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1

Introduction

1.1 Purpose

This document details the reporting functionalities available to the Faculty/Division and School/Unit

users working with Salary Budget Reporting in the new Newcastle Information and Analytics (NINA)

Portal. This user guide will cover:

Section 2: NINA Salary Budget Reporting

Section 3: Navigating NINA Reports

Section 4: Exporting Data

Section 5: Field Glossary

Section 6: HELP

1.2 Scope

The implementation of the new on-line Salary Budget Reports will give Faculty/Division and

School/Unit users’ visibility of salary spend against the approved budgets.

This training guide will assist users to be able to work with the new NINA Reporting tool for Salary

Budget reporting, clearly identifying the functionality that is required to assist these users perform their

relevant tasks in the system.

1.3

NINA Report Access

The Security around the NINA Reporting for the Stage 1 release is as below:

Position/Role

Access Level

Functionality Available

Institution Level

e Key Financial Planning e Budget Variance dashboard
Committee members e YTD Budget v Actual
e HRIS and SPP e MTD Budget v Actual
Support Roles e Budget and Actual FTE Capabilities
e Filter by Faculty/Division
e Filter by School/Unit
e All Faculty/Division Detail view/export
HR Business Partners | All Faculties and e YTD Budget v Actual
e Financial Operatives Divisions e MTD Budget v Actual
e Budget v Actual FTE Capabilities:
e Filter by School/Unit
e All Faculty/Division Detail view/export
e PVC/DVC Faculty/Division of e YTD Budget v Actual
e Faculty Associate responsibility e MTD Budget v Actual
Director or equivalent e Budget and Actual FTE Capabilities:
e Faculty Manager e Filter by School/Unit
e Own Faculty/Division Detail view/export
1.4 Prerequisite knowledge

This document assumes that readers have a clear understanding of the University of Newcastle’s

Budget and Salary Expenditure concepts.

Project Management Office v02
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1.5 Symbols

Throughout this guide you may see a number of symbols that mean the following:

I:L]J Important information to note
\Ié
‘7‘ What to do if there is a problem or the information you should be viewing is not
coming up

2 NINA Salary Budget Reporting

2.1 What is NINA?

The Newcastle Information and Analytics (NINA) Portal offers users an exciting and interactive
visualisation of critical information, including the new Salary Budget reports. Strategy, Planning and
Performance (SPP) is currently working through a queue of additional developments and new reports

will be released in batches on the first day of each month.

2.2 NINA Access

The Newcastle Information and Analytics (NINA) Portal is now available for you to access as part of
the Salary Budget Reporting group. You are one of the first users

A7 li ‘ ™= to gain access to this new and exciting system. The SPP team
IR ;

—
=

hope you enjoy working with the portal and welcome any feedback

il = or comments you may have.

= “
-

A . 1] Should you wish to view reports on your tablet device, a free app

1 I‘nln, i‘ ! must be downloaded and configured. If you wish to view reports on
o your tablet outside of the University network a Virtual Private
Network (VPN) client for Tablets will be required. SPP will be happy to assist you with this

process.

If you have difficulty accessing the Portal or experience extreme delays when loading reports, please

contact Meagan Morrissey Senior Information Analyst, Strategy, Planning and Performance.

Individual or group NINA reporting training sessions are also available through this contact.

For security purposes, access to the NINA Portal offsite (outside the University Private Network) is via
VPN. You can arrange to have the approved VPN client installed on a University laptop or home PC

via the 17triplezero IT Service Desk.
2.3 Log in

To navigate to the Portal login screen, go to NINA and save the URL to your favourites.

A quick link has also been setup on the University of Newcastle website. This is under Current Staff >

Systems and Tools > More Online Tools > Newcastle Information and Analytics (NINA).

Project Management Office v02 Page 5 of 21
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|% You can also access the portal by typing NINA into the UON website search box, then

selecting the Reporting with NINA link from the search listing. This will offer other useful

information and additional links into the NINA reporting tool.

a@ € nhitp//search.newcastle... O v & X ‘ 2 Home & Search R. ‘

x @HConvert v [HHSelect

Search
The Uni

= |NINA | succesions | I
nina dell amico \

We've found 62 results for nina / Showing 1 - 10

Staff Profile
ww edu.au
3 Dec, 2013 - Staff Profile.

ile - Cached

- Cached

1 Dec, 2014 - NINA enables authorised staff to visualise and manipulate student, research and
other university data. Customise graphs and charts for all your reporting needs. ... Reporting with
NINA. ..

HE)

o

aw -‘(Q http://www.newcastle.edu.au/current-staff/our-organisation/leadership-and- O ~ ¢ X H = Home | & Reporting with NINAM

% EFConvert - [ESelect
LLLLLLLLLLL i
NEWCASTLE

INFORMATION AND > OUR ORGANISATION
ANALYTICS (NINA)

~

MANAGEMENT Leadership and strategy

INFORMATION SYSTEM >
MIS) Leadership at UoN

- REPORTING WITH NINA

Information and Analvtics (NINA) offers you a whole new world of reporting
NINA is UON's |atest reporting tool and provides you with data at your fingertips.

