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HRDW Overview

Human Resources & Academic Personnel Data Warehouse (HRDW) is an online reporting application.
There are two versions of HRDW:

e Version |l pulls current and historical data from UCPath beginning December 1, 2017

o Version | pulls historical data from the retired PPS system prior to December 1, 2017

Privacy & Security Measures

Privacy & Confidentiality
Due to the extremely sensitive nature of personnel data, HRDW employs a number of security
measures to preserve the privacy and confidentiality of employees whose data exists within the system.

Security Measures
HRDW requires secure (https:) connections to all clients accessing the system, which prevents
the possibility of data being intercepted in transmission.

Access to HRDW is established and controlled by the departmental System Access
Administrator (SAA), subject to the provisions of UCR's enterprise accountability initiative.

Security has also been implemented within the HRDW system. Specific security provisions exist
within both the query tool and the pre-defined reports.

General Considerations

HRDW contains the same sensitive and confidential data elements stored in the UCPath
system. Access to HRDW should be limited to those individuals whose position responsibilities
require access to personnel data and whose accountabilities in viewing, retrieving, and exporting
this data are clearly understood.

Student employees, affiliates and contingent workers should NOT be granted access to HRDW.
Everyone who accesses HRDW must have a UCR NetID. Users login to HRDW using their UCR
NetID and password.

Granting Access

The departmental System Access Administrator (SAA) establishes access to HRDW using the
Enterprise Access Control System (EACS). Users who are authorized to use HRDW can access
the application from their R’'Space portal under the “Authorized Apps” tab.

Checking Application Access Roles
You may confirm your access to HRDW and other UCR applications using the Enterprise Access
Control System (EACS).

To confirm your application access,

1. Goto EACS
2. Enter your NET ID in the User NetlID field
3. Click the Condensed Accountability Report button to run the report
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https://hrdwv2.ucr.edu/hrdwv2/datamart_query_hrdw.html
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https://portal.ucr.edu/
http://eacs.ucr.edu/eacs/EACS_report_v2.report_main
http://eacs.ucr.edu/eacs/EACS_report_v2.report_main
http://eacs.ucr.edu/eacs/EACS_report_v2.report_main

a. SAA - the SAA for the application is listed; you can view the full list of SAA Names by
clicking on the link at the bottom of the EACS query screen

b. Application — the UCR application

c. Role Name - the EACS role you are assigned for the application

UNIVERSITY OF CALIFORNIA, RIVERSIDE

Enterprise Access Control System Enterprise Access Control System

EACS Accountability Report

EACS Accountability Report
(SAA"ALL, ORG Value: ALL, App: ALL, User SAA Type: ALL)

SAA NetlD

SAA ORG Value UCR NetiDs displsyed in red font are inactive users.

User

User Full
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RESOURCES  yADIRAS HUMAN & ADMINISTRATIVE
RESOURCES SERV

User NetiD o

SAA Type

Do1103

\
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Application Name ‘
\
\

DEEEE

Role Details I compact L Fun

T = APPLICATION SBIGGERS, D01103- ORG39 -BUSINESS HUMAN SUPER USER-
ez W) ORG30 BUSINESS HUMAN.
DATA

} HUMAN
HEIDIER RESOURCES SERV
Click hers for SAA Names. WAREHOUSE

HRDW Navigation

Human Resources / Academic Personnel Data Warehouse

27 manage|Open ~ [gf Save ~ % Run D Reset [=] Position Report [ HRDW v1

m Display | Settings o
Query Type: » Detail  Summary (Sum) Summary (Avg) o

View: -« Basic Advanced

A. General Navigation

a. Manage | Open: view, rename and delete all saved reports Tl Manage 1open = | i save | v

b. Save: saves report as a new query Funding  * rm

c. Run: generates report; the drop down gives the option of Funding 1 » |5 Open
running the report in the current tab, a new tab, or directly into vaudais  » 4e= Rename
Excel or PDF b ” |53 Delete

d. Export: saves an executed report as either Excel or PDF

e. Reset: removes all selected data, returning to default values

A

B. Query Options
a. Query: where you specify which rows of data to include
b. Display: where you specify which data fields to include
c. Settings: displays the list of query criteria, selected fields and allows adjustment to the
rows of information displayed in the report

C. Position Report & HRDW v1
a. Position Report: contains pre-defined position data and used to view both filled and
unfilled positions within your accountability structure
b. HRDW vl: opens HRDW v1

