlining how to login to Bl launch pad and locate the Labor Data reports. The
report categories are then described, including a list of available reports within each category. The
report prompts needed to generate these reports are then defined followed by step-by-step
instructions on how to run a sample report from each report category.
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You can find Bl launch pad login links at the following websites:

eBiz -

https://finance.vumc.org/ebiz/

VUMC Finance - https://finance.vumc.org/ebiz/

Direct link - https://enterprisebiprod.app.vumc.org/BOE/BI

Steps:

1. Bl launch pad uses Vanderbilt’s single sign on system. If you are not already logged on, enter
your VUNetID and ePassword.

SAD4

Enter your user information, and dick "Log On".
If you are unsure of your account information, contact your system
administratar,

SAP BusinessObjects
Bl launch pad

User Name: |c|'ms|]vdg

Password: | ........

Authentication: | Windoves AD

Note: Make sure that
the authentication is
set to Windows AD.

2. Select ‘Labor Data’ from the list of available universes.

Home | Documents | PO Detail by Requisiion |

{

View = Mew ~ Orgamize - Send - Maore Actions '| Details

N

= Charges

"2 Budget

B Work Order

it

i e

My Documents | Title =

Z:Seer;ries = | FTE and FTE Productivity

=0 = Corporate Categories & | Hours and Dollars
: % *Habor Data (WALDO) Help Guide™=*
=& apro
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3. The primary Labor Data category includes two subfolder categories FTE and FTE Productivity as
well as Hours and Dollars. Select the category based on your information needs.

Title = Type i
B | FTE and FTE Productivity Category %
# | Hours and Dollars Categor :
& | stipand Report carzgc - Note: A link to this user
¥ | **Labor Data (WALDO) Help Guide™= '~ guide can be found here.
I kL

4. Once you have selected a subfolder, the list of available Labor Data reports within that subfolder
will appear in the Documents window. Notice, the Help Guide link is also available within the
subfolders.

Home I Documents ] 4"’
7
View ~ New Drganize Send More Actions ~ Details §
My Documents Title Ty 1
1
Folders %= | *=Labor Data (WALDO) Help Guide™* perlink 1
Categories 3
B = | | FTE by Category - Center-Account Detail web Intelligence 1
Co te Categories
rporats oones w#| | FTE by Category - Summary ‘Web Intelligence %
= P
*Bl4 Information and Announcements™ # | FTE Productivity Data Web Intelligence 3
. I
B arro ¢! | FTE Productivity Data by MOD Web Intelligence }
- = Budget | | FTE Trend - Center-Account Detail Web Intelligence 1}
3
; Trend - S 7
B General Ledger W | FTE Trend - Summary Web Intelligence
= w#*| | FTE Trend with Base, OT and Temp - Detail ‘Web Intelligence
H Human Resources
: W | FTE Trend with Base, OT and Temp - Summary ‘Web Intelligence
Labor Data '] | MBE Bi-weskly Staffing web Intelligence 3
e
m | | MCB and MBB Bi-weekly Staffing ‘Web Intelligence ;
" B Hours and Dollars | | MCB Bi-weskly Staffing ‘Web Intelligence E
- B Stipend Report w#| | Paid FTE Budget to Actual - Center-Account Detail ‘Web Intelligence j‘E
= w#| | Paid FTE Budget to Actual - Summary Web Intelligence ;
: Privilage Management
b B e e e A A U L AP

[ll.  Labor Data Categories and Report Descriptions

Labor data is presented in two categories, FTE and FTE Productivity as well as Hours and Dollars.

Reports in the FTE and FTE Productivity category present Labor Data in terms of Full-Time Equivalents
(FTEs) for Centers and Center Groups (Sumto Center, Major Operating Division, PCC Sum, Function,
Section, Division, and Department).

