OM WORKFLOW JoB AID

OM Workflow Report

You may access the OM Workflow Reports by entering zom0178 in the Command field.

The requested Workflow Report is displayed. See the example below of the OM Workflow Report
screen.

OM Workflow Report

OM Workflow Report

Selection
Position 1D

Additional data
Action

Personnel area

B
-
]
-
—

PCR WF Approval Level

Qutput options
ALV Layout variant

WORKFLOW REPORT SEARCH CRITERIA

The Workflow Reports can only be run for those entities for which you have security. You can run the
report for your entire agency if you have that security access. The Workflow Report can also be run
for smaller groups or for an individual PCR.

DATA SEARCH OPTIONS

For OM you can search by:

e Position ID
e Action

o Refer to the OM Position Actions Job Aid located on the BEACON University Help
website for a list of the available options for this field.

e Personnel area
o For those for which you have security access

e PCRID (if you know it)
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e PCR WF Approval Level

o Use the drop-down menu to select the workflow approval levels.

s

Multiple Selection icon

In the Selection and the Additional Data sections you can perform the search using multiple
selection criteria to broaden your output.

to

Data Range fields

In the Additional Data section you can perform search using individual data or even a range of data.

Qutput options
ALV Layoutvariant

Variant List field

You can also create and run ALV Layout Variants. This job aid will explain how to set up your ALV
Layout Variant later in the document.

EXECUTING THE WORKFLOW REPORT

1. Determine the search criteria data needed for your report.

2. Enter the data in the various fields.

3. Click (Execute) to perform the search.
Here is an example of a report using the following data search criteria:

e Action 103 (Reallocate Up Action)
e PCR Approval Level: FA1

OM Workflow PCR List

| Action text |WF Approval L |WF Status | Position Title |Effectve DatdProcessed [PCRID  [act [PA | Org Unit| Creator 1D]Position N|[PCR Creati [PCR Cre_|WF st Iﬁ\.,
Reallocate Posilion Up |Funding Approval In Process Youth Counselor Super 1170172008 11/05/2009  SIMMME 103 501 2001 1| 100w | 1170512008 174602 N FAT
|Reallocate Position Up Funding Approval In Process WA Youth Counselor A< 07252009 00/25:2009 SN 103 401 21-»--‘ 10 v— mommm 142500 N FA1
{Reallocate Position Up Funding Approval In Process YiA Youth Counselor | 09/25/2009 09252009 SIS 103 | 401 218 e | 104w MOmmu 140458 N F,
‘Rwlocaupowonw Funding Approval In Process Youth Counselor 109/25/2009 09/25/2009  SUMMNNNRS 103 W01 21| TOR— MOsrzsmm 142041 N 'ni’

Reallocahe Position Up Funding Approval In Process Youth Counselor Super 09/29/2008  09/28/2009 “6-‘103' W01 210 '- 106 Zm 0912912000 13:36:20 N

\alocawPosmon' FWDWWQWHHW w el W
W Trwmer 20 aeh, ‘\ Ty -
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MANAGING THE LAYOUT VIEW

After you run the OM Workflow Report, you will see the following toolbar with buttons:

OM Workflow Report
o)1)= (]| ) |t 1<) [ ) e e ) ) R

Layout Management Options:

mmm

25 Change layout icon

Select layout icon
Save layout icon

EXECUTING, CHANGING, AND SAVING THE LAYOUT OF A REPORT

The following actions will be demonstrated in this section:

How to search for OM Actions

How to search in Personnel area 4601
How to execute the report

How to change the layout

How to save the layout as a variant

1. Type ZOMO0178 in the Command field and press Enter to access the OM Workflow Report.

OM Workflow Report

Selection
Position ID

( Additional data

Fersonnel area

B
=
—
PCRID [ ] o |
[ ]
[ ]

FCR WF Approval Level

E
ol elele

Qutput options
ALV Layout variant
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2. Enteryour search criteria in the fields of your choosing in the Selection and Additional data
sections of this screen.

NOTE: You will only see what your system security will allow you to see.

OM Workflow Report

Selection
Pasition ID [=]
Additional data
Action 103 to
Fersonnel area to
PCRID | to | &
PCR WF Approval Level Far [=) to
CQutput options
ALY Layaut variant
3. Click the Execute button.
OM Workflow PCR List X
Agency | Action text |WF Approval Ll [WF Status | Creator Name [Position Titte |Effective Date|Processed [PCRID (At [PA [Objectin] 'omum[cm'
T Y Reallocate Position Up Funding Approval In Process Office Assistant IV 1170172008 12/D4/2008 NS 103 01 2 il
Realiocate Position Up Funding Approval In Process Accounting Clerk IV 01/0172008 0171172009 NS 103 01 2 J
Reallocate Position Up |Funding Approval in Process Health Care Technician | 0171172009 10171152009 S 103 01 2 -
Reallocate Position Up Funding Approval In Process Foreign Language Inter Il 10/0172008 10/08/2008 SRS 103 01 2
Reallocate Position Up Funding Approval In Process Probationiparole Officer | 12/01/2008 |01/09/20039 [RES 103 01 2
Reallocate Position Up Funding Approval In Process Probationfparole Officer | 11425/2008 01/02/2009 S 103 01 2
allocate Position Up Funding Approval In Process Probationfparole Officer | 11/25/2008 01/09/2009 S 103 ¢

