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1 Payroll costing analysis reporting in ANU Insight

Payroll costing analysis (PCA) reporting in ANU Insight includes a set of reports for viewing payroll
costing related data and information at both the summary level and detail level. In particular, PCA
reporting contains:

o A set of summary reports and detail reports that provide users with payroll costing insights
at various levels of data grain.

o A set of audit reports that help identifying data issues and monitoring PCA reporting
security.

2 Accessing PCA reporting and running reports

2.1 Security
Access to the PCA reports is granted automatically when you have the following roles in HRMS:

e ANU_HR_FININQ
e ANU_HR_PAY_ADMIN
e ANU_HR_PAY_OFFICER
e ANU_HR_SYSADMIN

Access arrangements are undertaken in accordance with the University's Privacy Policy.

2.2 Logging into ANU Insight
PCA reporting is accessed through ANU Insight:

https://insight.anu.edu.au

Instructions on how to do this can be found on https://services.anu.edu.au/information-
technology/software-systems/insight. If you are experiencing issues please contact the ANU
Insight Service Desk by:

Email: insight@anu.edu.au
Phone: +61 2 6125 8649

2.3 Preferred Web Browsers

The ANU Insight portal is available and has been tested on a number of browsers and operating
systems including both Mac and PC. The preferred browsers are Internet Explorer or Chrome. Due
to performance issues, the use of other browsers (such as Safari or Firefox) is not recommended
for the purposes of accessing ANU Insight reports.
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2.4 Navigating to PCA reporting

2.4.1 ANU Insight homepage

When you first access ANU Insight, you will be directed to the portal home page:

gf\ flicw ANU Insight ANU Portal v

7 Universty

T Franciel

Enrolment 2nd load Financizl reporting WHS

O‘ Search

Direct admissions Publications CI financial reporting Academic activity Functions on Campus
n My content UAC admissions Publication validation Travel reporting eForms University services feedback
§) Student experience CPA cForms PCA
[} Team content Load planning (TM1} ML Voice survey
eForms
° Recent
News

26/07/2018 Single Sign-On
03/10/2017 ANU Insight has been upgraded The ANU Insight portal has gotten a new look
12/09/2017 MNew income statement report

ANU Insight now supports Single Sign-On

A new income statement report is available

Recently accessed

Ill.lll Payroll costing_analysis audit:
department security source file

Frequently accessed

Ill.l.ll Payroll costing analysis audit:
security summary

Recommended reports

You don't have any personalised
recommendations yet.

My Insight
ANU Insight Help
ANU Insight Training

| Payroll costing_analysis audit: | Payroll costing analysis audit: - N
aal security summary bl department security source file Insight Service Desk
- insight Ledu.
Ill.l.l Payroll costing_analysis audit: Ill.l.ll Payroll costing analysis: E:"a‘l . ;n_ls;gs_stz::;u £0U.8Y
changes to PCA access employee variation report il
Ill.lll Payroll costing_analysis: payroll . Payroll costing analysis audit:
costing_by calendar lml  departments without burst
report recipient
: Payroll costing_analysis audit:
u||] non-employes burst report Ill.l.ll Payroll costing analysis:
redipients employee detail

The portal is available and has been tested on Mac, PC and mobile devices and for different
versions of various web browsers. However, if you experience any issues in terms of how the
portal renders or functions, please contact the ANU Insight Service Desk. For a full list of
supported web browsers, please refer to the frequently asked questions on
https://services.anu.edu.au/information-technology/software-systems/insight

Detailed information on how to navigate all the functionalities available to ANU Insight users can
also be found on https://services.anu.edu.au/information-technoloqgy/software-systems/insight

2.4.2 PCAreporting page

The navigation menu shown below is how you navigate to report content. PCA reporting reports
can be found on the PCA page. Click the submenu item named PCA under Human Resources:

This would open and display the Human Resources submenu:

ECTN O T O T

Enrolment and load Financial reporting WHS

Direct admissions Publications CI financial reporting Academic activity Functions on Campus

UAC admissions Publication validation Travel reporting eForms University services feedback
Student experience CPA eForms

Load planning (TM1) M1 Voice survey

eForms
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This would take you to the PCA reporting page:

Insight Home » Human Resources » PCA

Enrolment and load Grants Financial reporting WHS

Direct admissions Publications CI financial reporting Academic activity Functions on Campus

