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OSHA Report Job Aid

OSHA Reporting

The OSHA Report provides the total number of productive hours worked over a specific time period.
The hours are broken down by department / district.

To navigate to the report, go to: Main Menu > Time and Labor > Reports > OSHA Report.

Favortes Main Menu » Time arl:l Labor > Reports > OSHA Report

O SHA Report

Find an Existing Value Add a New Value |

|
Run Control ID1|OSHA_RF'T| x |

Find an Existing Value |Add a Mew Value

1. If you have never run this report before, click on the Add a New Value tab to add a run control for this

report. Enter a Run Control ID and click Add.

You should only add a Run Control ID for this report once. You can never delete a Run Control ID. Once
you create Run Control ID, you can use the Find an Existing Value, to locate it when you want to run
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the report again. See SW NAV220 Introduction to Reporting training materials for more information.

Favovri:esf Main Menu > Time anvd Labor > Reports > OSHA Report

O5HAReport

RunControl ID:  OSHA RPT ReportManager Process Monitor Run

Report Run Parameters
Business Unit:|50100 @,

*Reporting Monlh: *Year:

2 On the run control, enter the Reporting Month and Year (Business Unit will default). Then click the
Run button. The month is the period in which both hourly and salaried pay period end dates fall.
These pay periods must be closed and allocated in order to run the report for that month.

Favorkes  Man Menu > Time and Labor » Reports > OSHA Report

All pay periods ending in the requested month must be allocated.
(25102,2015)

OK

3 If all of the pay periods that end in the month (inclusive of both hourly and salaried) have not been
closed and allocated, an error message will be displayed.
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Favortes = Main Menu > Time and Labor > Reports > OSHA Report

Process Scheduler Request Anne.Looney

User ID: PPS_Anne Looney Run Control ID: OSHA RPT
Server Name: Run Date: 08/31/2015 [
Recurrence: I ~  RunTime: 11:39:27 A | Resetto Current Date/Time

Time Zone: Q

Select Description Process Name Process Type *Type “Format Distribution
OSHARe port VTARS08 SOR Report |Weh v CSY Distribution

[ o< ] cancel

4 Click Run. Onthe Process Scheduler Request page, if the Format is not CSV, change it so that
the report can be saved to XLS/XLSX.

Click OK.

Favg_rtesf Main Menu > Time ald Labor Reports > OSHA Report

OSHAReport

RunControl ID:  OSHA _RFT ReonrtManauer|F'mcess|’\a1:|nit0r||| e |

Report Run Parameters
Bus iness Unit:[50100 @,

*Reporting Momh ""rear

5] save [0" RetuntoSearch =] Natify |Be-pAdd| | Lndate/Display,|
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Click on the Process Monitor link.

OSHA Report Job Aid

Favgrites Main Menu > Time and Labor > Reports > OSHA Report

View Process Request For

User |[:r.0g Type: \ v| [Last M 1 [pays v | Refresh |

Server: Name: @ Inslance:l to |
wn gsbuon  SoveOn et
Status: Status :

Go backto OSHAReport

| save =] Nty |

Custonize| Find | View A # mrat 012020 2
Select Instance Seq. Process Type Process Run DateTi Run Status ~ DSLODUGON p
nstance . OCESS Name Ser n e/l ime un us Status S
O 54772 SOR Report VTAR508|  PPS_ANNE.LOONEY 040012014 8:04 19PMEDT  [Success  Posted  Details
[ 65471 SGR Report WTARE08|  PPS_ANNELOONEY 04/01/2014 1054 53AMEDT  Success  Fosted  |Defails

5 The Process List page displays. To see the current status of your report, click the Refresh button.
Once the process is complete (Run Status = Success, Distribution Status = Posted), click on the

Details link.

