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Accessing DG Inform

HOW TO SUBSCRIBE TO REPORTS

1. Click on ellipses (...) in the upper right hand corner you want to subscribe.
2. Click “Subscribe”

DG Inform ? | Rujanuruks, Catherine

% Favorites [ Browse Search, g

ﬂ] Payroll Reports

Home > Payroll Reports

FOLDERS (1)

Salary by Month X

Ij Documentation Changed by AD\DavidY1 on 8/26/2019 2:02 PM
Created by AD\SuhasH1 on 3/27/2019 9:50 AM

PAGINATED REPORTS (3) \ Yt Add to Favorites

Incividual Plan Faculty
@ Employee Sum @ Appointment and Salary @ Salary by Month
Funding Report I —

Open

View history snapshots

Manage

HOW TO ACCESS SAVED SUBSCRIPTIONS

1. Click on the Settings/Gear Icon in the upper right hand corner of the DG Inform screen
2. Click on “My subscriptions”

DG Inform ? | Rujanuruks, Catherine

 Favorites [ Browse Settings Search. pel

My subscriptions

ﬂ] Payroll Reports

Home > Payroll Reports

FOLDERS (1)
[} pocumentation

PAGINATED REPORTS (3)

Individual Plan Faculty

@ Employee Sum Appointment and Salary @ Salary by Month
Funding Report

DG Inform Rujanuruks, Catherine

% Favorites [ Browse

E] My subscriptions

Home

@ Enable | @ Disable > Run Now [il Delete Search...

[] Edit Report~ Description Status Type Folder Delivery Last run Result

[] Edit  Employee Sum Rastogi Employee Sum Enabled Standard [Payroll Reports E-Mail Oct 9, 2019 2:00:11 AM Mail sent to crujanuruks@mednet.uclaedu
[] Edit  Employee Sum Demer/Tintut Employee Sum Enabled Standard [Payroll Reports E-Meail Oct 14, 2019 2:00:10 AM Mail sent to crujanuruks@mednetudaedu
[ Edit  Salary by Month Demer/Tintut Salary by Month - Employee Enabled Standard /Payroll Reports E-Meail Oct 14, 2019 2:00:10 AM Mail sent to crujanuruks@mednet.uclaedu
[] Edit  salary by Month Rastogi Salary by Month - Employee Enabled Standard /Payroll Reports E-Mail Oct 14, 2019 2:00:10 AM Mail sent to crujanuruks@mednet.uda.edu
[] Edit  Salary by Month Rastogi Salary by Month - Fund Enabled Standard /Payroll Reports E-Meail Oct 14, 2019 4:38:58 PM Mail sent to crujanuruks@mednet.uclaedu
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https://powerbi.mednet.ucla.edu/pbireports/browse/

DG Inform Subscriptions & Templates

SALARY BY MONTH -

@ Edit Subscription
Home © Payroll Reports fsalary by Monthlf Manage  Subscriptions

Edit Subscription

Description

Rastogi Salary by Month - Employee

Owner

AD\CRujanuruks

Type of subscription
Standard subscription
Generate and deliver one report
Data-driven subscription
Generate and deliver one report for each row in a dataset

Learn more

Schedule
Deliver the report on the following schedule:
(®) Report-specific schedule Edit schedule
At 2:00 AM every Mon of every 2 weeks, starting 8/19/2019

Destination

Deliver the report to:

Delivery options (E-Mail)

e

D

TEMPLATE

DOM Fund Manager’'s Manual

Title that will show up in Subscriptions List

Edit frequency & date you want report auto-sent

crujanuruks@riednet uda.edu

To:
subject] @portName was executed at @ExecutionTime

& Include Report [ Render Format: | Excel
& Indlude Link
Priority Normal ~

Report parameters

Subject: Add specific report name in the
beginning so email subject line
differentiates reports

To pull report by EMPLOYEE:

Parameter Source of value Value/field
Period Use default value ~ Group by 1 Em ployee
Account Use default value v G .
roup by 2: Fund
Title Group Use default value v <All> ~
Group by 3: Default
Group By 1 Enter value ~| | Employee v
Show Benefits Enter value ¥ Yes -
From Use default value ¥ 2018-07
’
e v e |[swmwmi |4 Enter ALL PI's cost centers
Job Code Use default value v
Group By 2 Enter value ~| | Fund v
Show FTE Enter value ¥l Yes -
I To Enter value > | 2021-06 - I
Fund Use default value -
Position Number Use default value v
Group By 3 Leave null ~ ! | No Grouping
Raw Data Format Use default value ~ | No
Include Projections Use default value ¥ Yes
Project Use default value -
Search By (Name, UC Path ID, UCLA ID) | Use default value ~ | Employee Name
TR <4— Add UCLAID, CC & Earn Code
I Additional Columns Enter value | | -Hide All--, UCLA ID, CC, Earr I --ride Al shendulll |
[] (select al
ExpandOrCollapseRows. Use default value v | Yes « —-Hide All--
Employee Name FRPE
| [tz e Ftepicinecaroo | | - o Choose Division from drop down
Fund Gi Use default val - DAccoum
und Group se default value o
Value to Search Leave blank - [rune
[ Project
Object Use default value v [] object
" E Cod
arn Lode Payroll Reports by Salary & Percentage by Month [=]J
Report Basis Use default value | | Account Owner [ |Job Code
Toremove a field from your repert, selectit from the Report Fields and then press the REMOVE buttan,
To change the order of the items in your repart, select an item from the Report Fields, then use the Up or
Earn Code Use default value N Down buttons to move the item accordingly in the box.
Sl Ea Leave nul " Payroll Expense Distribution < Report Fields Report
i S ame
Paid/Earned Enter value > Envloye 1D Remove > E’g-m‘:e ° Salary & Percentage by
Remove > rwd e (:'”;::;
[ Eamed ™™ 5y Fund
H H . Dept Tite s> GromsEamngs el it ntomai e |
Similar to QDB Salary & Percentage by Month — By Sub with &
Internal Titl . =
nternal |l1tes S
Title Code
Pay ﬂdadlnd
A
o5 =l
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SALARY BY MONTH - BY FUND TEMPLATE