01 2
- "%ﬂi'.i”.j’\jyﬁ‘f?‘f"““",ﬁ“ﬁ‘” - LU ok rgliainceg Ao RS ,‘:I Y

4. Click the Change layout icon . A pop-up box is displayed.
There are five tab options on the Change Layout box.

e Displayed Colu tab- Displays the fields included on the current report. If you want a
different layout, you can adjust your display by moving the columns to the right column to
“hide” them from the display.

Highlight an item in the Displayed Columns list and move it to the Column set
list

Al &

Highlight a Column set item and move it to the Displayed Columns list

)

Move the highlighted item up in the order (moves the column to the left on
the report)

Move the highlighted item down in the order (moves the column to the right on
the report)

»

Move the highlighted item to the top of the list (to the left of the report)
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| ¥ ‘ Move the highlighted item to the bottom of the list (to the right of the report)

l Helps to search for a field

e Sort Order tab — Displays the currently sorted fields on the left and the set of
available fields on the right. (also available under the Sort buttons Q_E ).

=}

=2 Descending order filter

Ascending order filter

e Filter tab - The fields currently filtered on are shown on the left, the set of available
fields are shown on the right (also available under the filter button ¥ ).

e View tab - allows the user to choose various data views

¢ Display tab - allows various data views

IlI?Change layout

Displayed Calu Saort Order i Filter { ey i Dizplay

Displayed Columns Column Set
Column Name | Column Mame
Anency [=]

Action text []

WE Approval Lyl

"™F Status

Creator Mame

Position Title

Effective Date
Processed Date
PCRID

Action
Personnel area

(1D ]

5. Select any columns you do not wish to see on this report by highlighting the column name in the
Displayed Columns list and either double-clicking or clicking the Hide selected columns button

EI located in between the column sets.
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[S Change layout

ayed Colu

E][«[~[2[7]

Displayed Columns

Column Set

Caolumn Mame

Column Name

MName of action type

Agency

Mame of reason for action
WF Approval Lvi

PCRID

Personnel number
Action Type

Start date

New PA

Reason for Action

Mew PSA

New EG

SSN(Last 4)

(<10 e [<]0]
[~]~]

6. Once you have selected which columns you do not wish to see, click on the green check mark at
the bottom left of the pop-up box. The report redisplays with the column set you have selected.

Action text WF Approval Lyl |WF Status |Position Title [Effective Date[Act. [Posttion N WF Status|WF Level[ PCR Ch‘
Reallocate Position Up| Funding Approval In Process Office Assistant IV 1140172008 103 FA1 12/047200%
Reallocate Position Up Funding Approval In Process Accounting Clerk IV 10170172009 103 RN N IFA1 017117200
Reallocate Position Up Funding Approval In Process Health Care Technician | 10171172008 | 103 R N IFA1 014111201
Reallocate Position Up Funding Approval In Process |Foreign Language Inter || 10/01/2008 103 R N FA1  10/08720
Reallocate Position Up Funding Approval In Process |Probation/parole Officer | 1120172008 | 103 WREREE N 'FA1 01/0972
Reallocate Position Up Funding Approval In Process Probationiparole Officer | 11112502008 | 103 R N FA1  01/09/2005.
Reallocate Position Up Funding Approval In Process |Probationfparole Officer | 11172512008 | 103 R N FA1 01/09120
|Reallocate Position Up

: Funding Approval In Process Probationiparole Surveillance Officer 1112012008 103 N FA1___ 01/0972

Tt g w""WﬂM{{J‘ 4

7. You may wish to rearrange the order of the columns as they are displayed. Position your mouse
over the top of the column you wish to move until the cursor changes to a dark down arrow.
Single-click to highlight that column. In the following example we have highlighted the Act.
Column.

8. Position your cursor over the title of the column and drag it to where you want it to display. A red
line will indicate when you are where you want the column to be moved. Release the mouse and
your column will move to that position.