UAC admissions Publication validation Travel reporting eForms University services feedback
) Student experience CPA eForms PCA

Load planning (TM1} ™M1 Voice survey

efForms

Payroll costing analysis

Payroll costing_analysis: portfolio summary report

Payroll costing_analysis: employee variation report

Payroll costing analysis: employee detail

Payroll costing_ analysis: payroll costing by calendar

EEEEE

Payroll costing_analysis: my access

Help and Support

ANU Insight Help
ANU TInsight Training

Email jnsight@anu.edu.au
Phone 6125 8649

2.4.3 Initiating the report
A list of reports can be seen on the screen:

Payroll costing analysis
Payroll costing analysis: portfolio summary report
Payroll costing analysis: employee variation report

Payroll costing analysis: employee detail

Il costing analysis: payroll costin calendar

EEEEE

Payroll costing analysis: my access

To initiate one of the reports, click the report name.
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[.nl Payroll costing_analysis audit: security summary

[.nl Payroll costing_analysis audit: departments without burst report redpient

Further Analysis

No links to further analyses are available.

Audit reports

l.nl Payroll costing analysis audit: security summary

l.nl Payroll costing analysis audit: departments without burst report redipient



2.5 Running reports

2.5.1 Prompt page

The first thing you will see after initiating a report is the prompt page of the selected report. A
prompt page looks similar to the following:

Pay period - baseline: i Please select... v
Earlier pay pefied oo TooTmmmmEmmmmmmmmmee
Pay period - § Please select... v
comparison: T O T T T T T mE I m e e
Later pay period

Variance threshold: % at job record level

Line ifems associated with a job record thaf has an absolute
vanance lower than the threshold will be hidden. The default

threshold is 0.00%.

Report display options:
P play op [~ Distinguish cost type (e.g. salary and on-costs)

[~ Distinguish staff type (e.g. academic and professional)

[T Distinguish GLC

[~ Distinguish account (natural account code and description)

[~ Distinguish payment activity {2.g. earnings and payroll tax)

[~ Distinguish payment description (e.g. basic salary and annual leave)
[~ Show variance

Selecl all Deselect a

Run report by:

¥ #

Viewing all GL distributions to the selected GL department - search by GL department tree

Viewing all GL distributions to the selected GL department - search by GL department 1D

Viewing all payees in the selected HR department with all GL distributions - search by HR depariment tree
Viegwing all payees in the selecied HR department with all GL distributions - search by HR depariment ID

A prompt page allows you to specify the criteria for running the selected report and different reports
may have different prompt pages.

Any prompts with red symbols and markings on a prompt page are compulsory prompts. You must
complete all compulsory prompts before you can run a report. This is an example of an incomplete
compulsory prompt:

Pay period - baseline: i |F'Ieaﬁe select... ﬂ

The following is an example of a completed compulsory prompt. Notice that the red arrow and the
red dash line have disappeared, indicating that the prompt has been completed.

Pay period - baseline: * [F20160323 (2016-03-10 to 2016-03-23) V|
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Any prompts without red symbols and markings on a prompt page are optional prompts. You do
not need to complete optional prompts to run a report. When optional prompts are not completed,
the report will run with default settings. The following is an example of an optional prompt. Notice
that there is no red symbols and markings.

Report display options:
P play op [T Distinguish cost type (e.g. salary and on-costs)

[T Distinguish staff type (e.g. academic and professional)

[T Distinguish GLC

| Distinguish account (natural account code and description)

[T Distinguish payment activity (e.g. earnings and payroll tax)

[T Distinguish payment description (2.0. basic salary and annual leave)
[~ Show variance

-
Salecl all Deselect o

You are unable to proceed to the next prompt page or running the report if you do not complete all
compulsory prompts. When this is the case, the prompt page navigation button(s) that allow you to
proceed will be greyed out:

Greyed out buttons will become available as soon as all compulsory prompts are completed.

For reports that have two or more compulsory prompt pages, you will see a ‘Next >’ button that will
take you to the next prompt page.

=1 I

IMPORTANT: The ‘Run report’ button Run report must be pressed before a report can be
run. The ‘Run report’ button will remain greyed out until all compulsory prompts are completed.

You will see the following dialogue after clicking the ‘Run report’ button:

Your report is running.

- Instead of waiting, you can select a delivery
method to run the report in the badkground.
Select a delivery method.

