THE UNIVERSITY of EDINBURGH

System User Guide

Line Manager Guide - How to view Line Manager
Dashboard

We realise this formatting may not be accessible for all - to request this document in an alternative
format please email or call hrhelpline@ed.ac.uk.
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Introduction

This guide covers key tasks for line managers in ‘How to view Line Manager Dashboard’ system process.

The information in this guide details how to view workforce information for a direct or indirect report
(Line Manager), or an individual in your area of responsibility (Line manager with SDA role) using the Line
Manager Dashboard app.
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In Brief

This section is a simple overview and should be used as a reminder. More detailed information,

screenshots and tips is provided within the ‘In Detail’ section.

1. Click on ‘My Team’ and select the ‘Line Manager Dashboard’ app
2. Select the correct tab - Headcount; Workforce Events; Workforce Trends; Learning Transcript;

Licences and Certificates to review the information for your direct and indirect reports.

In Detail

This section provides the detailed steps and includes relevant screenshots from the system.

1. Click My Team and select the Line Manager Dashboard app.

THE UNIVERSITY
/= of EDINBURGH

Good afternoon,

Me My Team My Client Groups Help Desk Payables

QUICK ACTIONS.

Change Manager

Note: The ‘Line Manager Dashboard’ app is for line managers and returns real time data for the
line manager’s direct and indirect reports. If you are a line manager whois also a
School/Department Administrator then you will be able to bring back data for your Area of

Responsibility.
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If you selected the ‘Headcount’ tab, the following information will be displayed.

UoE Line Manager Dashboard Home Catalog Favorites v Dashboards ¥ New v

Headcount | Workioroe Events  Workfores Trends
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You can click on the three boxes - Headcount, FTE and Female employees to see further detail.

Go to Point 7 for further details.
Filters down left hand side now display:

e Business Unit
e College/ Professional Service Group (PSG)
e School/ Planning Unit
e Department
e Grade
e Job Family
e Person Type
e Assignment Status
e Assignment Category
e Primary Assignment
The Appendix shows the content of these dropdowns.

A number of default filters have been set up on each tab (Employee and Active Payroll Eligible)

but these can be amended as required.

You can use multiple filters. Example below shows all Fixed Term, UEQ7, Professional,
Administration and Operational Staff across the University of Edinburgh.
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UoE Line Manager Dashboard

Headcount

As-of Date
08/31/2021

Business Unit

University of Sdink w

College
~SesctValue- ¥
School
~SesctValue- ¥
Department

(Al Calumn Value: v
Grade

uEoT v

Job Family

Professional, Adm w

Persan Type

Employse v

Assignment Status
Active - Payroll Eil v

Assignment Categary
Fived Term v
Primary Assignment

-SelsctValue- ¥

Reset v

Wiorkioroe Events

Workforce Trends.

179.7

FTE

Home  Catslog  Favorites ¥ Dashboards ¥

54.4%

Female Employees

Refrash -Print - Expart - Add to Briefing Bock - Capy

Age Band Diversity
40.0%
35.9%

. )

5- 50

30%

300% 2Ll

25-3:

Refresh -Print - Export - Add to Brifing Book - Copy

250%
200%
15.0%
10.0%

50%
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00%
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Length of Service Diversity
450%

Refresh -Frint - Export - Add o Bri

g Book -Copy

Headcount by Age Band
800

Head Court

700
600
500
400
300
200
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Refresh - Print - Expart - Add to Briefing Book - Copy

Employee Ethnicity

Person Enicity

Other White Background EEG—S—

Information Refused IE—

0% 100% 150

50%  400%

Refresh - Print - Expart - Add to Briefing Book - Copy

3. Ifyou selected the ‘Workforce Events’ tab, the following information will be displayed.

ORACLE transactional Business Intelligence

UoE Line Manager Dashboard
Headcoun! | Worklorce Events  Worklorcs Trends

* Year
2021 -

Quarter

~Select Valua—

Month

—Select Valua— ¥
Business Unit
University of Edint
Legal Employer
~Select Value- v
Country

Seipct Value- v

Location

~Select Valua—

Grade
—Select Value— ¥

Person Type
-Select Value- v
Assignment Type

Select Value- ¥

Assignment Status

—Select Valua—

Hires
Joiners by Grade and Gender
M Femaie, # Of Hires.
% wone
Leavers by Grade and Gender