L NeW Directions Strategic Plan 2013-15

::No?h? RN (RERIIEETT Positioning for New Futures 2016-2025

NINA the Management Information System (MIS) by adding impressive new
visual presentations that allow you to see data in innovative ways. Improved functionality
makes it easier for you to quickly build the analysis you need. You don't have to stare at
numbers in spreadsheets anymore - spot variations and trends while watching your data

Planning and performance

dancel
» Business intelligence

NINA enables you to
Reporting and ai

2 save your own reports, graphs and charts

» Integrated planning

2 explore your data - the only limit is your imagination

2 access reports on your tablet - find answers to important questions and demonstrate live § -
- ; » Sector update

data wherever you are on campus. " f
b »_Staff input and feedback

Enter your User ID (ie. number plate) and password within the relevant boxes in the login window.
If you enter an invalid User ID or Password, ‘The user ID or password is not valid’ message will

appear. Simply re-enter your details, then press ‘Enter’ or click on the ‘Log On’ button.

AUSTRALIA

Welcome to NINA (Newcastle Information and Analytics) @ e o

/ (B user ID or password is not valid. |

User 1D(Uni ID number plate &.g. ab123):
Bm30n

Password:
By logging in | agrea to the following tarms and conditions af uss.

Terms and Conditions of Use
camying out my dufies as an employes of The University of Hewcastie

Vacknawladge that | am bsing given access to the ytics} Portal for
Funderstand that the Portal contains information which may bs sansitie or conkdertial rlating to the University's profile and pefoemance.

i with the requisements of my duties as an smployee of the University

Faccept the importance of ity i
|understand that 15 a0 essential pan of and & beeach if suiciently seious, entitis the University 10 terminate my emplayment immedatly andior to seek damages for breach of contract
| understand thet # information i obtained fram the Poital for the purpose of presenting ancllor publishing extemally 1o the Univessiy. apgroval must be oblained. Refer to the Unhersity of Neweastie Procedure 001042 - U the Unieecsity of Bewcasil

Project Management Office v02
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What you can view in the system depends very much on your assigned role in NINA (Refer Access
Section 1.3). If authorised for the Salary Budget reporting, once you log in into the NINA system, the
Human Resources > Salary Budgets link will appear in the NINA home page.

2.4 Logoff

By default, any user will be logged out of the NINA system after 30 minutes of application inactivity.

You can also click on the Log Off option within the navigation bar in the top-right corner of the screen,
or select Log Off from the File menu.

- L= | O
el_l|@ https://va-prd.newc... O ~ @ & X ” & View Report - SAS Visual A... X ;U"D q:'? ﬁi‘

x @Comeﬂ - Selecl

n: FO View Report * & THE UNIVERSITY OF

NEWCASTLE

AUSTRALIA

- [ 3

3 Navigating NINA Reports

Authorised staff can access a range of reports via NINA and the MIS Portal. The range of reports

available in NINA are continually being updated. However, if you cannot find what you are looking for,

try the MIS Portal or complete the Information Request Form.

Users given the Salary Budget reporting access are able to view salary expenditure against budget

data in alignment with their Faculty/Division and Schools/Units assigned.

Users requiring an overarching view of all Faculty/Division data will have access to the Budget
Variance dashboard. Refer Reporting Tabs Section 3.1.5 for further information.

3.1 Working with Reports

3.1.1 Types of Reports

As a Salary Budget reporting authorised user, you have access to monthly reports in the Salary
Budget reporting hub. Depending on your access (Refer Access Section 1.3), you will be able to view

all Faculty/Division reports, or simply your own or specified Faculty/Divisional information.
3.1.2 Accessing Reports

Accessing reports in NINA is easy. Once logged in, the first page will be the NINA home page which
contains links to all reports available to you.

Project Management Office v02 Page 7 of 21
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From the NINA home page, click on the hyperlink to the report you wish to access, in this case being

the Human Resources Salary Budgets option, which will then open the HR reporting page.

30 EED

Explore a whole new world of reporting

Newecastle Information and Analytics (NINA) allows you to explore your data quickly and easily. Change the way you view data analysis
and see the potential

THE UNIVERSITY OF Education Research KPI Dashboards Build your own report

NEWCASTLE AR

AUSTRALIA iments and Load

Education

UON iternal Research Report

(Contains HERDC income, Pubs)

Taugit Load

Couwrse Pedormance Human Resources 4

Salary Budgets Audited hcome

Need Help? MIS Portal

they will oniy function for those users with Retum to the Management information System (MIS) for any additonal reporting requirements

From the HR reporting page you can access various report links, in line with your NINA access (Refer
Access Section 1.3). When you click on a reporting link, the selected report will open within your

browser.

AUSTRALIA

nﬂ [ HR Salary Budget... ¥ THE UNIVERSITY OF
NEWCASTLE

File  Help IR !

UON Salary Budget Reporting

The HR Salary Budget Reports enable Senior Leaders, HR and Financial staff members to view the Budget against the salary spend.