Favorites Main Menu > Time ald Labor ¥ Reports > OSHA Report
Process Detail
Instance: 654771 Type: SCR Report
Name: VTARE08 Des cription: OSHA Re port
Run Status:  Success Distribution Status: Posted
(Ron i UpdateProcess
Run Control ID: OSHA_RPT Hold Request
Location: Server Queue Request
Server: PSUNXA Cancel Request
Rec O Delete Request
urrences Res tart Request
Request Created On:  gay04/2014 3:06:33PM EDT Parameters Transfer
Run Anytime After: 04/01/2014 8:04:19PM EDT Message Log
Began Process At: 04/01/2014 8:06:51PMEDT Batch Timings
Ended Process At: 04/01/2014 8:08:36PM EDT View Log/Trace

6 Then click on the View Log/Trace link on the Process Detail page.
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FavgRes  ManMeou > TmeandLador > Reports > OSHA Report

View Log/Trace
ReportiD: 159450 Process Instance: 371113 Message log
Name: VTARS08 Process Type: SOR Repont

Run Status: Success

OSHA Report
|
Destribution Node:  hrsat Expiration Date:

Name féo Size (Dytos) Qatetime Created
Retail Repod 371113 cay 77.787 1271872013 83315 854471AMES

[Summace Dy Dist § Rel Qrg 371113 Csy 4,052 12/1872013 8331580447 1AMES

Totals By Dept 371113 Cov 72,033 121872013 83315 894471AMES

YTARZOS 371113109 2334 121872013 833 15894471AMES
208 37111308 75 1211872013 833 15894471AMES

Diatnbuton 1D Type “Diatrivetion 10

User PPS_ANNE LOONEY

7 The new OSHA report provides the data in 3 different output files that match to the 3 data

worksheet tabs previously provided by Cardinal. Click on the 1* file: Detail Report. The next
screenshots show these three reports compared to those that were previously used.

|[osrTic coE comM COP CPE ECP EOM EO2 EOL ERG ES1 OCP OS1 OT1 OT2 OTL RGH  RGS RLW RSW UOT  Total
10001 g 0 0 6 o & 0 @ O 0 o 0 0 0 o 0 15845 ] 1 0 19845
10003 0 0 15 o 0o 0o a 0 o 0 0 2 %5 0 0 3483 93639 L] 0 0 975025
10004 a o 0 o 0 o 0 0 o 0 o 0 a o o 0 73923 o 1 1023 74956
10007 1} o a o 0 o 0 0 o 0 o 0 0 0o 0o 15 2912 0 2 345 31735
10008 Q o Q o 0 o 0 0 o 0 0 425 0 0 o o 1485 o 0 253 1553
10009 a o a o 0 o 0 0 o 0 o 0 o o0 o 0 185775 o 0 139 1996.75
10011 Q 0 Q o 0 9o 0 0 o 0 o 0 o 0o 0 64 5333 L] 0 875 845
w0012 o 024 g o ¢ 0 0 0o 0 0 0 © 0 O 98 1767 24 0 15 M
10014 g a o g o ¢ 0 0 0 0 0 0O @ 0 O 0 16065 0 0 0 16063
10015 g 0o 0 g o ¢ 0 0 0 0 0 0 0 0 O 32 508335 0 32 654 921675
10017 0 0 0 o o 0 o 0 0 0 o o o 0 0 1329 25916 0 0 1018 32263
10020 0 0 14 g 0o ¢ 0 0 0 0 0 0 0 0 o 0 3068.75 0 0 M 311675
10021 Q Q 0 o o 9 0 0 LU o 0 o o o 0 13846.73 o 0 833 1332925
10024 a o 5 a o0 o 0 0 o 0 0 25135 0 O ] 6576 o 0 65 GE6E
10025 0 o Q o 0 o 0 0 o 0 o 0 0 0 o o 160 o 0 23 183
10029 a 0 a g 0 ° 0 0 L 0 0 0 0 O 1383 6776 0 0 0 2159

The Detail Report.csv replaces the Export Worksheet tab — the detailed results from the current
SQL. These are all of the details that go into the summaries and totals provided on subsequent
spreadsheet tabs.

