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USC-ID Lookup Report

Background

Business Process Procedure Overview

The University plans to replace SSN and VIPID as a key identifier with USC-ID in all systems. In planning for this change,
a USC-ID field is now included on most Salary Administration forms to replace the SSN field. In order to access an
employee’s USC-ID a report has been created in Data Warehouse. Users may query the USC-ID by entering an
employee’s name (Last, First) or SSN. Since new hires will not have an assigned USC-ID until they are entered into the
HR system, continue to complete the forms as you have in the past.

Note: This will report will only work for Active Employees.

Input - Required Fields Field Value / Comments
Last Name, First Name, or SSN The report allows you to search on any of these three fields.
Output - Results Comments
Name, USC-ID, Home Department, The report will return the employee’s name, USC-ID, Home Department
Class/Slot Name and their Class/Slot.

Windows Djsktop
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Internet

1. Double-Click the Internet Explorer BEEEES J icon on the desktop.
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2. Complete the following fields:
Field Name Description Values
Address Bar Type the Data Warehouse Linkin to | Enter value in Address Bar.
the Address Bar. Link:
https://datawarehouse.sc.edu/

3. Press Enter.
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_We]come to the USC DATA WAREHOUSE
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Home

Logn

Request Access
Currenl Usess
Help

«1| @ https.//datawarchouse sc.edu/cognos8/cgi-bin/cognosisapidl O ~ @ B & X || & Logon
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Please type your credentials for authentication.

Namespace:
LDAP1

User ID:

- Password:

Cancel

5. Complete the following fields:

Field Name Description Values
User ID: Enter your USC User ID. Enter value in User ID:.
Example: testuser
Password: Enter your USC password. Enter value in Password:
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Log on
is:g;@ https://datawarehouse.sc.edu/cognos8/cgi-bin/cognosisapidl O ~ @ B & X & Log on

File Edit View Favorites Teools Help

X *gCOnvert - [ Select
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Flease type your credentials for authentication.

Namespace:
LDAP1

User ID:
jwaters

Password:
.........|

| OK || Cancel |

6. Click the OK OK button.

USC Data Warehouse Portal - IBM Cognos Connection

e e @ https://datawarehouse.sc.edu/cognosé/cgi-bin/cognosisapidll O ~ @ B & X I @ USC Data Warehouse Portal.., *

File Edit View Favorites Tools Help

X *ngwert - Selecl
'1';_‘;, E Suggested Sites « a Content Manager a USC Data Warehouse - Ho... .ﬁ.' USCHR @ VIP

© iTAMS Online [Sign on] A
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Iﬂﬁ' | UsC Data Warehouse Portal | My Folders

USC Data Warehouse Portal
USC Areas of Information
UsC Data Warehouse

| Name &
Human Resources Information

| Description

7. Click the Human Resources Information 2220 Besources Information hren Resources Infonmetion hyperlink.
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& hitps://datawarehouse.sc.edu/cognoss/cgi-bin/cognosisapidl O ~ @ B & X I & USC Data Warehouse Portal... %

File Edit View Favorites Tools Help
x ﬁ&)meﬂ - [P Select

{E_'“p E Suggested Sites * a Content Manager a USC Data Warehouse - Ho... .ﬁ' USCHR & VIP . iTAMS Online [Sign on] E
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@ | USC Data Warehouse Portal | My Folders

USC Data Warehouse Portal

'eads ¢ O CHO

USC Data Warehouse » Human Resources Information

| Name & | Description
7  BudgetHR
]  CampusRedeation

EQP HR. Reports
Human Resources Reparts

Faculty Development Reports

Cognos Search

Human Resources Reports ;
Human Resources R hyperlink.

8. Click the Human Resources Reports

i @ https://datawarehouse.sc.edu/cognos8/cgi-bin/cognosisapidl O ~ @ B & X @ LUSC Data Warehouse Portal...

File Edit View Favorites Tools Help
x ﬁ Convert + [P Select
{5 E Suggested Sites + a Content Manager a USC Data Warehouse - Ho... .ﬁ- USCHR & VIP . iTAMS Online [Sign on]

—

@ | USC Data Warehouse Portal | My Folders

USC Data Warehouse Portal
USC Areas of Information
USC Data Warehouse = Human Resources Information > Human Resources Reports
| name & | Description
Emplovee Information
Rosters
(Gl HR. Use Only

Cognos Search

Employee Information ;
E ee Infocretion hyperlink.

9. Click the Employee Information
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6&9“@ https://datawarehouse.sc.edu/cognosd/cgi-bin/cognosisapidl O ~ @ B & X (2 USC Data Warehouse Portal...

File Edit View Favontes Tools Help
%Convert - @Select

‘1;"5 Suggested Sites + a Content Manager a USC Data Warehouse - Ho... _“_ USCHR & VIP ITAMS Online [Sign on]

—

@ | UsC Data Warehouse Portal | My Faolders

USC Data Warehouse Portal

USC Dats Warehouse = Human Resources Information > Human Resources Reports = Employee Information
| Name &

| Description
Employes Mame Lookup

Employee 1-8 E-Verify Inguiry

Employee Profile - Permanentannual

Er
Er
. 5% Employee Profile - Research Grants
E 3
= b

Employee Profile - Temparary

EY Employee Profile - University Affiliate
Employes USC ID Inguiry
[e%'%  Salary Employment History

Information about pay actions that
History is available for active emplo
Office of Human Resources' file.

10. Click the Employee USC-ID Inquiry Emolovee USC ID Inquiry hyperlink.
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Employee USC-ID Inquiry - Cognos Viewer

a[:ﬁ} é;‘ https://datawarehouse.sc.edu/cognosd/cgi-bin/cognosisapi.dil L~-aBcx (2 Employee USC ID Inquiry - ...

File Edit View Favorites Tools Help
x %Convert - @Select

3".:3 Suggested Sites + @ Content Manager @ USC Data Warehouse - Ho.., £ USCHR & VIP iTAMS Online [Sign on] M Blackboard Learn Human Resources - Home USCHR

Employee Number - Lookup by Name or SSN

Search for Last Name beginning with...

I—(optiona\)
...and First Name beginning with...
I—(optlona\]
...or the SSN is...
(optional)
11. Complete one or more of the following fields:
Field Name Description Values
Last Name (optional) Enter the employee’s Last Name. Enter value in Last Name (optional).
Example: Smith
First Name (optional) Enter the employee’s First Name. Enter value in First Name
(optional).
Example: John
SSN (optional) Enter the employee’s SSN. Enter value in SSN (optional).
Example: 123456789

Finish
12. Click the Finish ! button.

Example of Report Output:

ﬁ ) https://datawarchouse sc.edu/cognoss/cgi-bin/cognosisapidl O ~ @ B & X || @ Employee USCID Inquiry - .. | |
F= ER 0oy Goamrm T IR
3 @Convert v [ Select

5 [ Suggested Sites & Content Manager ] USC Data Warehouse - Ho... £2 USCHR @ VIP * iTAMS Online [Sign on] EM Blackboard Leam [ ] Human Resources - Home || USCHR - Home & Web Slice Gallery ~

() Keep this ve

Employee Number - Lookup by Name or SSN

(Active Employees Only)

| LastName | USCID | HomeDeptDesc |CIassCode| Slot |
Smith, John 734343030 DIV OF HUMAN RESOURCES AJ42 0003
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