Financial Planning Dashboard Financial Planning
Financial Planning Dashboard €—— | i
THE UNIVERSITY OF Committee reports

N EWCASTLE All Faculties and Divisions

AUSTRALIA All Faculties and Divisions \ HR Business Parthers and Financial
Operatlves reports
Individual Faculties and Divisions
Eaculty of Business and Law Academic Division
Faculty of Education and Arts International and Advancement Division
Eaculty of Engineering and Built Environment Research and Innovation Division
Faculty of Health and Medicine Resources Division

Faculty of Science and Information Technology

Vice-Chancellor's Division \ 1
PVC/DVC, Faculty Associate,

Director or equivalent Faculty
Need Help? M Portal Manager - access to reports for
Links for restricted reparts are vi ible here however they will only function for those users with Return to the Management Inf Faculty or DIVISIOn Of responslblllty

‘sppropriste acoess

Instructions and guides are available on the NINA web page.

Project Management Office v02 Page 8 of 21
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It is also possible to use the File menu to navigate to a report. From the File menu, select either Open

or Recent (ie. to review previously selected reports) and then select the report required. The Salary
Budget reports can be found under the REPORTS > HR >
Salary Budget SEC folder in the ‘Open’ box. ltis

i
!

Open .. .
Recent ———— recommended to use the NINA home page links rather than
Close Salary Budget DIVRSCS the ‘Open’ box.
Edit Report Salary Budget_DIVVC
Refresh Report Salary Budget_DIVRI Open %
Print (pre-production) Salary Budget_DIVIA FEPC_Dashnoard Ix | =) PC)
Email ... G2y EUEEL DT SASF Data o Sa\aryEludge\ \ reu. uz
Report Properties ... Salary Budget_FSCIT by [_
Salary Budget FHEAM v Ml salany_Budget SEC
Preferences v Il FPC_Dashboard
Salary Budget_ FEDUA » [l oU_DAC
Laog Off / > oU_DVIA
>l oU_DVRI
» [l 0U_DWVRSCS
» i ou_pvve
> oU_FBUSL
> OU_FEBE
» [l OU_FEDUA
> OU_FHEAM
> ou_FscIT
» [l HR_SEC_DO_NOT_USE[+|
Name: B
Type: L(aHapph:ablslypss) \.J
Open | Cancel |
I:l]f] If you have selected a report link from the NINA home page, or HR reporting
page to open a report, you can navigate back to the these pages at any time
by clicking on the Return icon, found in the top left of any reporting pane.
3.1.3 No Access to Reports Message

When a user does not have valid access to a selected report, then the following error message will

appear (Refer Access Section 1.3).

opened.

SAS Visual Analytics Viewer x

The report UoMN/ReportsiHRSalary_Budget_SEC/
AllFacDiwiSalary Budget_AllFacDiv could not be

| Close I Show Details

Simply select ‘Close’ to cancel the error message, and then click on the reporting link for which you

have correct access.

Project Management Office v02
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3.14 Hiding the Banner

If many graphs are displayed, you can hide the Newcastle banner to gain more screen space by

clicking on the Hide banner (@ button found in the top-right corner of the reporting pane. To return

the banner, simply click on the Show banner button.

- m @ Salary Budgeto... *

W YTD Budgel @ YTD Actual
YTO Budget | YTO Actual (mislions)

Newcastle Banner

1. Budget Variance | 2.¥TD Salary Budget | 3. Moathly Salary Budgel | 4. Prolessional Stall | 5. Academic Stafl

Year to Date (YTD) Salary Budget Report

YD Budget YTO Adua

3.15 Reporting Tabs

Once the Salary Budget report is opened, you can select a different view of its report data by selecting

one of the section tabs found along the top of the report.

Depending on your access (Refer Access Section 1.3), a couple or all of the following tabs will

become available.

1. Budget Variance | 2. YTD Salary Budget | 3. Monthly Salary Budget | 4. Professional Staff | 5. Academic Staff

Report Tab

Definition

Budget Variance

Clicking on this tab enables users with Institutional access to the Salary Budget
reporting, mainly key Financial Planning Committee members and Support staff,
to view all Faculty and Divisional data. This includes different graphs depicting
variances between the budget and actual spend. Users are able to use the Filters
available to drill down to different Faculties/Divisions and Schools/Units for
Professional and Academic Staff.

YTD Salary Budget

Clicking on this tab enables users with full access to view all Faculty and
Divisional data, including graphs depicting the YTD Budget FTE and salary
against the YTD Actual FTE and salary. Users are able to use the Filters available
to drill down to different Faculties/Divisions and Schools/Units for Professional
and Academic Staff.

If a user only has access to the Faculty/Division for which they are responsible,
only this information will be displayed, and no other Faculty or Division option will
be available from the filtered list.

Project Management Office v02
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Report Tab

Definition

Monthly Salary Budget

This page will display information simply relating to the budget versus actual for a
reporting month. Again, depending on your NINA access, you will either be able
to view monthly budgets for all Faculty/Divisions or simply that for which you are
responsible.

