Human Resaurces
Infomation System

Financial
Management Reporting

* Welcome to this training of the new Financial Management Reports
available in HRIS.



S
Training Objectives
o ]

At the end of training, you will be able to:

+ Describe the Financial Management
Reports in HRIS and understand how
and when each can be used

¢+ Understand how to run and use the
Financial Management Reports

+ Understand how to download report
results into Excel for further analysis
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Agenda
1. Overview
2. Navigation
3. Security
4.  Financial Management Reports

a. Labor Distribution Reports

» Agency, Department & Employee
b. Personnel Expenditure Reports

» Agency, Dept, Org, Activity, Rpt Cat, Job/Project & Employee
c. Position Expense Summary Report

> Department

5. Microsoft Excel Integration
6. Data Privacy
7. Wrap Up & Questions
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Overview
What is Financial Management Reporting?

o ]
+ New point-and-click reports available in HRIS

¢ Available to City Finance professionals and
select Departmental staff

+ Provide labor detail information and
personnel expense summary information

+ Report on a specific pay period or for a range
of dates (e.g, payroll quarter or year)

+ Information can be downloaded into Excel for
further analysis

These reports were created as a collaborative effort between Finance,
Human Resources and BIS.

Reports utilize a reporting tool available in the new release of HRIS.

Reports are an extension of the new HR Management Reports delivered as
part of the upgrade project in June, 2006.

Reports will be available to Finance professionals and to select
Departmental resources based on business need. All users should receive
training prior to security access being granted.
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Overview
What can you tell me about the data?

o ]
+ Wage, fringe and expense reimbursement

information processed through HRIS Payroll

Interfaced to FISCOL General Ledger

Stored based on pay period end dates

Production database contains historical data
beginning with pay end date of 1/10/2004

New period is loaded at close of each payroll

Monthly benefits/fringe not available until
after the close of each month

L

»

L

»

»

What are wages?

« Gross taxable earnings paid to employees — except expense reimbursements;
includes regular wages, overtime, comp & leave pay, premiums, etc.

* Non-taxable workers’ compensation payments to employees
e Comp time earned is posted with offsetting entries
What are fringes?
e City paid portion of employee’s Social Security and Medicare tax
« City paid benefit premiums such as medical, dental, basic life and long-term
disability
« City paid pension contributions such as PERA and MERF
«  City paid monthly parking fees for eligible employees
What are expense reimbursements?

« Payroll payments to employees to cover the cost of expenses associated with their
employment; includes items such as travel, meals, parking, uniforms or clothing,
memberships or education, and moving expenses.

Payroll close dates are generally Fridays opposite of “Pay Day”.

Monthly paid fringes, generally paid on the 2" check date of each month, are not posted to
the reporting tables and GL until the following month. For example, benefits processed on
the 7/8/06 pay end date (check date of 7/21/06) are not available for reporting until the
close of the 8/5/06 pay end date (check date of 8/18/06).
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Navigation
How do | access HRIS?

+ To access HRIS:

1. Click HRIS from the CityTalk homepage

Uity Talk ™ prenpmm—

2. Enter your User ID and Password

User ID = Your employee ID

seri: | Password = Last four digits
passwore: | of your SSN (if you have
Sign In not signed in since 6/20)

Note: The above instructions are for the production environment only.

For training class today, we will be using a test environment.

Open an internet browser page by clicking this icon &% on your desktop.

In the address area of the browser page, enter the following URL:

http://cmrvn309.ci.minneapolis.mn.us:/psp/hpqa89/?cmd=login

Your User Id & Password in this test environment should match the
production HRIS environment.

Go ahead and log in now to our test environment...




Navigation
How do | access the new reports?
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Your default sign-in page in HRIS will be the Management Center tab.

How this page appears depends on your role within the City and your HRIS
security access.

The Financial Management Reports will be listed further down the page
underneath the Management Reports.

Use the scroll bar to move down the page until you find the Financial
Management Reports.

Or click on the Management Reports minus sign to hide those reports.

Management Reporis =

The Financial Management Reports will slide to the top of the page as
shown in the picture below.

HUTR resources &

Home Worklist Add to Favorites Siggn out

JM.lllagellmlll Center|| Employee Self Service I

Manager Notices = [ Supervisor Worklist ltems = [ Management Reporis O]
\elcome to the improved ity of Minneapalis HRIS Click on the Worklist link at the top of the page to navigate to your Wnrkl\sl

applisation. You will enjoy enhanced navigation features items, Financial Management Reporting =
and new interactive Management Reporis. Worklist ftem Type Employee Name DateTime of Notification

=] Labor Distrition by Agenc
Full Guery Results This report showes labar distribution detail for all
[e———— mployess charged to a selscted Agency. The
P = report inclues hioth emplayes ok cetail and
Applicant Profile Report Anniversary Aleris accourt codes charged by employess
Provids ot of Applicant dt
1 I bl T A No employee anniversaries at this
time Labor Distribution by Dept
[ Buoso Job Openinas This report shows labor tistribution dete for all
View your draft job openings and job openings sssioned or employees assigned to a Departmert. The report
st includes both employee job detail and account
codes charged by employees:
Direct Reporis
=] Etplovee Review Employee ID Name Job Title

B== Labor Distribution by Emplo
o Vg sapaves pertamancs cankgizal steus fomateny, alullgaaign o e Y T — |l =L Lt oe




Navigation
How do | access the new reports?

Click this to minimize the navigation menu
Click this to get the navigation menu back

om remad 00 inufesias 00 Snog

danenase

95 betwoen daes selecka

Rabron Dty dtstbon by Apesrcy.

* Once you access any of the reports from the Management Center, the
navigation menu will appear on the left portion of the page. You can
navigate to any of the reports from here.

* Itis recommended you minimize or hide the navigation menu when running
reports. This will maximize the space available to see the report results.

* You can also click on the Home link to go back to your Management
Center default page.
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Navigation
How do I run a report?

First Pay Period | 0B/05/2008 |2, Enter the first and last payroll period end dates. Generate
Last Pay Period 08/05/2008 | Q) Reportwill include all periods between dates selected.

Agency Q Labor Distribution by Agency

+ Each report requires three fields be entered
1. First Pay Period = beginning of reporting range
2. Last Pay Period = end of reporting range

Dates always default to the most recent payroll
period end date completed by Central Payroll.

3. Agency, Department, Employee Id, Org, etc.
¢ Click _ceners= | t0 View report results

* Using the default dates (e.g., 08/05/2006) when running a report will return
data for the most recent pay period processed in HRIS.

e Click on & next to the date fields to see a list of pay period end dates
available for reporting.

» Dates listed will include the most
recent payroll period processed in
HRIS followed by all periods dating

Look Up First Pay Period

Search by: Pay Period End Date =

T T L back to 01/10/2004.

T . CIic_k on the column heading Pay

108 ot 03 Period End Date to reorder the dates.
Pay Period End Date .
D5/05/2005 » Reports can NOT be run for a period
0710812008 of time greater than one year.
062472006
200 * HRIS data is stored by pay period
05/13/2008 ending date, not actual day. So
0452972006 . .
0411 52006 generating reports for fiscal years
ol e using 1/1 and 12/31 is NOT possible.

» Our test system being used today for training only has a limited number of
pay periods loaded into the system.
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Navigation
How do I run a report?

o ]
+ Reports run for an Agency, Org, Activity,
Reporting Category, or Job/Project
¢ Reports run for a specific employee

¢+ Reports run for a Department or grouping of
Departments

Fist Pay P | DUSEE006 (0

Larst Py Pariod | 0053700

Dapartsin

* b Dbstribumbon by Depeatonert

Click this to see how Departments are
grouped for reporting.

Reports noted with an asterisk (*)
represent a grouping of Departments.

— L e

Click on @ to do a lookup of Agency, Org, Activity or Reporting Category.

Job/Project does NOT provide a lookup table. You must enter the
Job/Project number correctly to run this report.

When running a report for a specific employee, enter the Employee Id. If
you do not know the Employee Id, click on < to perform a search by
name.

Look Up EmplID * Itis recommended that you search by
Search by: | EmpliD | heging with Last Name
Alternate Character Marme

IS — * Searching by Name uses first, middle
SRS initial and last name to find an

Only the first 300 results can be displayed. Enter more information above and search ag

e All 1-100 ot 300 [3] Last H
EmplID Name Last Name Alternate Character Name| e m ployee (e * g ) ‘] ames A S m Ith) .
000002 Christopher Abbas ABBAS iblank)

000004 Edward P Abrahamson ABRAHAMSON ihlanky

000005 Juanita Adamez ADAMEZ ihlank)

000006 Rarkara A Litlejohy s oo JLITTLEIOHMN.. . o (430K o

10
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Navigation
Management Reporting Org Chart

City of Minneapolis — Management Reporting Organizational Chart
s
I I I I ]
All City Depts. Neighborhood | [Youth Coardinating| |  Mpls Public. Mpls Community Severance
8 Boaras Ravitaeston Prg Board | |Housimg Autmarty] | bein Aaens Sroop

-Neghbohood  -YounCourdnaing - MPHADspsmert - WCDA Cepmrirenl - Severwie
Revialzaton Dept Board Degt Geparment

City Mayor L TE | Board of Estimate| Municipal Buildin Library Park Mpis Community
Departments. LOA Group & Taxation Commission Board Board Action Agency.
~Mayor Deparment Ssimate & Tatn - Eulding Conmisn - Ubrary Deparment —Parks & Reseathn - i
Deparmer Dept Dept

City Coordinator | | Public Works. oot
Departments Departments

‘Conmunty Pian
& E0on Develop

et

City Clerk
Departments.

CiyAtomey Gl ighs
Depanmenl  Depatment  Depanment

¥ Healn & Famly

- Gty Cooranator ‘Support

- Fuan Resauross

e ~Finance

Eteciion Depanment - Emergency

Gamrunicatons

- Reguatory Servioss

- communcatons
Puoic ARaire

- Convantan Center
o

in
Relations Depls

-Hlegoremrenal i
Fealong

Each blue box represents a grouping of
Departments and appears in the drop-
down list highlighted by an asterisk (*)

- Grants & Spaca
Frajects

* Running reports for a Department grouping will take significantly longer for
the report results to be generated.
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Security

What security access will | have?

¢+ Reports run by Department utilize HRIS
security to limit access to only those
Departments the user supports.

First Pay Period [DB08/2008 | £oe o fct and fast payroll period end dales: Generate | Manasement Reporing Ory Ghart
Last P’!)'Pe[io(l 08/05/2006 Q Reportwill include all periods between dates selected

Department
1 Distribution by Department
Finance Departrient
Health & Family Support

+ For all other reports, users can view report
results for ANY Agency, Employee Id, Org,
Activity, etc.

Authorized Finance Department personnel will have access to all Financial

Management Reports, but not necessarily for all Departments.

When using the reports NOT run by Department, Finance Department
personnel can view data for all City Departments, Boards and Agencies.

Reports run by Department use HRIS security and list only those
Departments supported by the user.

THIS Versus THIS

L '

AII Anencies, Boards & Depts®
Health & Family Support All City Boards & Depts™

Finance Department

Assessor Department
Building Commission Dept
Business Information Services
COBRA Conwversion

City Attorney Depardment

City Clerk Department

City Clerk Departments™

City Clerk/Election Department
City Coaordinator Department
City Coordinator Departments™
City Council Department

Chil Righde™ ~narment e I R

Reports run by Department will be made available to select Department,
Board and Agency users based on business need.

Security access must be authorized by Finance Department leadership.
User security is administered by HRIS Administration.

12
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Financial Management Reports

Labor Distribution Reports

ﬁ" Labor Distribution by Agenc

This report shows kabor distribution detail for all

¢+ Reports can be run for an T e e
report includes both emplayse job detail and

Agency, Department or o

=] Labor Distribution by Dept

Employee Id T )
+ Reports display labor detail
including Object and Sub- ~ Thmmees., .,

specified employee. The report includes both
employse job detal and account codes charget

Object information
+ Reports display earning code detail for
wages paid to employees

+ Several rows of data are generally displayed
for each employee due to the level of detail

includes both employse job detall and account
codes charged by employees

The following example represents a single employee for a single pay
period. This example is intended to show the level of detail that is provided
by the Labor Distribution Reports. The employee’s data for a single period
is split across 70 rows of detalil.

Position Nbr|R/T/S|Fund | Agency| Org | 5Org | Object|SObj | Activity | Rpt Cat|Job/Project| Category |[Earn Code | Step|Hourly Rate|Total Hours | Total Amount
00002509 R 4100 [BOD 5025 4000 (01 |DS31 B00DG726  |Wwages  |RI 01 |e2210 3,50 77.36
“nnzsng R 4100 |00 6025 an;f 01 [Dz4s BOODE?Z6  |Wages G [ EXRL 2800 §18.86
00002508 R 4100 |00 6025 2 [m [psa 60006725 |Fringe /. o1 |.o0 .00 4.64
Sooo2600 R 4100|800 6025 Jrmz |01 [Dras 60006725 |Fring€ o |.00 .00 37.12
40002509 4100 lean &0, VAT 01 Incas | |ponoezea nge 01 |.o0 oo 464
5 . . .
0002509 ObjeCt and SUb-ObJeCt detail | [pooce72s / [Fringe o1 |.o0 .00 36.33
10002500 | |poomepds  [Fringe o |.00 .00 1.06
002509 R 4100 |00 6025 7821 (01 [DZ4s BOpAE7Es  |Fringe 01 |.o0 oo 849
10002509 R 4100 |00 6025 7a40 (01 |DS3 Jups7zs [Fringe o1 |.o0 .00 54
10002509 R 4100 |00 6025 7340 |0 |DZ45 // |eouos7zs [Fringe o |.00 .00 4,33
nnn0za0g R 7300 |00 6063 a00 (01 [orm [/ 60004230 |Wages  |REG 01 [e2210 2.00 44.20
40002509 R 7300 |00 6063 4000 |01 |DPO7 60067014 |Wages |REG 01 |2210 2.00 44.20
40002509 < 60004373 |Wages  |REG 01 | 2210 (50 11.05
0002609 Earni ngs Code information BOOD4373  |wiages  |REG 01 [2210 2.00 44.20
dono250a 60004239 |Wages  |REG 01 |2210 2.00 44.20
10002609 e REG = Regu|ar Pay 60004335 |Wwages  |REG o1 |e210 7.00 154.71
Jnoozs09 60004332 |wiages  |REG 01 [=2210 2,50 55.26
10002509 e SCK = Sick Pay BO0D4332  |iages  |REG 01 |2210 9.50 209.97
10002509 60004335 |Wages  |REG 01 |2210 4.00 88.41
002609 . VAC = Vacation Pay BOOBDWMT  [wiages CcTU 01 [2210 1.00 22.10
0002509 BOOBDWMT  |Wages  |WAC I ERL .00 176,82
10002509 ° CTU = Comp Time Used BOOBDWNT  |wages Sk 01 | 2210 8.00 176.82
0002509 80004239 |Fringe 0 |.o0 .00 274
40002508 ° Many different codes exist BONGT0T4 Fringe o ] il 2 BA
Jooozs09 60004373 |Fringe o1 |.o0 .00 66
10002609 R 7200 [BOD 6063 7212 |01 |DPwA BO0BDWNMT  |Fringe 0 |.o0 .00 1,32
a0002509 R 7300 |00 6063 7212 (01 |DsS31 BO004373  |Fringe 01 |.o0 oo 2 B4
002500 R 7300 |00 6063 12 | |Ds3z 60004239 |Fringe o1 |.o0 .00 2,65
30002500 R 7200 |00 6063 732 |1 |DS3z 60004335 |Fringe o |.00 .00 9,28
o aan 2 L FOOn BN ROGR R EEEEN Y == s o AlranPagan Frirag o oala = Y =T QN M | ey




Financial Management Reports

o ey

[T

m-:r:!:;—.-_‘

=2
Personnel Expenditure Reports

Pel sonnel Expenses by Agenc
¢+ Reports can be run for an oo o o

selected Agency. The report includes both

employes job detal and account codes charged

Agency, Department, Org,
Activity, Reporting Category, =

a
selected Department. The report includes hoth

J 0 b/ P rOJ e Ct 0 r E m p I Oye e I d employee job detal and account codes charged

+ Reports display wage, fringe
and expense reimbursement
information summarized
without Object code detalil

+* Fewer rows are displayed for each employee
due to the summarization of labor detail

The following example represents a single employee for a single pay
period and is meant to show the summarization of data provided in the
Personnel Expense Reports.