D. Query Type
a. Detail: provides specific information about individual records within HRDW (such as
individual employee's salary, time of service, or other information). User has access only to
information for personnel within the specific accountability structures (organization, division,
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or department) under which the user has been granted access via EACS. For example, if a
user is granted access to the department of Botany & Plant Sciences, in detail mode the
user will only see information for Botany & Plant Sciences, and not for other CNAS
departments or other units on campus

b. Summary (Sum): provides aggregate counts on a limited set of data fields within HRDW.
User has access to campus-wide aggregate counts for a limited set of data fields within
HRDW since detailed private information is not exposed

c. Summary (Avg): provides that average of the selected data fields

Building a Query

Search Icons - Gray vs. Blue
The search icons to the right of each item enables you to select specific data for your report. There
are two different color icons,

E Gray Search Icon: criteria has been selected; some query criteria are set to a default (e.g.
Fiscal Year and Academic Period are set to current time)

] Blue Search Icon: no criteria has been selected; select and save the criteria you want to
display

Query Tab: Adding Rows of Data to Your Report

By default, the current Fiscal Year and Accounting Period are automatically
selected. Note: only one Accounting Period can be selected per report. Human Resources / Acas

Manage |Open = | Save = - Run » =5
To add a new row or update criteria: Ll Devier | Seinae
View: -+ Basic + Quary Type: - T
1. Click on the search icon beside the data option i
2. When the “Query Selection Screen” opens, select your criteria and e ﬁé]
Tganzaten
save owien g
Department 7 Home Dist | Appt [a]

To Add Additional Rows of Data and/or Customize Your Selected Data

3. Click the drop down menu at the top of the page and make a selection

Query Selection Screen

Selections [ Save Selection €3 Cancel

You are viewing Accounting Period (Selected 1/ View Fiscal Year

Accounting Period

Cod D ipti Acti
ode escription Organization | ctive

Fiscal Year
2018

\Accounting Period 8 February Division
8

0

7 January Department @ o P
6 December Account

Fund

Function

Cost Center

Project Code

Bargaining Unit Code
Job Code

Panitinn kumhar

4. Select the criteria you want to include in the report. Your criteria options, such as
departments, will be based on your accountability structure. Follow steps 3 and 4 until you
have selected all rows of data you want to include in your report

5. Click “Save Selection” after you are done selecting criteria from all menus in the dropdown
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Query Selection Screen

Selections enter search term @ - Actions « Department - [l Save Selection Q3 Cancel
Fiscal Year You are viewing Department (Selected 0 / Viewing 439 / Total 439)
2018 Org Div Dept Description Active
I’é‘“"“““"g Period ORG10 DIV100 DO01000 Graduate School of Education o O =
ORG10 DIvV100 DO1001 INACTIVE Calif Educ. Res Coop ]
ORG10 DIV100 001293 Higher Education Initiatives M
ORG11 DIv101 D01002 Engineering - Dean’s Office L]
ORG11 DIv102 DO1003 Computer Science & Engineering |
ORG11 Divi02 Do1004 Electrical & Computer Eng |

Filtering Through a Long List of Results

If the list of results is too long, you may want to drill down your options by first selecting the
“Organization(s)” you want in your report. Once selected, the system will only show data related
to your selected organization(s). You can also use the search field at the top of the screen to
filter through the data.

e.g. Before you selected the organization(s) e.g. After you selected the organization(s)

Query Selection Screen

Query Selection Screen

[CH | enter search term [x] = Actions ~ Department AR - enter search term
You are viewing Depamnenl’(ﬁelecteﬂ 0/ Viewing 439 / Total 439) w You are viewing Department)(Selected 0/ Viewing 3 / Total 3)
Org Div | Dept " Description Org Div i Dept i Description
ORG10 DIvi00 D01000 Graduate School of Education ORG10 DIvi00 Do1000 Graduate School of Education

6. Then, click Save Selection

Display Tab: Adding Data to Your Report

To add data to your report, click the Display tab and make your selections. There are multiple options
Position, Job, Employee, Compensation, Financial Info, Benefits, etc. (See Appendix A). Click each of
the menu options to view the corresponding criteria, as shown below.

[Z7, Manage |Open ~ [ Save + - Run = 2 Reset [Z] Position Report [ 5] HRDW V1 &9 Exit
Que Display g
Position ob ployee ompensatio ancia D Bene 0 Absence Mg Persona
— Position Dala — Position Data (cont.) — Training
|| Check All Code | Descr. || Check All Code | Descr. || Check All Code | Descr.