Professional Staff

Clicking on this tab enables users with full access to view all Professional staff
data, including a summarised and detailed table of information. Users are able to
use the Filters available to drill down to different Faculties/Divisions and
Schools/Units for Professional staff.

If a user only has access to the Faculty/Division for which they are responsible,
only this information will be displayed, and no other Faculty or Division option will
be available from the filtered list.

Academic Staff

Clicking on this tab enables users with full access to view all Academic staff data,
including a summarised and detailed table of information. Users are able to use
the Filters available to drill down to different Faculties/Divisions and Schools/Units
for Academic staff.

If a user only has access to the Faculty/Division for which they are responsible,
only this information will be displayed, and no other Faculty or Division option will
be available from the filtered list.

3.1.6 Filtering Data

The drop-down menus that appear down the left of the report pane allow you to filter your data.

Ft]j Once a different filter is chosen, all graphs and table information in that reporting pane will

change in line with

the selection. You will need to select filters in each of the reporting

panes, as the filters do not transfer across into other tabs displayed.

All FacultyDivisions
Academic Division

Faculty of Business and Law
Faculty of Education and Arts

Faculty of Engineering and Built Environment

Faculty of Health and Medicine
Faculty of Science and Information

International and Advancement Division

Research and Innovation Division
Resources Division
Vice-Chancellor's Division

g

Technology

Project Management Office v02
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In the example below, there are filter options for Faculty/Divisions, School/Unit and Staff Group (ie.

Professional/Academic). On other tabs there will also be filters for the reporting months, enabling you

to view previous months of reporting data.

1.Buiget Variance | 2. FacultyDeason | 3. Monthly Butget | 4. Protessionai Statl | 5. Academie Statt

Monthly Salary Budget pport YTD BuggevyTD Actual

All Facully/Divisions

e e gt | T o o)
S0

WYTD Budget @Y7 Acual
YTO Budget | YTD Actual (millions)

ffatf Group: YTO Budget/Annual Budget
YTD Busget Annual Eudgst ¥TO Actual

Jan Feb Ma H
Reporting Perlod 4

Staff Group: Budget FTE/Actual FTE

= ~ —
= Repot;:;?sriod - e Staff Group Fesm
Fb To find your selection in a long drop-down list (eg. a list of School/Units) select the drop

down and type the first letter of the item for which you are searching. This will take you to

the first occurrence of that letter in the list and allow you to find your selection faster.

A2
&‘\ If the information displayed is not what you are expecting, it is often due to the selection of

an incorrect filter. To clear a filter, select Clear Filter from the top of the related drop-down

menu.

All Faculty/Divisions
Clear Filter

Academic Division

Faculty of Business and Law

Faculty of Education and Arts

Faculty of Engineering and Built Environment
Faculty of Health and Medicine

Faculty of Science and Information Technology
International and Advancement Division
Research and Innovation Division

Beoourcss Division

3.1.7 No Data Available

School/Unit

Clear Filter

Centre for Teaching and Learning
Chancellery Senvices

Dean of Students

Development Office

English Language and Foundation Studies Centre
Equity and Diversity Unit

Faculty of Business and Law, nfd

Faculty of Education and Arts, nfd

When using the various filters, there may be times when your selection will result in no rows of

information being returned, or a filter
containing no data. The exclamation (!)
icon will appear in the bottom corner of

the table or filter when this occurs.

Jan

Schoolfunit

Project Management Office v02
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\—

NEWCASTLE

File  Help i LT Log OF

1. Budget Variance | 2. YTD Salary Budget | 3. Monthly Salary Budget = 4. Professional Staff = 5. Academic Staff

Salary Budget Report - Academic Staff

Resources Division (674)

Information Technology

Jan

Cost Centre

W Ongoing :

M Fixed-Term 4

W Casual
OK

Cost Centre CC Description | Position# Pos Status Position Title Profile Sta... Budget FTE Actual FTE Variation FTE| Occupant Name EmployeeiJob# | Emp Status

! ©

3.1.8 Refresh Report Data
At any time, you can refresh reporting data to include the latest changes, or clear all filters. This is

done by selecting File > Refresh Report, or by clicking on the Refresh Report icon on the toolbar.
Your reports are then automatically updated with the refreshed data and all filters will be cleared.
3.1.9 Position Status Display

You can also view your graphs and tables of information in line with the position status, including

Ongoing, Fixed-Term and Casual staff. By default, all position status data will be displayed.

FJJ You can narrow the search by selecting one or multiple check boxes to B Ongoing

either activate or deactivate its option. As an option is turned on or off, the B Fixed-Term

M Casual

displayed graphs and tables will update accordingly.
3.1.10 Selecting Data

You can select multiple bars in a chart by using the ‘Ctrl’ button on your keyboard and clicking each
bar OR holding down your mouse and clicking and dragging your cursor over the area of

Variation FTE
interest. This method also works for selecting cells in a table, which will be highlighted

23 dark grey when selected.

™ This is useful if you require viewing this information in more detail, or exporting simply

the selected data.
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3.1.11 Negative Values

Any negative variances in a table will be depicted in red with either a minus sign (-) for FTE values or

brackets around dollar amounts, as seen below.