Cancel

The dialogue will disappear and the report will be displayed when the report has been processed.
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2.5.2 Report page

A typical report page may look similar to the following:

“F Pay period - baseline: F20160406
“F Pay period - comparison: ~ F20160420
“F Variance threshold: 0.00% at job record level
“F staff type: Mot fitered
V¥ Fund code: RTE
? Run report by: Viewing all GL distributions te the selected GL department - search by GL depariment tree
¥ CollegeiBusiness unit: 37 - Planning & Performance MeasDiv
¥ schooliDepartment: Not fitered
“FF More filtering options: Show
University ID | Employee job record | Employee fullname | Stafftype = GLC | Costtype | Account code Account description Activity Payment description F20160406 | F20160420 | Difference | Variance%
0 Professional Salary 5004 Salary Admin Staff - Cont Earnings Basic Salary -1,179.65 -40.00%
Other Earnings Annual Leave 1,179.85 100.00%
On-costs | 5007 Long Service Leave - Levy Poal | LSL Levy Long Service Leave Levy 0.00 0.00%
5024 Super Admin Staff - Continuing | Benefils UniSuper Employer Contribution 0.00 0.00%
UniSuper 5G Employer Standard 0.00 0.00%
5034 W/Comp Admin Staff - Cont Workers Comp Prem | Worker's Compensation Levy 0.00 0.00%
5044 PTax Admin Staff - Cont Payroll Tax State Payroll Tax Provision 0.00 0.00%
0-Total 0.00 0.00%
- Total 0.00 0.00%

This section displays information of the criteria used to run the report.

?Payr period - bageline: F20160408

? Pay period - comparizson:  F201560420

? Variance threshold: 0.00% at job record level

“F staff type: Mot fitered

“F Fund code: R TE

? Run report by: Viewing all GL distributions to the selected GL depariment - search by GL department tree
? Collegei/Buginess unit: 37 - Planning & Performance MeasDiv

“F SchooliDepartment: Not fitered

? More filtering options: Show

If ‘More filtering options’ is shown, you can click the ‘Show’ hyperlink next to it to customise the
report without rerunning it from the very beginning (i.e. prompt page):

“F More filtering options: Hide
Y Variance threshold: ? Staff type: Y Fund code: Y Report dizplay options:
% at job record level [ Academic [¥ R -Recurrent [¥ Distinguish cost type (e.g. salary and on-costs)
[~ Casual [ 5 - Special Purpose Funds | Distinguish staff type (e.q. academic and professional)
[~ Person of Interest [~ @ - Special Purpose Funds ¥ Distinguish GLC
[ Professional [¥ T -Trading Areas [¥ Distinguish account (natural account code and description)
[~ Scholar - Fultime ¥ E - Endowment [¥ Distinguish payment activity (e.g. earnings and payroll tax)
[ Scholar - Parttime [~ F - Student Fees | Distinguish payment descripfion (e.q. basic salary and annual leave)
[~ © - Capital Works [¥ Show variance
[~ #- Superannuation
Select all Deselect all Select all Deselect all Select all Deselect all
Update

Click the ‘Update’ button to refresh the report when you have finished specifying new criteria.
Please note that not all criteria are customisable within a report. If the criteria you wish to respecify
are not available via ‘More filtering options’ on a report page, you will need to rerun the report (see
2.5.2.4 Running the same report with different criteria).

You can drill through from one report to another by clicking the links on the report page. For
example, you will be taken to the Employee detail report once you click the university ID that
appears as a hyperlink (i.e. blue underlined text).
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Uniyerzity ID | Employee job record | Employee full name | Staff type GLC | Costtype | Account code
0 Professional Salary 5004

On-costs 5007
5024

3034
044

The Job record variance profiling column chart in the Portfolio summary report also has drill-
through enabled. To drill through and view details of the employees that fall under a profiling band,
click the label of that band. You will then be taken to the Employee variation report.

Job record variance profiling
F20160420 (2016-04-07 to 2016-04-20)

24

A report may have more than one page because of the way it is designed and organised. To
navigate through different report pages of a report, use the navigation buttons at the bottom left
corner of the browser window:

takes you to the first page of the report
allows you to scroll up to the previous page
allows you to scroll down to the next page
takes you to the last page of the report

Greyed-out ‘Top’ and ‘Page up’ buttons imply that you are already at the first page of the report,
while greyed-out ‘Bottom’ and ‘Page down’ buttons imply that you are already at the last page of
the report.
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To run the same report but with different criteria, click the ® button at the top part of your
browser window when you are on a report page:

Ausiraian h
g B 2

Select “Reset prompts and run”. You will be taken to the prompt page on which you can respecify
criteria for running the report.
Once generated, you can Save, Print, Send or Annotate (change) the report.

