NSPS Counts of Hours for Pro-Rating
This BOXI document contains nine report tabs.  The first report tab is a summary report that rolls up all of the hours for each FULL TIME employee under the categories shown in the column headings at the top in alphabetical order by employee.  The next report tab contains the detailed data for each FULL TIME employee for each pay period from the time they entered into NSPS during the rating cycle in alphabetical order by employee.  The next two report tabs are the same summary and detailed reports, but sorted by pay pool id again for FULL TIME employees.  The next four report tabs are the same reports, but for PART TIME employees, sorted alphabetically and by pay pool id.

Caution
This report depends on the NSPS Entry Date being present in every employee’s record in order to just show NSPS hours, not GS or other pay system hours that employees may have had if they were in another pay system prior to becoming NSPS during the rating cycle.  Many months ago there were some problems in the database that were causing the NSPS Entry Date to be blank.  Therefore, these employees will show up on the summary reports with NO hours listed, and will show up in the detailed report with ALL hours listed for every pay period whether they were NSPS or not.  

In order to find out when they went into NSPS, you may have to look them up in the Army Portal under the Employee Data Portlet and look at their SF50 history to see when they went into NSPS.  You can then just count the pay period data for the pay periods after they became NSPS until the end of the rating cycle to come up with the total hours worked.  
Running the Report

In order to run the NSPS Pro-Rating report, you will need a Business Objects XI account which is established through your servicing CPAC.  Once you have a Business Objects account established, use the steps below to access the report.
1. Log into the Army Portal at http://www.cpol.army.mil/
2. Click on either the “Manager” or “HR Specialist” tab depending on your access

3. Under the Automation Links, click on the Business Objects XIR3 link: 
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4. Read and heed the alerts on the Business Objects Status/Updates splash page, then scroll to the bottom and click “Logon to Business Objects”:
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5. You should now be at the Info view main screen

6. Click on the plus sign next to “Public Folders”

7. Click on the plus sign next to “Global Shared Documents” folder
8. Click on  the “Best of Breed” folder
9. Locate the BOXI document called “NSPS Counts of Hours for Pro-Rating”.  
10. You will need to make a copy of this document and not actually run it from this location. Select the document, then right-click your mouse and select “Organize” and “Copy”:
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11. Choose where you want to paste the document under your “My Favorites” folder, then right-click the mouse and select “Organize” and “Paste”:
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12. Locate the document you just copied in you’re my Favorites folder called “NSPS counts of Hours for Pro-Rating”.
13. Double click on the document name to open the report. 
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14. Click the “Refresh Data” button.
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15. Select the “Prompts”.  Click “Modify” to change the values:

16. Either type in or click on the picture of the calendar and fill in the last day of the pay period for the first pay period at the beginning of the rating cycle which is 09/28/2008 if your rating cycle started 1 Oct 2008.
17. Then click on the next line and fill in the last day of the pay period at the end of your rating cycle which is 09/26/09 if your rating cycle ended 30 Sep 2009.  There will be a couple of days of hours worked missing from this last pay period since it ended three days before the end of the rating cycle, but that usually won’t make the difference between percentages of pro-rating for an employee.

18. Click on the last line where it says “Enter NSPS Pay Pool Id Segment 1 Followed by a %”.  You can search the List of Values by inputting search criteria in the box next to the binoculars icon and then clicking on the binoculars to search.  Select the pay pool id from the list and click the arrow to place it into the box on the right. You can also type it directly into the box to the right and add a percent sign at the end.  This will capture all employees in the main pay pool and also any in sub pay pools.
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19. When you are finished filling in all three parameters, click the “Run Query” button at the bottom of the prompt screen.

20. If you want to save the BOXI document with the data you populated into it after running it, click on “Document” and “Save”. This will overwrite the original document you had in your Favorites folder with this version that has the data in it.
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