Office of Human Resources

Organizational Development and Training Division

User Guide: Running Reports from the Business Enterprise Information (BI) Tool

Purpose

Three (3) reports were created for HR Liaisons and Training Program Managers. This document will provide step-by-step instructions for running these reports and exporting
them into Excel, allowing you to pull out data to meet your reporting needs.

Department History

e This report provides a list of individuals within the department who have enrolled in a class.

o The following is a shortened list of information provided for each individual: HR Organization, Name, Job, Enrollment Status, Bargaining Unit, Completion date for CBT
classes.

Mandatory Training Enroliment

e For Employees: This report includes everyone in the department, and will indicate each individual's enrollment (or non-enrollment) status.

o For Managers: This report includes all managers and supervisors in the department, and each one’s enroliment (or non-enrollment) status.

e The following is a shortened list of information provided for each individual: Name, Enrollment Status, Position Title, Grade, Supervisor, and Division.

Exporting the Report

Although you can view the report directly from the Bl Tool, exporting it into Excel will provide additional columns of information not included on the screen. In addition, you can
use Pivot Tools in Excel to provide more specialized reports.

Additional Information
Only those individuals who have signed a Confidentiality Form, and have been given access through OHR Training and Organizational Development can retrieve
information from the Bl Tool.

Questions

If you have questions using this guide, please contact the OLM Administrator at OLM.Admin@MontgomeryCountyMD.qgov or 240-777-5116.
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Step Action Visual
1.

UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!

Go to the AccessMCG ePortal: Welcome to Montgomery County, Maryland - Single Sign On

https://eportal.montgomerycountymd.gov.

User Name:

Enter your MCG Network user name and
password.

e
Forqot Password? My Account
Unlock My Account (Change My Password

Click Log in.
access

application portal

Click on Enterprise Business
Intelligence and Reporting (Bl)
application. AllApps o1

» All Apps Most Liked:

e

Featured FIN & Risk Mgmt HR Internal Internet McG Public safety Top-5 Apps

Employee Self-Service
[Employee ploye . . 7
Self Service All Apps, Featured, Internet, MCG, Top-5 Apps | 24 comments En‘terpj‘nse Business Intelhgence and
Employee Self-Service Reportmg
All Apps, Featured, Internal, MCG, Top-5 Apps | 5 commen
Read Mo
Enterprise Business Intelligence (BT) and Reporting
MCtime
Al Apps, FIN & Risk Mgmt, Internet, & PS5 Apps | 26 comments
MCtime County Timeshaet Syst Mest Visited
Read More MCtime 2.“?52‘9
Employee Self-Service Tor3eah
Enterprise Business Intelligence and Oracle eBusiness (EBS/ERP)  owerss
Reporting Enterprise Business Intelligence (43 |
All Apps, Featured, Internal, MCG, Top-5 Apps | 5 comments and Reporting )
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Visual

3.

The Bl Tool Overview Page will open.

Overview
Fnancials | man ResuroiPoyal | HOG Legery [ Operatiors | Dt

Summary

e

sy Top 10 Uenrs i s e o e Gy,

amourt and ruerber of MFD and LSPRP purchass arders, mumbers of P0s snd

ERS Lisbility Allocstion Report
T ERS Liskifty Afoesiicn Aeport Desibesrd is used by the Depertment of Frisnce i

Aerek D, st Dimprciston, 2 iz grovices the ful st o sz (1E

Acctunts Payable

The Accouris Faystie e amhleard prevides Depatovent Users
,l- Courty empioye=s.

Projects and Grants(PnC)

e s Dashiboms provices Depestment Users i foreet
m' ‘Stoerm Sendty). This msy-to-um tool wil smist Seportment 2]
L ep——

BI was last refreshed on Thursday, 23 March , 2017

Go to the Menu located to the far right.

Favorites Dre=fiboands E [ Open « Signed In &s Johrdon, Michaela E. -

Click on Dashboard

e Adrop down menu will appear.
e GotoMCG HRMS

e C(lick on Class Enroliments.

e The Class Enrollments Dashboard
will open.

E tew ~ | BB Op=n ~

Ea Mast Receni{My Dashboard - page 1)
Ea My Dashiboard
EMCG Departments
[ Mcere
EIMCG ERP BI Usage Metries
[ BETA - ERP BI Usag= Metrics
[ MCG Financials
[g temaunts Payzbiz Details
Somounts Payable Summary
[ Furchasing Details
% Purchasing Summary

g RS
% HR As=ignmenkt-Enlerpris=
OLM KPis
% PHIR. A=signmenls
——




The Department History Report Dashboard

Step Action

Screen Shots

1. The Department History Report

1. Select Department History
tab.

2. The parameters are at the top.

4. Notice the information wi
be reflected in the report.

provides a list of individuals within
the department who have enrolled
in a class.

