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AutoRIF Reports

AutoRIF Reports

		AutoRIF provides a selection of 21 reports for you to select for either printing or viewing on the screen.

Select Reports		To Print/View any available AutoRIF report choose one of the following.

Select File | Reports from the menu.

Press Ctrl+R, or

Select the Reports � icon from the Toolbar.



Reports can be sent to a printer or file or you can view them on screen.

Report Dialog		When you select Reports the window shown below is displayed.
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AutoRIF Report Selection

Select the report that you want to View /Print.  Depending upon the report selected, the Sort Order options (see the table below) will change.  The following reports are available




Report Title�Brief Description�Main Data File��Abolishments�Listing of abolish actions�action.dbf��Action Listing (short)�List of RIF Actions and Placements (not as much print as Actions Listing above)�action.dbf��Actions Listing�Listing of RIF Action and Placements�action.dbf��Coming into Org Due to RIF�List of employees entering an organization due to RIF�action.dbf��EEO Statistics for Actions�RIF Action Statistical data based on normal EEO related data elements�action.dbf��EEO Statistics for Workforce�Workforce Statistical data based on normal EEO related data elements�position.dbf��Group Qualifications�Group RIF Qualifications�grpquals.dbf��Impact on Disabled Vets�RIF Action impact on Disable
d
 Veterans�action.dbf��Impact on Handicapped�RIF Action impact on Handicapped employee�action.dbf��Leaving from Org Due to RIF�List of employees leaving an organization due to RIF�action.dbf��Leftover Vacancies�List of Vacant Positions not used in RIF�position.dbf��Lines of Progression�Lines of Progression�progress.dbf��Payrates�Representative Payrates�payrate.dbf��Placement Exceptions�Placement Exceptions�plcexc.dbf��Qualifications�RIF Qualifications�qual.dbf��Quals Not Entered Yet�List of employees still needing to be placed in Round Two that have no Qualifications data entered�position.dbf��Retention Register�Fully Commented Retention Register, with Privacy Act data�position.dbf��Retention Register (No Privacy Act Data)�Fully Commented Retention Register, without Privacy Act data�position.dbf��RIF/Data Options�RIF Settings and Remarks�rif.dbf��Tenure List�Employee listing in Tenure order�position.dbf��Vacancy Listing�List of all vacancies�position.dbf��Work Sheets�RIF Action Work Sheets for employees affected in RIF�action.dbf��


Sort Order		Depending upon the report selected, the Sort Order options will change.  Some reports have several sort order options, others have no sort order options.  The following sort orders are available:



Report�Sort Orders��Abolishments�Name

CPCN

SSN

PP-SERS-GR-CL

Org-Code

Org Line 1, 2, and 3

Org Line 2, 3, and 4��Action Listing (short)�Name

Org Code, Name

Type of Action, Name

Type of Action, Org Code, Name��Coming into Org Due to RIF�Full Org Code

First character of Org Code

First X characters of Org Code (where X is any number from 2 to 17)��Leaving from Org Due to RIF�Full Org Code

First character of Org Code

First X characters of Org Code (where X is any number from 2 to 17)��Leftover Vacancies�PP-SERS-GR-CL

CPCN��Lines of Progression�Pay-Table, PP-SERS-GR

PP-SERS-GR��Payrates�Pay-Table, PP-GR

PP-GR

Rate��Vacancy Listing�CPCN

Title

PP-SERS-GR-CL��

AutoRIF Report Selection Criteria

All AutoRIF reports have pre-set selection criteria that determine which records will be output on any specific report.

For instance, the Abolishments report will select records from within the action.dbf file that have an iteration equal to the current iteration of RIF, and the Round One Action equal to ‘A’ for abolish.

Selection Criteria Box	The selection criteria edit box allows you to add to the pre-set selection criteria.  For instance, if you wanted to print the Abolishments report, and you only wanted to print abolishments for a specific organization such as the Welding Shop, and the Welding Shop had an organization code of AAWXX133A4, if you entered ORG_CODE = AAWXX133A4 in the Selection Criteria edit box, the report would only print records that met the pre-set selection criteria and the Selection Criteria you enter, in this case, ORG_CODE = AAWXX133A4.

Database Definitions		See Appendix F:  Database Definitions for a description of the database files used in AutoRIF.

Selection Data Fields		The data fields used in the Selection Criteria must match the data fields in the main data file that the report is using (see the table in AutoRIF Report Selection above to determine the main data file for each report).

dBase Expression		The Selection Criteria must be a legal dBase expression.  If you do not have a good grasp of dBase expressions, you should not use this option.

Sample Selection Criteria	Below are three examples of correct dBase expressions to be used in the Selection Criteria Box.

1.	To print a Retention Register for a single Competitive Level, such as GS-0201-11-0100, enter the following criteria.

PAYPLAN=‘GS’ .AND. GRADE=‘11’ .AND. SERIES=‘0201’ .AND. COMP_LEVEL=‘0100’

2.	To print a Retention Register without vacant positions, enter the following criteria.

TEN_GRP<>‘4’

3.	To print a worksheet for a single employee, such as SSN 5114516666, enter the following criteria.

SSN=‘511451666’

	Done Button	Press this button when you are done viewing/printing reports.

	Print Setup Button	Press this button to change the printer settings.  The Print Setup dialog will be displayed.

Sending AutoRIF Reports to a File

To send a report to a file, do the following.

1.	Enter the Print Setup dialog by selecting the Print Setup Button.

2.	Select the Generic/Text Only print driver under Printer, Specific Printer.  (You must have the Generic/Text Only print driver installed.  If this driver is not installed, see your Windows manuals on how to install print drivers.)

3.	Press the Options button.  The options for the Generic / Text Only print driver will be displayed.  Select the Wide Carriage check box and press the OK button.  This will return you to the Print Setup dialog.

4.	Press the OK button on the Print Setup dialog.  This will return you to the Reports dialog.

5.	Press the Print button.  The Print dialog will be displayed.  Select the Print to File check box and set the Print Range.

6.	The Print To File dialog will be displayed.  Enter the Output File Name and press the OK button.  The report will be sent to the specified file.

Viewing AutoRIF Reports on Screen

You also have the option to view the selected report on you PC screen.  To do this, select the report you want to see; then press the View On Screen button.

	View On Screen

	Button	Press this button to view the selected report on the screen.  The on screen viewer will show you one page of the report at a time.  From the on screen viewer you can proceed to the next page of the report or close the on-screen viewer.

The on screen viewer only allows you to step forward through the report, you cannot go back to a previous page without exiting the on-screen viewer and re-entering the on-screen viewer.

Printing AutoRIF Reports

To print the selected report, press the Print button.

	Print Button	Press this button to print the selected report.  The report will be printed on the currently selected printer.  Use the Print Setup Button to change the current printer or printer setting.  When you press this button, the Print dialog will be displayed.  Enter the print settings and press the OK button to begin printing.  All AutoRIF reports are set to print in Landscape mode, or on wide carriage printers.

	Help Button	Press this button to display the Help window.



�

�

�AutoRIF User Manual







�

�

�AutoRIF User Manual












��PAGE�
106
� - � STYLEREF "Chapter Number" \* MERGEFORMAT �
9
�:  � STYLEREF "Chapter Title" \* MERGEFORMAT �
AutoRIF Reports
�

�

�









� STYLEREF "Chapter Number" \* MERGEFORMAT �
9
��:  � STYLEREF "Chapter Title" \* MERGEFORMAT �
AutoRIF Reports
� - �PAGE  �
103
�

�

�











