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Role (s):  BI Accounts Payable Reporter Role and BOBJ Accounts Payable Canned Reporter Role
Purpose:  The Payroll Summary Analysis Report provides Payroll costs for all employees associated with Payroll dollars. This report compares payroll dollars and Full Time Equivalent (FTE) employees, for any selected Budget Period.
Menu Path:   Accounts Payable/BOBJ Payroll Reports/ Payroll Summary Analysis Report
Help Hints:
The R/O/C column in the field description table represents the three types of data entry fields in FMMI:

· R is for required fields that must be populated to complete a transaction.

· O is for optional fields that are not mandatory to complete a transaction.

On certain screens you may need to scroll to view additional data fields.

Data used in this procedure is a representative sample of the data that is available in the production environment. Actual transaction data in the production environment may vary based on your given scenario.

Steps to Generate the BOBJ Payroll Summary Analysis Report
1.  Login to FMMI Portal

2. Click the Accounts Payable Tab
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3. Click the BOBJ Payroll Reports Sub-tab in the portal navigation menu to display the Payroll BOBJ Reports.
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BOBJ Payroll Reports

Spending - Payroll Detail Report
This Spending/Payroll Detail Report displays agencies commitments,

obligations, expenditures, disbursements, Total Spending and Employee
Payroll Detail Totals by Commitment ltem (Resource Type Group). Within
each Resource Type Group, the report is further aggregated by Funded
Program.

Human Capital Dashboard
The Human Capital Dashboard provides a summary view of the Human Capital

By Location and Position type across the fiscal years, Fiscal Periods and Budget
periods for every program area. It also details the distribution of human capital
across various position types and locations to better identify any potential
problem areas and aid in decision making

&=

Funds Management  General Ledger Management Purchasing

Payroll Summary Analysis Report
The report is a summary report that provides level Payroll costs for all employees

associated with Payroll dollars. This report compares payroll dollars and
associated FTES for any selected Budget Period across program areas as well
as Position Types. This will improve the abilfty of the agency and the program area
to plan growth and to understand attition better for their staffing needs.

Payroll Detail Analysis Report
The report is a detail report that provides position occupation listing for all

employee details associated with Payroll dollars. This report compares payroll
dollars and associated FTES for any selected Budget Period across program
areas as well as Position Types. This will improve the abilty of the agency and the
program area to plan growth and to understand attrition better for their staffing
needs.

Base Role  Ad-hc




4. Click the Payroll Summary Analysis Report link in the Content Area to display the report prompts.
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Spending - Payroll Detail Report
This Spending/Payroll Detail Report displays agencies commitments,

obligations, expenditures, disbursements, Total Spending and Employee
Payroll Detail Totals by Commitment ltem (Resource Type Group). Within
each Resource Type Group, the report is further aggregated by Funded
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Payroll Summary Analysis Report
The report is a summary report that provides level Payroll costs for all employees

associated with Payroll dollars. This report compares payroll dollars and
associated FTES for any selected Budget Period across program areas as well

as Position Types. This will improve the abilfty of the agency and the program area
to plan growth and to understand attition better for their staffing needs.

Payrol Detail Analysis Report
The report is a detail report that provides position occupation listing for all

employee details associated with Payroll dollars. This report compares payroll
dollars and associated FTES for any selected Budget Period across program
areas as well as Position Types. This will improve the abilty of the agency and the
program area to plan growth and to understand attrition better for their staffing
needs.
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5. Enter the required Prompts as indicator by red arrows.  Additional prompts may be entered to further filter the data returned. 
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6. As required, complete the fields as follows:

	Field
	R/O/C
	Description

	Budget Period
	R
	A four-digit code which indicates both the beginning and ending budget fiscal years for a fund. The naming structure starts with the Beginning Budget Fiscal Year and ends with Ending Budget Fiscal Year. Each budget fiscal year begins October 1 and ends September 30. Budget periods can be annual, multiyear or no year (e.g., 0909 is an annual budget fiscal year).
Example:  1212

	Fiscal Year/Period 
	R
	A period within a fiscal year for which the transactional figures are updated. Every posted transaction is assigned to a particular posting period.
Example:  012.2012

	Funds Center
	R
	A ten-digit, alphanumeric field used to identify the Program Area and organizational unit. This is a ten-digit alphanumeric field.
Example:  FX00000000