Totals have been added to the right-most column for total hours by DEPTID (department) as well as
totals at the bottom for each TRC.
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8 For reference, this is the old tab Export Worksheet.
&3] Totals By Dept 371113.csv [Read-Only)
! A | B C D E F
1 IDIst/CO &Desc lRelated D Related DEPTID &Desc Emp DEPT Emp DEPTID & Desc Total Hrs
2 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10001 10001-Commissioner's Office 1984.5
3 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10003 10003-Administrative Services 9750.25
4 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10004 10004-Structure & Bridges 7495.6
5 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10007 10007-Communications 31735
6 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10008 10008-VDOT Enterprise Appl. Office 1553
7 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10009 10003-Business Trans & Spec Projects  1996.75
8 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10011 10011-Environmental 5484.5
9 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10012 10012-Civil Rights 2713.7
10 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10014 10014-Financial Planning 1606.5
11 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10015 10015-Fiscal 9216.75
12 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10017 10017-Human Resources 3226.3
13 0-All Central Office Orgs 10000 10000-All Central Office Orgs 10020 10020-Internal Audit 3116.75

9 Click on the Totals By Dept file.

The Totals By Dept report replaces both the DeptIDs & Totals tab and the Totals by DeptID, Dist-
Co, Relate since it contains the total hours per department but also the related department and other
descriptive information.
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DEPTID ! Total Hrs
10001 2,001.50
"0003 9,439.85
10004 7.484 60
"00a7 1,255.00
10008 1.479.50
10009 2.603.70
0011 5 T90.60
fo012 3.138.20
0014 1,765.00
10015 B.761.35
0017 3,464 05
"0020 3,159.00
"0021 14,519.50
"0024 6. 763.30
"0025 325 50
"0029 B.BBS 95
10030 £ 48375
10038 5.855.25
10040 11,749.50
10049 318.50
10053 BI6T.25
10054 1,464 60
0055 4 158.10
10056 £,331.50
"0057 15 285 .45
10059 2,964 40
"0060 4 575 25
"0071 1,6049.00
"0073 848.00
"0074 5592 50
f0102 111.00
"0104 160.00
"0105 992,00
"10106 331.50
0107 872,50
0108 2,353.50
10109 204 00
10110 571.00
0111 47200
0112 1,080.00
"0113 405.00
4 v W Districts & Desc - Related DEPTID Descr - Related DEPTID Xref Pivat by Dist & Related Org | DeptIDs & Totals

10 As a reference, the following screen shots provide the information on the DeptIDs & Totals and the
Totals by DeptID, Dist-Co, Relate tabs.

From this data on the DeptIDs & Totals worksheet, we have summed the totals by department at the
lowest level.
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Emp Total Wrs Relsted Oruco mp DEPTIOD & Denc Peloted DEPTIO & Denc DAt/C0 & Desc Pay Peviod fr To B
DEPTID oo Range