Reports in the Hours and Dollars category present Labor Data in terms of Hours and Dollars for
Centers, Center Groups (Sumto Center, Major Operating Division, PCC Sum, Function, Section,
Division, and Department), Home Departments and Sumto Home Departments.
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Report Name Report Description Category
Center Account A center view that presents total Paid Amount and Paid Hours by | Hours and
Summary Account Number and then Employee Name for the time period Dollars

selected
Center Detail A center view that presents total Paid Amount and Paid Hours at | Hours and
the earnings code level for the time period selected Dollars
Center Earnings A center view that presents total Paid Amount and Paid Hours by | Hours and
Type Summary Employee Name and then Earnings Type for the time period Dollars
selected
FTE by Category — | A cost center-based report displaying FTE and FYTD FTE for the FTE and FTE
Center-Account selected month, with FTEs displayed in Productive, Overtime, Productivity
Detail and Non-Productive categories. Information is displayed by job
code and account.
FTE by Category - | A summary report displaying FTE and FYTD FTE for the selected FTE and FTE
Summary month, with FTEs displayed in Productive, Overtime, and Non- Productivity
Productive categories. The report displays information for all
cost centers within the center group with the ability to drill into
job code and account detail.
FTE Trend — A cost center-based report displaying the trend in total FTE over | FTE and FTE
Center-Account a 13-month period from the selected month back through the Productivity
Detail same month in the prior year. The report also displays FYTD FTE
for the selected month and the annual FY FTE for the prior two
full fiscal years. Information is displayed by job code and
account.
FTE Trend — A summary report displaying the trend in total FTE over a 13- FTE and FTE
Summary month period from the selected month back through the same Productivity
month in the prior year. The report also displays FYTD FTE for
the selected month and the annual FY FTE for the prior two full
fiscal years. The report displays information for all cost centers
within the center group with the ability to drill into job code and
account detail.
FTE Trend with A summary report displaying the trend in total FTE over a 13- FTE and FTE
Base, OT and month period from the selected month back through the same Productivity
Temp and FTE month in the prior year, with FTE displayed in Base, Overtime,
Trend with Base, | and Temporary categories. The report also displays FYTD FTE for
OT and Temp — the selected month and the annual FY FTE for the prior two full
Detail fiscal years.
Home A home department view that presents total Paid Amount and Hours and
Department Paid Hours at the earnings code level for the time period Dollars
Detail selected
Home A home department view that presents a calculation of the Hours and
Department percentage distribution of earnings that is charged to a given Dollars
Percent account/center combination for the time period selected
Distribution
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Report Name Report Description Category
Home A home department view that presents total Paid Amount and Hours and
Department Paid Hours by Employee Name and then Earnings Type for the Dollars
Summary time period selected
MBB Bi-weekly A center-level report displaying hours and dollars by job code FTE and FTE
Staffing and account for non-exempt staff in the Medical Center (MBB Productivity

Pay Group only), displayed in Productive, Overtime, and Non-

Productive categories. Hours and dollars are subtotaled by direct

and indirect job codes. Also available are hours per Occupied

Bed and dollars per Occupied Bed.
Paid FTE Budget *A cost center report displaying FTE for the selected month and | FTE and FTE
to Actual — the selected month a year ago, as well as FYTD FTE for the Productivity
Center-Account selected month and the selected month a year ago. Also
Detail included are the budgeted FTE and the variances between the

selected month FTE and the budget, and the selected month

FYTD FTE and the budget. Information is displayed by job code

and account.
Paid FTE Budget *A summary report displaying FTE for the selected month and FTE and FTE
to Actual — the selected month a year ago, as well as FYTD FTE for the Productivity
Summary selected month and the selected month a year ago. Also

included are the budgeted FTE and the variances between the

selected month FTE and the budget, and the selected month

FYTD FTE and the budget. The report displays information for all

cost centers within the center group with the ability to drill into

job code and account detail.

IV. Labor Data Report Prompts

To generate Labor Data reports, a user must complete a series of prompts in Bl launch pad. The
table below introduces and defines all the prompts a user might see when working with Labor Data
reports. Please note that this is an exhaustive list of the Labor Data report prompts; each report will
only require some of the following prompts.

Prompt Prompt Description Tips

Use the Refrash values ¥
button to see of list of the
resources for which you

have access. Use the

Enter Resource | Center, Center Groups (Sumto Center, Major
Operating Division, PCC Sum, Function, Section,
Division, and Department), Home Department or

Sumto Home Department

# o search within
your list of resources.
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ENTER calendar
year and month

Enter the year and month for which you would like
to view labor data in YYYMM format. For example,
to report on August, 2013 enter 201308. You may
report on multiple months using the add (>)
feature.

Use the Refresh values ¥
button to select the
values from the list.
Remember data is based
on CHECK DATE.

Prompt

Prompt Description

Tips

Enter Account
(* for wildcard)

This prompt defaults to the wildcard (*). If you
would like to view labor data for specific accounts
enter each account individually or separate the
account numbers using semicolons (ex.
50000;52600)

Enter Employee
Id (* for
wildcard)

This prompt defaults to the wildcard (*), displaying
information for all employees who meet the
criteria. Enter the complete 7-digit employee id for
each employee.