This example is the same employee from the previous page. The Labor
Distribution Report displayed 70 rows for the same period. The Personnel
Expense Report lists 14 rows of data due to the large number of different
Activities and Job/Projects being worked on during the period.

Jobcode Employee Job Title Position Nbr|R/T/S |Fund | Agency | Org |SOrg | Activity |Rpt Cat|Job/Project| Wages | Fringe [Reimb| Total
98835 |Supv Engnrg Tech | Sup2-C nooo02s0s R 4100|600 G025 DS GOODE? 25 7736 10.78 oa aa14
29983C  |Supy Engnrg Tech | Sup2-C 00002509 R 4100|600 6025 DZ4s GO0DG725 B18.96 86.27 oo 70513
9983C  |Supv Engnrg Tech | Sup2-C 00002409 R 7300|600 6063 DPO1 60004239 44.20 6.51 .o a0.71
08883C  |Supv Engnry Tech | Sup2-C 00002509 33 7300|600 G063 DPO7 GO0G7014 44.20 6.14 .00 60.34
39883C  |Supv Engnrg Tech | Sup2-C: nooo02s0s R 7300|600 GOR3 DP24 GOOD4373 11.05 1.62 oa 12.587

"9883C  |Supy Engnrg Tech | Sup2-C 0oo02s09 R 7300 600 GORZ DPAA, BOOBDWNT 2210 3.06 oa 2516
Bosac Supy Engnryg Tech | Sup2-C 00002509 R 7300|600 6063 DS 60004373 44.20 B.12 .o 50.32
19883C | Supv Engnrg Tech | Sup2-C 00002409 R 7300|600 6063 D532 60004239 44.20 6.14 .o 60.34
39383C  |Supv Engnrg Tech | Sup2-C 00002509 33 7300|600 G063 D32 GO0C4335 154.71 21.66 .00 176.27
08883C  |Supy Engnrg Tech | Sup2-C 0ooo02&04 R 7300|600 GOR3 Dsa3 60004332 65.26 7.68 oa 62.94
9983C  |Supy Engnrg Tech | Sup2-C 00002509 R 7300|600 G063 DZ01 GOOBDWNT 176.82 24,63 .00 201.45
B983C  |Supy Engnrg Tech | Sup2-C 00002409 R 7300|600 6063 Dzo2 GO0BDWMT 176.82 24.63 .o 2071.45
18883C  |Supv Engnrg Tech | Sup2-C 00002509 33 7300|600 G063 DZ45 GO0C4332 209.97 | 29.26 .00 239.23
1898835 |Supv Engnrg Tech | Sup2-C nooo02s0s R 7300|600 GOR3 DZ45 GO0 4335 a8.41 12.28 oa 100.69

Most employees will display only a single row of data on the Personnel
Expense Reports. This example is a single employee across multiple pay
periods.

.mhl:udel Employee Job Title |Pusitiun NbrlR}T!S‘FundlAgencyl Org ‘SOrg Activity |Rpt Cat‘JubiPrujectl Wages | Fringe | Reimb ‘ Total

Ta350C |Program Assistant, Mon-Supv-C_ [oo00zges  [R - [oroo Jeeo [e2i0] | [ | [6,354.24 [1,070.97[ o0 w200

14
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Financial Management Reports
Position Expense Summary Report

¢+ Report can ONLY be run by
a Department as positions
are NOT tied to Account Codes

+ Report provides wage and fringe information
by position — filled and vacant

+ Report displays only Agency detail — other
account code components are not included

+ Due to this report’'s complexity, it may take
significantly longer to return results

» The following example demonstrates different cases that may appear on
this report for a Department:

1. Position Nbr 00000277 — this indicates a normal situation where an
employee has remained active in the position during the entire
reporting timeframe

2. Position Nbr 00000278 — this position is filled with an active employee
but the employee has not been paid during the reporting timeframe

3. Position Nbr 00000295 — this position has remained vacant during the
entire reporting timeframe

4. Position Nbr 00000301 — this position has been filled by more than
one individual during the reporting timeframe; NOTE: Annual Rate is
NOT prorated for the position.

