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QUICK START: Human Resources - Payroll Hours

Description

In this example, we will assess payroll hours usage by category and department. We will
also look at different visualization methods.

Walkthrough

Open the HR_PayrollHours.xIsx template. Change the data source to the General Led-
ger cube as outlined in the Changing a Template’s Data Source Quick Start.

Select Payroll Hours Detail from the Show fields related to: drop-down list.

PivotTable Field List * X
Show fields related to:
|Pa1fru|| Haours Detail |Z|
(o
Payroll Benefits Detail
Payroll Costs

Payroll Deductions Detail
Payroll Earnings Summary

Payroll Hours Detail
Payroll Journal

You should see the pivot table below:.
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To start, add Hours Worked by clicking the appropriate check box under Payroll Hours
Detail.

PivotTable Field List - X x  Values
Hours Worked

Show fields related to:

Payroll Hours Detail E
-

= X Payroll Hours Detail

[T]AVG Hourly Amount
[]&ross Amount
[¥|Hours Worked ==

[T]0ther Pay Amount
[# [ Gross Amount Segments

To break down the Hours Worked by category, select Category Code and Description
from the Employee Hour > Hour Category folder to add it to the Row Labels area.

= j Employee Hour _L__:I Row Labels

= | Hour Category o Category Co... ™
[[]category Code |

[¥|Category Code And De... |
[]category Description

@ [ Hour Code

The Hours Worked should now be listed for each distinct Hours Category. Right-click the
OT - Overtime category in the PivotTable and select the Filter > Keep Only Selected
Items option.

OT - Over-timn I F ANL To

OTHER- Ot = oY
PERS - Pers= ﬁ' Format Cells...

REG - Regu| ] Refresh

SALARY - 5 sort N
SICK - Sick :
Filter LS
VAC- Vaca
Grand Tota [ Subtotal "Category Code And Description’ Keep Only Selected Items
Expand/Collapse 3 Hide Selected Items
& Group. Tap 10...
< Ungroup... Label Filters...
Move " Value Filters...

>( Remove "Category Code And Description”
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Locate Work Date.Calendar in the Work Date folder and drag it to the Row Labels area,
below the Category Code field.

1] Row Labels
= 5] Work Date i
+ [/|Work Date.Calendar Category Co... ™
® [|work Date. Calendar Weeks 4 Work Date.C... *

@ 3 Calendar Date

@ [ Rolling Dates

The measurement can be broken down further with additional dimensions. Locate

Departments in the Employee > Primary Job folder and drag it to the Column Labels
area.

= 5] Employee P #H Column Labels
[C|Employee Department -
= [ Employment
= [ Personal ‘

m

= .= Primary Job
[|Benefit Group
Department
[T|EEOC Categary

[FIEEAT Fimetinen

Right-click any Department in your PivotTable and select the Filter > Top 10 option.

Row Labels -TIBP[}— Building= “

- * - Clerk-Treasurer Elec- Electric Er
Copy

OT - Overtime :En‘ 6,494.50 16,338.00
#Calendar 2005 & Format Cells.. 800.25 2,261.00
+ICalendar 2006 £l Refresh 1,138.50 2,836.75
+ICalendar 2007 Sort " 1,132.25 3,213.00
+Calendar 2008 ,_:”tﬂ g
+ICalendar 2009
“Calendar 2010 'f Subtotal "Department’ Keep Only Selected Items
+#Calendar 2011 Expand/Collapse g Hide Selected ltems
+ICalendar 2012 % Group.. Top 10...
Grand Total & Ungroup.. Label Filters...

Maove . Value Filters...
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Change the department count in the second field from 10 to 3, to keep the top 3 depart-
ments by hours worked. Click OK.

Top 10 Filter (Department) | _@ X
Show
Top |E| 3 | |Ttems |E| by |Hours Worked |Z|
[ 0K ] [ Cancel ]

Highlight Calendar 2009 - 2012 in the Pivot Table. YOu can hold the left mouse button
and drag over these values or hold the Shift key and select them individually. Right-click
on any of these years and select the Filter > Keep Only Selected Items option.

Hours Worked Column Labels |-T
Row Labels -T | Elec - Electric Fire - Fire WPC - Water Pollution Control

0T - Overtime 16,238.00 26,038.75 15,013.50
= Calendar 2005 2,261.00 3,784.00 1,483.50
HCalendar 200= 1995 J5 5 0 B0 1,966.75
#calendar20( P "1 - AT AT $ - % v 2,011.25
#Calendar20( B 7 = & - A - - %) S0 2,002.50
# Calendar 2009 I 1,602.50 4,886.75 2,231.50
+ Calendar 20] 53 Copy 2,144.50
+/Calendar 20] % Format Cells... 2,329.00
+ Calendar 20. @ Refresh B844.50
Grand Total 15,013.50
Sort 3
Filter F =
|V | Subtotal Year Keep Only Selected Ttems
Expand/Collapse 3 Hide Selected Items
% Group.. Top10..
@  Ungroup.. Date Filters...

Move . Yalue Filters...
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Select PivotChart in the PivotTable Tools > Options tab at the top of excel.

Ejrore

Ifthis section does not appear, click on any value in your PivotTable

PivotChart

Select the 2D Column chart. Click OK.

Insert Chart 4 B M
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The chart helps us to visualize our departments’ overtime hours usage.
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To trend this data over the 4 year period, right-click the chart and select the Change

Chart Type option. Select the first Line Graph option.
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QUICK START: Human Resources - Payroll Hours

Right-click any of the years in the PivotTable and select the Expand/Collapse > Expand

Entire Field option.

#HCalendar 2011 =
# Calendar 2017 &1
HCalendar 2{]11: B
Grand Total

&

#Calendar2000 0 160250 A Q2R 75 2731
Lopy :;Wnrked
F t Cells... |
Format Cells loo
Refresh
iﬂl’t * .'Dﬂ ‘--'-'-—_.__-__
Filter |
00
Subtotal “Year”
Expand/Collapse * | #Z  Eypand
Group. | ™2 Collapse “
Ungroup... | 'H'E Expand Entire Field I
Move , | ™% Collapse Entire Field |
Remove "Work Date.Calendar” | Collapse to "Year” .
Show/Hide Fields b Expand to "Quarter” [
[ Expand to "Maonth” f
Show Properties in Report L [
[ Expand to “Day” (
Show Properties in Tooltips L - .

We can now see the usage as it rises and falls between each quarter.

Hours Worked
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OT - Overtime
- Work Date.Calendar -+
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