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1 NFC Reporting Center

Introduction

» \Web-based application designed, developed and
maintained by NFC.

 Interactive Web site enabling agencies to
produce predefined and customized reports which
can be viewed online, printed, saved to a folder
and/or displayed as a graph.



1 NFC Reporting Center

Introduction

Available for use by the following individuals
pending appropriate HR approval procedures per
your NFC Reporting Center System Administrator:

1. Managers

2. Personnel Assistants and Specialists
3. Budget/Admin Officers

4. Budget/Program Analysts



1| NFC Reporting Center

Introduction

Type of reports available through the Reporting
Center:

Administrative
Financial
Personnel Action

Workforce

B~ W o



1l NFC Reporting Center

Introduction

User Responsibilities:

» Never leaves Reporting Center session unattended

e Does NOT share password with anyone

e Changes password immediately if there is any
suspicion of a compromised password

e Uses only government PC or VPN to access Reporting
Center — no access from unprotected PC or network

o EXxits the NFC Home page before moving to other sites



Go To:

A Warning
Message appears.
After reading and

NFC Reporting Center

Getting Started

Microsoft Internet Explorer x|

2)

WHARMNING

Lhis i Departrent of Agriculture compuker syskem, which may be accessed

agreeing to the
warning message,
click on ‘OK.’

and used only For afficial Government business (or as otherwise permitted by regulation)
b authorized personnel. Unauthorized access or use of this computer system may subject
wiolators ko criminal, civil, and/or administrative action, Al information on this

computer system may be intercepted, recorded, read, copied, and disclosed by and ko
authorized personnel For afficial purposes, including criminal investigations, Access

or use of this computer system by any person, whether authorized or unauthorized,
constitutes consent to these terms,

WHARMNING

QK I Cancel



https://www.nfc.usda.gov/reporting/index2.asp

7] NFC Reporting Center

Getting Started

rasaft Internet Explorer

The Reporting .
Center Main Menu
displays. The page
IS comprised of

several sections:
1. Message Board
2. News

3. Login il
4. How Doll...
5

6

7

use the Org Structure Wizard?
export to & spreadsheet?

. Report Descriptions
. Takea Tour
. Coming Attractions

Message Board

Civilian Employment 1134 & 113G Reports  |last updated 02/13/2008
FSDV/ Financial Database last updated 02/21/2008
FACLTS II Financial Database last updated 02/21/2008
OTRS/IPAC Repurls lasLupdated D2/22/2008
GESD Request Tracking Database last updated 02/24/2008
Personnel Action (PERHIS) last updated 02/10/2005
Telephone Dowinload Database last updated 02/22/2008
Workforce Profile Data (PERHIS) last updated 02/10/2005
Workforca Profila "Datail” Data (PAYPERS) |last updatad 02/24/2008
Workforce Profile “Detail” Data (PAYTA) |last updated Pay Period 03 -2008

New! 2

" Uspa eauth Integration

USDA efuthentication (eAuth) is the system used by USDA agendies to
enable customners to obtain accounts that will 2llow them to access USDA
web spplications and services via the Intemet,

In support of the USDA eAUthentcation (eAuth] process, HFC web
applications are being integrated with this USDA eAuth systern, eAuth
accounts currently are for USDA emplovees only,

Click here to learn more about USDA eAuthentication (eAuthl,

If vou are having trouble with the eAuthentication system, the ITS Service
Deck iz available to provide assistance related to passuords and the account
creation process, Contact the ITS Service Desk via email at
chuthllelpDesk@usda goy or call 000 457 2042,

L New Reports

Tuo reports have been added to the Financial Reports section of the
Reporting Center, The W-2 for all employees is available and the Earnings
and Leave Statements, This addition replaces the 'WTW and EARN client
applications. wihile those applications are available for use, they are not
updated with 2005 data,

The Earnings and Leave Statement can be access for active employees enter
the SN and selact the appropriste pay period. Separated employees are not
available in this application.

Coming Attractions

Expanded Detail Reports

Coming this Fall.. . Additional Detail Reports reflecting PME0 data,



il NFC Reporting Center
| Getting Started

rasaft Internet Explorer

JF\'E Edit View Favorites Tools  Help

J Address Iﬁj hitps: {fumiy.nfe.usda.gov/repartingfindex2. asp

Enter your User ID —
y Civilian Employment 1134 & 113G Reports  |last updated 02/13/2008
FSDV/ Financial Database last updated 02/21/2008
FACLTS II Financial Database last updated 02/21/2008
an d aSSWO rd OTRS/IPAC Repurls lasLupdated D2/22/2008
L] GESD Request Tracking Database last updated 02/24/2008
Personnel Action (PERHIS) lastupdated 02/10/200%
Telephone Dowinload Database last updated 02/22/2008
Workforce Profile Data (PERHIS) lastupdated 02/10/200%
Workforca Profila "Datail” Data (PAYPERS) |last updatad 02/24/2008
Workforce Profile "Detail” Data (PAYTA)  |lastupdated Pay Period 03 -2008