You may report on
multiple employees using
the add (>) feature within
the prompt or by
separating you selections
with a semicolon (;).

Enter Employee

This prompt defaults to the wildcard (*), displaying

Enter employee name in

Name (* for information for all employees who meet the last name, first name

wildcard) criteria. Enter the name of the employee as it initial format (ex. Baer,
appears in PeopleSoft. Ted E).

Enter Hrs This prompt defaults to the wildcard (*), displaying | Enter the earnings type in

Earnings Descr
(* for wildcard)

information for all earnings types. To narrow your
report data enter the desired earnings types using
the add (>) prompt.

upper and lower case as
outlined in the Waldo
Earnings Guide, (ex.
Regular; Holiday)

Enter Earnings
Code (* for
wildcard)

This prompt defaults to the wildcard (*), displaying
information for all earnings codes. To narrow your
report data enter the desired earnings codes using
the add (>) prompt.

Enter the earnings codes
as outlined in the Waldo
Earnings Guide (ex.
701;739)

Enter Job Code
(* for wildcard)

This prompt defaults to the wildcard (*), displaying
information for all job codes. To narrow your
report data enter the desired job codes using the
add (>) prompt.

Enter the job codes as
outlined in the Waldo Job
Code List (ex. 0245;1430)r

Enter Dept
Resource

Home Department or Sumto Home Department

Use the Refresh Values ¥
button to see of list of the
resources for which you
have access. Use the

# o search within
your list of resources.
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Steps:

1. From the Hours and | Home | Documents !
Dollars Category, double | vew - ntew = Omganize = Send - More Adions - | Details i
click Center Detail. ty Bocuments ks

EIFE . | **Labor Data (WALDO) Help Guide™*
Categories
B B i ;"1 enter Accgunt Summary
Corporate Catagories < -.!J Center Detail

E 2 #p14 tnformation and Announcaments™ Cantr Eamings Type Summary

® B arro ¥ | Home Department Detail

E B udget 9! | Home Departmentt Percent Distribution

B B General Ledger g Home Department Summary

5 B Labor Dot g Hours and Dollars Data Center Prompt Extract

B FTE and FTE Producivty Hours and Dollars Data Home Department Prompt Extract
—% B Hours and Dollars
& stipend Report
L g i 4 =y

2. To display the detailed prompts, click .

Web Intsligence = | [ 65 [ - | 3 88 | &0 2 - =1 -

ENTER calendar year and month (YYYYMM or YYYYMM;

€3]
Enter Account { * for wildcard):

= |
Enter Resource:

Enter value(s) for Paygroup (optional)

Enter Earns Begin Dt (optional)

M/d/yyyy h:mm:ss a
Enter Earns End Dt: (optional)

Mdfyyvy himmess a
e e i T Y
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3. Click ENTER calendar year and month to enter the Calendar year(s) and month(s) for your

report. Multiple dates can be run. Select or enter the month in YYYYMM format and use |- ©
to add to your query.

See Section VIII for more information
on Using Prompt Variants.

Prompts ¢ ¥
Available prompt variants - 5l q:d.
* .
é@ ENTER calendar year and month (Y¥YYMM or YYYYMM: Yy 201701 e 201703
@ = Enter Account ( * for wildcard): * i - 201702
Rafrash Values ¥e i
# * Enter Resource: 201701
&  Enter valua(s) for Paygroup Man Id <
o Enter Earns Begin Dt 201702 o
& Enter Earns End Dt 2?”01 <
201612
201611
201610
201609
201608
201607
201606
201605 =
January 31, 2019 2:32:45 PM GMT-
06:00
I% -
* Requi

Note: Results in Labor Data are
based on Check Date.

