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Running the Workforce Composition (OHPER031) Report

1. Navigate to the Workforce Composition Report screen: Workforce Monitoring > Meet
Regulatory Rgmts > EEO Reports > Workforce Composition Report.

2. Click the Search button to select a previously created Run Control ID.

If you do not have a Run Control ID, click the Add a New Value tab and create an ID. You can
create a simple ID using something such as your initials or employee ID.

Fa\.f(lriteséMainvMenu >  Workforce Monitoring > Mest Regulatory Rgmts > EEO Reports >  Workforce Composition Report

EEO Workforce Comp. Report
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Limit the number of results to (up to 300): |3EIIZI
Search by: Run Control ID begins with|

| Case Sensitive

Search '_\dvanced Search

Find an Existing Value | Add a Mew Value
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3. Select parameters for running the report.

Use the following guidelines to run a current report for your agency:

e SetID: OHALL

e Department: Agency 3 character abbreviation

e From Date: Current Date
e End Date: Current Date

o Include Child Department: Selecting this is recommended and will include data from
departments that are children of the department entered. If you have entered your
agency’s 3 character department abbreviation, you will need to select this option to see
results for all agency employees.

e Sub-Department Detail: Select to include all chosen reports broken down by
department ID. If this is not chosen, you will still receive the report that summarizes
data for your whole agency. Only the breakdowns by job code and/or salary by
department will be excluded.

e WFC Report by Class Section: Displays gender and ethnicity data by job code.

e WFC Report by Salary: Displays gender and ethnicity data by salary ranges.

4. Click the Save button if you would like to save these parameters.

5. Click the Run button.

Run Controi ID: SAW

SetID [OHALL @,
Department/AGE @

From Date [10/1722014 [[5]

End Date [10/17/2014 [

[5] save | |[GF Returnto Search | |[=] Notify

Report Manager Process Monitor

¥! Include Child Department

| Sub-Department Detail

PLEASE SELECT AREPORT TO RUN

¥ WFC Report by Class Section
¥/ WFC Report by Salary

WFC Report by Action Category

Run

[EyAdd | |5 update/Display
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6. Select PSNT from the Server Name drop-down.

7. Click the EEO Workforce Comp Report checkbox.

8. Select PDF from the Format drop-down.

9. Click the OK button to run the report.

Process Scheduler Request
UserID: 10091301 Run Control ID: saw
Server Name|| PSNT v Run Date: [10/17/2014 [
Recurrence: r Run Time:l?:45:11ﬁM | Resetto Current Date/Time |
Time Zone: @,
Select Description Process Name Process Type *Type ; *Format Distribution
E EEQ Workforce Comp. Report OHFERD31 S0R Report Web POF r | Distribution
ok || cancel |
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10. Once returned to the Workforce Comp Report page, click the Process Monitor link.

Workiorce Comp Report
Run Control ID:  SAW Report Manager] Process Monitor | Run = [
Process Instance:2081325
setID [OHALL @,

! Include Child Department

Department F\GE @,

¥/ Sub-Department Detail

From Date [10/17/2014 [5]

PLEASE SELECT AREPORT TO RUN

End Date |10/17/2014 El

¥/ WFC Report by Class Section
¥ WFC Report by Salary

¥/ WFC Report by Action Category

[5) save | [ RetumtoSearch | ] Notiy | [Cyaa | |51 Updstemispiay |

11. Your User ID should appear toward the upper left and you should see the process OHPERO31 in
“Queued” or “Processing” status.

Click the Refresh button every few minutes until the Run Status says “Success” and the
Distribution Status says “Posted.”

View Process Request For

User ID:[10091301 /@, Type: |

v | [Last v 5 |Days v | Refresh
Server: |:| Name: @, Instance:| to |
Run \:\ Distribution v ¥
Status: Status: | | Save On Refresh
Process List

Customize | Find | View A1l | B | #

=] =]
First 1of1 Last

Select Instance Seq. Process Type Pocess gy Run DateTime Run Status  DItIPUNON pegyis
2081325 SQR Report OHPER031/10091301|10/17/2014 7:46:11AMEDT | Queued NiA Details
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12. Once the statuses have updated to Success/Posted, click the Details link.

