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I. Introduction

FHR Navigator has a variety of different reports that are associated with certain modules for which
customers need management information. This document describes how to use the Reports Functions
of FHR Navigator to efficiently access these valuable accessory tools.

Note: If your agency does not subscribe to particular modules (for example, Case Tracking) those reports
will not be available to you. However, all FHR Navigator customers have access to the “Users” Report. A
link to the Reports function will be found on the left-side menu.

Reports Available in the Reports Function

The list below is illustrative, since management reports continue to be developed and modified. It
represents typical report titles and descriptions available to FHR Navigator users, depending on the
modules their agency subscribes to, and on the viewing privileges afforded to their “role” by their

agency.

Reports Home

Cases and Details Grouped by Status (#320) This report lists cases grouped by the current
status of the case and within a specified date
range. The date range tells the program to
select all cases that have been edited within the
specified date range. This report also displays all
the details of a case.

Cases Assigned to Me (#325) This report lists all cases assigned to the user
running the report. The cases may be open,
closed, or both. For each case, the report shall
display only the last detail/step of the case.

Cases Grouped by Activity (#497) This report lists cases grouped by activity (e.g.,

process forms).

Cases Grouped by Activity with all Case History (#363) This report lists all case history grouped by
activity. This report includes all case history.

Cases Grouped by Case Detail/Step (#316) This report lists cases grouped by case
detail/step (e.g., Process Forms).

Cases Grouped by Case Owner (#303) This report lists all cases grouped by their
owners for a specific role (e.g., HR Specialist).
For each case, the report shall display only the
last detail/step of the case.

Cases Grouped by Case Type (#304) This report lists all cases grouped by their case
type (e.g., Retirement).
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http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_13
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_20
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_25
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_37
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_18
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_24
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_17

Cases Grouped by Status (#321)

Cases with a Particular Step in Case History

Cases with Specific Step (#302)

Number of Week Days between Two Steps (#310)

Open Cases Number of Weekdays (#324)

Unassigned Cases (#382)

This report lists cases grouped by the status of
the case and within a specified date range. The
date range tells the program to select all cases
that have been edited within the specified date
range.

Search all cases by a step name to find cases
that have at least one step that matches or
partially matches your search criteria in the case
history. You can search by the full name of the
step or search by part of the step name.

This report lists cases that have a particular
combination of case type, activity, and
detail/step. For each case, the report shall
display only the last occurrence of the
detail/step indicated in the parameter.

This report displays the number of week days
between two steps in a case. For each case, the
report shall display only the last occurrence of
the detail/step 1 and the last occurrence of the
detail/step 2. This report ignores cases where
the last occurrence of step 1 is after the last
occurrence of step 2.

This report lists open cases and the number of
weekdays they have been open from the time
they were created until today. There is an
optional date range that tells the program to
select all cases that were created within a
specified date range.

This report lists all unassigned cases grouped by
the case type.

Announcements Applied To (#24)

Certificate Expiration (#183)

List all vacancy announcements applicants
have applied to. Can search by applicant
name and date applied date range.

This report lists all Certificates that are about
to Expire or those that have already expired.

Delegated Examining Quarterly Workload Report (#223) This report gives the details of Delegated

Examining Quarterly Workload.
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http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_15
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_36
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_19
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_21
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_26
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_27
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_14
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_23
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_16

Recruitment Requests Grouped by Organization This report lists Recruitment Requests
grouped by organization.

Vacancy Announcements Closing Report This report lists all open vacancy
announcements that close within a date range
and is ordered by soonest-to-close first. It
also includes addional filters such as
occupational series, title, grade, and others.

PD+
Staffing Plan Report (#140) This report gives the details of the Staffing Plan.

Users

FHR Navigator Users and last login (#349) This reports lists all users (with non-employee role) and the
last time they logged into FHR Navigator.

ALERT: This report contains ALL users in your agency.