News

" Uspa eauth Integration

USDA ehuthentication (eAuth) is the system used by USDA agandes to

enable customers ta obtain accounts that will sllow them to access USDA
- web spplications and services via the Intemet,
N F ( : R e O rt I I l User ID: In support of the USDA eAuthentication [eAuth) process, WFC web
P applications are being integratad with this USDA eAuth systern. eduth
asstu. accounts currently are for USDA emplovees only,
-

Click here to learn more about USDA eAuthentication (eAuthl,

If vou are having trouble with the eAuthentication system, the ITS Service
Desk is available to provide assistance related to passuords and the account
creation process, Contact the ITS Service Desk via email at

=ave customized reports? chuthllelpDesk@usdagoy or call 000 457 2642,

use the Org Structure Wizard?

exnort o & spreadshest?

e New Reports -

Tuo reports have been added to the Financial Reports section of the
Repnrt NDescriptinns Reporting Centzr, The W-2 for all employess is available and the Earnings

and Leave Statements, This addition replaces the 'WTW and EARN client
* ADMIMISTRATIVE REPORTS applicstions. while those applications ave suzilsble for uze, they are not

updated with 2005 data,

How Do 1 ...

The Earnings and Leave Statement can be access for active employees enter
the SN and selact the appropriste pay period. Separated employees are not
available in this application.

Coming Attractions

Expanded Detail Reports

Coming this Fall.. . Additional Detail Reports reflecting PME0 data,



NFC Reporting Center
Gettlng Started

The Reporting

Center Main Menu

displays with {

“Step 1: Select a
Report™

section.

The reporting
modules available to
you depend on your
access rights.




NFC Reporting Center
Gettlng Started

Personnel Action
Reports available
Include those shown
at the right.

Remember your list
of Personnel Action
Reports, if any, will
depend on your
access rights.




il NFC

Workforce Reports
avallable include
those shown at the
right.

Remember your list
of Workforce
Reports, if any, will
depend on your
access rights.

Reporting Center
Getting Started

NFC Reporting Center - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools Help

J Address I@ https: |t nfc . usda, govireportingframeset, hkm

Step 2: Review the Report Description.

Workfo_rce Pro Reports - Trs

. R
1102 /1105 Series Listing

nc. Payments Req. Agcy Action(DOT!
: eport

Education L | Profile

Employee Search (By Name)

Employee Search (By SSNO)
t

Length of i Fil
Life Insurance Listing

(] tion T 1P =]
Dccupational Seres Listing
Official Time for Union Business

E ! wution
Position Organization Listing (POL)
Reduction in Force (RIF) Report

Union Activity Excepton Report
Union Roster and Activity Report
Use-0Or-Lose Leave Report
Workforce Analysis




NFC Reporting Center
Getting Started

My Reports T o o
Includes any reports e
created, run and
saved to the My
Reports Folder.

Recommended for
frequently run
reports so the

criteria does not need
to be entered each
time.




il NFC Reporting Center
Getting Started

3} NFC Reporting Center - Microsoft Internet Explorer

JF\\e Edit Wiew Favorites Toolks Help

| Address |@j hitps  fevwernfe usda, govjreparting/frameset. htm

REportingjGenter;

Logoff
Returns you to t |
main NFC Reporting
Center Home page.

Return to the Reporting ain




il NFC Reporting Center
— Using the Reporting Center

NFC Reporting Center -

icrosoft Internet Explorer

J File  Edit ‘“iew Favorites Tools  Help ‘

C r e ati n g a r e p O I't i S | Address [ @] https: fwaw.nfc.usda,govjreporting/framesat him ~| e
a four step process: IR EIL s e

5tep 1: Select a Report.

+Adrnini
+Financial

1. Select a report e
2. Review the
description (opt)
Select criteria
4. Run the report

o

Step 4: Run the report.

Run the repor:

tun the yr

Save in My Reports folder
Save report as a spreadsheet
{Save output in a folder




il NFC Reporting Center
~ Using the Reporting Center

MNFC Reporting Center - Microsoft Internet Explorer

J File Edit “iew Favaotites Tools  Help

Step 1 - Search the I rerET——"
available reports by REporinG Center
drilling down

(click on the “+’
through the

different report

C at e g OI‘I e S t O th N Canc. Payi‘:ents Re?.ng_iy Action(0OT:
specific report you
want to generate

and click on it. - Jna—-

Life Insurance Listing




[

NFC Reporting Center

Using the Reporting Center

Step 2 — Review
the report
description to
ensure it will meet
your reporting
requirements.

- criteria/fields
- sort key

- data source

- output format

| Fie  Edit  view

3 NFC Reporting Center - Microsoft Internel

=10l |

Favorites  Tools  Help

J Address I@il https: f fvamvw . nfc. usda, gov/reporting/Frameset, htm

j @Go

rn Ernpls
Dues Withh

5tep 2: Review the Report Description.