To run the report in other output formats like PDF or Excel, click the ® button on the action
menu. Select which output you would like.

B 7 ®

Run HTML

Run PDF

a Bun Excel

a Bun Excel data

ﬁ Run CSV

@ Reset prompts and run

PDF is the preferred output format for email, distribution, saving and printing. Once the report has
been generated as a PDF it is pre-formatted for printing, pagination is handled correctly and it can
be distributed without risk of numbers being easily over-written.

Excel is the preferred output format if a user wants to make notes or incorporate additional data.
There are two options to choose fron]'%

Run Excel Choose this option if you want to retain the formatting of the report.
Run Excel Data Choose this option if you want a data-only, no-formatting report.
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3 PCA rreporting prompts

The following table summarises the prompts that users could use to specify report criteria and filter
data when running PCA reporting reports. Not all prompts are available across all reports; most
reports will only adopt a subset of the prompts listed below.

Criterion

Description

Starting pay period

Available to Portfolio summary report only. This is the first pay period of a series
of periods used for summary level comparison. This period must precede the
‘Ending pay period'.

Ending pay period

Available to Portfolio summary report only. This is the last pay period of a series
of periods used for summary level comparison. This period must come after the
‘Ending pay period'.

Pay period — The baseline period for period-to-period comparison. This period should precede
baseline ‘Pay period - comparison’.

Pay period — The focal period under comparison to ‘Pay period - baseline’. This period should
comparison come after ‘Pay period - comparison’.

Variance threshold

The default value is 0.00%.

A user can overwrite the default value with a number. All number entered will be
rounded to two decimal points.

Variance threshold can be specified at the job record level. If specified, line items
associated with a job record that has an absolute variance lower than the
threshold will be hidden. For burst reports, only the line items associated with a
job record that has a variance higher than the threshold will be shown.

College/Business
unit

The default is all (authorised) colleges and business units.

The list of colleges and business units is security controlled. Users can only see
colleges and business units they are authorised to see.

School/Department

The default is all (authorised) schools and departments.

The list of schools and departments is security controlled. Users can only see
schools and departments they are authorised to see.

Staff type The default is all staff types.
Users can choose to run a report for one or more of the following staff types:
e Academic
e Casual
e Professional
e Scholar — Fulltime
e Scholar — Parttime
Fund code The default is all fund codes.

Users can choose to run a report for one or more of the following fund codes:
e R —Recurrent

S — Special Purpose Funds

Q — Special Purpose Funds

T — Trading Areas

E — Endowment
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e F —Student Fees
e C - Capital Works
e # - Superannuation

Report display
options

Most reports can be customised to show/hide some of the table columns. Not all
of the following display options are available across all reports.

e Distinguish account. Choosing this option will include natural account
codes and their descriptions in the report. This column is useful for
distinguishing different natural accounts.

e Distinguish payment activity. Choosing this option will include the
payment activity column in the report. This column is useful for
distinguishing various payment activities, such as earnings and payroll
tax.

e Distinguish payment description. Choosing this option will include the
payment description column in the report. This column is useful for
distinguishing various payment details, such as basic salary and annual
leave.

e Distinguish cost type. Choosing this option will include the cost type
column in the report. This column is useful for distinguishing various cost
types, such as salary and on-costs.

e Distinguish staff type. Choosing this option will include the staff type
column in the report. This column is useful for distinguishing different staff
types, such as academic and professional.

e Distinguish GLC. Choosing this option will include the GLC column in the
report. This column is useful if one wants to view the GLC to which a cost
is charged.

e Show variance. Choosing this option will include the variance column and
the difference column in the report.

Run Report By

The following options are available to the Employee variation report:

e Viewing all GL distributions to the selected GL department - search by GL

department tree &

e Viewing all GL distributions to the selected GL department - search by GL
department ID

e The report will run against GL departments and it will display only the GL
distribution(s) of the chosen GL department(s). You can either search by
the Department Tree or select a department.

e Viewing all payees in the selected HR department with all GL distributions
- search by HR department tree &

e Viewing all payees in the selected HR department with all GL distributions
- search by HR department ID

e The report will run against HR departments on Job Data instead of GL
departments and it will display all GL distributions that are related to the
chosen HR department(s) and that satisfy report criteria.

