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This work instruction was last updated: 24 September 2008

Introduction to ResourceLink & Cognos reports

This Work Instruction gives an introduction to ResourceLink and to Cognos reports.
Please refer to other relevant work instructions for how to carry out specific tasks.
Related work instructions include:

e Using ResourceLink to record annual leave
e Using ResourceLink to record sickness absence

e Using ResourceLink to record other absence (i.e. absence which is not leave
or sickness)

T How to access Resourcelink on your pc
How to log in to ResourceLink

2., Changing your ResourceLink password

3., How to open an employee’s record

4 ... Logging off ResourcelLink when you have finished using it
5. How to access Cognos reports

6...... Using the Employee Work Pattern report
T Logging off after using the Cognos reporting tool
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How to access ResourceLink on your pc

1.1

Only staff who have requested and been authorised to have access to
ResourceLink will have the software available to install on their computers.

Once authorisation has been approved, the HR Business Support team will
arrange for iSolutions (formerly ISS) to remotely deploy the software to your
computer.

Once this has happened, the next time you shut down your computer and
then turn it on again the software will install.

If you click on your Start button you should find that the software is then
listed under All Programs:

& Internet Explorer
@ Outlook Express

ml Microsatt Office Exce

Click on the
"Resourcelink.piv”
icon to open

ResourcelLink

"Ei Micrasoft Office Visio

" Remote Assistance

=

E TextPad

(l:-} Windows Media Player

@ BMC Remedy User 78 @ windows Movie Maker

) RealPlayver

VE FealvMiC Wiewer

{ All Programs '. B Morthoate HR Client b Resourcelink.piv

e ——
E| Log OFf |§| Shut Down

r!.'-' start o = Fid Inbox - Microsaf. .. ) Google
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How to log in to ResourcelLink

(0 To log in to ResourceLink you need a ResourceLink password. You will be
given these at your ResourceLink training.

& Please note: you will not be able to log in to ResourceLink using your
normal computer network log in password.

1.2 Open up ResourceLink by clicking on your Start button, then locating
Northgate HR Client from the list of programmes available and clicking on
the Resourcelink.piv icon (see diagram under section 1 above). You should
see the Resourcelink log in screen:

ey
ResourceLink
Burors

-
ResourceLink

aurora

Operator |
Password I

Change ‘ off ‘

Loantiritiz Bassword

1.3 In the Operator field enter your computer network username.
14 Press the Return button on your keyboard to move into the Password field.

& Note: you cannot use Tab on your keyboard. Pressing the Tab key will
result in the following error message being displayed:

NorthgateArinso Client x|

-

| i ) 052 - MANDATORY INFUT...MUST ENTER OR CANCEL [£]

Click OK to return to the log-in screen.

1.5 Now enter your ResourceLink password in the Password field:
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Operator ECJI
Password W

Change
Password

Continue

1.6 Press Return on your keyboard.

& Note: when you click on Return, the information you entered in the
password field will disappear, however the Continue and Change
Password buttons become valid:

Cperator IZC4
Password I

Continue off

Password

|
|‘ Change
|

1.7 Click on Continue to start using ResourceLink or click on Change
Password to change your password.
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2 Changing your ResourcelLink password

You will be required to change your ResourceLink password every 90 days.
The system will prompt you when you need to change your password.
However you can to change your password at any time you like when you
log in or out of ResourceLink. To do this:

2.1 When you have logged on to the system, but before clicking the Continue
button, click on the Change Password button.

Operator IZC4
Password I

Change

CERHRE Password

2.2 The following screen will be displayed:

of MD97W02 Change Password x|

General

A new password is now required. This is because your old password
is out of date, or you have windowed for change of password,

Password |
Re-Enter I
Change Reason I VI

&% Proceed

2.3 Type in the new password in the Password field.

& Your password has to be 8 characters long, with at least one number in it.
2.4 Click into the Re-enter field and retype the password.

& The text markers disappear when you click into the next field.

2.5 Select a password change reason from the drop-down list:
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Change Reasan | =]

Code |Desc [Long Description
NEWADD  New User New User

MNEWOF  Mew Op MNew Operatar Added
SECURE  Security Security Feasons
TIME Time Time Expired

ceed

The most suitable reason will usually be the Time Expired reason.

2.6 Click on the Proceed button on the left to change the password.

' MD97W02 Change Pass |
General

A& new password is now required. This is because your old password
is out of date, or you have windowed for change of password.