	Position Type
	O
	A four-digit code which identifies the exact occupational group to which the employee’s position is classified.
Example:  A

	Funding Source
	O
	A 24-character field which references a program or project with a defined operational purpose and time frame for which budget has been appropriated. Funded Programs are a master data element that enables agencies to record budget and monitor performance at the project or program level. Funded programs can vary from simple activities to complex projects, and can cross an organization's fiscal years.
Example:  APPROPRIATION

	Functional Area
	O
	A sixteen-digit field used in mission critical programs without an end date. These programs are core to the operations of USDA agencies and staff offices. A Program may be defined as an Office of Management and Budget (OMB) recognized category B program, an OMB recognized program reporting category, agency specific programs, or a department wide program. Functional Areas will have 16-digits and will have one of two naming structures. 
For agencies that have defined a need for the functional area field, the nomenclature will be as follows: 
positions 1-2 = agency identifier; 
positions 3-4 = apportionment category, and 
positions 5-16 agency defined. 
For agencies that have not defined a need for the functional area field, the default value will be AGDEFAULT.

Example:  FX01ADCROTAAID00


7. To select from a list of values, click on the desired prompt and enter your search pattern to retrieve values from the list that appears.  Choose your selection from the list by double clicking the selected value.  The selections may also be typed directly into the selection box.  Once selected, a green check mark √ appears.  Click “Run Query” to process the report. 
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8. The report will be displayed with the following data elements in the default layout.
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9. Below are the report’s default columns and their descriptions :

	Column
	Object Type (Dimension//Detail/Measure) 
	Descriptions

	Fiscal Year
	Dimension
	An accounting period consisting of 12 months.  A fiscal year begins on October 1 and ends on September 30 of the following year

Example: 2013

	Fiscal Period
	Dimension
	A period within a fiscal year for which transaction figures are updated.  Every posted transaction is assigned to a particular posting period
Example: 01

	Fund
	Dimension
	Combination of Fund, Functional Area, Funded Program determines Source of Funds
Example: FAS REIM PROGRAM

	Budget Period
	Dimension
	A 4-digit code which indicates both the beginning and ending budget fiscal years for a fund. Each budget fiscal year begins October 1st and ends September 30th. Budget periods can be annual, multi year or no year.

Example: 2012 Annual

	Funds Center
	Dimension
	A Funds Management Master Data element within FMMI that encompasses organizational entities used to distribute budget and funding. Funds Centers are used to track and manage budget

Example: CF04200000

	Position Type
	Dimension
	A four-digit code which identifies the exact occupational group to which the employee’s position is classified.

Example:  A

	Functional Area
	Dimension
	Functional Area is used in mission critical programs without an end date. These programs are core to the operations of USDA agencies and staff offices.

Example:  CCC Programs

	Total Pay Hours
	Measure
	Salary $ value + Benefits

	Total Payroll Costs & Actuals
	Measure
	Total Working Hours / Total Working Hours within fiscal year (which is 2080) 

Full-time Equivalent (FTE) is the basic measure of the levels of employment used in the budget. It is the total number of hours worked (or to be worked) divided by the number of compensable hours applicable to each fiscal year.


	Column
	Object Type (Dimension//Detail/Measure) 
	Descriptions

	Regular Pay Hours/Staff Years
	Measure
	Number of Hours as Regular Hours

	Regular Pay Costs/Staff Years ($ Actuals)
	Measure
	Regular Hours + Benefits

Regular Pay: 1101, 1102, 1105, 1121, 1125, 1131, 1132, 1141 + Benefits: 12XX

	Regular Pay Costs ($ Salary Only)
	Measure
	Salary $ Value Only (No benefits)
Regular hours (exclude Holiday/OT/Night-Sunday differential – NO BENEFITS

Regular Pay: 1101, 1102, 1105, 1121, 1125, 1131, 1132, 1141

	Over Time Costs Pay Costs $
	Measure
	Overtime Pay $ Value

	Over Time Hours
	Measure
	Overtime Pay where BOC = 1100 - 1300


10. Click on the Filter Summary Tab in the Content Area to display the filters selected in the report.  To display the report again, click on the ‘Data Page’ tab in the Content Area.
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11. The Payroll Summary Analysis Report has been successfully viewed.  This concludes the job aid procedure.
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