Last Period |Position Nbr| Dept Id |Jobcode |Agency|Empl Id Employee Name Status |Annual Rate | Hours | Wages | Fringe Total
“00G-08-18  |00000277 MPLSE20 |00170C (320 055669 | Thampson, Mary A 36, 649 60 240.00 | 4,228 80 | 1,608.52| 5,837 32
2006-08-18  |00000278 MPLSE20 |00170C (320 066445 | Jones, Adam A 349,881.62 Juli} Juli} Jali] oo
006-08-19  (D0D0D0295 MPLSE20 (028500 Juli} Juli} Juli} Jali] oo
“J06-08-18 |0D0000301 MPLSB20|02850C 145 @=lll1223 |Smith, Joseph L 46, 747 62 Juli} 3,807.18 | 362.91 4,170.09
<006-08-19  (DD0D0301 MPLSE20 |02850C (320 065544 E] T A 41,457.G2 241.00 | 3,725.01 | 892,59 | 4,617 .60

* Notice in the example that the wages and fringe were charged to an
Agency not matching the position’s Department.



Homan ety
it foe
S
Microsoft Excel Integration
Downloading Data
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The Microsoft Excel icon appears on both the header and footer of the
HRIS report results. Click to download the data into Excel.

Microsoft Excel tools are not displayed when page is launched. Click
to display the tools as shown below:

Fle Edt Favortss Help View Insert Format Tools Data  Help "

€} ) |ﬂ @ h /._"Search {:(Favuntes @ vecia @}E}“%k thl'é

fielhes | ] httpsshfhris.d.minneapolis i usfhris/psft - 1610220567 /ps s v Be unks
EH. R BRY I RE. T R N Do A B ENER = o-A. X
o Get this ’

16
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Microsoft Excel Integration
Reformatting Downloaded Data

+ Data is downloaded into Excel as “formulas”.
¢ Convert data to text before further analysis

E Microsoft Lxoed - Dligible Res

[ 1] E
son | Deig ¥r Cligible | Clase Grade|  Fenploywe Job Title
1557 3 |[Exhibitor Services Clark
Tiss T -
TN R SRS

£1 Microselt Luce! - gl Fietires Listiog,

5 [] E F G H =
|@nig ¥r Eligisia |Class Graga|  Emgloyen Job Tite Fmgloyen Namn |Empisd | Posn Wbe| Rep
p'm [a |an.‘:r Sandices Chirk bC | Shaw,Doug R 5 j:ﬁfi‘:ﬁ [ooo0z388 [webss
TV . e e ¥ W e W s "N TT

R — e =

* The data is downloaded into the spreadsheet as formulas.

* Follow these simple steps to convert the data from formulas to text:

1.
2.
3.

Click the upper left-hand corner of the spreadsheet
Select Edit, then Copy OR right click on your mouse and select Copy

Select Edit, then Paste Special OR right click on your mouse and
select Paste Special

A Past Special prompt box will appear
Click Values
Click OK

17
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Microsoft Excel Integration
Reformatting Downloaded Data

+ Format text data to numeric before
performing computations

+ Green notations indicate possible fields to be
reformatted Q

see Job Title BT RIT!S | Fund\| Agency | Org | SOrg | Activity Fpt JD_M Wages |Fringe | Reimb | Total
Nbr Cat | Project
= Analyst | -C ao0osans | R B300  [B20 2290 13720 [ozaz oo 154062
1Coordinator-C_ [o0002867 | Gann_[B20 G290 (3 3‘ T>[ Tessaie [+was (038 [30048
L=
‘ Claims Coord-C (00002456 R BI00 |2z0 fza0 T Humber Stored as Text Mnza oo 2,507.95
\ O
p Claims Coord-C | 00005004 |R B300 |2z0 230 el fopy e ] 2,993.97
L Ignre E
ip Claims Coord-C | 00003455 |R E900 |s20 G230 37544 |00 300408
fClaims Mgt-C [0000500F | R Ba0n  [B20 B2a0 Ertor Checking ptions. . 47353 [.00 3.549.94
slist-C n000034E | R Ba0n  [B20 B2a0 Show Formuls Auditing Toolbar 25303 [ .00 202151
alist-C T B300  [220 2290 —'—'—W 4650 [.00 BG4 45

» After the data is converted from formulas to text, you may want to convert
some cell values from text to numeric to perform Excel computations.

* Follow these simple steps to convert the data from text to numbers:

1.