3. Below that you will see the last
report ran.

hich will , ;
q HR Org (eson Leamer i Leamer (Employez/Pary Ot Oy Delivery T . . Enrolment | Completon Class (Class | Envolment

Catalog Preparation Class | Department History | End of Year Report Employee Training Schedule Enrollments by Class Coursz Compliance Report Mandatory Enrollments for Employees Mandatory ¥ =
Department OHR =l Course Name [~Select Vale— =l Class Name [~5elect Value— = Delivery Mode |—Sslect Valie— =l

Class Start Date Between By. By
Enrollment Date for CBT Batween EZ‘J EZ‘J
Completion Date for CBT Between % %
Apply | Reset~
Department History Report
Time run: 3/22/2017 9:18:53 AM
HR Org (ason  |Leamer Learner | Employes/Party Delivery Enroliment |Completion |Class (Class | Enrollment
) |Name Job Type |Number Current HR Org Mode Coursz Name (Class Name (Class Start Data (Class End Date Date Date Time |Status | Status
Tadgi, MLS MOG  |5482 DTS 34 ERP Self-Paced General Ledger General Ledger 01/01/2013 01/20/2016 7/13/2015 |7f13/2015 |- Closed | Attended
Shayna A, |Manager Change Online Inquiry UPK Skills | Inquiry UPK Skills
Management Assessment Course Assessment

Mode Date Dt Time |Shus |Stelus

i Ll L " " ! Lal a el

Corse Dte)  [Mame T [Mumber
— |

2. Setting Parameters

1. Select Department

The report will default to
OHR.

Remove the checkmark from
the OHR box.

Using the scroll bar find and
select your Department
Move it to the Selected Box
using the arrow.

Click OK.

Department OHR = cours Available e8] Selected Z
HRC () Search results are not limited to values in the browse list
Class Start O

Cier e " —
ch
Enrallment e

CJue

Completion [ ]mPB

[IMDA

[loac

[Jocp -

OHR
0K | Cancel




2.

Select the Course

e Click More/Search Course Namg [—5eiad Valie—- =l Class Name [—Select Valve— =l Delivery Mode | —Safad Va
) s Al Column Valugs
¢ Remove the checked Match B L : o ~
\ 1 |:| "Flu Prevention Sirategies: Steps to Stay Well" Course
Case option by clicking on _ _ _
the square |:| 10 Strategies for Improving Your Finances Course
T in th ' first few lett f []2011 & 2014 Mational Electrical Training Courss
[}
thyp(e:ln € .Ilrstl ewletiers o [[]2015 NFPA 101 - Code Training Course i
A(le Ol::ll'se itle. [] 3D Printing Revolution Course
* Ist wi appear. I []&/20 TEST Security Awareness Training Course LV
o Select the Course. [ 17 Habits of Highly Effective Supervisors Gourse
e Click OK I (i oo
Class Name ||-Se/ect Valie— ¥ | Delivery Mode | 520t Vailue—- bl
, clas ~ |
3. Select the Corresponding Class. [ (Al Column Values)
e Click More/Search. @ [] GCL Class Place Holder Food Recovery 2016-03-16 ~
o Type in the first few letters of & [] ICS 300: Intermediate for Expanding Incidents Class 2013-04-03
the Class Title. [] 10 Strategies for Improving Your Finances Clags 2016-03-22
o Alist will appear. []:2011 & 2014 National Electrical Training Class 2016-D5-15 (DPS EMPLOYEES ONLY)
o Select the Class. []2041 & 2014 National Electrical Training Class 2016-D8-21 (DPS EMPLOYEES ONLY)
e C(Click OK. ist []2011 & 2014 National Electrical Training Class 2016-D5-22 (DPS EMPLOYEES ONLY)
Istory [ 12041 & 2014 Mational Electricial Training Class 2016-06-14 (DPS EMPLOYEES ONLY)
Mare/Search...
4, lect Delivery M —
Se,eCt elivery Mode Delivery Modg [—Saiaa Value-- =l
Defines the way the class was
[ ] ¢all Column Values)
presented. [ Wteuctar L Trandng (3 }
. MSINUCTOr L rainmn: ESSroam
o Click the drop down menus. [ Seff Paced Onk ?
Ell-F3k nine
e Select the Mode. -
e Click OK. (] sef-Study Offine
[]wWeb Conference Training
Search
1. Select Time Frame
e You will usually only use Class Start Date Betwesn &
the Class Start Date -
Between option. Enrollment Date for CBT Between E& E’]B
o Use the scheduling icons Completion Date for CBT Bebwesn &y - Gy - Apply | Reset
to select each date.
2. Click Apply




Exporting a Report

Step

Action

Screen Shots

3.