Variation FTE Month Budget Month Actual
Negative i
FTE values \ $327,695 $376,710
. 53,207
0.0 $30,609 $31,322

Month
Variance

Negative Dollar
Amounts

To drill down to certain information, click on the cell required (or select multiple cells by using the ‘CtrlI’

key and clicking on the cells required), which will then display this selection in the detailed table area.

Salary Budget Report - Profesional Staff

AIGROUP I ) Protessiosa..

Ouclew | BUgMFTE | Pojeced | CumenlFTE | VaaFTE | Mon Budgel
FTE

a8
08
27
11

sazsa

s7401
sa1886
320875

=m w0t
@ Hew 05
i Hew 05
.]Il‘l Hew 06
.TW\

Wanih Salary

Commitment | Total Expecied Gost
s
1788
s38728
521090

$171,148 s208.630
740
110038 $145.458

555,668 85901

S

Cost..] Po.| Pus Staius_ Posta..| Probie Status Budgat F1E] 0. E..| Emp Status
010 801 Ongoing Adminis. in 05 Se o4 Ongoing
010|801 Gngoing Adminis. I 05 0. 38 | ongoing
010 604 Gngoing Adminis. in 10 W 11 Gagoing
10 605 Gngoing Ferson...In 08 HL 32| Gngoing
10, 610 Cngoing School . In 10| Gr. 32, Ongoing
1010, 631, Gngoing TeamL. In 10 .. 31. Ongoing
1010 M. Crgoing Adminis. 0wt Se. B4 Cngoing
1010..| 40| Gngoing Adminss.. Out Wi 32, Cagoing
1010 EO..| Gngoing Schot .| 0wt . |6e 2. cagoing

5 sup

7 suB

OceType
=B

Occlevl | Dcc Step
Hewde I
Hewde o
Hew 04, o
How 05, o
Hw 08 o
o
o
o
o

suB

suR
0B
Y
=08
=08

Haw 06
Hew 04
Hew 05
Hew 0

Dccupancy Start | Occupancy ead

CurrenlFIE | Variaion FTE
[ 02
08 03
10 a4
1w a1
1 04
1
e
1
1

04

o0
PH
<3

50 |
21
50

a0
03

80
130
20

Detailed
Table

20
20

R

3.1.12

Expand/Collapse Data

To clear a selection in a chart, table or button, use 'Ctrl' and Click.

In tables with an established hierarchy (ie. you will see a plus sign and an arrow, as in the example

below) you can drill through the data to see information at a specific level.

Clicking on the plus sign ¥ to the left of an Occupancy Level will expand the view to list all Cost

Collectors associated with this level, while using the arrow Bl will drill down to display only that level

data.
Occ Level Budget FTE Actual FTE Wariation FTE Month Budget Month Actual Ionth ¥TD Budget ¥TD Actual ‘
Variance
\m Hew 03 0.4 04 0.0 52,086 52,773 52,086 52,688
= Hew 04 25 _ 54 $12,123 $2,076 510,046 $12,123 $2,970
= Hew 05 0.7 06 0.1 54,230 54,387 _ 54,230 54,212
E & Hew 06 _ 51,969 _
& Hew 07 1.0 0.0 10 55,402 55,314 5178 55,402 55,274
& Hew 09 23 20 0.3 522,760 526,647 522,760 525,688
& Hew 10 1.0 10 0.0 512,146 512,749 - 512,146 512,242
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Expand - Drill - & /
Occ Level . Cost Collect Budget FTE Actual FTE Variation FTE | All GROUP H... Professiona... Hew 04
AR Hew 03 04 04 0.0 Cost Collector ... Budget FTE Actual FTE Wariation FTE Month Budget
1010236 - 25 54
Mewcastle Law 1010236 - 25 54 $12,123
School - Mewcastle Law
\‘ Callaghan Schoal -
ElE Hew 04 1010238 - 0.1 04 Callaghan
Newcastle Law 1010238 - 0.1 0.1
School - Newcastle Law
NewF:aslle School -
Geang Newcastle
Subtotal: Hew 04 5.4 Precinct
& Hew 05 07 0.6 0.1
EIElHewi0s : : To return to the earlier listing, click on the previous
B & Hew 07 1.0 0.0 1.0
EIE Hew 09 23 20 03 grouping button, being ‘Professional’ in this example.
EIE] Hew 10 10 10 0.0
To Collapse the listing, click on the minus sign El

R

relevant Expand or Collapse option from the menu.

Expand or collapse all by right clicking on the column header required, then selecting the

| Al GROUP H.. Professiona...
~N Occ Level Budaoet FTE | Actual FTE Variation FTE Month Budget Month Actual

\ Drill Up to All GROUP Hierarchy

@ Expand OccLevel 0.4 0.0 52,086 52773
B Collapse Occlevel - 54 512,123 52,076
. g 0.6 0.1 54,230 54,387
f— Export Crosstab 1 (1) (1) . _
B E Hew 07 10 0.0 1.0 $5,492 $5,314
B E Hew 09 23 20 0.3 $22.760 $26,647
B Hew 10 10 10 0.0 512146 $12,749

3.1.13

Displaying Chart Values

To display the value associated with a particular data series in a chart, simply hover over the area you

require displayed (as seen in the example charts below).