Password I
Re-Enter I
Change Reason I VI

L%, Proceed

2.7 Toreturn to the log-in screen without changing your password, click on the
Exit button.

2.8 You can then press Continue to start using ResourceLink, or Off to close the
application down.
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3 How to open an employee’s record

of Northgatearinso Client - Menu Browser : =] |
Session  Edit View Help

sew--Deals =elsE-lses®d 2|
©Top @Back FastPah [ | @ % CodeView i Piinter [15 (3 Authoiisations [ Diary € Log Off

] e
7y
i Pick a task

Ef' EE Adr

r‘ Person Search

Type

g Erployes v

| HRPZAG: PreProd 14-05-10 : Current Menu : UQ_EFADMIN Printer : Not Selected [ | om | MDMENU40 | [ %
3.1 From the home screen, click on the EF Administration task.

3.2 The following screen will appear:

3.3 The following search form is made available

o Task - HRZ/Additional Increments - Employee Gelection Screen

S8 w - IFH IBER(ASNE - BodH |2

Emplayee Other Mumbers Structure Saved List Employment
Ll=toh ol =T L Eatial

IEmp\Dyee HNumber I— I

ISumame I Initials

Sex Mat. Ins. No.
Current Employee As at Date 24/03/2010
Previous Surname
Known As

|Ernp Murnber  [National 1D Mumber Start Date| For

Select [ Exit ] [ Save List ]

[Eniter an Emplayee Number CHAMGE | UM MDS5522

3.4 The Employee Number, Surname, search and select options are
highlighted

3.5 Entering either the Employee Number or Surname select search.

3.6 Select the appropriate staff member from the list
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You will only have access to records of staff working in Estates & Facilities.

If you enter a surname, which more than one Estates & Facilities staff
member holds, then the following screen will appear, whereupon you simply
click on the record you are interested in and then click on the Select button:

& You may get the following information pop-up message if/when Payroll are
processing pay — just click on the OK button to continue:

PROIV®E Windows Client

\i) “Warhing - Emplopee is being paid for period 2008 06 Std

The Absence Details screen will now open, showing any absence details
for the person you have selected.

This screen will show a row for each annual leave request, each period
of sickness absence or any other period of other absence that the
person has had. Therefore each employee’s Absence Details screen
will show more information over time.

o Task - E&F Administration - Attendance / Absence i =] 3

Session  Edit  Wiew Process Tools Display Help

00000C2€ ™ Dl BE A+ |5 - 0odDo| e

Employee

Im
o
Lo

o
o
%]

|

o
[=]
w

29/01/2010 09:00 020242010 17:00
25/01/2010 09:00 28/01/201017:00
12/01/2010 09:00 12/01/201017:00
21/12/2009 09:00 23n2/200917:00
27/11/2009 09:00 271142009 17:00
01/10/2009 09:00 121042009 17:00
21/09/2009 09:00 3040872009 17:00
01/09/2009 09:00 01/08/2009 17:00
02/07/2009 09:00 12/07/2009 17:00
21/05/2009 09:00 22/05/2009 17:00
22/12/2008 09:00 04/01,/2009 17:00
08/12/2008 09:00 1212{2008 17:00
03/12/2008 09:00 05/12/2008 17:00

|

o
o
iy

|

o
[=]
wn

|

o
o
o

|

=)
=)
=

|

o
o
@

|

o
o
[r=]

|

o
farg
o

|

o
frd
=

|

o
frd
(]

|

o
farg
w

|

o
=
S

|

REd TSR TRl TSl TSRl T TSk T e
7, Py 7 s e s S e S e S o S

7z Nt = Bt = Bl = Bt = Bt = Bt =

o
fard
tn

Add ] [Change] [ Celete ] [Expand]

IJ\PseudD—Saquence Number For Index Paging |cHANGE MM [MDa251

& Please refer to the separate work instructions to learn how to record annual
leave, sickness absence or other types of absence.
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4 Logging off ResourceLink when you have finished using it

When you have finished a work session on the system, you must log off to
prevent unauthorised access to HR data.

& Note: Failure to log off in the recommended manner can cause loss of data
and/or create a security risk. Do not just turn off your PC.