Cancel

4. Click Enter Resource: in the Prompts Summary to see the list of Resources you have access to.

. =
You can also enter the resource in the ‘Type values here’ text entry box. Use to add your
resource to the query.
Prompts v %
Available prompt variants M= -cd
% * ENTER calendar year and month (YYYYMM or YYYYMM;YYY 1234567850 M 1734567590 ]
& = Enter Account ( = for wildcard): * P CACLNA. 40423, 7 | » 4‘@
3% * Enter Resource: 1234567890 e ~=*
&  Enter valus(s) for Paygroup Resource Type Resource <
Q Enter Earns Bagin Dt SumtoCenter VICANZ -
o Entsr Earns End Dt: SiminEEntey MICEET
' PCCName PCCNL249
Department DDEPT115
Canter 1042310000
Center 1042310001
Canter 1042310010
Center 1042310020
Center 1042310025 7
3
January 31, 2015 2:39:26 PM GMT-
FanLa
. oM [ i -
- Reoui Note: This prompt will list all
equi
Resource Types you have access to. ok | | cancel

Last Updated: 1/31/2019 8
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5. Once all prompts are entered, click o | to generate the report.

Steps:

1. From the FTE and FTE

Productivity Category, double
click FTE Trend — Center Account

Detail.

2. To display the detailed prompts, click .

o | pocaments

View *~ New - Organize - Send -~ MnreAd'nm" Details

My Documents Title »
i . | ==Labor Dats (WALDO) Help Guide™=
Categories
=l = g FTE by Category - Center-Account Detail
. -
Corporete Categones g FTE by Category - Center-Account Detail
B[ =p14 Information and Announcements™ B | FrE by Cotagory - summary
H B apro $1 | FTE Productivity Data
B pud ¥ | FTE Productivity Data by MOD
gt
B B2 Gaeral Lodger @[ FTE Trend - Center-Account Detai
E] B Labor Data Q FTE Trend - Summary
. g FTE Trend with Base, OT and Temp - Detail
‘) FTE and FTE Productivity
® g FTE Trend with Base, OT and Temp - Summary
¢ ' Hours and Dollrs ¥l | MBS Bi-weekly Staffing
B sopend Report | Paid FTE Budget to Actual - Center-Account Detail
¥ B priviege Management | ¥ | Paid FTE Budget to Actual - Summary
e i A ChERC3S, R L R

| Home | Documents | FTE Trend - Center-A... = & & |

E

Web Intelligence

EEERETIEESEE

ENTER calendar year and

month (YYYYMM format):

Enter Account ( * for wildcard):

E
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3. Click ENTER calendar year and month (YYYYMM) to select or enter the Calendar year and month
for your trend report. Note only one month can be entered. This will be the end date for your trend.

See Section VIl for more information
on Using Prompt Variants.

Prompts 2.3

Available prompt variants - & .cd

H * ENTER calendar year and menth (YYYYMM format): 20170 201701 h e

& * Enter Account { * for wildcard): * -
ount (= fo ! Refresh Values 3
+ * Enter Center:

& * Enter Job Code { * for wildcard): * Mon Id <
201707 -
201706
201705
201704
201703
201702
201701 @

201812
201611
201510 -
January 31, 2015 2:56:25 PM GMT-
06:00

» I?B -

* Reguired prompts
Cancel

4. Click Enter Resource: in the Prompts Summary to see the list of Summary Resources you have

access to. You can also enter the resource in the ‘Type values here’ text entry box. Use |7 to add
your resource to the query.

Prompts FiL%

Available prompt variants - (&l ..cd-

&  * ENTER calendar year and month (YYYYMM format): 20170

. P i .
@ * Enter Account { * for wildcard): « (1042310000 403231 ¥ | » S@
—3p 4 * Enter Center:
&  * Enter Job Code { * for wildcard): * Resource Type Resource <

Center 1042310000
Center 1042310001
Center 1042310010
Center 1042310020
Center 1042310025
Center 1042310030
Center 1042310035
Center 1042310040
Center 1042310045 7

3
January 31, 2015 3:00:05 PM GMT-
06:00
I?lﬁ -
“Reaursdi Note: This prompt will list all
Summary Resource Types you

have access to.

Cancel

5. Once all prompts are entered, click L% lto generate the report.

=
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VII. Business Object Prompt Conversion Utility

This utility is provided as a convenient way to convert lists of values into a string that can be copied
into a Business Object’s prompt. Often values need to be copied from other sources (email, excel,
etc...) into a Business Object prompt. The issue often arises that the required “;” (semi-colon) is not
present in lists and thus will not provide the expected results in Business Objects without manually
entering the semi-colons throughout the list of values. This tool was created to make that process
easier.

1. From Corporate Categories, select *Bl4 Information and Announcements* and then double click
Vanderbilt Data Governance — Links and Tools.