Access to FHR Navigator Reports

User Account Administrators have the capability to designate which reports are accessible to each “role”
in their agency. Administrators should refer to the User Account Administration Quick Guide for
instructions.

II. Filtering FHR Navigator Case Tracking Reports
The largest group of FHR Navigator reports pertain to the Case Tracking module. Depending on the
needs of the manager, reports can be filtered in different ways. Here are some highlights:

Cases Grouped by... - These basic reports list all assigned cases grouped by case type, owner, step,
and other information. Each report has a summary based on the grouping that shows the number of
cases in each group that meet your search criteria.

e (Cases Grouped by Case Type

e (Cases Grouped by Activity

e (Cases Grouped by Step

e (Cases Grouped by Status (Open/Closed) — groups cases by open or closed status
e (Cases Grouped by Owner
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http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_35
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_34
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_28
http://integ.fhrnavigator.com/frbweb/restricted/submitMenu.do?operation=processLeftMenu#row_22

Other Important Reports - These are additional basic reports that most agencies will need or
find useful

e Step Duration Report — shows the progress of each case. For each case, the report shows when the
case reached each step and how many days the case sat in each step

e Unassigned Cases

e (Cases Assigned to Me

Non-Typical Reports - These reports have specialized features or uses

e Open Cases Number of Weekdays — Calculates duration of cases in terms of the number of week
days instead of calendar days

o Number of Week Days between Two Steps — Calculates the number of days in weekdays between
two selected steps

e (Cases with Specific Step — Requires a case type, activity and step, and returns a list of all occurrences
of the step for all cases in the selected activity

e (Cases with Particular Step — Allows you to search by the name of the step for multiple activities and
case types. Returns a list of all occurrences of the step for all cases

Reports Search Filters
Most reports can be filtered by the following search parameters:

e (Case Type — Identifies the type of work performed
e Activity — Identifies the type of work performed at a more detailed level than Case Type
e Detail/Step — The step a case is currently in. Most cases flow through several steps before closing
e Status — Whether the case is open or closed
e Last Edit Date — When the case was last updated
e Case Created Date
e Owner —The owner of the case
o Performance Metrics — Ability to flag cases that do not meet performance standards
o Open longer than a certain number of days
o Not updated in more than a certain number of days but still open
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IV. Report Formats

Reports can be downloaded in several different formats. The preview always shows the PDF format. The

available formats include:

e PDF —Includes graphics and summary information. Non editable and printer friendly.

e MS Word — Similar to the PDF format, but in an editable format

e Excel —includes just the data without any graphics to make it easy to work with in Excel.

e (CSV —this is a text format that may be useful if you need to plug your data into a different

system or process

Report Example #1: Cases Grouped by Case Type
This report lists case information for all cases that meet the search criteria and provides a summary at
the end of the report that is broken down by Case Type. Some examples of ways to filter the report

include:

e Created in the past month
e last edited in the past month
e C(Closed in the past month

e Assigned to one or more selected individuals
e Flag or highlight cases that took longer than 30 days to complete
e Flag cases that have not been worked on in more than a week

Cases Grouped by Case Type

*Case Status: a0 o]
Last Edit Date:

Create Date! | 1wo/4/2012

Highlight cases that oo not meet a

Dowrload Report A% poF
I summary only

Required fields are marked with an asterisk *,

This report lists all cazes grouped by their case type (e.g., Retirernent).

to

to

Cwiner Mame: ™ CONTRACTOR, KIMBERLY <kimberly+first@econsys.com>
Last name, Arst name ¥ KETTNER, KIMBERLY <kimberly+ 1@econsys.com >

To add another caze ownet, enter names here, ..