Year to Date (YTD)

Salary Budget Report §
*@o

Staff Group
YTD Budget [ YTD Actual / Anni

| == TD Budget YTD Actual

Annual Eudgel‘

ual Budget (millions)

$20
$10
50-+-

520
§40 -

Professi.. | Academi.

Reporting Period

831 --

52 --

1 -

%0 |

W YTD Budget O YTD Actual

--- ¥TD Budget | YTD Actual (mill Staff Group: Professional Staff
Bl = - - = oo o e e e noeeieecceeceeo-ooo---

Professional Staff

Academic Staff
Staff Group
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3.1.14 Resizing Table Columns

You can resize a column in a table by simply hovering over the column header border, then clicking

and dragging to size. A double-headed arrow Ak will appear when hovered over the border (as seen

below).
Cost.. | Positiond| Pos Status | PositionTitle »Profile Status | BudgetFTE| Actual FTE| Variation FTE| OccupantName  EmployeelJobi# | Emp Status | OccType | Occlevel | OccStep | Oceupancy Start | Occupancy end
1010236-. 1234  Ongoing  Administrative As.. Qut . . . Smith, 3am 522201 Ongoing  HDA Hew 04 04 . .
1010236-.| §1333 | Ongoing  Executive Officer  In 0.1 00 01 | Phelps, Pat NI102 Ongoing | CON Hew 07 05
1010236~ §1560  Ongoing  Executive Officer  Out . . .| Percy, Tnish 31222701 Ongoing | CON Hew 07 05 .
1010236 -.| g1722 Ongoing Administrative As . In 10 10 0.0 | Jones, Brenda 326211-01 Ongoing SUB Hew 04 04 08/08/2014
1010236-. §1725  Ongoing  Executive Officer  In 10 . 10  Stevens, Wendy | 403332-01 Hew 07 05
1010236 -.| f1812 Ongoing Administrative As.. In 0.1 04 -0.3 | Manor, Jon 361833-01 Ongoing SUB Hew 03 01
1010236-. g1g74  Ongoing  Administrative As.. In 10 49 50  Walters, Peter 31582202 Ongoing Hew 04 04
1010236-.| 1856 | Ongoing  Legal Practitioner | In . . . | Marley. Marg 42201102 Ongoing | CON Hew 09 02
] o 4aindz Y

I:l]j Double-clicking on a column border will also resize the column to its column header size.

3.1.15 Sorting Data

Sorting of data in the tables is available by clicking on any of the column headers, which will sort the

table information by that column in ascending order (which will show an up-pointing white arrow = ).

Click the column header again to sort in descending order, depicted by the down-pointing arrow

You can also right-click on any column and select Sort, then click on either the Ascending or
Descending option. A tick beside an option depicts its current selection, as seen here with the tick

beside the ‘Ascending’ option for the Cost Centre column.

Costl gont — T Accenang Jatus Budget FTE Actual FTE|  Variation FTE
R Export Detailed Salary Budget Report - AcademicStaff Descending 0.0 : 0.0
1010232 " Faculty of Busi... G1..0 Ongoing " Lecturer "In 0.0 . 0.0
1010232 Faculty of Busi...  61.. Ongoing In 0.5 . 0.5
1010232 Faculty of Busi... G1.. Ongoing In 0.5 . 0.5
1010232 Faculty of Busi... 60.. Fixed-Term Out 0.4 . 0.4
1010232 Faculty of Busi... &1.. Ongoing Lecturer In 0.0 . 0.0
1010232 Faculty of Busi... 61.. Fixed-Term Lecturer Out

1010232 Faculty of Busi... 60.. Ongoing Deputy Head of.. In 1.0 1.0 0.0
1010232 Faculty of Busi...  61.. Ongoing In 0.5 . 0.5
1010232 Faculty of Busi... &1.. Fixed-Term Out 1.0 . 1.0
1010232 Faculty of Busi...  61.. Ongoing In 0.0 . 0.0
1010232 Faculty of Busi.. 62.. Ongoing Out 0.7 . 0.7
1010232 Faculty of Busi...  61.. Ongoing Lecturer In 0.0 . 0.0
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3.1.16 Maximising Graphs

All charts and tables can be maximised by simply clicking on the required object and then clicking on

the box shape (ie. Maximize button) in the information tab that appears above the object.

OO —_

[ B Month Budget @ Month Salary |

Month Budget / Month Salary (millions)
$1.25 -
£1.00
$0.75
50.50

$0.25 —
$0.00 |

Professional Staff Academic Staff
Staff Group

To return an object to its original size, click on the double box shape (ie. Restore button) in the information tab.
vosk—

4 Exporting Data

The new NINA application facilitates exportation of all your Faculty/Division Salary Budget data into an

Excel spreadsheet, where further reports can then be generated.