- - - - - -

o081 20015 i [] 10001 - Commessiner s Omce 0000 - AR Cermm Ofice s & CTortrn Tice “TOVIR T SO INR
003 e 10000 0 10003 - AGmiwsvatve Servces 10000 « A% Certrm Ofice Crgs 0 - Cortrat Ofice 2013080120130
00 Taa o 10000 0 10004 - Suchre 8 Briages 10000 « A8 Central Ofice Orge 0 Cortral Ofice 20930001201 083
007 126500 10000 0 10097 - Commurscatons. 10000 - Ar Carteal Oice Orgn @ - Contea Ofice 2092001201 30930
o0e 14T 90 10000 0 10008 - VOOT Enterpaipe Appt Ofice 10000 - Al Canrt Ofice Crgn O Cortr Ofice 2010601291305
009 207 10000 0 1000% - Busness Teans & Spac Project 10000 - Al Centeal Oice COrps 9 - Conkal Ofice 2013090120120930
oo 57930 10000 ] 10011 - Envecnmants 12000 - Al Covieal OBca Orgn O 20130001-20130830
ooz 113820 10000 0 10012 - Ml Rty 10000 - A Cartesl Ofice Orgn 20130001-20130030
0014 176400 10000 0 10034 - Frnancal Paasveng 10000 - Al Canteal O Orgs 2093000120130930
Mo0s a1 10000 ) 10015 - Face 10000 « A5 Conten Ofice Orgs 20130001201 50030
"oty SR Y ) 10000 0 10017 « Homan Resourtes 10000 « Mt Cartrnl OBice Orgn 2010001201 300%0
10020 1150 10000 o 10029 - demal Aot 10000 - At Central Ofice Oy 20930001201 X09%0
oozt U 10000 0 10021 - Lacadon & Desipn 10000 « A Cartrwl Ofice Ovgs 2010001201 090
oo2e ATEI N 10000 0 10024 - Matenaty 10000 - A Cacteal OBce Orgn 000N 1201 X080
0029 2590 10000 0 10024 - Safety & Pericemnance Dvision 10000 - A2 Cankeal Ofice Crgn 2090009-20120800
0029 10000 0 10029 - Regeanch Councl 10000 - AR Cartral Ofice Orgs 20130904-29120830
e 10000 0 10030 - Rght of Wy - Contrad Oice 10000 - Al Centeat Ofice Crga 20120603-20130930
003 10000 0 10038 - Tranapomation Manneg 10000 - Al Careal OB Orgs 20130003-20130030
0040 10000 0 10040 - fTech ApphcationnSDans Mot 10000 - Al Centesl Ofice Ovgn 2012000120130020
N004s 10000 0 10049 - Martenance Daviscn 10000 - Al Certrmt Ofice Orgs 2012000120106
Noss 10000 0 100453 - Teslic Engmeenny & Saivty 10000 - A1 Cortrmt Ofice Orgn 0 2030601201000
oo 10000 0 10054 - Polcy ana Legstanve Costo 10000 « M Canirt Ofice Crgn 0 Cortran Ofice 20130001 201 205X
005 10000 0 10055 - Scheduing & Contract Develog 10000 - At Cardrsl Ofice Orgn 0 - Cortra Oice 20000001261 30000
10056 10000 0 10044 - Operatons & Securty Divipcn 10000 - At Cartral Ofice Qrgn 2010012010900
i 10000 0 10057 - VOOT Leaming Conter 10000 - A8 Cardeal OS¢ Orgn 20920009 20120900
o 10000 0 10049 - Local Aspistance 30000 - Al Conteat Ofice Crgs 20120001-29120830
0060 10000 ) 10050 - Program Wanagered 10000 - Al Caresl Ofice Orgs 20920001-20130800
"oon 10000 0 10071 - Operadions Purveng Dhaion 10000 - A8 Centel Ofice Orps 201200012013090
noors 10000 [ 10073 - PPTA Progras Omce 10000 - At Certenl OBce Orga 20130001201 30030
noors 10000 0 10074 - Yoty Dvnon 10000 - A3 Corrml Ofice Orgs 20130001 20150030
o 10000 0 10502 « Asst Mme Heghwiny Satety Mgr 10000 « AR Cantew Ofice Orgn 20130001201 30850
"o 10000 0 10504 - State w@asUOe 3 My 10000 - AR Cenmal Ofice Orgn 20030001201 3083
0906 10000 0 10804 - Agst Upme - Infasavciure Sy 10000 - AR Centeal Ofice Orgn 2096001 20130930
M0%e 10000 0 10508 - Aast Mome +aohway Sately Mgr 10000 - A3 Cenral Ofice Crgn 2012060120120
0%y 10000 [ 10907 - Aast Mpmianias! Nebworr Anad 10000 - Ml Certral Ofice Orgn 2010001201090
"one 10000 0 10107 - State Coupment Wanager 32000 - Al Carteal OB Crgn ° O 20130003-20120900
nowe 10000 0 10509 - State Inastuchas Masao 10000 - Al Centeal Oice Ovgs O - Conest Ofice 20130001-20130930
o110 10000 0 10190 - Purtormance brgroversents 10000 - Al Centesl Ofice Orgs 0- Corteyd Ofice 130030
:'0"1 10000 0 10077 - Martenance Secdces & Paroer 10000 - Al Contenl OBce Orgs 0 Corten Ofce 20130030
O % Outrcts B Owec . Rebied DRPTIO Destr  Malatad OEP T Wl . P40t by Oot & Rebeed O Owotin & Totk | Totals by DeptID,Dwt CO.Rrlate - Sep 703/ T

The tab, Totals by DeptID, Dist-Co, Relate, expands upon the DeptIDs & Totals data and puts each
department with its related, i.e. rollup, department for use in the pivot table. It is an informational tab
for use in the current manual reporting process.