To log off after using ResourceLink:

4.1 Return to the ResourceLink main menu.

4.2 Click on the Log Off button — this will terminate your connection with the
database server. Simply clicking on the usual red/white cross icon does not
sever your connection with the database and can lead to problems:

EEX

mE%® o2
@ %Cade View £ Printer [ Sessions @.ﬁ.uthmisatinns L] D
Use the "Log Off" button.

N/
K Log 0if

Do not use the normal
Windows red cross icon.

4.3 The ResourcelLink log-in screen is displayed:

e |
Operator |
Password |
Continue Changz ‘ off
Passwaord

4.4 Click on the Off button.
4.5 ResourcelLink PRO-IV closes and the Windows desktop is displayed.
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5 How to access Cognos reports

Access to Cognos reports is through your normal log on in the ResourceLink system.
5.1 Log into ResourceL.ink.

5.2 Click on the Reports link found in the Favourites area of the Control Panel
on the left hand side of your ResourceLink Home Page.

of Northgatearinso Client - Menu Browser j =10 x|
Session Edit View Help

22 x -0 =B B = lbEdd a2l
[ @Top @eck FastPah | | @ 3% CodeView < Priner [Sessions (2 Authoiisations L Diary 3K Log Off

o . q
. —— & % EF Administration
&

Pick a task
T - .

Tope Access to Cognos reports

g Employes v

Employes Status

| HRPZAG: Preprod 14-05-10 : Current Menu ; UQ_EFADMIN Printer : Not Selected |ADD. IR [ =
& Depending on your web browser settings, the following warning box may
appear:
Security Alert |z|

r?‘; Infarmation pou exchange with thiz site cannot be viewed or
?. changed by others. Howewer, there is a problem with the gite's
; zecurity certificate.

0 The securty certificate is from a trusted certifying authority.

Q The zecurity certificate date iz valid.

The name on the security certificate iz invalid or does not
match the name of the site

Do you want ta proceed?

@ Mo ] [\-"iew Certificate

5.3 If it does, click on Yes.

The following Cognos screen will appear:
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COGNOS’ 8

nd1d06 Log Off

View Cognos content
Use Cognas Connection to access reports, analyses and other Cognos content. Information for broad distribution can be stored and accessed from shared folders and pages. Private infarmation,
persondlized content, and favorite reports can be stored and acressed from personal folders and pages.

Manage Cognos content
Use Coanos Connection to manage the Cognos content. This includes searching content, selecting output Formats, setting schedules, emaling content, and managing saved output versians.
Cognos Connection can alsa be wsed to define portal pages gathering related content into integrated subject areas.

Shows this page in the future

Copyright [C) 2007 Cognos Incorporated, Al rights reserved.
Cognos and the Cognos loga are rademarks of Cognos Incorporated.

54 This screen appears each time you log on to the Cognos reports unless you
un-tick the box labelled “Show this page in future, so it is worth un-ticking
this box the first time you ever log in to Cognos.

5.5 Your Operator log in will be shown at the top of the screen next to the link
that enables you to Log Off

COGNOS' 8

nd1d06 Log OfF

Yiew Cogr
se Cogno:

rierannaliza

5.6 To enter and view the reports, click on the Cognos Connection link under
View Cognos Content.

nd1d06 Log Off Home

COGNOS' 8 H H

View Logres-centen

Use Cognos Connection to dt§ess reports, analyses and other Cognos content. Information for broad distribution can be stored and accessed from shared Folders and pages. Private information,
personalized content, and Eavorite reports can be stored and accessed from persanal folders and pages.

Manage Cognos content

Use Cognos Connection to manage the Cognos content. This includes searching cantent, selecting output formats, setting schedules, emailing content, and managing saved output wersions.
Cognos Connection can alsa be used to define portal pages gathering related content inta integrated subject areas,

Show this page in the Future

Copytight () 2007 Cognos Incorporated. All vights reserved.
Cognos and the Cognos logo are trademarks of Cognas Incorporated.

5.7 You will now see the Cognos reporting homepage:

Page 11 of 15



UNIVERSITY OF

Southampton
cognos connection _ |1 [ —

hrkrn2  Log OFF |He| -

| Estates and Facilities Administrators ‘ To IOg Oﬂ, click here | ||:||;|

If you need a report that is not on your list please complete a report request form on the ASRP HR and Payroll
website,

BSRP HR. Website Useful links
Reporting FAQS

Estates & Facilities

Entries; - ﬂ | JJJJ

| Name &
f wWork pattern lookup

The Work Pattern
Lookup report

As you will see, you have the Estates and Facilities Administrators reporting tab
and this contains one report: the Work pattern lookup report.

