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The following instructions are to assist in the running of the EEO-4 report, EEO-4 Vacant Positions report, Positions by EEO Category report, and Queries to assist with the Affirmative Action Plan reporting.
An Agency User who already has access to PeopleSoft HR will need to run these reports and queries.

Reports

EEO-4 State and Local Government Report

The EEO-4 Report is delivered by PeopleSoft in the EEOC (US Equal Employment Opportunity Commission) mandated format.  As Federal updates are made to the process and reporting requirements, updates are provided by PeopleSoft/Oracle.

To run the PeopleSoft delivered EEO-4 Report, navigate to the following page:

Home > Workforce Monitoring > Meet Regulatory Rqmts > EEO Reports > EEO- 4 St & Local Gov-Agy (0215)
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Enter a valid Run Control ID and click [image: image2.png]Search



 or click the Add a New Value hyperlink to add a new Run Control ID.

A run control is a database record that provides values for the report parameters. Instead of entering the same values each time you run a report, you create (and save) a run control with those settings. The next time you run the report, you select the run control and the system fills in the settings.  A run control can be set up for each report or process or the same one can be used for multiple reports or processes.  The Run Control ID can be any value such as initials, report name, etc.
The Report Request Parameters page will be displayed:
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Enter the From Date, which is the beginning of the EEO-4 reporting period.

Enter the Fiscal Year Thru Date, which is the end of the EEO-4 reporting period.

Enter the Company number, which is the three-digit agency number.

Enter the Contact Name, which is the agency person responsible for the EEO-4 report.

Enter the Contact Title, which is the job title of the agency person responsible for the EEO-4 report.

Enter the Authorized Official, which is the Agency Director, or equivalent.
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The Process Scheduler Request page will be displayed:
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Verify the Server Name is PSNT.

Verify the Select checkbox next to the EEO-4 State and Local Government process is checked.

Verify the Type is Web.

Verify the Format is PDF.
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The report is now processing and you will be returned to the Report Request Parameters page with the Process Instance number displayed.
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Click the Process Monitor hyperlink to monitor the status of the report.

The Process Requests page will be displayed:
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While the Run Status is Queued, Processing or Posting, click [image: image9.png]Refresh



 repeatedly to refresh the status of the report until the Run Status field reflects Success.  Click the Details hyperlink to view the Process Detail.
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Click the View Log/Trace hyperlink to view the Report/Log Viewer.
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Click the PER031_xxxxxx.PDF (where xxxxxx is the Instance Number) hyperlink to view the EEO-4 report.

EEO-4 Vacant Positions (0342) report

To run the EEO-4 Vacant Positions report, navigate to the following page:

Home > Workforce Monitoring > Meet Regulatory Rqmts > EEO Reports > EEO4 Vacant Positions (0342)
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Enter a valid Run Control ID and click [image: image13.png]Search



 or click the Add a New Value hyperlink to add a new Run Control ID.

A run control is a database record that provides values for the report parameters. Instead of entering the same values each time you run a report, you create (and save) a run control with those settings. The next time you run the report, you select the run control and the system fills in the settings.  A run control can be set up for each report or process or the same one can be used for multiple reports or processes.  The Run Control ID can be any value such as initials, report name, etc.

The Report Request Parameters page will be displayed:
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Enter the three-digit Agency number.

Enter the As of Date, typically 06/30/xxxx for Affirmative Action Plan reporting.
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The Process Scheduler Request page will be displayed:

[image: image16.png]Searcl

I )

b My Favorites
b Manager Self Service
b Workfarce Administration
> Benefts
b Compensation
b Time and Labor
b Payrollfor North America
b Organizational Development
< Workforce Monitoring
= Mest Regulatory Romts
b Regulatory Reports
~ EEO Reports

— EEO4 Emplovee
Population(0347
- EEC-4 818 Local Gov-
Auy(0215]
b et Up HRMS
b OK Custom
ReportsiFrocesses

e

NewWindow | elp | customize Page

Process Scheduler Request

LHICKS02 Run Control ID: 1

Runpate;  [021772008 6
Recurrence: | Run [Z4302PW | __Reselia Current DatefTime |
o Zo | —

Select Description ProcessName  ProcessTvpe  ‘Type ‘Format  Distiibution
OCHRO342 OCHRO342 Crystal

Distribution




Verify the Server Name is PSNT.

Verify the Select checkbox next to the OCHR0342 process is checked.

Verify the Type is Web.

Verify the Format is PDF.
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The report is now processing and you will be returned to the Report Request Parameters page with the Process Instance number displayed.
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Click the Process Monitor hyperlink to monitor the status of the report.