HR departments, GL departments and GLC are security controlled. Users can
only see the HR departments, GL departments and GLC they are authorised to
see.

Search employee by

This is used by the Employee report. Three options are available:

e HR department. An employee can be found by searching through his/her
HR department. For example, if John Smith has two jobs, one with
College of Business and Economics and one with College of Law, he will
appear under both colleges if this option is chosen.

e GL department. An employee can be found by searching through his/her
GL department. For example, if John Smith is solely funded by College of
Business and Economics for his two jobs, he will only appear under

Version 1.2
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College of Business and Economics even if he has another job with
College of Law if this options is chosen.

e Name or university ID. An employee can be found by searching for
his/her name or university ID.

HR department, GL department, employee name and university ID are security
controlled. Users can only see HR department, GL department, employee name
and university ID they are authorised to see.

4 PCA reports

4.1 Standalone reports

Standalone PCA reports are available to authorised users through ANU Insight. Users can use the
prompts of each of these reports to tailor a report to their specific needs.

All standalone reports are security controlled. A user will only be able to access information he/she
is authorised to access.

4.1.1 Portfolio summary report

The Portfolio summary report provides users with an overview of:

e Pay amount history and variance history of the chosen periods.
¢ Job record variance profiling for the ending period.
o PCA burst report recipients in a college/business unit.

The content of a typical Portfolio summary report looks like this:

College/Business unit Total pay amount history Total pay amount variance history Job record variance profiling Other report recipients
F20160420 (2016-04-07 to 2016-04-20}

24 Reporttype  Recipient Full list of
departments
i ] 20 =
L ! Summary View

Detai View

Pay run amount

24%
F20160210 F20160309  F20160406 F20160210 F20160309 F20160406 0
F20160224  F20160323  F20160420 F20160224  F20160323  F20160420 <0 =0
Pay run calendar ID Pay run calendar ID Bands

If the user does not have access to all departments within a College/Business unit, the report will
only contain data for the accessible departments. The report will not list those departments
separately.

For example, the following is the Portfolio summary report run by a user that only has access to
one area in a college:

F Ui oy i Pl e

¥ Lacteng sy parsot IR R e V2

T iy by ok, Cinal Parpin §{ ipenil, Peplmanal Sobules . Pullieg, Dbl . Auien
[T RAQTEFER

' Cobager Bupmnan e

I e Ve ey opleea

[
3 x
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The following is the Portfolio summary report run by a user that has access to ALL areas in the
same college:

F Moy v
T [ty potw parvod:

F e by

¥ Fat

F Comaga Bapagaa ane
I Mory Fimring pgedicen:

S e Tisrmrnn

IR (P DO -
IR T e T

Ermiwew Cawes Frnes ol serrsd Frofessses oo - ¥ sl
RADTEACe

Sy e L O

T ke . P o

P 1 e el 0

ik

W

Lo g

irm

ven

The Total pay amount variance history line chart should be interpreted as follows.

Total pay amount variance history

4%
.
0% e
ol o

4% /
8% /
-12% /
6% [/
20%

i,

g

Variance

DF2IZI*I|5“-III2*IIZI F20160309 F20160408
F20160224 F20160323 F20160420
Pay run calendar ID

Variance for a period is calculated as:

Total pay amount for the period - Total pay amount for the previous period
Total pay amount for the previous period

Total pay amount variance for a period =

For example:

Total pay amount for F20160420 - Total pay amount for F20160406
Total pay amount for F20160406

Total Pay amount variance for F20160420 =

Therefore, a positive variance for a period means that the total pay amount for that period is
greater than that for the previous period, while a negative variance means the opposite.
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4.1.2 Employee variation report

The Employee variation report allows users to view a list of employees and their detail payroll data
of the chosen department(s). Users will see all GL distributions related to the chosen HR
department(s) if the report is run against HR department, whereas they will only see GL distribution
limited to the chosen GL department(s) if the report is run against GL department.