Refresh - Print - Export - Add to Briefing Book - Copy

- Frint - Export - Add to Briefing Baok - Cogy

Swaren Al v Q Advanced  OTBIHelp
Home  Catslog  Favoites v  Dashboards ¥  Neww  Openw  SignedinAs
Terminations
Joiners by Age Band and Gender
W Femaie, & Of Hies
12
10
02
08
N
02
00
Refrasn -Print - Export - Add 1o Brisfing Book - Capy
Leavers by Age Band and Gender
Muse  MFemse
a5
)
Eoas
20
15
10
- -
ne 35-44 4559

Refresh - Print - Export - Add to Briefing Book - Capy

You can click on the two boxes - Hires and Terminations to see further detail.
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4. Ifyou selected the ‘Workforce Trends’ tab, the following information will be displayed.

ORACL_E Transactional Business Intelligence

UoE Line Manager Dashboard

Headcount

= Time
2021 v

Business Unit

University of Edint w

Legal Employer

-Select Value~ v

Country
~Select Value~ v

Location

~Select Value— v

Department
HRIHR - ACEHR v

User Person Type
~Select Value— v

Assignment Type
—Select Value— v

Assignment Status.

—Select Value- v

Assignment Category

—Select Value- v

Reset v

Workforce Events | Workforce Trends

Headcount Activity - 5 Years Trend

Show View Graph (Year) v

W Period Start Headcount Il Period End Headcount

150.0 ~J
1200
/
s0.0
60.0
00

2017 2018 2018 2020
Year

Headeount

Refresh - Print - Export - Add to Briefing Book - Copy

Monthly Turnover and Termination - 5 Years Trend

View Turnover (Headcount) -

Show View Graph v

Tumover (Headcount)y

Search All v

Home  Catalog  Favorites v Dashboards v

Joiners and Leavers - 5 Years Trend
ShowView Graph (Year) ¥

M Hire Headcount M Termination Headcount
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g 200
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T ——— —— 1.0 10
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200
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Year
Refresh - Print - Export - Add to Briefing Book - Copy

Tumover by Termination Category - 5 Years Trend

ShowView Graph (Year) ¥
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Refresh - Print - Export - Add to Briefing Book - Copy

Refresh - Print - Export - Add to Briefing Book - Copy

Workforce Trends information will build up over time, starting from 2021. Note: prior to 2021 the

data is incomplete and should not be used.

Turnover Analysis - 5 Years Trend

View By Business Unit v view Voluntary Tumover (Headcount) v

6.00%

5.00%

4.00%

3.00%

2.00%

1.00%

Voluntary Tumever (Headcou

0.00%

show View Graph (Year) v

= University of Edinburgh, Voluntary Tumover (Headcount)
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Year

Refresh - Print - Export - Add to Briefing Book - Copy

5. Ifthere are no joiners or leavers for the year you have selected the ‘Workforce Events’ and

‘Workforce Trends’ tabs will display a ‘No Results’ message. See below example:
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ORACLE Tiansactional Business Intelligence
UoE Line Manager Dashboard

Headcount | Worklorce Events

Quarter

(ANl Column Vaie: w
Month

(Al Column Vaie: v
Business Unit
University of Edint v
Legal Employer

~Select Value~  w

Country

(Al Column Value: v

Locatio
(Al Column Value: w

Depariment

—Select Value—  w

Grade.

-Solect Valus- v

Person Type
~Select Valie- W

Assignment Type
~Select Value- ¥

Beaiana

at Stanie

Workdorce Trends

Joiners by Grade and Gender

W2 OfHires

@ WoResuits

didn' result i
contain incorrect values. Please check
being appiied ara shown below:

and Grade Name s notm
and | Pusiness Unit Hame is e

‘your analysis filters and s

04 s

# Ot Hires.

Refresh - Frint - Export - Copy

often cause

o Univeraity of Edinburgh
EGER )i equal o 2021, 2020

Refresh

o st
and try again. The fiters or

trict
selection steps c

Refresh - i

Search A v O Agvanced  OTBIHER  Help
Home  Calaog  Favorles v Danboards ¥ Neww  Openv  Snedinas B
Terminations
Joiners by Age Band and Gender
Ot
12
o
08
08
N
0z
oo 3544
Ago Band (voars
Refresh - Print - Expart - Copy
@ Mo Resuts
This is often caused by fiters ction sleps that are 0o

i in any d s pplyi
alues. Please check your analysis fters and selection steps, and b
being applied are shown bel

