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The ITS Pivot Team has created standardized Crystal Reports for agencies to use to pull data for the Business Services Center (BSC) Human Capital Management (HCM-NY) project.  The Crystal Reports will create the spreadsheets that the HCM-NY project team is requesting from agencies as part of the Data Conversion process.  The report templates can be used by any agency with the HRISnet and LATSnet systems.

Instructions for the reports:
1. Access the Internet and navigate to http://HRnet.cma.com. (Managed Services Customers – make sure you’ve logged-off the Citrix server first.) 

2. Log-on to the HRnet Customer Information Site and navigate to the LATSnet page. 

3. Click on the “Share Adhoc Reports” link. 

4. Click on the hyperlink of the name of the report you wish to download.
The reports to be downloaded are:
ITS Pivot Team – Division HRISNet.rpt
ITS Pivot Team – Bureau HRISNet.rpt
ITS Pivot Team – Section HRISNet.rpt
ITS Pivot Team – Pool ID HRISNet.rpt
ITS Pivot Team – Person HRISNet.rpt
ITS Pivot Team – Position HRISNet.rpt
ITS Pivot Team - Job Lats.rpt
ITS Pivot Team – Job HRISNet.rpt
ITS Pivot Team – LATS.rpt

5. A pop-up box will display. Click Save. 

6. In the Save As box, navigate to the correct destination folder and click Save. 

7. A confirmation page will display when the process is complete. Click Close to complete the process.

8. To use the report you will need to log-on to Crystal and open the report. You may be required to navigate to the correct folder to retrieve the report.

9. Set Data Source Location to your agency’s database prior to running the reports, if needed. 
(Database > Set Datasource Location)
10. Run the following reports and export to Excel to create the associated spreadsheet.  
(File > Export > Export Report)
ITS Pivot Team – Division HRISNet.rpt
ITS Pivot Team – Bureau HRISNet.rpt
ITS Pivot Team – Section HRISNet.rpt
ITS Pivot Team – Pool ID HRISNet.rpt
ITS Pivot Team – Person HRISNet.rpt
ITS Pivot Team – Position HRISNet.rpt
ITS Pivot Team – LATS.rpt


11. Manual intervention is required for creating the JOB report.  This process assumes that the HRIS and LATS systems have been properly maintained and contain information for all employees.
A. Run ITS Pivot Team - Job LATS.rpt and export to Excel
 – this script pulls the Standard Hours, Standard Hours Frequency, Work percentage (if hourly), 
Timesheet Cycle, and Time clock User.
B. Run the ITS Pivot Team - Job HRISNet.rpt and export to Excel
– this script pulls the VRWS End Date and Ethics Filer.
C. Review the JobHRISNet output for values in the VRWS End Date and Ethics Filer fields. If an employee has a value in the VRWS End Date or Ethics Filer field, copy and paste the value to the appropriate column on the Job LATS spreadsheet. 
D. Also review the employee id, name, division, bureau, section, and Work percentage (if hourly) fields for accuracy on both the Job LATS and JobHRISNet reports.  
E. [bookmark: _GoBack]Submit only the edited Job LATS spreadsheet .

12. If you have any questions, email the Pivot Team at its.dl.pivot.team@its.ny.gov.






2

image1.jpeg
Office of Information
Technology Services

f NEW YORK
STATE OF
OPPORTUNITY.