Hires - This report disp count of Mew H

ez in an arganiza

On BROFE ...

personnelhires.|

- fat Q »

Forward Stop Refresh Home Search

g:Reporting Center

ths report dizplays a count of Mew Hires in an organization. To run this report enter the optional
Criteria and click Go. Mote: All select criteria and sorting options are assigned default values as

detailed balow,

..@

Seleck Criteria: The selection criteria categories allow you the flexibility o build custorn reports by
providing you options to indicate data fields, primary sort key and type of report (chart or graph), These

selection criteria categories are optional,

# Organizational Structure - indicates the level of the organization you wish to select for the report
[the default selaction is based on your security access),

® Personnel Office Identifier (POI) - indicates the emmploying or servicing Personnel Office vou wish
to seleck for the report (the default selection is based on your security access). This field may alzo
be referred to as the Submitting Office Momber (SON).

® HMature of Action Codes(MSA) for Mew Hires - are the one-hundred series three digit HOA codes in
addition to codes 953 and 955 that you wish to incdude on the repart (the default iz "All"). Multiple

or block selections are allowed.
II\I. i
3

# Pav Plan - indicates the pav olans vou wizsh to be included on the reoort the default is "Al

l_ l_ E |4 Tnternet

Fun the report




NFC Reporting Center
— Using the Reporting Center

2} NFC Reporting Center rosoft Internet Explorer

J Fil=  Edit Miew Faworites Tools  Help

J Address I@ htkps: v, nf o, usda, govwfreportingfframeset, hkm

Step 3 - REportingiCenter;
Select e

- - = ;
Crlterla Or b BUREAL ©OF ECOMOMIC ANALYSIS

BUREAL ©F INDUSTRY & SECURITY
BUREAU OF THE CEMESUS
ECOMNOMIC DWLPMT ADMIMISTRATION

accept -
the default 11021105 Series Listing [ one |

- -
C r I te r I a 110&- PROCUREMENT CLERICAL % ASSISTAMCE
" 1107- PROPERTY DISPOSL CLERCL & TECHM

|1130- PUBLIC UTILITIES SPECIALIST

1144- COMMISSARY STORE MAMNASEMENT
Example:
xample:

- Organization
- Series
- Time frame —




il NFC Reporting Center
~ Using the Reporting Center

NFC Reporting Center - Microsoft Internet Explorer _|EI|£|
J File Edit “iew Favorites Tools Help ‘

Ste p 4 J Address I@ htkps:f fwan . nfic.usda. gov/reportingframeset. htm j fh}GD

Run the report.

Options may
Include:

- run the report
to the screen

- save in My
Reports folder

- saveasa ssitlodan
spreadsheet s

- save output In i |

@ folder s e e

t 15ave output in a folder

ReEportingicenter;

Step 1: Select a Report.




NFC Reporting Center

Using the Reporting Center

Step 4 —

Run the report.

On this example
options
Include:

- run the report
to the screen

- save in My
Reports folder

- saveasa
spreadsheet

- save output in
a folder

3 NFC Reporting Center - Microsoft Internet

=101 x|

J Fil=  Edit  Wiew Faworites  Tools  Help |

J Address I@ hiktps: § e mfc,usda, gov/reparting/frameset, bt

j E'{?Go

¥
[ D A
J-i:’ /Z} NFC Reporting Center - Personnel Actions - Microsoft Internet Explorer

Step 2: Review the Report Descrption.

Employee !
Employee !

o) x|
= D aat Q £2
Back Foryard Stop Refresh Home Search Faworites
New Hires

Department Of Commerce - International Trade Admin - Trade Promotion/fu.s.
And Foreign Commercial Servic
Year = Calendar Year 2008 and Occ Ser = 1140- TRADE SPECIALIST

By Crg
org Toral  epfletal B ey DT () other (@)
Das For Domestic Operations 4 E7.1 4 100 . . . .
Total 4 571 4 100 o o . u]

Total Trade Promotion/u.s. And Foreign Commercial Servic New Hires: 7

Data as of 02/24/2008
Prepared By Diane Ewans on 2,/25/2008 at 7:15 PM

F
Leave Balances

Step +: Run the report.

Fun the repart -

inority and Gender




NFC Reporting Center

Using the Reporting Center

Step 4 —
Run the report.

Options include:

run the report
to the screen
save in My
Reports folder
save as a
spreadsheet
save output in
a folder

; MNFC Reporting Center - Microsoft Interne

|J File  Edit Wiew Favorites Tools Help

=.. . - , , —
U 3 Reporting Center - My Reports Entry Screen - Microsoft Internet Explorer

User: ITO91

Report Name |ITA TP&USFCS Hires

Sub Heading {Selection Criteria):

vear = Calendar vear 2008 and Occ Ser = 1140-
TRADE SPECIALIST

all employees with a one hundred series (13X,
953, or 955 Mature of Action code.




NFC Reporting Center

sing the Reporting Center

Step 4 —
Run the report.

Options include:

- run the report
to the screen

- save in My
Reports folder

- saveasa
spreadsheet

- save output in
a folder

(2

Download

Some filez can harm vour computer. [ the file infarmation belows
looks suspicious, or wou do nok fully trust the source, do not open or
save this file.