Filters

Busnoss Unit Hame is equal Io University of Edinburgh
‘and CAST (Calendar Yoas AS INTEGER ) s squal 1o 2021, 2020

Refresh

again. The filters or selection steps

u

6. You can click on the tiles at the top of each tab to drill down to the data and export it if required.

ORACLE"

Business

UoE Line Manager Dashboard

Headcount

As-of Date
03/31/2021

Business Ui

University of Edint v

Legal Employer
~Select Value— v

Country

~Select Value— v

Location

~Select Value~ v

Department

~Select Value~ v

Grade

—Select Value- v

Person Type
~Select Value— v

Assignment Type
~Select Value— v

Assignment Status.

~Select Value— v

Assignment Category

~Select Value~ v

Primary Assignment

—Select Value— v

Workforce Events  Workforce Trends

31.0

Headcount

Age Band Diversity
50.0%
400%

300%

% afWorkers
E
®

100%

Length of Service Diversity
240%

200%
16.0%

120%

% ofWarkers

H

Age Band (vears)

Refresh - Print - Export - Copy

3.5 5.9
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Refresh - Frint - Export - Copy

30.3

I

L Eon_Eonon O
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Head Court
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Reiresh - Print - Export - Copy
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Reiresh - Print - Export - Copy

7. Example of the report that appears when you click on a tile:
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ORACL_E Transactional Business Intelligence
UoE Line Manager Dashboard

Female Employee Details

Person Number Persion Name Business Unit Department Location Job Position Grade
| ] I University of  Philosophy, Dugald Head of (C1) (PAQ - Head of (C1) (PAO - UEO7
Edinburgh Psychology and Stewart Administration) Administration)

Language Sciences  Building

Return - Refresh - Print - Export - Create Bookmark Link - Copy

[ PDF

;) Excel 2007+

[ Powerpoint 2007+
{13 Web Archive (.mht)

I Data >

8. Ifyou selected the ‘Learning Transcript’ tab, all of the learning that your direct and indirect
reports have undertaken will be displayed. The transcript information will build up over time,
starting from Nov 2021.

ORACLE Transsctionsl Business lsiigence searen ar . QU adearced  Admesion OTEIWeD Hebw  SanOd

UoE Line Manager Dashboard Wome  Caidoy  Favoiiesv  Dastbcadc v Newv  Cpanw  S9N8INAS AlsksandarGeyne

sssignee
......

9. You can use the date filters to narrow down the date range results are being displayed for.

Filters
Department | —Select Value—  w Due Date Between Y i
Assignee Name —Select Value— w Started Date Between Yy e
Assigned Learning Item Title —Select Value— v  Completed Date Between Yy iy
Line Manager --Select Value-- w Apply Reset v

10. If you selected the ‘Licences and Certificates’ tab, all of the licences and certificates that your
direct and indirect reports have added to their Skills and Qualifications profiles will be displayed.
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UoE Line Manager Dashboard Wi  Cag  Feweriesw  Dssteoatsw  Neww  Opanv  SpwdinAs Aleksand Gee v

oe

Heascmnt | Woforca Events | Wontorcs Trends Lesming Transert | Licences ang Cortieatss

T ragoe s 80 vt o your Yo' Koanies s0d Coticas.

[T e —

s
— Renews! Date

Cortfcats B
Status R Commmants
o
[ 08 g8 U

11. If any of the source data is incorrect, then this can be corrected by the employee or line manager

12.

through self-service or by raising the appropriate Service Request.

For info, there is a button at the top of the dashboard called ‘Catalog’. If you happen to click on
this it will take you to the folder structure of the OTBI reporting tool. It is not possible to restrict

your access to these folders. However it is only the folder names you are able to see, you will not
be able to bring back any data.