Click on the first cell in the first row of data you want to convert from
text to numeric

Holding the left button down on your mouse, drag your cursor to the
last cell in the last row of of data you want to convert from text to
numeric dobl | o ges

‘roject

Click on the informational icon J@[ a2 risas Foo  Tissnse

2.88% 41444 1055 3,313.48
N

2,196 5B }1\39 il 250795

ZE28.64 | AT3E NQO 2,999.97

Fringe | Reimb | Total

ZEZEE4 | 37544 | .00 300402

337635 [47353 .00 04394
17EG 48 [253.03 .00 2.0%51
E07.55 4650 |.00 654 .4

Select Convert to Number in the drop-down list

Job?

Data will be reformatted to numeric values Wages |Fringe | Reimb | Total

'roject

1347.20) 19332 0 154052
2A3306) 41444 A3 331348

219656 N33 0 2507495
262064 37133 0 2,999.87
ZEIBE4| 3TD44 0 00402
337635 47363 0 384994
176848 26303 o 2o218

E07.85 465 0 EG4.45
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S
Microsoft Excel Integration
Saving the file

+ Saving the downloaded data

| (® Save all employee data

U TN e « ul

ettt ersed ey ON secured network
MYN::M‘W Flegne:  [FigheReiellitrg & /Ld')j save dlrectorle Sl ||
Places  Save a5 boe: [mgosokt el Worbock 4~ Cancel

Don’t save this data unless absolutely required!!!

If you need to save the downloaded data for future reference or analysis,

use the following simple steps:

1.

S e

Click File, Save As...
and a Save As box will appear

Savein; |x ris§ an 'C

RGN R =Eac
ot AL s e Ay Ay 2 e g e R

Select proper file location

Enter File name

Select Microsoft Excel Workbook

Click Save

Close the file and window by clicking m
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Data Privacy

resrved
What is my responsibility?

+ As a City of Minneapolis employee, you
accept responsibility for handling personnel
data with sensitivity and in accordance with
the Minnesota Government Data Practices
Act.

+ Improper or unauthorized use of private
personnel data could result in disciplinary
action and liability to the City.

” *~ Act responsibly with personnel

data — keep it safe!!!
Handle it like you want your own

personnel information handled

Following are some general guidelines to follow:

It is the responsibility of all personnel to protect against the unauthorized
disclosure of private personnel data.

Only authorized users may have access to private personnel data and that
access is based upon a legitimate “need to know”.

Private personnel data could be disclosed in electronic form, on paper or
verbally. All personnel shall protect the integrity and security of private
personnel data from unlawful disclosures.

Managers who identify a proxy to perform HR related activities on their
behalf have not relinquished any responsibility for protecting private
personnel data. Managers accept responsibility of the actions taken by
their proxies.

Important: These are only general guidelines for managing and handling
private and public data. For more specific information on data privacy laws
and requirements, consult with your HR Generalist Team.
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Fomn levneey
Ivrmation Jrmn

S _
Data Privacy
What do | need to know?

Public versus private personnel data:

Public Data: Private Data:
Name and Employee Identification # Social Security Number
Department and funding source Marital status, tax exemptions and taxes

withheld

Job description, duties and responsibilities Voluntary and involuntary deductions
Dates of appointment and separation Net pay
Job classification & range of pay Home address and phone number
Gross salary, rate of pay and pay frequency Ethnicity and gender data
Time Worked Performance evaluation details
City paid fringe benefits Medical history
Retirement plan Designee for final paycheck

The above list only shows examples — contact an HR Generalist or
HRIS Administration if you have any questions about data privacy.

The Minnesota Government Data Practices Act regulates the collection,
creation, storage, maintenance, dissemination, and access to government
data. It establishes a presumption that government data are public and are
accessible by the public for both inspection and copying unless there is a
federal law, a state statute, or a temporary classification of data that
provides that certain data are not public.

One exception to the presumption that government data are public involves
personnel data. Most personnel data is private data and can only be made
available to individuals within the City of Minneapolis whose work
assignments reasonably require access to the data.
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Wrap Up & Questions

+ Feel free to use any of the remaining class
time to practice running reports and
downloading the data into Excel.

+ If you have any questions after today’s
training, you should contact your
Department’s representative.
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