Position _|Position Title |Act [Action text |WF Status|WF Status |WF Level|WF Approval Lvi |Effective Date|PCR Chai
Office Assistant IV 103 Reallocate Position Up N In Process FA1 Funding Approval | 11/01/2008 |12/04/200% . ;
Accounting Clerk IV 1103 Reallocate Position Up N /In Process FA1 [Funding Approval 01/01/2008  01/11/2009
Health Care Technician | 1103 Reallocate Position Up N /InProcess FA1  Funding Approval 01/11/2009 |01/11/200
Foreign Language Inter il 1103 Reallocate Position Up N /InProcess FA1  |Funding Approval 10/01/2008 | 10/08/200
' Probation/parole Officer | 1103 Reallocate Position Up N /InProcess FA1  Funding Approval 12/01/2008 | 01/09/200§
Probationfparole Officer | ‘103'Real'locate Position Up N ‘In Process'FAl 'Funding Approval 11/25/2008 | 01/09/2009

‘ Probatlon!parole Officer| 1103 Reallocate Position Up N In Process FA1 'Funding Approval'11f25!2008 |01/09/2009

B0 Probationfpargle SUNelllanca Officer 103 {Reallocate Position Up [N \Process FA1 Funding Approval 112012008  01/00/209¢
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OM Workflow Report

9. Click the Save layout icon to save this layout to display each time you run this report. The
Save layout pop-up box is displayed.

= Save layout

_MTTI, st

Layout 1Lay0ut description Default setting

LDl D]

Save layout !
Mame:

[ user-specific [ Default setting

10. Enter a short description in the Save layout field to identify the layout design.

NOTE: If you want this layout to be user-specific, you must begin the layout name with a Z.

11. Enter a more descriptive name for the layout in the Name field.

12. Check the User-specific checkbox if you want this layout design to be restricted to your user ID.

NOTE: If you want this layout to be user-specific (i.e. only you can access), begin your name with
a “Z” and select “user specific”. The Default settings allow all who have security to run the
report using this layout. It also enables them to change the layout.

13. When you have completed entering the fields on the Save layout box, click the green check mark

in the lower left hand corner of the box to save your layout design.

J (= Save layout

Layout ‘lLaynut description Default setting
MEST test with twa

SHOWW THURMY show Thurman

WE STATUS WF Status

(][] |[«][v]
Save layout Z F& Reall

Mame: Reallocations at Funding Approver Level
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You have just created an ALV Variant layout.

RETRIEVING AN ALV VARIANT LAYOUT OF A REPORT

1. To retrieve an ALV Variant for a report, complete the search criteria fields in the Selection
(Position ID) and Additional data sections of the report screen.

2. Click on the matchcode in the ALV Variant field. The Layout: Choose pop-up selection box is
displayed showing layout options.

I= Lavout Choose
Layout Layout descriptiaon = 25| SB| i3
{TEST test with two

SHOW THURMAN| show Thurman
WF STATUS WF Status
Z F& REALL Feallocations at Funding Approver Level

AR NS

3. Click on the layout you wish to see and click Execute to run the report. The report will display
with the applied variant layout.

e If you forget to select the variant prior to executing the report, you can still apply it once you

are in the report by clicking on the Select layout icon . The Choose layout selection box is
displayed with the available options. Click on the layout you wish to see. The layout is then
applied.

e If you want to change the current view to another view, you can also do that by using the
Select layout icon to apply that view in the current report.

e You can set the default layout view by accessing the following menu path:

Settings > Layout > Layout Management

Seftings System Help

Layout v Change...
7 Columns »|  Choose.. Ctr+F3 [~
3 Saving... Cirl+F10 &=
I@'@T@'ﬂﬂl—l@'@ﬂ@l—l Layout Management I

e You can select the default setting you want to display each time your report is run. Do this by
clicking in the Default setting field next to layout you choose.
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Layout: Management

2| INEN EWEY Gl e

User layout
Layout | Default setting |Layout description
ZPAACTCOL W Action code follows the Name-reason col
ZPASIMFLE Limnited view
WF APPROVAL LEVEL CODES
Level Code Level Description Conditions
. " N Coded in both screen Tranx programs when
A I PCR |
ICRE waiting Initiator PCR Initiation PCR is first created (D)
. . . After rejected waiting for Initiator to
IRE Awaiting Initiator Resubmission
) waiting Init HbmISSt “Resubmit” or “Cancel PCR”
DAl Division Approval Waiting for Division Approval
AAL Agency Approval Waiting for Agency Approval
FA1 Funding Approval Waiting for Funding Approval
OAl OSP Approval Waiting for OSP Approval
BA1 OSBM Approval Waiting for Budget Approval
Waiting for Shared Service A | and
SOM OM Shared Services Approval al mg.or ared Service Approval and/or
processing
CREJ Complete - Rejected Initiator “Cancels PCR” after a Rejection
Af I Mai f h
CAPR Complete — Approved ter.a approved (Main) and after Shared
Services Approval
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