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1. Log into the myOhio.gov portal home page and click Launch Application under Business 
Intelligence (BI).  

 

2. Once in the BI Portal, you will arrive on the Operational Dashboard.  
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3. From the Operational Dashboard, select Reporting Folders. 

 

 
 

 

 

 

 

 

 

 

 

 

 
4. Open the BI Standard Reports. 

 

5. Open the HCM (Human 
Capital Management) Folder. 

 

 

  



 

Job Aid for EOD Affirmative Action Progress Report – Page 3 

 

 

6. Select the Workforce Composition folder.  

 

7. Open the EEO (Equal Employment Opportunity) folder.  
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8. Run report WFP-0049 Action Reason with EEO Data Report. 

 

A. This report shows all personnel actions that have happened to an employee or group of 

employees. It also adds Equal Employment Opportunity data, including gender, ethnic group, 

employee date of birth, and service years.  

B. To run a report, click on the report name. The report will open in HTML format.  

i. To change the format of the report scroll to the right until you see the Actions. 

 
 

ii. Click the  icon 
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iii. Select “Excel 2007” and click Run.  

 

iv. A prompt navigation window will appear. Scroll to the bottom of the prompt menu and 
changed the Effective Start Date and Effective End Date 1/1/2015 and 12/31/2015, 
respectively. 
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9. To complete the EOD Affirmative Action Progress report you will need the following information 

from the WFP-0049 Action Reason Code with EEO Data Report: 
 

 Action: Description of the action on the personnel action (e.g., Hire, Promotion, 
etc.) 

 Gender: The gender of the employee who has the personnel action 

 Ethnic Group: The ethnic group of the employee who has the personnel action 

 Position Number: The position number on the personnel action 

 Job Title: The job title for the job code on the personnel action 

 Effective Date: The date the personnel action was initiated in OAKS HCM 

 Bargaining Unit - Job: The bargaining unit description on the job transaction 
 

 
 

 

 

 

 

 

 
10. Copy and paste the information from the WFP-0049 Action Reason Code with EEO Data Report 

into the corresponding columns in the EOD Affirmative Action Progress Report template.  
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