@ Edit Subscription

Home > Payroll Reports > Salary by Month > Manage > Subscriptions > Edit Subscription

Description

Rastogi Salary by Month - Fund

Owner

AD\CRujanuruks

Type of subscription

Standard subscription
Generate and deliver one report

Data-driven subscription

Generate and deliver one report for each row in a dataset

Learn more

Schedule

Deliver the report on the following schedule:
(®) Report-spedific schedule Edit schedule
At 2:00 AM every day, starting 9/16/2019

Destination

Deliver the report to:

Delivery options (E-Mail)

To:  crujanuruks@mednet.uda.edu

Subject: @ReportName was executed at @ExecutionTime
Include Report | Render Format:  Excel

Include Link

Priority: Normal -

Report parameters

Parameter Source of value Value/field
Period Use default value B TO pu I I repo rt by FU N D .
— Use defuit velue B Group by 1: Fund
Title Group Use defauit value [l < . Group by 2: Emp|oyee
EeEd ot vloe la] [ Fend i Group by 3:  Blank/Default
Show Benefits Enter value H Yes >
From Use default value B 20189-07
cC Enter value B A3 NNMK
Job Code Use default value B
Group By 2 Enter value H Employee -
Show FTE Enter value H Yes -
To Use default value B 20139-09
Fund Use default value B
Eamn Code Use default value B
Group By 3 Use default value B No Grouping
Raw Data Format Use default value B No
Project Use default value B
Object Use default value B
--Hide All--, UCLA ID, Earn Co ~
Additional Columns Enter value v --Hide All--, UCLA ID, Earn Co I_’
= [] select al
ExpandOrCollapseRows Use default value > Yes ~ --Hide All--
["] emplayee Name
I Org Hierarchy Enter value h-MEDICINE-NEPHR I ~ ~ UCLATD
[] Account
Employee to Search Leave blank B Tec
Paid/E: o Ent I B E: d B D Fund
i Earne nter value arne
[ Project
Report Basis Use default value B Account Owner [] Object Payroll Reports by Salary & Percentage by Month =]
+ Earn Code
Job Cod Taremove a field from your report, select it from the Report Fields and then press the REMOVE button
Select Employee: Leave null B []Job Code To change the order of the items in your report, select an item from the Report Fiekds, then use the Up o
Down buttons to meve theitem accardingly in the box.
Position Number Use default value B

Payroll Expense Distribution Report Fields Report
Sub

Lo Employee Name
Enployes 1D Enployee ID
Emp{nzee Name. Femove>. ggm"‘ Salary & Percentage by
Earned YM Month
Earned Date Remove Al > Fund ant
Project
Pay Trans Date et ELY
Gross Earnings By Sub with Internal Titles

Dept Up >
Dept Title - Paid %
Aceaunt Dawn > Total Benefits

Similar to QDB Salary & Percentage by Month — By Fund | |

Object

Ret Plan
Title Code
Pay AdjInd

Pay Cyde
00s =l

FIPIRll ncuded
| Go to ADHOC | Cancel | < Back | Mewt > | Finish |

Page 3 of 4



DG Inform Subscriptions & Templates

EMPLOYEE SUM - TEMPLATE

@ Edit Subscription

Home > Payroll Reports > Employee Sum > Manage > Subscriptions > Edit Subscription

Description

Rastogi Employee Sum

Owner

AD\CRujanuruks

Type of subscription
®) standard subscription
Generate and deliver one report
Data-driven subscription
Generate and deliver one report for each row in a dataset

Learn more

Schedule

Deliver the report on the following schedule:
(®) Report-spedific schedule Edit sehedule
At 2:00 AM every Mon of every 2 weeks, starting 8/19/2019

Destination

Deliver the report to:

Delivery options (E-Mail)

To:  crujanuruks@mednet.uda.edu

Subject: @ReportName was executed at @ExecutionTime

[#IInclude Report f|Render Format:  Excel -
[#include Link
Priority: Normal -

DOM Fund Manager’'s Manual

Report parameters

Set to Curr LYM if you want single month/report.
If you want all months starting with July of current
fiscal year, leave default

Parameter Source of value Value/field
I Period Enter value - Curr LYM
Account Use default value z
Title Group Use default value B <All> ~
Paid/Earned Use default value B Paid
From Use default value B 2019-09
cC Enter value B A3NN,MK
Job Code Use default value Z
l Expand All Rows Enter value - Yes H
To Use default value B 2019-09
Fund Use default value B
Earn Code Use default value B
Raw Data Format Use default value B No
Project Use default value B
Object Use default value B
I Org Hierarchy Enter value |~—MEDICINE—NEPHRCI v
Employee to Search Leave blank B
Sub Code Use default value B <All> v
SubCodeSelected Use default value B <All> v
Report Basis Use default value B Account Owner
Select Employee Leave null B
Position Number Use default value B
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