File name: perzsonneldata. =z
File tvpe:  Microsoft Excel Work sheet

From: vy ific. usda. gow

& Thiz tupe of file could harm your computer if it contains

malicious code.

wiould you like bo open the file ar save it to pour computer?

ey
{_Save
N ST |

Cancel I fore Info

x|

¥ Alwavs ask before opering this pe af file

il

Saveiﬂl@ My Documents j & £5 F3-

2=

|1 adobe

- My eBooks
@My Pictures
D Security

Save a3 type:

IM\chsuﬂ Excel Worksheet ﬂ

File name: {IHiras—DZHDBxIs = (s )

Tance

|

Download complete

2

==

3
= Download Complete

Saved:
personneldata.«ls from v nfc.usda. gow

5.26KB in1 sec
CADocuments and | \Hires-022408 21z
5.26 KB/Sec

Downloaded:
Download to:
Transfer rate:

[ Close this dialog box when download completes

Open I Open Folder |




NFC Reporting Center

Using the Reporting Center

Step 4 —
Run the report.

Options include:

- run the report
to the screen

- save in My
Reports folder

- saveasa
spreadsheet

- save output in
a folder

File Download

<))

Saome filez can harm your computer. |f the file information below
looks suspicious. or you dao not fully trust the source, do not open or
zave this file.

File name: personneldata doc

File type:  Microzaft “Ward Document

From: vy hfc. usda. gon

& Thiz tppe of file could harm your computer if it contains
malicious code.

“whould you like to open the file or zave it to pour computer’?

|

Open |4 Save } Cancel I More Info
¥ | Llwavs ask befare opening this lwpe af fils
1|
2|
I 3 My Documents j - = B
|1 Adabe
"1y eBooks
[ZMy Pictures
[:I Security
File: name: {ITA TPUSFCS Hires-022408. doc ﬂ Save P
Saveastype:  |Microsoft word D acument | Cancel

Download complete o] 5

s

= Download Complete

Saved:
perzonneldata doc from e, nfc.uzda.goy

Downloaded: 544 KB in1 sec
Download to: C:ADLMTA TPUSFCS Hires-022408. doc
Transfer rate: 5.44 KB/Sec

™ Clase this dialog box when download completes

Open Open Folder |( Cloge P




Types of
report data:**

Aggregate

Detailed
Sensitive
Non-sensitive

(**Determined by
access rights)

NFC Reporting Center
Using the Reporting Center

Gender Profile

DEPARTMENT OF COMMERCE - INTERNATIONAL TRADE ADMIN

Calendar ¥ear = 2008
By Org

% of
Population

4.6

Total

T2

Org
Office Of The Under Secretary

YWomen

36

(%0

Men

36

(%0

50 50

Administration 76 4.0 &6 73.7 20 26.3
DEPARTMENT OF COMMERCE
Agency X
Technology Administration
High Definition Office
Org Level # [cm9999930000)
(CM3I939930000)

Nam: Pay Plan - Series - GradeiStep Base Salary  Type Appt/Emply Status Tenure SCD for Retirtement Eg‘:d':s SCD for WGl SCD for RIF Yet Pref
ANDERSON . SMITHC. GS-03103-8M $47.912 (1)Perm?(1) Full-Time (0] Active (1) Group 1 031112002 101042004 101512006 0812003 (%) Not ¥et
JOHNSON, MALCOLM A ES-0201-010 $164,949  [1)Perm/[1) Full-Time (0] Active (0) Mot in any Ret. Grp 07I05M97T 06112006 001000000 OFI0SN9FT [¥) Mot ¥et
ABT-EE-4321 DAas 93-33-0000-00 (M DOCEE, OHRM, H-1234 (WASHINGTOR, D) (0010) Washington - (1) OC ES1234 o 042541350 a
WARBUCKS, SNOOPY  GS-0303-842 $45.009 ()Permi(1) Full-Time (0] Active (1) Group 1 7 7 (¥) ¥ietnam Yet
163-80-4736 Administrative Support Asst 93-33-0000-00 (MM DOCHE, OHRM, H-1234 (WASHINGTOR, OC)  (0010) Washington - (1) OC HR0102 arog1 01211975 a
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Using the Reporting Center

Organizational
Profile —
modifying the
selection
criteria.

Example:

Org structure
Series

Grade

Graph

rosoft Internet Explorer

NFC Reporting Center

File Edit W“iew Favorites Tools Help

J address I@ hktps: v nfe,usda, gowreportingiframeset, htm

Stap 2: Review the Report Description.

;.{':i}l‘.]f..llly S&!JJL':U' Organizational Profile - This

Step 1: Select a Report.

+ Adrr
+Finan

Dues Withheld
ERP U o E
Ed

Employee Search (By Name)
Employee Search (By $5N0)

ar 2
Leave Balances

Length
Life Insurance Listing

Occupational Series Listing
Official Time for Union Business
Crgan P

Dverdue Performance Appraisals
P ade Distribution

Step 3: Selact criteria for the report.

Step 4: Run the report.