The Process Requests page will be displayed:
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While the Run Status is Queued, Processing or Posting, click [image: image20.png]Refresh



 repeatedly to refresh the status of the report until the Run Status field reflects Success.  Click the Details hyperlink to view the Process Detail.
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Click the View Log/Trace hyperlink to view the Report/Log Viewer.
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Click the OCHR0342_xxxxxx.PDF (where xxxxxx is the Instance Number) hyperlink to view the EEO-4 Vacant Positions report.

Positions by EEO Category (0083) report

To run the PeopleSoft Positions by EEO Category report, navigate to the following page:

Home > OK Custom Reports/Processes > OK Reports > HR > Pos by EEO Category (0083)
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Enter a valid Run Control ID and click [image: image24.png]Search



 or click the Add a New Value hyperlink to add a new Run Control ID.

A run control is a database record that provides values for the report parameters. Instead of entering the same values each time you run a report, you create (and save) a run control with those settings. The next time you run the report, you select the run control and the system fills in the settings.  A run control can be set up for each report or process or the same one can be used for multiple reports or processes.  The Run Control ID can be any value such as initials, report name, etc.

The Report Request Parameters page will be displayed:
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Enter the three-digit Agency number in the From Company and To Company fields.
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The Process Scheduler Request page will be displayed:
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Verify the Server Name is PSNT.

Verify the Select checkbox next to the Positions by EEO Category process is checked.

Verify the Type is Web.

Verify the Format is PDF.
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The report is now processing and you will be returned to the Report Request Parameters page with the Process Instance number displayed.
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Click the Process Monitor hyperlink to monitor the status of the report.  The Process Requests page will be displayed:
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While the Run Status is Queued, Processing, or Posting, click [image: image31.png]Refresh



 repeatedly to refresh the status of the report until the Run Status field reflects Success.  Click the Details hyperlink to view the Process Detail.
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Click the View Log/Trace hyperlink to view the Report/Log Viewer.

[image: image33.png]ORACLE
menw 2|

<HR

— gy Listing by Job
Cade (0087)

— oy Totals Leaal Entity | View LoglTrace

o koot

- g Salany Analvsis

Rot (0069 Report ID:
- Employee by.Job Coge]

oo Name: OCPHROS3 Process Type:  Crystal
~ Emplfor 8¢l Cite Code| - Run Status:  Success

0071

~ Empl by Agcytion
Ty Fositions by EEO Category

— Aqv Empl by.Job Code | (il EEEETTTTET
e Distribution Node: - pshtip Expiration Date:  [05/18/2008

- Job Code Usage By

Sy 0074
- SalanByion cose || |

0075 Name File Size (bytes)  Datetime Created
- Unclassified CRW OCPHRO83 §1434010g 0 0217/2009 1:15:55.000000PM CST
T OCPHR083 914340.PDF 83118 0217/2008 1:16:55.000000PM CST

- Agency Incumbent By
Fos (0077, pssalracetre 407 0217/2009 1:16:55.000000PM CST

~ Annual Pavioll Distit. || | FEEETTRDY

078 -
- Annual Salary Analysis “Distribution ID
LHICKS02

0079

~ Employ Salaries >=
350K (0080)

- Pos Allocation Date
0052

NewWindow | elp | customize Page

52138 Process Instance: 914340 Message Log

= Uniise eostions
Ay (0117 [ R |




Click the OCPHR083_xxxxxx.PDF (where xxxxxx is the Instance Number) hyperlink to view the Positions by EEO Category report.

Queries

The Affirmative Action Plan will be built from queries in the PeopleSoft system and other data, such as census data, and compiled into a comprehensive report.

To use the queries that have been developed to assist with the Affirmative Action Plan, navigate to the following page:

Main Menu > Reporting Tools > Query Viewer 
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In the text box, enter “GO_HR_EEO4” and click [image: image35.png]Search



.

The Search Results will be displayed:
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To run either of these queries, click the Run to Excel or Run to HTML hyperlink for the report you wish to run.
GO_HR_EEO4_ACTIONS

The GO_HR_EEO4_ACTIONS query displays the following transactions for the date range entered:

· New Hire

· Rehire

· Additional Job

· Promotion

· Demotion

· Termination

· Retirement
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Enter the Company number, From Eff Date and To Eff Date.  Click [image: image38.png]View Results.



.  The query results will be displayed.

GO_HR_EEO4_ETHNICITY_GENDER

The GO_HR_EEO4_ETHNICITY_GENDER query displays any employee who has a Gender of “Unknown” or an Ethnic Group of “Not Specified”.
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Enter the Company number.  Click [image: image40.png]View Results.



.  The query results will be displayed.
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