Work Study Program Code:
Personnel Program Code:
Job Code

Union Code:

FLSA Status:

Paosition Department
Position Location

Reports To:

— Collective Bargaining

|| Check All

Bargaining Unit Code:

Employee Relations Code:

Code | Descr.
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7, Manage | Open ~ [ save ~ ~ Run ~

LR Display Settings

Position Job Financial Info

‘Compensation

General
_ Check All

o Code | Descr.

Employee 1D: i~
Most Recent Hire Date of
Employee

Original Hire Date:

Benefits

2 Reset

Hours Absence Mgmt.

Contact
__ Check All

Campus Phone:

UCR Email Address:

Separation
_ Check All

Personal

Central Office / Super User

Code | Descr. | Check All

Code | Descr.

a Code | Descr.

Once an option is selected, for example, “Employee” note the following:

a. Code | Descr. : some data has an associated code and/or a description with the option of

adding one or both to the report

b. Grayed Out Fields: the data fields in gray are not yet available, but will be available in the

future

c. Central Office/Super User: gives certain users access to view data across all
accountability structures, including data listed in the “Central Office / Super User” box

Settings Tab: Arranging the Report Data
In the Settings tab, you can view and arrange the rows and columns of data you selected.

d. Selected Columns: displays the columns of data selected from the Display tab
e. Search Criteria: displays the rows of data selected from the Query tab

To arrange the order of the columns or rows, click the data and drag it up or down

7 Run ~ 2 Reset

[C| Manage |Open ~ [ Save ~

Selected Columns (drag and drop to sort)

Field Label Field Name

Employee 1D pppper.employee_id

First Name pppper.first_name o
Last Name pppper.last_name

Search Criteria

Description Field Name T Operator
Accounting Period fy.fiscal_period in

Fiscal Year fy fiscal_year in
Division pppper.div_code in

Home Department pppperhome_dept in
Qrganization pppper.org_code in

Application Status

Generated Query

Value(s)
g

2018
‘DIV100
‘DO1000"
"ORG10

=
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Reporting Error Messages

n Resources / Acaden i e = Varciiouse

If an error message is received while running a report, notify the HRDW development team by
submitting a support ticket. Specific information from HRDW needs to be included in the support
ticket to facilitate a resolution.

Submitting a Support Ticket for HRDW
To submit a support ticket regarding an error in HRDW:

1.

Go to ServiceLink and click on Submit Support Ticket in the [
“Information Technology” section S P
Select the following options in the form: AB o ion
a. Category = FOM / UCPATH
b. Subcategory = Reports, Data Warehouse
In the “Short Description section, briefly describe the steps you took I Plices & Forms
while preparing and running the report
Return to HRDW and click on the Settings tab. Take a print screen of both the “Selected
Columns” and “Search Criteria” sections and upload it to the support ticket as an attachment
Return to the Settings tab and expand the Generated Query section by clicking on the
arrow to the far right of the label. Copy everything in the “Generated Query” field and paste it
into the “Long Description” section of the support ticket.
Submit the ticket. Once the ticket is resolved, you will receive notification via email

L Manage |Opon = b Save = - Run = x = Reset
Settings

Sedectod Columns (drag and drap to sorf)

Field Label Field Name

Emglayes 1D popper emplayes_kd

First Nama Fepperfrsl_name

Funding Effective Date Popdis pay_begin_date

Ong Code (Deser) ww_org_descr org_deso

D Code (Descr) ww_div_deser div_desc

Last Nama POpperlast_nama

Baska/Pakd Over Code (Dascr) vw_lup_comp_frequency descr

Job Pay Rate FOREDE pay_rate

Compensation Rate Popepp pay_rate

Addiional Pay Eam Code [Destr) Pe_oarmings_thl descr

Additional Pay Efiective Date pes_add|_pary_data affd

Addiianal Pay Sequonce # pa_addl_pay_data addl_seq

Funding Eam Code (Descr} ps_samings_thi descr

Search Criteria

Description Flold Nama ¢ Operator Value{s)

Accounting Period Ty fiscal_period in b

Fiscal Yoar fy fiscal_yoar in 2018

Funding Efitctive Start Dase popdis pay_begin_date bafocs CURRENT_DATE forcer. £

Funding Effective End Dats popdis pay_end_date after CURRENT_DATE
e
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A. Appendix

Position

The Position tab includes information related to Position Data, Training and Collective Bargaining.

