SuccessFactors How-To 000

Run a Seniority Report

Overview

Within three days of a job posting expiration, HR Shared Services will attach a seniority report to the requisition if internal candidates have applied for the
position and the applicable collective agreement identifies seniority as a factor in hiring.

The seniority report identifies which internal candidates are affiliated with the Personnel Sub Area (union) for the vacancy and reflects information based on the
last pay period, the dates of which can be found in the report.

Note: Seniority reports will not be provided for Home Care Attendant and Home Support Worker positions in MGEU-HC Support (home care direct service staff).

Org chiefs and their proxies may also run the report on an ad hoc basis if desired.

Note: If Org Chiefs and proxies run the report, the rules regarding seniority as it applies to hiring depend upon the collective agreement the position is covered
by, as well as other considerations. Consult with your site HR to review the report results, and determine how to proceed with filling your vacancy.

Actions to take:

e At the close of the competition (and as close to the closing date as possible), run the seniority report in SuccessFactors and export it to Excel.

e Attach the report to the requisition so it’s available for future reference. If you would like to add notes, create a column in your Excel file for this.

e If you have any questions about how to apply the results of the report to your hiring situation, contact your site HR department for assistance.

o If you believe your seniority report contains incorrect information, contact HR Shared Services at 204.940-8500, option 5.
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Run a Seniority Report

Note: Step 1 differs for Org Chiefs and HR Shared Services:

Org Chief

1. Click the Seniority Report tile on your Home page.

Navigation

Recruiting

2]

Awaiting Approval

1

Requisitions

Seniority Report

&

The Report Center screen appears.

2. Click Seniority Report in the Name column.

Note: HR Shared Services users must click Seniority Report (Unsecured).

Report Center Help & Tutorials

HR Shared Services

1. Click the Home menu and select Reporting from the drop-down.

Home

Recruiting

Onboarding

Company Info

Home / Report Center

Report Center

Seniority Report 23

Author

[T Switch to Classic View

V=T | Import

Last Modified

Recruiting Admin Dec 8, 2017, 4:06:57 PM

Report - Table

(9 View Schedules

ra
e

The Execute Seniority Report pop-up window opens.
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3. Click the Export radio button and then select Excel from the Format drop-down menu.

| Execute Seniority Report

Run Cnline Download (CSV)
Run Offline sl (») Export
e Format Excel

Report Name  Group Name Column Name Operator  Value(s) Actions
Seniority Job Requisition Job Req ID In 108; [2
Report
Seniority Candidate: Seniority Personnel In CUPE-1550(204); CUPE-1599 [2
Report Info... Subarea (204);

Cancel Generate Report
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4. Click L2 under the Actions column next to the Seniority Report Job Requisition row, then click Free-Text in the menu that appears.

Report Name Group Name Column Name Operator  Value(s) Actions
Seniority Job Requisition Job Reqg ID In 108; —[?
Report Edit
Seniority Candidate: Seniority In CUPE-1550; CUPE-

Report Info... 1599;

Note: If you select Edit from the menu, the Define “Job Req ID” Filter window will open and display a list of all requisition IDs in SuccessFactors. You will need
to locate your requisition ID number in the Filter Values column and click the check box beside it. Use the < > buttons to navigate through the list page by
page, or the << >> buttons to navigate to the first page or last page. Deselect any requisition numbers you don’t want to include by clicking the checkbox

next to them or next to Deselect All in the Selected Filter Values column.

The Enter a value pop-up window opens.

5. Enter the requisition ID number you are generating the seniority report for in the field.

6. Click OK.

Enter a value

2744
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The requisition ID number now appears in the Value(s) column and is selected for the report. The next step is to identify the Personnel Subarea for the job
requisition.

7. Click [Z Actions column next to the Seniority Report Candidate: Seniority Info... row, then click Edit in the menu that appears.

Execute Senionity Report
Run Online Download (CSV)
Run Offline =) Export
Format, Excel ~ T
9
—
Report Mame Group Name Column Name Operator  Value(s) Actions
Seniority Job Requisition Job Reg ID In 2744 [
Report
Seniority Candidate: Seniority Personnel In CUPE-1550; CUPE- wpp[ >
Report Info... Subarea 1599;
Free-Text
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The Define “Personnel Subarea” Filter screen appears and displays the list of personnel subareas.
8. Click the Deselect All checkbox in the Selected Filter Values column to ensure there are no personnel areas selected by default.
9. Click the checkbox next to the applicable personnel subarea for the job requisition. In this example, MAHCP-Prof/Tech is the personnel subarea.

Note: Review the job requisition to verify the Personnel Area/Personnel Sub Area, and match it with the text found in the Enterprise Structure diagram to
ensure you are selecting the correct Personnel Sub Area.

OK
10. Click

_ Note: You can also click the Select All checkbox
Define "Personnel Subarea” Filter under the Filter Values column to include staff
from all personnel subareas in the report. When

»~| the reportis exported into Excel, it can be filtered
by personnel subarea, site, etc.