The content of a typical Employee variation report looks like this:

University ID | Employee job record

0

0- Total
W - Total

0- Total
Wi - Total

Employee full name GLC

Cost type | Account code Account description Activity
Salary 5004 Salary Admin Staff - Cont Earnings
On-cosis 5007 Long Service Leave - Levy Pool | LSL Levy
5024 Super Admin Staff - Confinuing = Benefits
5034 WiComp Admin Staff - Cont Workers Comp Prem
5044 PiTax Admin Staff - Cont Payroll Tax
Salary 5004 Salary Admin Staff - Cont Earnings
On-costs | 5007 Long Service Leave - Levy Poal | LSL Levy
5024 Super Admin Siaff - Confinuing = Benefits
5034 WiComp Admin Staff - Cont Workers Comp Prem
5044 PiTax Admin Staff - Cont Payroll Tax

Payment description
Basic Salary

Long Service Leave Levy
UniSuper Employer Contribution
UniSuper SG Employer Standard
Worker's Compensation Levy

State Payroll Tax Provision

Basic Salary
Long Service Leave Levy
UniSuper Employer Contribution
UniSuper SG Employer Standard
Worker's Compensation Levy

State Payroll Tax Provision

2,314.29
56.20
384.00
34.43
87.24
225,55
3,661.80
3,661.30
2,314.29
56.29
394.00
34.43
87.24
225,55
3,661.30
3,661.30

281429
56.29
384.00
34.43
87.24
22555
3,661.80
3,661.80
281429
56.29
394.00
34.43
87.24
22555
3,661.80
3,661.80

Users can drill through to the Employee detail report from the Employee variation report.

4.1.3 Employee detail report

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

F20151021 | F20151104 Difference Variance%

0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%

The Employee detail report displays comprehensive payroll data of a chosen employee, including
all GLC that have been charged for and all job records of the employee.

The content of a typical Employee detail report looks like this:

Employee job record | College/Service division (HR) SchooliDepartment {HR)

- Summary

Overall - Summary

4.1.4 My access report

GLC | Costtype | Account code

Salary

On-cosis

5004

5007
5024

5034
5044

Account description

Salary Admin Staff - Cont

Long Service Leave - Levy Pool

Super Admin Staff - Continuing

‘WiComp Admin Staff - Cont
PITax Admin Staff - Cont

Activity

Earmings

Other Earnings
LSL Levy
Benefits

Payment description
Basic Salary

Retro Basic Salary

Retro Personal Leave

Long Service Leave Levy
UniSuper Emplayer Contribution
UniSuper 56 Employer Standard

UniSuper SG Employer Temps

Workers Comp Prem | Worker's Compensation Levy

Payroll Tax

State Payroll Tax Provision

F20160406
1,540.06
0.00
0.00
30.50
107.80
23.10
73.15
4774
119.47
1,942.42
1,942.12

F20160420 | Difference

1,540.06
-256.67
256 .68
3030
21561
45.20
0.00
4774
123.43
2,003.85

2,003.85

0.00
-256 67
256,68

0.00
107.81

2310
7315
0.00
396
61.73
6173

Variance
0.00%
100.00%
100.00%
0.00%
100.01%
100.00%
-100.00%
0.00%
331%
3.18%
3.18%

The My access report lists all the areas one is authorised to access. Users could use this report to
verify their access to authorised areas. This report also serves as one of the drill-through
destinations of the Portfolio summary report and the Security summary report (audit report) for

viewing individual access details.

The content of a typical My access report looks like this:

College/Business unit code

04

Version 1.2

College/Business unit

School/Department code

Natl Computational Infrastr | 04340

04360
04370
04380

SchooliDepartment

National Computational Infrast

Edu Investment Funds & NCRIS

NCI Collaboration

NCI Projects

13

Unit code
04340
04360
04370
04350

Unit

NCI Collaboration

NCI Projects

National Computational Infrast

Edu Investment Funds & NCRIS

Access

es

es

Yes

es



4.2 Burstreports

4.2.1 Portfolio summary report

The burst version of the Portfolio summary report is the same as its standalone counterpart, except
that it can be burst to a list of authorised report recipients at predefined intervals via email by ANU
Insight.

Each Portfolio summary report recipient will receive his/her copy of the report containing
summarised payroll costing information of all areas he/she is authorised to access. The report
recipient can then choose to pursue further actions by following links in the burst report and/or
running another report through ANU Insight.

Criteria for bursting the Portfolio summary report are listed as follows (last updated on 26
September 2018).