Flag Cases! ¥ Open longer than |70 | days

selected performance metic W Mot updated in more than |20 | days but stil open

=l

Preview Report Download Report

Figure 1 - Search criteria for the Cases Grouped by Case Type Report
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E m Cases Grouped by Case Type
Last Edited Date Range Filter: Not Used
NMI(;AIOR Case Created Date Range Filter  10/30/2012 to Anytime
Flag cases that are: Duration more than 80 days.
M Benefits Separation
251 M Classification M Training
FERGCA
20 Hiring
151 On-boarding
Payroll
104 Performance
M Personnel Actions
5 M Pre-Employment
ecruitmen
HR tment
0- - W | Retirement
Open Closed
Case Type: Benefits
Case Status: Open
Number of cases: 15
Case Days Since Duration in
Case Owner Number Employee Name  Case Activity Case Detail/Step  Last Updated Updated Case Create Date Calendar Days
Thenna Jr., Fdic 1317 Thenna Jr., Fdic N Assist Regarding Benefits  Assist Regarding Benefits  11/18/2012 5:50 PM ea74 22012 17:50 6a.74
Thenna Jr.. Fdic 1206 Thenna's, Sam A Assist Regarding Benefits  Assict Regarding Benefits  11/08/2012 2:48 PM 80.87 /0872012 14:46 80.87
Thenna Jr., Fdic 1285 Thenna'S, Sam A Assist Regarding Benefit=  Assist Regarding Benefits  11/08/2012 2:38 PM en.88 1082012 14:38 80.28
Thenna Jr., Fdic 1204 Thenna's, Sam & Assist Regarding TSP Assist Regarding TSP 11/02/2012 235 PM 088 TIDS2012 14:35 ense
Ortiz, Michael 1385 Test, One Test-User Pracess Forms Submitted 0114/2013 4:40 PM 1378 42013 1542 1278
Thenna Jr., Fdic 1378 Thenna Jr., Fdic N Pracess Forms Submitted 01/08/2013 4:38 PM laTe 01082013 16:368 1878
Faic, Admin 1358 Forms, Test & Frogess Forms Submitied 1202002012 1250P0 3885 201250 SEES
Kettner, Kimberly 1357 Blue, Midnight Process Forms Submitied 121182012 1:27 PM 082 12190212 13:27 aa.82
01/28/2013 11:38 AM Page 1 of 9

Figure 2 — Cases Grouped by Case Type report in PDF format.

The report includes a bar graph that shows the workload broken down by case type, followed by
detailed information about each case, and a summary at the end that includes statistics broken down by
case type. The detailed listing of the cases highlights cases that are flagged. Flagged cases do not meet
performance criteria that are part of the parameters for the report.

If desired, you can run the report in summary-only mode which will produce the graph and the summary
statistics. The summary statistics include the following information for each case type and open or
closed status:

e Number of cases

e Average duration — number of days between when the case was created to today or when the
case was closed

e Number of cases flagged — number of cases that do not meet performance criteria

e Percent of cases flagged — percent of cases that do not meet performance criteria

e Percent performance met — percent of cases that meet performance criteria
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Cases Grouped by Case Type (#304) This repart: lists all cases grouped by their case type (2.0, Retirerment ),

*Case Status: a1l =

Last Edlit Date; | o |
Create Date: | 10/30/z012 |to| |
Ownier Mare: | |

Last name, Akst Bame

Flag Cases: | open longer than days

Mgt cases Bhat o not meet a
sefected peremance metic [ Mot updated in more than |:| days but still open

Download Repart A5 pop =1

Required fields are marked with an asterisk ™,

Preview Report Download Report

Figure 3 - The 'Summary Only' flag will result in summary statistics of the data without listing information about each case
individually.