ORACLE Tansactionsi Businass ntligonce

Semn A1 . Q Atacst OTBIMp Hep v  SignOul i
UOE Line Manager Dashboard Wome [CHEGT] Favomeew  Dmmossw  Neww  Openv  Simedinds TaraLuiy v
Weadcousl | Workfoca Events. Workiorca Tends &e

o
AsorDate 31.0 S0y T
aman gy Headoount FTE Female Employees
it

Refrazh <Pt - Expor - Cop

Age Band Diversity Headcount by Age Band
Legal Employer s 150

4529 o a0
~Select Ve
120
Country LT 29.0% g 1o 5o
—Select Ve~ w g 2350 L 70
L i 0
Location
) a0
-Select vane- W nes )
: 10
[T 00
eparin 28 2534 3844 5.5 2 2.3 344 .58
—Select Ve~ w a0 (vear: g8 Bana (Ve
’

Employee Ethnicity

Assignment Type - FTRCH
—Select Ve~ w : 13,95 12.5%

2%
Assignment Status

[
-~Select Vi~ w

an
Assignment Category

00

—Select Ve~ w oo
Primary Assignment Fonirest - Py - B - Copy
-Select vane- ¥ Refrazn - Print - Export - Cogy
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13. OTBI folder structure:

ORACLE Transactional Business Intolligence

Catalog
lav €t % @y g. Location : Modsis
4 Folders = i Tvee A v Sort Name A2 v ] Show More Detais

4 Tasks

[ Data Models

Appendix

Searcn Al - O Advanced OTBIHeR Hep w  SignOut

e Focnwv Oumowav News Opny  SoresinAs Tasianyv

e

We have set up a number of default filters but these can be added or removed if required by the

manager.

Business Unit - defaults to University of Edinburgh (but subsidiaries also listed in filter)

Business Unit

University of Edink «» AQEEEE; !Id C
— . "
[ MuLL

[C] Edinburgh Innowations Lid

[] Edinburgh University Press Lid

University of Edinburgh

[[] UeE Accommodation Lid

—i P

Search...

College/PSG - contains Colleges & Professional Service Groups
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College 30.0%
- \ —
--Select Value-- w o 280%

[[] Cellege of Arts, Humanities and Social Sciences &

[] College of Medicine and Weterinary Medicine

[[] Cellege of Science and Engineering

[[] Corporate Services

[ Information Services I
[[] University Secretarys Group

Search...

School/Planning Unit -contains Schools and Planning Units

School T D%

; .

--Zeloct Value--  w = 150%
.

[ Accommodation, Catering and Events Unit

[ #pplication Development and Operations Unit

[C] Arts, Humanities and Secial Sciencas, Collage of
[[] Bioresearch and ‘eterinary Services Unit

[[] Business School T

™ mmbrm fme Timmm | mmemime

Search...
T EINIITT I STV = 1 IIVETrsnw

Department - contains Departments within the Schools and Planning Units

Depanment - -_.
0.0%

—Select Value-- w - =05

25
(] ACE Administration i
[C] ACE Business Administration
["] ACE Business Development
[CJ ACE Catering
[T] ACE Festivals, Culture and City Events
[ 1 ACE Finance

Search...

e ™

Grade - lists all grades

Grade
--Seleot Value--  w
[JuEDz2
Cueos
[JuED4
Cueons
Cueoa

[JUEDT
Search...
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Job Family - lists all Job Families

Job Family
--Select Valug-- w
[[] Academic
[ clinical
[[] Facilities and Premises
[[] Professional, Adminisiration and Operaticnal
[ student Employment
[ Technica -

Search...
I

Person Type - Defaults to Employee (but has future option of Employee Casual)

Person Type

Employes -
CmMuLL

[ (&l Column Values)

Employees

[ Employee Casual

Search...

Assignment Status - Defaults to Active - Payroll Eligible (but list contains other options with system e.g.
Inactive - Payroll Eligible used for leavers)

Assignment Status

Active - Payroll Eli w

rers

] Active - Mo Payroll -
Active - Payrall Eligible
[] Inactive - Mo Payrall
[[] Inactive - Payroll Eligible
[[] Suspendad - Mo Payroll
-

e T — -

Search...

Assignment Category - Lists all Assignment Categories
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Assignment Category

--Select Value-- w
[] Casual "
] Fixed Term

[ Monemploy
] ©pen Ended

[l S2condment
-

k

Search...

Primary Assignment - enables you to select if data should contain only Primary Assignments,
Secondary Assignments or All Assignments.

Primary Assignment
--Select Value—- w
] (&l Column Yalues)
Mo
[(ves

Version History

Version | Date Description Approved By

1.0 February 2026 | ¢ Updated guide to new format RM/SK
e Updated screenshots

Reviewers & Approvers

Further details of the Reviewers and Approvers of this document can be found by contacting HR Process
Improvement. Please raise a Service Request using the category Continuous Improvement.
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