This will be particularly useful for senior leaders to view the detail behind any variances found in the
reports. An option is to click on any negative value in a summarised table, and then export the
detailed table list that appears below.

Data can be exported from individual report objects by right clicking on the object and then selecting
'Export <object name>' where <object name> is the name of the graph or table you wish to export. In
this example exporting the detailed table listing shows as ‘Export Detailed Salary Budget —
Professional Staff’.

Cost Collector | CC Description | Position# Pos Status Positic Sort » ACM Variation FTE| Occupant Name  Employee/Job#
1010456 - TAF... TAFE Recovery-.. Ongoing Admini Export Detailed Salary Budget - Professional Staff / 1.0 -1.0 | Jones, Sally

1010523 - Rec... Records Mana... Ongoing Information Officer | In 0.1 . 01 | Peters, lo

1010523 - Rec... Records Mana... Ongoing Information Officer In 1.0 1.0 0.0  Smith, Peter

1010523 - Rec... Records Mana... Fixed-Term Administrative Assistant Out . 1.0 -1.0 | King, Chris

1010091 - Stud.. Student Suppor. Ongoing Administrative Project Officer Out . 1.0 -1.0 Fisher, Ellie

1010312 - Sch ... Sch of Architect... Ongoing Administrative Azsistant In 0.6 0.6 0.0 Gibson, Deb

1010312 - Sch ... Sch of Architect... Ongoing Administrative Azsistant In 11 04 07 Drisedale, Sam

1010312 - Sch ... Sch of Architect... Ongoing Administrative Assistant In 1.0 1.0 0.0 Colins, George

4
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Selecting the Export option will open a dialog box containing export options (as seen below).

Export or Save As x
Rows: Columns:
(=) All rows (=) All columns
() Rows () Selected columns: i
. . Various columns can be selected
From: 1 = To: (1 = Cost Collector -
Position# by using the ‘Selected columns’
Fos Status . h | k h |
Boeition Tile option, then clicking the columns
FRIR LS . required from the listing below.
[+] Formatted data
By default, All columns will be
() Exportto: | Excel 2007 Workbook (*.xlsx) v
(=) Save as: [Comma—Separated.\u’alues (*.cav) |v]4— exported.
| ok || cancel |
T (o) (cance
1
FJJ It is recommended to select the 'Save as' option and '‘Comma-Separated Values (*.csv)'

from the drop-down list to ensure that a saved version exists. Exporting in an Excel format

is also workable, but remember to save any additional formatting made to the export file.

4.1 Capturing Screen Shots

The best method for capturing screen images, such as the graphs and Faculty/Division and
School/Unit screen shots, is by using the Windows 7 Snipping Tool. This will enable you to save
graphs to a document for distribution to the various Senior Leaders, if required.

This can be accessed by selecting the Start menu > All Programs > Accessories > Snipping Tool.

| Accessories | -

B Calculator

B Command Prompt Ann-Maree Mabbutt
@2 Connect to a Metwork Projector

!J Connect to a Projector Documents

=1 Getting Started

4 Math Input Panel Pictures

j Motepad _

@l Paint L=E

& Remote Desktop Connection

15/ Run

'(.% Snipping Tool

t Sound Recorder Gl
Sticky Motes

@ Sync Center

o Windows Explorer

Z] WordPad

.. Ease of Access Help and Support

.. System Tools

.. Tablet PC

Back

Computer

Devices and Printers

Default Programs

4

|55:r:r" programs and files 2 |
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Once activated, you will notice the ‘New’ box is selected and a plus sign will appear when you hover

over the screen. Click and drag over the area you want to capture, and a red box will appear around

your selection. Release the mouse when you have the area you require and the captured image will

appear in the Snipping Tool work area. Simply use Edit > Copy (Ctrl + C) and then Paste (Ctrl + V)

functionality in the file requiring the capture.

Select a snip type from the menu
orclick the New button.

Click on amonth to filter the detail displayed below
Reporting Period Month Budget| _ Month Actual| Month Variance
Jan $26,073105  $19.210,262 6,862,844

‘Top 5 Monthly Salary Spend
Al Faculty/Divisions

University Salary Budget Variances

YTD Variance (millions)
8

1. Budget Variance | 2. YTD Salary Budget | 3. Monthly Salary Budget | 4. Professional Staff | 5. Academic Staff

[] ongeing Data is current as at 1110212015
[ Fixed-Term

[ casual

Jan
Reporting Period

Top 5 Month Variances: Budget - Actual Salary

Academic Division
Faculty of Health and Medicine
Resources Division

Faculty of Education and Arts

Faculty of Science and Information Technology

F t t
0 $1
Month Actual (millions)

Top 5 Monthly Salary Spend - All SchoolsiUnits
SehoollUnit

Information Technology

Infrastructure and Facilities Senvices

Newcastle Business School

Schoal of Medicine and Public Health

Academic Division, nfd

83

500 502 504 506
| Month Actual (millions)

> Field Glossary

Academic Division
Vice-Chancellors Division
Research and Innovatian Division

(missing)

International and Advancement Division

t i t i
S0 100,000 200,000 300,000 $400,000
Month Variance

Top 5 Month Variances: Budget - Actual Salary All Schools/Units
SchooliUnit

Information Technology -
Faculy of Engineering and Built Environment, nfd
Infernational and Advancement Division, nfd -
Offce DVC (Academic) |

uoN smnsmr{

(5600,000) (5400,000) (5200,000) 50
Month Variance

In the cross-tab and detailed table of information for Professional Staff and Academic Staff tabs, the

following defines the fields displayed.