Select All &) By My Selection Search

Filter Values Page 1 of Selected Filter Values
Select All DDeselect All
CUPE-1599 +| MAHCP-ProfiTech
CUPE-500

MAHCP-HSC
| ;| MAHCP-ProfiTech
MNU-001A
MNU-027
MNU-041
MNU-10

UFCW-532

Cancel ’ OK I

2021-12-09 6


https://sharedhealthmb.ca/files/sap-hcm-enterprise-structure.pdf

SuccessFactors How-To

You return to the Execute Seniority Report screen and the Value(s) column now displays the selected requisition ID number and personnel subarea.

Generate Report
11. Click .

Execute Seniority Report

Run Online Download (CSV)
Run Offline s Export
Format| Excel -~
Report Mame Group Name Column Name Operator | Valuge(s) Actions
Seniority Report  Job Requisition Job Req 1D In 2744; 2
Seniority Report  Candidate: Seniority Info...  Personnel Subarea  In MAHCP-ProfiTech; | [2

Cancel Generate Report
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A confirmation pop-up window opens.

12. Click Open.

Do you want to open or save report_Seniority_Report—winnipeghcT1--00700667—_5471846d....xIs from report17preview.sapsf.com? ~

Cpen Save | "l Cancel |
The Microsoft Excel pop-up window opens.
13. Click Yes.
ﬂ

e The file you are trying to open, report_Seniority_Report—winnipeghcT 1-00700667—_decle795-6757-4856-aef5-70dd 7d8 1dada. xls', is in a different format than specified by the file extension. Verify that the file is not corrupted and
é‘ is from a trusted source before opening the file. Do you want to open the file now?

e [ 1w |

Excel opens and displays Protected View at the top of the window.

14. Click Enable Editing.

report_Seniority_Report--winnipeghcTl --00700667 --_decle795-6757-455¢ 7déldada [Protected View]

Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat

o Protected View  This file originated from an Internet location and might be unsafe, Click for more details. Enable Editing

Al v Legal First Mame

A ( )
4 |Leoal First Name |Last Hame Employee D Personnel Area
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The report is now ready to save.

15. Click the File menu and select Save As from the drop-down.

E! |- report_Seniority_Report--winnipeghcTl --00700667 --_fbd3e25d-1316-4fed-ad96-bb63cb14568b [Re

File Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat

= cave

F]

Information about report_Seniority_Report--winni...

|5 save As _ ) } ]
ChUsers\cmcknight\AppDataiLocal\Microseft\Windows\Temperary Internet Files\Co...

i Save as Adobe PDF

16. Choose a location to save the report, name it, and make sure Excel 97-2003 Workbook is selected in the Save as type field.

17. Click Save.

F
%V | & = Clayton McKnight - Downloads - - &2 I Search Downloads @
Organize *  New folder == - @
|| Creative Cloud File;l Mame * | Date modified | Type

Bl Desktop

r Downloads

| Recent Places

[=l |5 Libraries
@ Documents
Jﬂ Music
[E5] Pictures

g Videos - 4] | LI

File name: | Seniority Req 2477

Save as type: IExoeI 97-2003 Workbook

Authors: Clayton Mcknight Tags: Add a tag

[™ save Thumbnail

| % Hide Foldersl Tools - I Save I Cancel

Note: It is a good idea to include the Requisition ID number in
the seniority report file name when you save the file.

This will make it easier to select when you upload and attach it
to the applicable job requisition.
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The Microsoft Excel - Compatibility Checker pop-up window opens.

18. Click Continue.

Microsoft Excel - Compatibility Checker ed |

The following features in this workbook are not supported by earlier
versions of Excel. These features may be lost or degraded when you save

o this workbook in the currently selected file format. Click Continue to save
the workbook anyway. To keep all of your features, didk Cancel and then
save the file in one of the new file formats.

Summary Ocourrences
Al
Minor loss of fidelity O
Some cells or styles in this workbook contain 1
formatting that is not supported by the selected file Hel
format. These formats will be converted to the —
cosest format available, Excel 97-2003

=

¥ Chedk compatibility when saving this workbook.

Copy to New Sheet Continue Cancel

)

The seniority report is saved in the selected location.

Next Steps

After running the report, HR Shared Services emails it to the Org Chief and uploads and attaches a copy to the applicable job requisition for future reference.
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Appendix - Report Columns

Column Information

Legal First Name

Candidate’s legal first name

Last Name

Candidate’s legal last name

Employee ID

SAP employee ID

Personnel Area

Site or facility

Personnel Subarea

Union group (e.g. MNU-10)

Time type Desc.

Time Bank (e.g. casual seniority — CUPE; MNU-10)

Seniority Hours

Accrued seniority as of the pay period date

Pay Period Date

Date the report was created

Job Req ID

SuccessFactors job requisition ID number

Job Title

Job title from requisition

Position Number

SAP position number from the requisition

Redeployment Number

Entered by the candidate at the time of application
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