When you have finished using Cognos, simply click on the “Log Off” link at
the top-left of the screen.

There are a couple of links listed which provide some additional generic
information about reports.

Please refer to the following section of this work instruction for details about
using the Work pattern lookup report.
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6 Using the Employee Work Pattern report

6.1 From the Cognos homepage, simply click on the title of the report you wish
to run — in your case click on “Work pattern lookup” report:

& Depending on your web browser settings, the following warning box may
appear:

Security Information §|

rii‘ Thiz page containg both zecure and nonzecure

?. ikems.

['a you want bo dizplay the nonsecure ikems?

[ ‘es H Mo ] l More Info

6.2 If it does, click on Yes.

6.3 You will now see the following screen:

Work Pattern Lookup MM

Southampton

Employee Mumber

#* Choices:

' 4 [ et 3 4

1) Insert employee | ©
number

Cancel

2) Click on the
"Insert" button

Select all Deselect all

3) Click on "Finish"

6.4 Insert the employee’s number in the Employee Number field.

6.5 Click on the Insert button to move the employee’s number across to the
Choices field.

Note, you can lookup more than one employee at a time by repeating
steps 7.4 and 7.5 so that there are multiple numbers in the Choices
field.

6.6 Click on the Finish button.
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6.7 After a few seconds the Work pattern lookup report should open, showing
the work pattern of the employee you have selected:

hrtrn2 Log OFf ﬁ@ | About
b b i B B - B
Work Pattern Lookup S tHN'VERS'TYtOF
Lookup only shows current post holders
Employee Marme Location | Post Number Fost Title Wrark Work Pattern Wark Wweekly Day/Session Start | End
Nurnber Pattern Dretail Pattern Hours
Start Date
' o WATERTOM, HR DD03003777  HR & Payroll BSMTWTF | SOMFTAWITIFFS0 2 Apr 35.00 Monday/aM 09:00 1z:00
TOM MR QORG Systemns 2007 . .
DEV Training Monday/PH 13:00 17:00

Adviser Tuesday/aMm  09:00 12:00
Tuesday/FM 13:00 17:00

Wednesday/aM  09:00 12:00

wednesday/PM  13:00 17:00

Thursday/aM  09:00 12:00

Thursday/PM 13:00 17:00

Friday/aM 09:00 1z:00

Friday/PM 1300 17:00

wiork pattern lookup/19 Sep 2008/11:53:00 1/7

& This Work Pattern Lookup report will show the following information:

The employee’s number and name

The post location (that is, which School / Department and division they work
in)

Their post number and title

The short and long description of the work pattern they have on their HR record
The details of this work pattern (showing day and start and end times)

6.8 This information may be useful to you when you record periods of annual
leave and / or sickness absence for an employee.

6.9 Once you have viewed the information about this employee’s work pattern,
you can return to the Cognos home page by clicking on the home icon
located at the top-right of the page:

15 4= | about

To return to the
reporting home page
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7 Logging off after using the Cognos reporting tool

7.1 Click on the 229 jcon at the top of the screen.

The following screen will be displayed:

‘22 Log off - Microsoft Internet Explorer provided by University of Southamp

File Edit ‘Wwiew Fawvorites Tools  Help

eBack T &4 \ﬂ @ _;\] f_j Search ‘i}(’ Favaorites Q‘E - ¢

Address @ htkps: ) fuwena, cognios, soton, ac,uk)cognosS)ogi-bingcognosisapi, dith_action=:xts.run

You are logged aff,

Log an adain...

@ Dane

Log on again. .
7.2 If you want to log in again, simply click on the e link.

You will then be taken back to the initial screen to enter the system.

7.3 If you have finished using Cognos, click on the white cross in the red box to
close the Web Browser window.

B=TES

‘2 Log off - Microsoft Internet Explorer, provided by University of Southampton

File Edit ‘iew Favorites Tools Help
@Back M =) \ﬂ @ ;\J /-._\J Search \;E(Favorites E‘B .v :}; ] - _J ki ﬁ

Address |@ https: ] funany, cognos. sakon, ac.ukfcognoss) cgi-binf cognosisapi. dii?b_action=xts.runém=paortalflogoff . xtsth_CamM_action=logaoff / V| Go

| /4 |

‘au are logged off, /

Log on agqain.. .

é @ Trusted sites

@ Done
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