To reiterate, with the Totals By Dept report, you have both the DeptIDs & Totals tab and the Totals
by DeptID, Dist-Co, Relate in one.

- L= e
=l |
'y B C
1 Dist/Co Desc Related DEPTID &Desc Total
2 0-all Central Office Orgs 10000-All Central Office Orgs 196729.6
3 0-All Central Office Orgs Tatal 198729.6
4  1-Bristol District Wide 11000-Bristol District Office 31310.25
5 1-Bristol District Wide 911103-Lebanon Residency Wide 18931.8
6 1-Bristol District Wide 911109-Wytheville Residency Wide 16507.5
! 7 1-Bristol District Wide 911110-Wise Residency Wide 181422 1
& 1-Bristol District Wide Total BABSL.TS
9 2-Salem District Wide 12000-5alemn District Office 52276.65
10 2-5alem District Wide 912002-Christiansburg Residency Wide 15630.5
11 2-Salem District Wide 912007-Salem District Equip Section 6342
12 2-Salem District Wide 912010-Martinsville Residency Wide 18398.5
13 2-Salem District Wide 912016-Salem Residency Wide 14551.05
14 2-Salem District Wide 912018-Bedford Residency Wide 16611.2
15 2-5alem District Wide Total 123810

Then click on the output file Summary by Dist & Rel Org. This replaces the Pivot by Dist & Related
Org worksheet. It displays higher-level department totals along with grand totals for CO and each District.
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Sum of Tol _ [
Dist/CC = |Relatad DEPTID & Desc = [Total
=0 10000 - All Central Office Orgs 200.179.90
0 Total 200.179.90
=21 11000 - Bristol District Office 32577 80
911108 - Lebanon Residency Wide 19,010.20
911109 - Wythewlle Residency Wide 17,579.60
911110 - Wise Resid Wide-Inactie 17 685.60
1 Tatal 86.853.20
82 12000 - Salemn District Office 55,067.08
912002 - Chnistiansburg Residency Wide 13.695.00
912007 - Salem District Equip Section 6,419.75
912010 - Martinswlle Residency Wide 18,096.90
912016 - Salem Regidency Wide 13.017.55
912018 - Bedford Resdency Wide 16,302 .90
2 Total 122 589.18
=53 13000 - Lynchburg District Office 21,742.95
913004 - Appomattox Residency Wide 18,585 80
913014 - Halifax Residency 20 4B7.75
913069 - Lynchburg Distnct Equip Mgmt 4427 25
913076 - Dilhwyn Residency Wide 1530720
3 Total 80.560.95
=4 14000 - Richmond Drstict Office 60,220 15
14013 - Powhite Parkway 1,193.00
914005 - Ashland Residency Wide 20,498.70
914008 - Petersburg Residancy Wide 11,355.00
914096 - Chesterield Residency Wide 17,826.00
914097 - Scuth Hill Residency Wide 15,728.00
914089 - Richmond DWW Interstate Maint 1,302.00
4 Total _ 128,122 85
25 15001 - HamptonRds Admimstration 313.00
15010 - HamptonRids Business 3,504 60
15050 - HamptonRds Matenals 2957 50
15055 - HamptonRds Public Information 347.00
915002 - Accomac Residency Wide 8.586.70
915078 - HamptonRds Planning & Invest W 4,258.40
915098 - HamptonRds Equipmant Section 5,779.50
915101 - HamptonRds Structure Bridge Wd 6,954 20
915103 - HamptonRds EastRegion Ops Wide 40, 66660
915115 - Franklin Residency Wide 17,959.50

i » W Dstricts & Desc - Relted DEPTID Descr - Rebted DEPTID Xref | Pivot by Dist & Related Org - Deptl

12 As a comparison, this is the data displayed on the current tab Pivot by Dist & Related Org.
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