To export the report, scroll down to
the bottom of the screen.

e Click Export.
The Format Menu will open.
e C(lick Data

e (Click CSV Format
You will be prompted to save the

document using the “Save As”
option. Change it from CSV file to
an Excel File.

Saving the report in Excel will allow
you to manipulate the data to fit your
needs; format the columns, use
PivotTables, etc.

nstructor
=d Training
Classroom)

DHHS
Limited
English
Proficiency
Plan Course

DHHS Limited
English
Proficiency
Plan Class
2016-11-03

Refresh - Prin1 - Export

1

i, XML Format

11/03/2018
|
{[] PoF q
[ - X 25/
Powerpoint 3 |
Gl wieh duchjve (.mbt) For 25/2015 2142015
> GEE ol D Data k Excel b
.mht)
[ pata v 1] csv Format |
Export [ Tab delimited Format

-




The Mandatory Training Reports

Step

Action

Visual

On the Dashboard, the Mandatory
Enroliment tabs are on the far right.

1. Click the arrow to see both reports

2. Select the Report.

The parameters are at the top. ‘

Below that you will see the last

Course Compliance Report

Mandat: ¥

E new ~

BS Open ~

Signed In As Johnson, Michaela E

Mandatory Enrcllments for Employees
Mandatory Enrcllments for Managers

[ =

Time run: 9/1/2016 12:15:23 PM

Department (OHR

| Caurse Name [Preventing Workplace | Delivery Mode [—S=iEct Value—

=l
Apply | Reset~

Mandatory Enrollment by Department

r ran. —) -
eport a gtt;tzﬂgance Learner Name Supervisor Name | Division Depariment | Hire Date Course Name g:;:se =i Sggse CrapEi
W ded Fulco, Belinda 1. Plucinski, Karen J. |OHR 33 Health and Employee Welfars Division |OHR £/19/2000 12:00:00 F‘Ireventing LWorkplace
Notice the information which will be
reflected in the report. Attendance . L : Course End ~|Course Complefion
Leamer Name | Supervisor Name | Divsion Department |Hire Date Course Name P
fafus Dife Dt
Setting Parameters
@8
5. Select Department Department ODHF;RC = courd | 0 seleted 7
° The report Wl” defaU|t tO OHR Class Start D . A @Search results ara not limited to values in the browse list -
ame__V
o Remove the checkmark from Enrollment | g i ] it Cose
the OHR box. Complstion| [ ] MPB = ~ J
. , »
e Using the scroll bar find and [InDA o
select your Department. [Joac i / EJ \
e Move it to the Selected Box ocp v & 3|
by clicking the arrow. [omr G _ «
e Click OK. Eearch. =
DGS
DHS v
nc
ﬂ_ Cancel




Step

Action

Visual

6. Select the Course

Click More/Search

Remove the checked Match
Case option by clicking on the
square.

Type in the first few letters of
the Course Title

A list will appear.

Select the Course.

Click OK.

Select Delivery Mode

Defines the way the class was
presented.

o Click the drop down menus.
e Select the Mode.

e Click OK.

Course Nams

—Select Vale— | Class Name [—52ect Vol | Delivery Mode |—%sl=ct

=

=

[ (40 Column alues)

D "Flu Prevention Strategies: Steps to Stay Well" Course
D 10 Strategies for Improving Your Finances Course
[]2011 & 2014 Mational Electrical Training Courss
[]2015 NFP& 101 - Code Training Course

(] 2D Frinting Revolution Course

D 6/20 TEST Security Awareness Training Course _

[ 17 Habits of Highly Effective Supervisors Course

Maore/Search...

— [] Self-Paced Online

Delivery Modg |—Salact Vale— i
[ ] ¢l Column Values)
|:| Instructor Led Training {Classroom)

[] Seti-Study Offline
[]web Conference Training




Exporting a Report

Step

Action

Screen Shots

Exporting Report
Scroll down to the bottom of the
page.

o Click Export.
The Format Menu will open.
e Click Data

e (Click CSV Format
You will be prompted to save
the document using the “Save
As” option. Change it from CSV
file to an Excel File.

Saving the report in Excel will allow
you to manipulate the data to fit your
needs; format the columns, use
PivotTables, etc.

nstructor DHHS DHHS Limited
2d Training |Limited Enalish
iClassroom)  |English Proficiency

Proficiency Flan Class
Plan Course | 201 f=id=53;

11/03/2018

1

Refresh -Pn'1t - Export 0z i [A PDE

5l

Refresh - Print - Export

s
Excel 3
@] Powerpoint )
@i ' PDF
jve (.mht) .

Excel b
int 3
Web Arg ht)

[ Data
Export

[ 2

25/2015 9/14/2015

D C5V Format I _

Tab delimited Format
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