= o
Job  Employee  Compensation

[ Position Data

Financial Info

Check All
Work Study Program Code:
Personnel Program Code:
Job Code:
Union Code:
FLSA Stalus

Position Number:

Position Action Date:

Position Action Reason:

Position Status:
Position Status Date:
Key Pasition
Position Title-

FulliPart Time:

Code | Descr.

Benefits  Hours  Absence Mgmt.

— Position Data icont)

Check All

Position Department:
Position Location:
Reports To;

Dotted Line:
Standard Hours:
Posttion FTE:

HR Group:

Code | Descr.

— Training

Check All Code | Descr.
[— GCollecfive B

Check All Code | Descr.

Bargaining Unit Code:
Employee Relations Code:
Covered/Uncovered:

Union Title:

Last updated 3/9/18
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Job

The Job section includes Job Data, Employee Data, Academic Info, and data for Central Office /

Super User.

Guery LT setings |
Position Employee

Job Data
Check All

Job Group |dentifier:
Probation End Date:

Empl Record:
Joby Effective Date:

Job Begin Date:

Job Termination Date:

Pay Group:

Trial Employment End Date:
Expected Job End Date:
Occupational Group (Level 1):
Occupational Group (Level 2):
Cccupational Group (Level 3):
Probafion Code:

ERIT End Date:

Location Use Type:

Location Use End Date:
Partial Year Career Duration:
Job FTE:

Employee Class:

Compensation

Financial Info

Code | Descr.

Benefits

Hours  Absence Mgmt.  Personal

Employee Data

Check All Code | Descr.

Primary Job Indicator:
HR Status:

Payroll Status:
Employee Type:

End Job Automatically:

Academic Info

Check All Code | Descr.

Academic Duration of Appt:

Postdoc Anniversary Date:

Central Office / Super User

Check All Code | Descr.

Last updated 3/9/18
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Employee

The Employee tab includes General employee information, campus Contact information,

Separation, Salary, Retirement and data for Central Office / Super User.

Query Display Settings

Position Job Financial Info Benefits Hours Absence Mgmt.
— General — Gontact
Check All Code | Descr. Check All Code | Descr.
Employee ID: "4 Campus Phone:
Primary Job Departme UCR Email Address:
Most Recent Hire Date of )
K — Separation
Employee:
o ) Check All Code | Descr.
Original Hire Date:
Job Indicator Temination Reason Code:
Home Department: University Termination Date:
Mame (Last, Suffix, First, Middle): — Salary
Check All Code | Descr.
First Mame:
Last Name: Next Salary Rev Date:
Mame-Frier: Nexi Salary Review Typecode:
Country of Citizenship: — Retirement
Check All Code | Descr.
FICA Eligihbility Code:
R . - Employment Service Credit
- ' - Months:
License/Certificate Renewal Date Employment Service Credit Start
Date:
- S Service Months as of Date:
Visa Type Code:
Visa Expiration Date:
\eteran Disability Status Code:
Veteran Status Code:
— Central Office / Super User — Cenfral Office / Super User (cont.)
Check All Code | Descr. Check All Code | Descr.

Last updated 3/9/18
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Compensation

The Compensation tab includes Pay Data and Additional Pay.

Position Job Employee Compensation Financial Info Benefits Hours Absence Mgmt. Personal
Pay Data Additional Pay
Check All Code | Descr. Check All Code | Descr.
Basis/Paid Over Code: Additional Pay Eam Code:
Job Pay Rate: Additional Pay Effective Date:
Compensation Rate: Additional Pay Sequence #
Compensation Rate Code: Additional Pay Eamings Amount:
Salary Step: Additional Pay End Date:
Most Recent Merit Percent Additional Pay Goal Balance:
Increase:
Compensatien Freq.: Additional Pay Prorated:
Salary Grade:
Salary Admin Plan:
Additional Pay Goal Amount:
Additional Pay Reason:
Last updated 3/9/18 13




Financial Info

The Financial Info tab includes FAU Info, Organization Info and Work Study.

Query Display Settings

Position Job Employee  Compensation

— FAU Info

Financial Info

Check All

Funding Earn Code:
Funding Distribution Pct:
Funding Effective Date:
Department - FAU:
Funding Distribution Pct.:
Salary Account:

Activity:

Fund:

Function:

Cost Center:

Project Code:

Funding Level Indicator:
Funding Sequence #:

OTC Indicator:

Code | Descr.