Run the report -




NFC Reporting Center

Using the Reporting Center

Organizational
Profile —
output based
on the
selection
criteria:

Org structure
Series
Grade
Graph

; NFC Reporting Center - WorkForce Profile - Microsoft Internet Explorer -0 5[
= - . @ a a G @ »
Back Forvard Stop Refresh Hame Search Favarites Media
Organizational Profile
For The Department Of Commerce - International Trade Admin -
Import Administration
Wwhere Calendar Year = 2008 and Occ Ser = 1801- GEN,
IMSPECTION,INVESTIGATION and Grade = 15 or 14 or 13 or 12 or 11 or 10
or 09 or 08 or 07
Ful-Time =
part-Time . 7 FC Reporting Center - WorkForce Prol i - |EI 5[
= - - @ at el 2] -
Other | Back Forward Stap Refresh Home: Search Favorites

|

Organizational Profile
For The Department Of Commerce - International Trade Admin -
Market Access And Compliance
where Calendar Year = 2008 and Occ Ser = 1801- GEM.
IMNSPECTION, INVESTIGATION and Grade = 15 or 14 or 13 or 12 or 11 or 10
or 09 or 08 or 07

Full-Time I, |
Part-Time I -3l x|
Other I = = - @ E3| =
Back Forward Stop Refresh Home Search Favorites
[

or 09 or 03 or 07

Total Department Of Commerce - International Trade
Admin Organizational Profile

\Where Calendar Year = 2008 and Occ Ser = 1801- GEN.
INSPECTION,INYESTIGATION and Grade = 15 ar 14 ar 13 or 12 or 11 ar 10

4

Full-Time I, - -
Part-Time -
Other [




Organizationa
Profile —
modifying the
sort order.

Example:
Org structure
Grade

FC Repo

g Center

JF\\e Edit view Favorites Tools  Help

rosoft Internet Explorer

il NFC Reporting Center
| sing the Reporting Center

=10l

J Address I@ https: e nfc.usda, govfreparting/frameset, htm

|
j @Go

E teportingjCenter;

Step 1: Select a Report.

Employee Search (By Name)
Employee Search (By SSND)

Occupational Series Listing
Official Time for Union Business
n Profil

Step 2: Review the Report Description.
Orgamzatlunal Profile - Thi

NFC Reporting Center - Microsoft Internet Explorer

Edit  View Favorikes Tools Help

| Addvess [ @] https: ffumw. nfc.usda. govireporting/frameset, itm

Employee Search (By SSND)

ReportingjGenter

Step 1: Select a Report.

Search (By Name)

Step 4: Run the report.

up ati [
(s o o (Ui - |
Official Time for Union Business un ther=pot




Organizational
Profile —
output based
on the

sort order:

- Org structure
- Grade

MFC Reporting Center - WorkForce Profile - Microsoft Internet Explo

= - = . @ aat Q E3]
Back Forward Stop Refresh Home Search Faworites

NFC Reporting Center
Using the Reporting Center

_lol x|

»E

Organizational Profile
DEPARTMENT OF COMMERCE - INTERNATIONAL TRADE ADMIN

Calendar Year = 2008 and Occ Ser = 1801- GEM. INSPECTIOM,INVESTIGATION & COMP,

and Grade = 15 or 14 or 13 or 12 or 11 or 10 or 09 or 08 or O7F

By Org
Org Tkl Popz?a‘)lzzon 1‘;‘:::1; (30} 1p':|:: ) |Enr| %)
Import Administration 134 Q9,3 127 Q4.8 7 5.2
Marcet Access And Compliance 1 a.7 1 100 .
Total 135 100 128 94.8 7 5.2

Total INTERMNATIONAL TRADE ADMIN Population: 1558

-

_lol x|

. ) -» . 2 vat
Data as of 02/24/2008 Eack Fatward Skop Refresh Home

Q@ G

Search Favorites

i E

Prepared By Diane Evans o

|

Organizational Profile

Total INTERNATIONAL TRADE ADMIN Populaton: 1558

DEPARTMEMNT OF COMMERCE - INTERMNATIOMAL TRADE ADMIMN
Calendar ¥ear = 2008 and Occ Ser = 1801- GEN. INSPECTION,INYESTIGATION 2 COMP.
and Grade = 15 or 14 or 13 or 12 or 11 or 10 or 09 or 08 or 07

By Grade
Grade Total %o of Population Full-Time (%) Part-Time (0] Other (%)
o9 7 5.2 7 100
11 =] 4.4 ] 100 . .
1z 24 17.8 23 9L.8 1 4.2
12 63 45.7 =15 92,1 5 7.9
14 28 20.7 27 95.4 1 3.6
13 7 5.2 7 100
Total 135 100 128 94,5 7 5.2

-




NFC Reporting Center
Using the Reporting Center

3 NFC Reporting Center - Microsoft Internet Explorer

Retr i eVi n g J File Edit View Favorites Tools  Help

J Address I@ https:ffunew nfc,usda, gov/reportingframeset . htrm

reports from

J'-i-:i}wfﬂ,ll_!) S&!Jli.:i_f ¥y Reports - Thes orts have been created and saved by you for

M y R e p O rtS i Step 1: Select a Report. e
folder.

Step 3: Select criteria for the report.

My Reports Listing
+ Financial Rep

nnel BIS Hires Supervizors

| ITA - Al Actions for CY2008

(ITA - Count by Duty State for FY0S

ITA Adrnin - NOAs for C¥07, POI 1911
ITA Hires LI

Step 1 -
highlight
the report on
My Reports
Listing.