View Process Request For

ugerm;lWQ Type: | v | [Last v 5 Days v Refresh
server:| T Name: [ @ instance:] to |
Etl:aqus: |:| Iélti::Li::u'lion | v | Save On Refresh
Process List Customize | Find | View 21 | B | 3 First T q 011 7 Lot
Select Instance Seq. Process Type mss User Run Date/Time Run Status W Details
2081325 SCOR Report JERD31 10091301 10172014 746 11AMEDT | Success @j IMI

13. Click the View Log/Trace link.

Process Detail

Instance: 2081325 Type: S0QR Report
Name: COHPERO31 Description: EEQ Workforce Comp. Report
Run Status: Success Distribution Status: Posted
L ——————
Run Control ID: 54W Hold Request
Location: Server Queue Request

Cancel Request

Server: PSMNT
R Delete Request
ecurrence:
Restart Request
R ——
Request Created On: 10/17/2014 T:46:22AM EDT Farameters Transfer
Run Anytime After: 10/17/2014 T:45:11AM EDT Message Log
Began Process At: 10/17/2014 T:46657AM EDT Batch Timings
Ended Process At: 10/17/2014 T:48:55AM EDT View Log/Trace
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14. To view the report, click the link ending in .PDF.

View Log/Trace
ReportID: 1273306 Process Instance: 2081325 Message Log
Name: COHPERD31 Process Type: SOR Report

Run Status: Success

EEC Workforce Comp. Report

Distribution Details

Distribution Node: HCFRD Expiration Date:
Name File Size (bytes) Datetime Created
[onPERD31 2081325 PDF] 218,506 10/17/2014 7:48:55 072440AM EDT
OHPER031 2081325 out 90,647 10/17/2014 7:48:55 072440AM EDT
SQR OHPER031 20813250 2,053 10/17/2014 7:48:55972440AM EDT
Distribution ID Type *Distribution ID
User 10091301

15. The first page will reflect current gender and ethnicity information for your entire agency, if
following the recommended report parameters.

If you have any employee counts showing in the “Unk” (unknown) columns, it is recommended
that you update those employees.