= |

Documents

View ~ New Organize Send More Actions + | Details

My Documents Title =

Folders Report Writer Information i
(::ategories Scheduled Maintenance ;
E"@Corpor slegaris

BI Launch Pad Training Materials

=]
@

=" [ *514 Information and Announcements* ﬁ BI4 Supported Browsers
- e

- Report Writer Information Business Objects Access Request Form

"B scheduled Maintenance Single Sign On Setip fio

B appo = | Vanderbilt Data Governance - Links and Tools
P e ————

- = |Vanderbilt Data Governance website
@Budget

ECorporate Dashboards

2. Next, click the Business Object Prompt Conversion Utility link.

VANDERBILT %/ UNIVERSITY

Data Governance

S g

About Data Governance  Policy ~ Committee Structures  Communications  Standards &,

Home = Links > Links & Tools

Links & Tools

» Data Cookbook
The Data Cookbook is where terms and report definitions can be document

I it I Y

and managed.
« Business Object Reports

@ssobi ect Prompt Com‘m
——m i i—

Utility applicafion Tor converting lists of values into a string that can be

copied into a Business Object's prompt.

L P G LU NPV

E
g

R s ekt
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3. To use the Utility, enter your vertical list in the top box and click Convert. Your list will display in
the bottom box in the proper syntax to be copied and pasted into a Bl launch pad prompt. If you
are creating a list of prompt values to be used regularly, consider saving the conversion output in a
Word document for future use.

Note: You can also Pin ] this utility to your launch pad view.

(e [ Dol voraesiat peta cov G

[This utility is provided as a convenient way to convert lists of values into a string that can be copie
Object prompt. The issue often arises that the required “;” (semi-colon) is not present in lists and

values. This tool was created to make that process easier.

Mo use the tool:
1. Copy the list (vertical list) of values into the first text box below.
2. Click ‘Convert’ to translate the vertical list of values into a string separated by .

<. Copyv the string from the second text box and paste it into the Business Object prompt window.

1234 -

5678
8876
4585

blue
red
green
yvellow

o

1234:5678,9876,4585blue;red;green;yellow I =

Users have the ability to save prompts using the Prompt Variant feature from the Advanced Prompt
Box. These Prompt Variants are specific to the user and the document you are running.

1. To access the Advanced Prompt Box, go to the User Prompt

Input panel. = (7 Advanced 9 Run
2. Click Advanced at the top of the panel or any of the refresh E |E"tE”'ﬂ'“‘-‘[53 for Division: (o
N/A

. =
icons on the page |

OR Enter Sumto(s): (optional)
[y

a
«—n_OR Enter values for Center; (g’

Last Updated: 1/31/2019 12
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3. To create a new Prompt Variant, click the Create Prompt Variant icon.

Available prompt variants |

4. Atthe Create Prompt Variant window, enter a Name for your prompt and click OK. Note
this name will be saved in the Prompt Variant drop-down selection.

T ———
ome | €——— @ |

C ok | cancel |

5. Set any of the prompts you wish to set and click Save .

(=)= x

ENTER calendar year and month (YYYYMM or YYYYMM; Y¥YYMM format):
|— |

Refrash v

& = Enter Account ( * for wildcard): *
+ * Enter Resource:

(/] Enter value(s) for Paygroup

&  Enter Eams Begin Ot

Enter Eamns End Dt

Note that any required (*) prompts
not saved, must be manually updated
before you can run your report.

SR W - JU——

6. To run the report anytime using the saved prompts, click the drop-down menu for Available
Prompt Variants. Complete any required prompts as necessary before running your report.

QR Entar Sumto!s!: N/A
s ¥

Note that Prompt Variants are specific to User and Document and will therefore only appear when
that document is accessed and/or run by the user who created the prompt variant.
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I1X. Resources

Please use the following links for additional information and assistance relating to Bl launch pad and
the reports found in the Labor Data universe:

Bl launch pad Quick Start Guide
https://finance.vumc.org/Assets/vu/Bl Launch Pad Quick Guide.pdf

Waldo User Guide
https://hr-mc.vanderbilt.edu/apps/waldo/WALDO%20User%20Guide%20Version%202.pdf

Job Code Listing
https://hr-mc.vanderbilt.edu/apps/waldo/WALDOJobCodelList.pdf

Earnings Guide
https://hr-mc.vanderbilt.edu/apps/waldo/WALDO-EarningsByType.pdf

Help Desk
http://helpdesk.mc.vanderbilt.edu/
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