ﬁ Cases-Grouped-by-Case-Type-(-304)-23.pdf - Adobe Reader - IEIIZI
Ele Edit Wiew Document Tools Window Help x
= A

i'.l
1T

2% =i e e[ @]k ] ERE

Open Closed Total -

bl S e B ol vl I S R el S e RN

Benefits 15 5944 3 2000% 8000% | O NIA NIA NA NA 15 5944 3 2000% B80.00%

Classification | 1 58.93 0 000% 10000%| O NIA NIA NA NA 1 58.93 0 000%  100.00%

FERCCA 3 773 0 000% 10000%| O NIA NIA NA NA 3 773 0 000% 100.00%

Hiring 1 6207 0 0.00% 10000%| O N/A NIA NA NA 1 62.07 0 000%  100.00%
On-boarding | 27 4517 3 11.11% 88.89% | 1 8.88 0 000% 10000%| 28 4387 3 1071% B89.29% |

Payroll 7 36.53 0 0.00% 10000%| O N/A NIA NA NA 7 36,53 0 000%  100.00%

Performance | 1 75.97 0 0.00% 10000%| O N/A NIA NA NA 1 75.97 0 000%  100.00%

P:";i‘)o"nle' 5 5228 0 0.00% 100.00%| 1 9.00 0 000% 10000%| 6 4506 0 000% 100.00%

Bﬂpﬁ’mem 1 67.93 0 0.00% 10000%| O N/A NIA NA NA 1 67.93 0 000%  100.00%
Ad|

Figure 4 — Summary statistics broken down by cases type. For each case type, the summary shows the number of cases,
average duration, number of cases flagged, and percent of cases that meet performance standards.
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Report Example #2: Step Duration Report

This report shows what steps have been completed for each case that meets the search criteria. For

each case, the amount of time spent in each step and when the case entered the step is displayed. Cases

that have taken too long in a particular step can be highlighted, or cases that have taken too long to
process overall. Some examples of ways to filter the report include:

e Show the progress of Recruitment cases

e Show the progress of Personnel Actions

e Created or edited in the past month

e Closed in the past month

e Assigned to one or more selected individuals

e Flag or highlight cases that took longer than 30 days to complete
e Flag cases that have not been worked on in more than a week

Step Duration Report

* Case Status:
* Case Type:

* Activity:

Last Edit Date:
Create Date:

Crener Mame:
Last nams, Frst name

Download Repart s

Shows the progress of cases by listing how many days the case spent in

each step.

al =

Recruitrnent ;I

Recruitrment Request ;I
to

ng/n1f2012 to

To add caze owner, enter name here,,,

PDF =1

Required fields are marked with an asterisk *,

Preview Report Download Report

Figure 5 — Search criteria for the Step Duration Report
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File  Edit

View Document

Tools window Help *

=M

B =iz @@ [we - (@] o] = ] R - @1 =

E [:] Step Duration Report -

Last Edited Date Range Filter: Not Used
N AV' G ATO R Case Created Date Range Filter 08/01/2012 to Anytime
Flag cases that are Last udpated more than 100 days ago. Duration more than 100 days
Report Key: Each Cel Date of Step D Current Step Flagged - days in step exceeds allowance
Contains: Nurnher of Step not reached Flagged - total case duration exceeds
days in step allowance -~

Date Case Tracking Steps Performed and Duration in Calendar Days

Subrritted | Managemen| Budget | PD Review FD Mot Info | Certificate Initiate Other Case Closed
Case tApproval | Approval Classfiied | Requested | Returned | Onboarding | (Define in | Reassigned Total
Murnber, Comments) Druratian far
Chvner 8
1093 08/1 012012 081012012
KETTNER,
I BE RLY 01 167.31 167.42
1098 e 72012 | osi20i2012| oerosraoz| oenrizotz| osr7izonz 09/05/2012
ALGOMINO,
FRED 0.00 0.00 295 0.00 014 157.27 160,36
1101 0812012012
KETTNER,
WIMBE ALY 167 37 157,37
1102 08/2012012
KETTMER,
KIMBE RLY 167,37 167.37
1105 082212012 101221201
KETTNER,
KIMBE RLY 60,67 84.29) 15515
1107 082712012 08/30/2012 0873012012 100152012
KETTNER,
KIMBERLY 3.32 0.0 4599 RUA) 483 -
17.00% 11.00in 4] | L|_I

Figure 6 - Step Duration Report Example showing progress of Recruitment Requests created since August 1, 2012.
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