Seport IDI QWFER0I1 Page: 1 af J6
Fran Sete! 17.0CT+7024 Worhferse Componition Repert Wam Dater 1BS3T704
Thes Setw; 17-0CT+J056 Ran Time: G7:46:%4
AlL af A
wcccs Total by JEE ceces cccccccccccs Potal by REDE ccccccocce. s secccccsce Total Males by MADe cccccccccs csccccess Toral Females by RACE «cvsocecs
Total Male Temale Omk White Bleck  Wispe  Amind  Asien Usk Wiite Black Wlzps Amind Aslen  Ouk  White Bleck Bisps Amlnd Astex  Umk
CHE and Admin o ' 11 . " 3 € L3 . : ' . e . L L] [ ' : e L L]
Teraertage DAY ML MY B0 W L LI L B L L B B ALO8 Q00 008 COA B8N BN M0y T Ay 0N BN O
Avecags Jalany R.ak M. 0. 0.00 32,27 32T 00 3O0F 002 002 M40 002 004 004 O0.00 P£.A0 M.J6 N2 2 0.0 0.0 20
Trofeasicoals L] T “ e o 12 c 13 32 ] 17 : e L] 3 o u 12 9 Q L] o
Tuscextage DAY MM O FTLTY 0.08 TS.4% 2008 1M .00 “R 00 I Lo oo o8 4.€% D08 4338 103 008 OO O DN
Avwrage Tulery AR B AR 6 IT MOD YO BE AN RS0 ROF VY 0.0 MY AL 009 G048 IR B0 36.E8 XN O.m 08 DM 0.00
Teolalclans 2 2 e e i L} 3 . . . 3 s q . 0 o L o . a a o
B Ll 100,08 10908 008 E.00 130.8% B0V 2.3% 208 008 00N 10300 Q.00 OG06 00N DM DAN B3N RO DN 0OA AN O
Average falary L0 W 0.2 0.0 WY B0 d.00 .00 009 o009 L& 008 0.4 000 0.0 0G0 %00 3J.00 .04 000 0.00 0
i ; s s 1 L 0 L L ? ] . 9 L L L L L] R 9o 9 L
Fercetegm i109.9% i09.0% 0.0 0.0% I80.% PGY S.9% S0 Q.00 O0.0% 020N Q.08 OO Q.U 0.8V 0.0V R0 F.00 Q.0 0.8 0.0 D46
Average falary 1 v 003 e LT3 hee 200 20¢ 002 o003 " Q02 003 O0fa C 60 DLR0 200 00 B3 OB DB DM
Gff/Clarical . L] . e 3 < e 13 L ] s : 2 L 0 0 3 s 1 ] L a
Feiceatage iD3.0% .08 IDO.ON 006 IT.A &334 S0h 2O Aok O0b G0 ODE O.D4 O.D4 O.3% DOR 3134 230 O OA O.8A O3
Aversge Salsry 1587 5.08 1387 0.00 21.88 I8.4T 200 S0F 0.3 0.9 990 008 O3 O OO0 P£.O0 .80 19.4T 0.0 0.0 O.W0 DO.%0
AL ok Catmgorine L " " . " n 13 L) ) ’ LAl ' 9 L 1 L] o " . L L o
Fviimatage 03,08 .08 ADE BDs TR DR 304 208 20N OB YN L.08 008 O.0% 138 DA% MB3% INEM 308 O0.0A 0.0 DN
Avarsge lalsry .0 M N 000 0. MG 2.00 .00 M2 0.08 .04 3.6 0.02 0.00 1934 0.0 9.3 134 23.00 0.00 D.00 0.20
Fasability Besswcy L} L ] e L o L] ° L3 . L ° . e L 0 L] o L " L) L 0
Fwientmg. 2.8 200 000 L% D% DO 208 208 Q.08 00N .00 008 008 O.0% 088 DA% B3V 30N MY O DA DO
Avmiage falnry 288 208 0.0 B0 DM B8 06 208 000 009 G088 G088 O C04 L0 P20 430 K0P Am 000 B 00
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16. To find a list of Unknown employees, go back to the View Log/Trace page and select the link

ending in .out.

View Log/Trace
ReportID: 1273305 Process Instance: 2081325 Message Log
Name: COHPERD31 Process Type: S0R Report

Run Status: Success

EEQ Workforce Comp. Report

Distribution Details

Distribution Node: HCFPRD Expiration Date:
Name File Size (bytes) Datetime Created
OHPERO31 2081325.PDF 218,596 10M7/2014 7:48:55972440AM EDT
: OHPERO31 2081325.0ut I 90,647 1072014 7:48:55972440AM EDT
SQR OHPER031 2081325.log 2,083 10M7/2014 7:48:55.972440AM EDT
Distribution ID Type *Distribution 1D
User 10091301

17. One of the first sections on the report output is Employees with unknown Gender or Ethnic
Group. Those with Unknown Gender or Ethnic Group will be listed here. There may be duplicate

IDs listed.

Keep in mind that an employee’s Ethnic Group must be marked primary for them to be counted

in the Ethnic Group chosen.

Ohio Werkforce Composition Report

Verson amar
Report began at: 27:46:57.200000 AM

Employees with unknown Gender or Ethnic Group:
(SETID DEPT, DEPTID, EMPLID, SEX, ETHNIC_GROUP)
Mo employees with unknown walues found

Report ended at: ©7:45:49.200000_AM
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18. To update an employee’s information, go to: Main Menu > Workforce Administration >
Personal Information > Biographical > Modify a Person.

19. Use the Biographical Details tab to update Gender and/or the Regional tab to update Ethnic
Group.

IMPORTANT: Again, please keep in mind that even if an employee only has one Ethnic Group
listed, that Ethnic Group row must have the Primary checkbox selected to be picked up in the
Workforce Composition Report.

20. Click the Save button once changes are complete.

21. You may re-run the report for your agency at any time to make sure all Unknowns have been
corrected.
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