Departmental Employees Report — NWRDERP Instructions

This report is to find the payroll information of all employees in your Department or Unit. You
will receive an email with an attached Excel Worksheet (.csv file) or you may review the output
and save the file. You can re-sort the file the way you want (per your needs).

Who has access to the report?
Anyone who has access to “HR Query Forms” can run the report. Enjoy it!

Go to: NWRDERP and enter the Parameter Values:

01) Choose: B =Board Appointed, N = Non-Board Appointed, A = All Employees
02) Midlevel — Can be blank for entire university
03) Department (Timesheet Roll-Up Code) — Can be blank, but must have Midlevel

04) As of date — Can be previous date, use current date for most current information

05) Email output files? — “Y” (email to you) or “N” to review — (Options, Review Output)
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Instructions on how to import into Excel follow below
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Click on Options, Save File to Client
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Save File to Client

You can saveisasa

» .csv (comma delimited file) OR
> as a.txt (text file) —in case you
need to modify within Excel

Open .txt file in Excel: select “Delimited for Step 1 of 3 for Text Import Wizard”
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Text Import Wizard - Step 1 of 3 2 S|

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Mext, or choose the data type that best describes your data.

Ciriginal data type

Choose t type that best describes your data:
i@ - Characters such as commas or tabs separate each field.

(:) Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 | File origin: | 437 : OEM United States |

[] My data has headers,
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Select “Comma” in

Delimiters for Step 2 of 3
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Text Import Wizard - Step 2 of 3 ? 2
This screen lets you set the delimiters your data contains., You can see how your text is affected in the
preview below.
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Select each column and specify if “Text” as below. Hint: watch for Mid-Level, PCN, Suffix and Timesheet Orgn
(TS_ORGN) as they should all be text, not Numbers. Hit “Finish” and you have a spreadsheet.
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Text Import Wizard - Step 3 of 3
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This screen lets you select each column and set the Data Format,

Column data format

) General

‘General’ converts numeric values to numbers, date values to dates, and
all remaining values to text,

) Date: | MDY
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Do not import column (skip)

Data preview

Zepersl Geperzl Cepersl
5T _WMAME [FIRST MNAME OREANIZATION MID LEVEL -
Fuzanne Mniversity Research [fniwversity Research
Ehatzoglou Crystal Feography College of Science
Ehatzoglou [John Feography College of Science
EERott hahal Independent Study Nice Prov for Academic | =

3

Cancel ][ < Back