Run the report >

I Step 4: Run the report.




NFC Reporting Center

Using the Reporting Center

Retrieving
reports from
My Reports
folder.

Step 2 — decide
whether to
Include notes
or not and then
click “Select’.

3 NFC Reporting Center - Microsoft Internet Explorer

JFiIe Edit  View Favorites Tools  Help

J Address I@ https:ffunew nfc,usda, gov/reportingframeset . htrm

REportinglGenter,

Step 1: Select a Report.

Step 2: Review the Report Description.

¥y Reports - These reports have been created and saved by you for

Step 3: Select criteria for the report.

! My Reports Listing

BIS Hires Supervisors
ITA - All Actions for Y2008

ITA - Count by Duty State for FY02

ITA Admin - NOAs far CYO7, POI 1911

ITA Hires LI

Include Hotes: ves @ Ho @

Step 4: Run the report.

Run the report >




NFC Reporting Center

Using the Reporting Center

Retrieving
reports from
My Reports
folder.

Step 3 -
highlight the
desired report
format and then
click on ‘Go’.
**Notice the new
report options!

; NFC Reporting Center - Microsoft Internet Explorer

J File Edit \Miew Favoribes Tools  Help

J Address I@ htkps: ffwna, nfc,usda, govreporting Frameset, btm

REporting|Genter,

Step 1: Select a Report.

Step 2: Review the Report Description.

My Reports - These reports have been created and saved by you for

YO, BROFEaeaas

Step 3: Select the report from your list.

My Reports listing: ITA - Count by Duty State for Fyo2

Motes:

t

Step 4: Run the report.




NFC Reporting Center
Using the Reporting Center

<} NFC Reporting Center - WorkForce Profile - Microsoft Internet Explor o m]

I I - - B fat aQ E3| >
R etr I eV I n g j Back. " Forward Stop Ref‘r-lesh Home ‘ Search Favorites E

reports from ITA - Count by Duty State for FY08 :
Year = Fiscal Year 2008
My Reports

fOIder- Location (State) Total Yoof Full- 0, Part- ) Other (20)

Population Time Time

Alabama 2 0.1 2 100
Alaska 1 0.1 1 100 . .
Arizona a] 0.4 5 B33 1 168.7
Step 4 - Output Arkansas 2 0.1 2 100 . .
Califormnia 45 2.9 42 93.3 3 6.7
Colorado =] 0.5 2 100
Connecticut 4 0.3 4 100 . . . .
Dist Of Columbia 1053 oY.0 1002 957 41 3.9 4 0.4
Florida 15 1 1k 100
Georgia 4 0.3 4 100
Idaho 1 0.1 1 100 . .
Illinois 12 0.2 11 91.7 1 8.3

Indiana 3 0.2 3 100 . . . . LI




NFC Reporting Center
— Using the Reporting Center

Additional capabilities:
- Chart or Graph (available on all Personnel Action Reports
and select Workforce Reports)

MNFC Reporting Center -

rosoft Internet Explorer

J File Edit g Faworites Tools Help

J Address I@ https: v, nfc.usda. gosvfreportingfframeset . hkm LI WGD

Step 2: Review the Report Description.

;Q}L‘JJ' 1¢) Gcenter; Mature of Actions - T

Step 1: Select a Report.

AEMT
e Identifer:

Step 4: Run the report.

Fun the report -




il NFC Reporting Center
— Using the Reporting Center

Additional capabilities:
- Employee search by name

NFC Reporting Center - Microsoft Internet Explorer

_lol x|

J File Edit M“iew Faworikes Tools Help

J address I@l hktps: v, nFc. usda, govreporkingfFrameset. bk LI WGD

Step 2: Rewview the Report DescrHption.

Report | | SHJJE.HJ’ Employee Search {(By Last Name) - This report disp a list of em

match t last narn ar teria, mrore..
Step 1: Select a Report. Step 3: Select criteria for the report.
Dues Withheld
EPP
Edus:
Search By Employee's Last Name

Enter Last Mam SPRAT

Leawe Lial
Lerngth of

up 1 Profile
pational Seres Listing




NFC Reporting Center
Using the Reporting Center

Additional capabilities:
Employee search by name results list

MFC Reporting Center - Mlcrusuﬂ: Internet Explorer - |I:I|£|

J File Edit ‘Wiew Faworites Tools Help

J Address I:EJ https: v, nfc.usda. gow/reporting/frameset, htm LI lf‘J?G':'

Step 2: Review the Report DescHpton.

E ;Qi.g-rﬂjly 53_._15_‘.:1; Employee Search {By Last Name) - This vt dizplays a list of ermp

rmAatrh unnir last marmme ssrarch rriteria, ones

S5MI0O Marnme POI PP-Ser-Gr/5t
Step 1: Select a Report.