Item Criterion

Starting pay period Pay period just finalised minus six periods

Ending pay period Pay period just finalised

Fund code R, T, E and non-research related Special Purpose Funds (S and Q)

4.2.2 Employee variation

The burst version of the Employee variation report is the same as its standalone counterpart,
except that it can be burst to a list of authorised report recipients at predefined intervals via email
by ANU Insight.

Each Employee variation report recipient will receive his/her copy of the report containing detail
payroll costing information of all areas and employees he/she is authorised to access. The report
recipient can then choose to pursue further actions by following links in the burst report and/or
running another report through ANU Insight.

Criteria for bursting the Employee variation report are listed as follows (last updated on 26
September 2018).

Iltem Criterion

Pay period - baseline Last pay period

Pay period - comparison Pay period just finalised

Variance threshold e 3.0% for ordinary pays

e For ANU Enterprise Agreement increase pays (e.g. comparing
F20180725 with F20180711) it will be 3% X percentage pay
increase eg 5.06 % for F20180725

e TBC% for Annual Leave Loading pays

Note that only positive variations are included for the burst report (i.e.
costings are higher in the pay period just finalised compared to last pay
period).
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Run report by GL department structure (i.e. ‘Viewing all GL distributions to the selected
GL department - search by GL department tree’)

Report display options All

Fund code R, T, E and non-research related Special Purpose Funds (S and Q)

4.3 Audit reports

Audit reports are only accessible by authorised Human Resources staff members to audit PCA
security and exceptions. Ordinary users may see the links to the audit reports but they will be
unable to run the reports.

4.3.1 Changes to PCA access

The Changes to PCA access report is designed to list all add and remove activities performed on
the list of authorised PCA reporting users in one or more given months, grouped by access level.

The content of a typical Changes to PCA access report looks like this:

Employee ID Employee name Employee role summary Acceszs level | Added date | Removed date
Detail 05/01/2015
Deetail 05/01/2015
Summary 0540172015
Detail 05/01/2015

4.3.2 Departments without burst report recipient

The Departments without burst report recipient report is designed to list all departments that do not
have recipients assigned to receive burst Portfolio summary report or burst Employee variation
report. Areas marked as ‘CLOSED’ can be excluded from the report.

The content of a typical Departments without burst report recipient report looks like this:

L1 code L1 name L2 code L2 name L3 code L3 name L4 code L4 name L5 code L5 name

04 Matl Computational Infrastr 04340 Natienal Computational Infrast 04340 National Computational infrast 04340 Matienal Computational Infrast 04340 National Computational Infrast
04360 Edu Investment Funds & NCRIS 04360 Edu Investment Funds & NCRIS 04360 Edu Investment Funds & NCRIS 04360 Edu Investment Funds & NCRIS
04370 NCI Collaboration 04370 NCI Collaboration 04370 NCI Collaboration 04370 NCI Collaboration
04330 NCI Projects 04330 NCI Projects 04380 NCI Projects 04330 NCI Projects

4.3.3 Non-employee burst report recipients

The Non-employee burst report recipients report is designed to list all persons that are not
currently employed by ANU but are still authorised to receive burst reports. Because lags may exist
between ANU Insight data refresh and Human Resources data entry, the report may not reflect
latest Human Resources events on employment. Hence, the time and date at which Human
Resources data are synced between ANU Insight and Human Resources systems are listed on the
top of the report to aid decision making.

The content of a typical Non-employee burst report recipients report looks like this:
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HR information last updated on: 11/02/2016 4.04:21 PM

Employee full name (ID) Other role summary Staff role summary

Former academic Director (to 2016-01-01) | Former academic Director (to 2016-01-01)

==0therfunknown roles= <<MNo staff role==

4.3.4 Security summary

The Security summary report is designed to list all employees that have access to the chosen
areas, grouped by area and access level. Users can drill through to the My access report for a
chosen employee from the Security summary report.

The content of a typical Security summary report looks like this:

College/Business | College/Business | School/Department | School/Department | Unit Unit Security Security Security Security Security Security Employee

unit code unit code code access | employee employee employee added removed ACCESS
level D name role date date summary
summary
05/01/2015 View
05/01/2015 View
05/01/2015 View
05/01/2015 Miew
05/01/2015 View

5 Terms and definitions

Term

Definition

Account code

Natural account codes.

Account description

Natural account description for an account code

GL General ledger.
GLC General ledger code (i.e. the combination of Fund, Department and Project).
PCA Payroll costing analysis.
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