Hours  Absence Mgmt.

— Drganization Info
Check All

Crg Code:

Div Code:

Code | Descr.

— Work Study
Check All

Code | Descr.

Last updated 3/9/18
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Benefits

The Benefits tab includes General benefits information, Dependent Data, and Employee Data.

Query Display Settings

Position  Job Compensation Financial Info

Employee

Benefits Hours

Absence Mgmt.

— General — Employee Data
Check All Code | Descr. Check All Code | Descr.
CER AD&D Coverage Code:
Benefits Eligibility Group: AD&D Effective Date:
— Dependent Data Egndp:_:yee Paid Disibility Coverage
Check All Code | Descr. ’
Employee Paid Disiblility Eff. Date:
Dependent Date of Birth: Legal Flan Code:
Dependent Disabled Code: Legal Plan Coverage Code:
- - e Legal Plan Coverage Eff Date -
Code Employee:
Dependent Name: Life Insurance Coverage Effective
Dependent Number: Date:
Life Insurance Plan Code:
Dependent Relationship to
Employee: DCP Plan Code
Dependent Gender Code: ~RS Elig Date
— Employee Data (cont.) — Employee Data jcont)
Check All Code | Descr. Check All Code | Descr.
Benefits E Date Medical Care Provider:
Effective Medical Plan Code:
. Medical Plan Coverage Code:
) Medical Plan Coverage Eff Date -
aliTca Employes:
Vision Plan Code:
Vision Plan Coverage Code:
Dental Care Provider:
Dental Plan Code: LEpente
Vision Plan Coverage Eff Date -
Dental Plan Coverage Code: Employes:
Dental Plan Coverage Eff Date - SR Base Ne
Employee: S
Last updated 3/9/18 15



Hours

The Hours tab will include general data on Hours and data for Central Office / Super User.

Position Job  Employee  Compensation Financial Info  Benefits ULTEMN Absence Mgmt.  Personal

— Hours Central Office / Super User
Check All Code | Descr. Check All Code | Descr.

Last updated 3/9/18 16



Absence Mgmt.

The Absence Management tab includes Leave Balances, Extended Absence and data for
Central Office / Super User.

Position Job Employee

oo o o [

— Leave Bal
Check All

Comp Time - End of Period
Balance:

Comp Time - Hours Accrued:
Comp Time - Hours Adjusted:

Comp Time - Hours Used:

Comp Time - Start of Period
Balance:

Postdoc PTO - End of Period
Balance:

Postdoc PTO - Hours Adjusted:
Postdoc PTO - Hours Used:
Postdoc PTO - Start of Period

Balance:

Postdoc Sick Leave - End of
Period Balance:

Postdoc Sick Leave - Hours
Adjusted:

Postdoc Sick Leave - Hours Used:

Postdoc Sick Leave - Start of
Period Balance:

— Leave Balances (cont)
Code | Descr. Check All

Sick Leave - End of Period
Balance:

Sick Leave - Hours Accrued:
Sick Leave - Hours Adjusted:
Sick Leave - Hours Used:
Sick Leave - Max Accrual:

Sick Leave - Start of Period
Balance:

Vacation Leave - End of Period
Balance:

Vacation Leave - Hours Accrued:
‘Vacation Leave - Hours Adjusted:
Vacation Leave - Hours Used:
Vacation Leave - Max Accrual:

Vacation Leave - Start of Period
Balance:

Code | Descr.

— Extended Absence

Check All

Code | Descr.

— Central Office / Super User
Check All

Code | Descr.

Last updated 3/9/18
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Personal

The Personal tab includes General information, Education / Specialties and data for Central
Office / Super User.

Query Display Settings

Hours

Financial Info

Position Job Employee Compensation

rocns. |
General Central Office / Super User

Check All Code | Descr. Check All Code | Descr.

Address - LocalForeign Code:

Ethnic Group Code: Date of Birth:
Educafion / Specialties Personal Phone Number:
Check All Code | Descr. Self-Identified Gender:

Permanent Address - City:
Pemmanent Address - Country:

Current Specialty 1 Pemanent Address - Region:
Permanent Address - Line One:
Permanent Address - Line Two:

Highest Education Level: Pemanent Address - State:

Permanent Address - Postal
Code:

Last updated 3/9/18 18
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