123456720 SPEAT, TR M0 1911 GS-0201-0972

En1p|uyee Eearch (By Mame)
En1p|u'5ree Search (By SSNIO)




NFC Reporting Center
Using the Reporting Center

Microsoft Internet Explorer -0l =l

Additional capabilities: = -~ = & .« & 4 .2 & H
- Employee info P ——
Screen SPRAT,JR annual f Sick Leave s

* Annual Leave * * Sick Leave *

/ Carryover Balance: Z238.00 Camyover Balance: 401,50
"L Accruals YTD: 12,00 Accruals YTD: 12,00
Add Itl Onal SCreen Leave Used YTD: 10.00 Leave Used ¥TD: 12.00
246,00 401,50

Current Balance: Current Balance:

Accrual Reduction: 0.00 Accrual Reduction: 0.00
z - Part-time Carryower Hours: 0.00 Part-time Carryower Hours: 0,00

O pt I O n S at to p r I g t Leave Forfeited: 0 Sick Leave Error: O
Accrued SES: 0 Frozen Sick Leave Balance: 0.00

Annual Leave Error: 0

Carryover Prior Year: 240,00 * Annual Leave Restored *
Annual Leave Category: &

Leave Earming Status PP: ves

1st Restored Year: 0000

43 Day Carryover Code: 0 1st Restored Hours: 0,00
43 Day Carryover Hours: 0.00 2nd Restored Year: 0000
Interim Lump Sum Code: 2nd Restored Hours: 0,00

Date Changed - Julian: 0O
cal: 007000000

3rd Restored Year: 0000
3rd Restored Hours: 0,00

Leave thanged ID: Leave Restored Forfeited: 0.00

* Donor Leave * * US Attorney Leave *
Approved Leave Donor Code: Frozen Annual Balance: 0.00
Approved Leave Recipient: Mo Frozen Sick Balance: 0.00

Frozen Leave Rate: 0.00
Date Leave Frozen: 00/00/0000




1] NFC Reporting Center
| Utilities
Password Changes

You can change your password at any time but not more
than once a day.

At a minimum, you must change your password when it
expires (every 90 days).

You must access the system at least once every 90 days
to keep your account active.

Your access will be locked after 3 unsuccessful
password attempts.



NFC Reporting Center
Utilities
Steps to Change Passwords

1. Enter your current ID and password, check the ‘Change Password’ box and
click the ‘Login’ button.

ional Finance Center's Reporting Center - Logon - Microsoft Internet Explorer

-0l 2. At the Change
e R Password pop-up, enter a
: new password twice and

Civilian Employment 1134 & 113G Reports  |lazt updated 02/19/2008

FSDW Financial Database last updated 02/25/2008 th I - k th [4 S
FACLTS II Financial Database last updated 02/25/2008 e n C I C e ave

DTRS/IPAC Reports last updated 02/26/2008 y

GESD Request Tracking Database last updated 02/26/2008 C h an g eS b utto n .

Personnel Action (PERHIS) last updated 02/24/2008

Telephone Download Database last updated 02/26/2008 . .

Viorkforce Profile Data (PERHIS) last updated 02/24/2008 - User Options: Change Password - Microsoft Inte =] 3
Workforce Profile "Detail” Data (PAYPERS) |last updated 02/24/2008 | J File Edit View Faworites Tools Help

Workforce Profile "Detail” Data (PAYTA)  |lazt updated Pay Period 03 -2008

J Address I@ https:,l’,l’www.nfc.usda.gov,l’reporting,l’ot_changePass.asp?FromPac_j 6>Go

5

News g Reporting Center

NEM USDA eduth Integration

Change Password

USDA eduthentication (efuth) iz the systern used by USDA agencies to
enable custorners to obtain accounts that will allow themn to access USDA

web applications and services via the Interet, Password: * m

" ke ok o o
In support of the USDA eAuthentication [eduth) process, NFC Web e Peesmes)

Password: | R aprlications zre baing integratad with this USDA Auth systern, efuth

accounts currently are for USDA employees only, m Cancel Changes

Lo
-
|




NFC Reporting Center
Utilities

How Do I.... Pop-ups

e These pop-ups allow users to follow steps in performing
various functions on the Reporting Center.

e On the Reporting Center Main Menu select the applicable
question.

e Click on “Find Out’ and the appropriate “How Do I’ pop-up
appears with the information requested.

e Click on the Windows [X] to close the pop-up.



How Do I.... Pop-ups continued

JFiIe Edt View Favorites Tools  Help

et - Logon - Microsoft Internet Explorer

n

How Do T .| peste 5 renan?
save customized reports?
use the Crg Structure Wizard?
export o 2 spreadsheet?

J Address |®j Rtk {finsn nfie, Usda, gavreportingfindex?. asp

News

o USDA eduth Integration

1USDA eAuthentication [eAuth) is the system used by USDA agencies to
enable custorners to obtain accounts that will allow thern to zccess USDA
‘Web applications and services via the Internet.