Report Label Definition

Cost Centre

The seven (7) digit cost collector code used for reporting financial costs for
organisation units or projects.

CC Description

Short description of the cost centre.

Position#

The position number for the current record displayed.

Pos Status

Position status for the position displayed, ie. Fixed-Term, Ongoing or Casual staff.

Position Title displayed.

Displays the position title description, which aligns with the position number

Profile Status

The Profile Status is recorded on the position record to indicate if the Position is in
or not in the Operating Budget. Values will be either “In” or “Out”.
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Report Label

Definition

Budget FTE The approved full-year Operating funded Full-time Equivalent (FTE) value.
FTE value applicable to staff members for the reporting month. FTE is reduced
Actual ETE proportionally when staff members are on Long Service Leave, Parental or Leave

Without Pay for any period within the month, or where a staff member
commences or ceases employment within the month.

Variation FTE

Budget FTE value minus the Actual FTE value for the reporting period.

Month Budget

The approved Budget amount for the month including salary oncosts. The budget
value is proportioned over 12 months based on the number of working days in
each month.

Month Actual

Displays the value of salary and oncosts charged to the cost centre for the
reporting month. Salary expenses are for the number of working days within the
month. Actuals will vary where:
e Salary expenses related to prior periods where cost centre changes have
been performed.
e Additional expenses related to Enterprise Agreement salary increases.
e Backdated salary rate changes applicable to individual staff, such as HDA
or part-time working arrangements.
o A staff member commences or ceases employment within the month.

Month Variance

Month Budget amount minus Month Actual amount.

Occupant Name

Surname and Preferred Name of the staff member.

Employee/Job#

Staff member’s unique Staff number and their Job number for the current Job
reported.

Emp Status

Employment status of the staff member, which can be:
¢ Ongoing — Ongoing appointment.
e Fixed-Term — Fixed-term contract.
e Casual — Casual employment.

Agency staff and external contractors are not included on the report.

Occ Type

Type of Occupancy the employee is on during the period reported.
e SUB — Substantive role.
e CON — Concurrent. Temporary arrangement that overrides the
Substantive role, such as a secondment or reduction in working hours.
e HDA - Higher Duties Allowance or Relieving Allowance.
e VAC - Vacant. No staff member against that position for the period.

Occ Level

Academic or HEW salary level assigned to the staff member as per the Enterprise
Agreement. Staff on salary rates higher than standard Academic or HEW level will
display as HEW10+ or Level E+.

Occ Step

Salary Step that the staff member is on within the salary level.
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Report Label

Definition

Occupancy Start

The start date of the staff member if commencing in the current year.

Occupancy End

The end date of the staff member if ceasing in the current year.

Current FTE

Current Position fraction for the reporting period.

Annual Leave Days

Number of days of Annual Leave taken (and paid) since the start of January in the
Calendar year. The FTE will remain unchanged.

Other Leave Days

Number of days of Other Leave days taken (and paid) since the start of January
in the Calendar year. The FTE will remain unchanged.
Leave types included are:

e Personal

e Paid Study
e Jury Duty
e Sick

e Examination
e Roster Day
e Workers Compensation

This is the number of days of Long Service Leave/Parental/Leave Without Pay

LSL/Parental/LWOP Leave taken (and paid) since the start of January in the Calendar year. The FTE
Days will reduce proportionally by the amount of days taken during the reporting
period/s.
The approved Budget amount for the months up to the reporting period month for
YTD Budget ! .
the reporting year (calendar year). Salary oncosts are included.
YTD Actual This is the YTD value for all months in the reporting year up to the reported

month. eg. the April YTD sums salary expenses for January to April.

YTD Variance

YTD Budget minus YTD Actual

Fac/Div

Faculty or Division Name Short Description, eg. FEBE for Faculty of Engineering
and Built Environment. For use when data is exported.

Schl/Unit

School or Unit Name Short Description, eg. SENG for School of Engineering. For
use when data is exported.

Reporting Period

Month of reporting period. For use when data is exported.

6 HELP

Help, FAQs and user guides can be found as links on the NINA HR reporting page and also on the

NINA help webpage.

For additional information on the Staff Profile Management and Reporting project and FAQs see here

Or contact your HR Business Partner and/or Financial Operative directly.
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http://www.newcastle.edu.au/current-staff/our-organisation/leadership-and-strategy/planning-and-performance/reporting-and-analytics/a-whole-new-world-of-reporting/nina-instructions-and-help
https://www.newcastle.edu.au/current-staff/working-here/it-and-computing/building-for-the-future-it-projects/staff-profile-management-and-reporting/_nocache