In suppart of the USDA sAuthentication (eAuth) process, NFC Web
applications are being integrated with this USDA efuth system, efuth
accounts currently are for USDA emplovees anly,

Click here to learn mare about USDA eduthenticatio

T wou are having b I the eduthentication system, the ITS Sewvice
Dach e s to pravide assistance related to passwords and the account
Teation process, Contact the ITS Service Desk via email at
ehuthHelpDesk@usda gov or call 300-457-3642,

o Mew Reports

7] NFC Reporting Center
Utilities

NFC Reporting Center -

- . =+ @ aat >
Back Farward Stop Refresh Home
J Address I@ https: v, nfc.usda, govreportingfhowdoi, Hbma# custom j @G0
TIPSHEET &2 HFC Reporting Center ;I

How do I use the Organizational Structure
Wizard ("Wizard of Org')?

Follow these steps:

1. Click Organization Structure to activate the Wizard.

2. “our highest organizational access appears in the Wizard
selection box. To filter the organizational levels of your
report, select an org structure from the list and click Next.
Repeat until you have the org level you desire for the report,

3. If vou drill down further than you intended, you can click the
Previous button to return to a higher arg level.

4, when you find the desired org structure, click Done.

Cloze this windaw

=




NFC Reporting Center
Utilities

Report Description Pop-ups

These pop-ups provide descriptions of reports in the Reporting
Center,

e On the Reporting Center Main Menu click the down arrow to
select the report type to be described.

e Click on “View’ and the appropriate ‘Report Description’ pop-
up appears with the information requested.

e Click on the Windows [X] to close the pop-up.



Utilities

NFC Reporting Center

Report Description Pop-ups continued

J File Edit View Favorites Tools Help

J Address I@ https: jfwwns. nfc.usda. govirepartingfindex2. asp

User

Password:

Report Descriptions

* ADMIMISTRATYE REPORTS

* PERSONNEL ACTICLHREFUN 1S
All Actions

2l Actions Minority Profile

Hires

Hires Minority Profile

Fromations

Promations Minarity Profile
Separations

Separations Minority Profile

*WORKFORCE REPORTS

= e L B ek e e
wiab applications and sarvices uia the Intarnst,

E3|

Favorites

@ »

Refresh Home Search Media

Farward

Skop

In support of the USDA sAuthentication [=Auth) process, NFC Web

Address I@ htkps:f e, nfo,usda,gow/reporting/personnel/noa/personnelnoa, hkm

applications are being integrated with this USDA efAuth systerm, eAuth
accounts currently are for USDA employees only,

Click here to learn rore about USDA efuthentication (eAuth),

1f you are having trouble with the efuthentication systern, the ITS Ger
Cesk is availsble to provide assistance related to passwords and the a
creation process, Contack the ITS Service Desk via email at
ehuthHelpbeski@usda, gov or call 300-457-3642,

“o reports have been added to the Financial Reports section of the
Feporting Center, The W-2 for all employees is available and the Earn
and Leave Staternents, This addition replaces the WTWO and EARM clit
applications. While those applications are available for use, they are n
updated with 2005 data,

To access and/or print a W-2 for an active employes, select either the
security number [S5M) or narme search, Enter the appropriate data and—
the year desired, Separated ermployess can be accessed by S5H search

The Earnings and Leave Staternent can be access for active ernployees
the SSN and select the appropriate pay period. Separated employees &
available in this application.

To gain access to these reports please have your security officer sub_ml;l
*

SE Reporting Center

All Actinns Report: This report displays a count actions for an organization, To run this report enter the optional $elec

Criteria and click Go. Hote: All select criteria and sorting options are assigned default values as detsiled below.

Select Criteriat The selection citeria categoties allow you the flexibility to build custom reparts by providing you options
to indicate data fields, primary sort key and type of report (chart or graph). These selection criteria categories are

optional.

Orgsnizstionsl Structurs - indicstes the leusl of the organization you wish to select for the raport (the default
selection is based on your security sccess).

Persannel Dffice Tdentifisr (PO - indicates the employing or servicng Persannel Office you wish to select for the
report (the default selection is based on your security sccess). This fisld may also be referred to a5 the
Subrnitting Office Mumber [SOM).

Maturz of Action Codes(MOA) - are the three dight NOA codes that you wish to include on the report (the default is

"All"). Multiple or block selections are allowed.

Pay Plan - indicates the pay plans you wish to be included on the report (the default is "All"). Multiple or block

selections are allawed,

Occupational Series - indicates the occupational series you wish to indude on the report (the default is "AlI").

Multiple or black selections are allawed.

Grade - indicates the grade levels vou wish the be included on the report (the default is "All"), Multiple or black

selections are sllowad.

- |




B NFC Reporting Center
Resources

USDA NFC Reporting Center manual available at:

DOC NFC Reporting Center Systems Administrator(s) for
assistance resetting passwords:

Renita Richardson, (primary)
Janice Kolk, (alternate)

Information on requesting a report that is not available from
the NFC Reporting Center:


http://i2i.nfc.usda.gov/Publications/REPT/REPT.pdf
mailto:Renita.D.Richardson@noaa.gov
mailto:Janice.Kolk@noaa.gov
http://www.wfm.noaa.gov/pdfs/HRDS_info.pdf

NFC Reporting Center

Presented by Cris Plested
NOAA WEMO IT Systems

Adapted from ITA NFC RC Training

March 2008


mailto:wfmo.eopf@noaa.gov
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