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Logging in / Logging out of FAST 
 
Logging onto FAST 

 
1.  Open  a new browser 

a. This can  be done by pressing the “Windows Key” in the lower left-hand corner of the screen 
and searching for the name of our browser (ex. Internet Explorer). 

2.  Go to MyWestern (https://mywestern.wwu.edu/mywestern/),  
a. then select EMPLOYEE and Millennium FAST Finance / HR under Technology Tools 

b. Alternates: 

i. https://millfast.admcs.wwu.edu/FastPortal_Prod/DesktopDefault.aspx 

ii. http://wp.wwu.edu/hr/2015/09/04/fast-hr-links/  and select “FAST (production)” under 

the “FAST-HR Links” section 

3.  When  you connect to FAST, the Universal Login Page Opens. 
a.  Enter your Univers al User Name and Password and click  Login.  

 

 

 

4.  Read the Western Washington University Code of Responsibility for Security  and  
Confidentiality of Records and Files and click I  Agree . 
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Profile Information 
 

Profile Information lists your Name, WWU ID, Username, Email and has two tabs, Global Settings and Page 
Specific Settings. Click  (User Name) next to the Logout option to open your profile information. 
 

 
 

Default Tab 
 

 

 

 

 

 
 

Your W# 
Your WWU universal login username 
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You can set a tab to default by clicking on the       button. 
 

 

 

 

 
 
Click the “ ” button to delete the tab default 
 

 
“Hamburger” button  
 

Use the “Hamburger”   button to compress the navigation bar 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Use the “Hamburger”   button to expand the navigation bar 
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About using the Reporting Pages 
 

The Human Resources Reporting page is where you select your filter options, run the report, and 
then  use any of several options to further customize the  output.  

 
To select, Click Human Resource Reporting located on the 
Navigation Bar to  the  left side of the  Fast -  HR page .  
 

FAST Application, Page Title and Description: This includes a brief 
description about the report. Click  the underlined Human 
Resources Reporting to return to the FAST -HR home page 
(alias cookie  crumb).  

 
For Example; the  picture below was taken after running the 
Employee Summary as a filter option which  can be found under 
Employee Tab on the  menu.  

 
Make more room on the page: Click this arrow icon  to hide the 

FAST header.  

Report Options : Select a tab for Filter Options  (default), Help , or +  More . 

Page Notes : Specific information; can be viewed in the context- sensitive h elp or below the  
Report  Options. A link is provided for additional information and descriptions about the  reports.  

 
Displays Data Refresh  date/time.  

 
 

 



 

 

+ More: The + More tab allows you to select variety of options in one single tab. If you don’t find certain tab on 
the page, then click + More where you can select specific option which you are considering. It provides three 
options of saving data, connecting with the networking, sorting columns, and displaying tabs. 

 

 

 
 

   Pinned Reports: Save your reporting page so you can use it again, with options to e-mail the report. 
 

   Advanced Options: Column options for the data grid, including functions and sort order. 
 

  Edit My Tabs : Display a tab or uses as an option under + More  tab.  

 

Adding New Tabs / Edit My Tabs 
This option allows you to add new tabs on the page, and edit your selection in which you want to use different 
functions. Edit my tabs enables you to decide which options should you open automatically when you open the 
page, and which one you should open from the + More Tab. This option leaves you to apply the changes at the 
end for your user account, all pages or the page where you are currently on. 

 

 
How to change the settings in Edit My Tab 

1.  On any page of FAST Human Resources Reporting, click + More tab option and then  Click  
Edit My Tabs. 

 

 



 

 

2.  From the option These settings will affect the following pages select one of  the  
following:  

 
�x Select All if you want to apply the changes to all pages in Human  Resource  

Reporting.  
�x Select Name of the Current Page if you want to apply the changes to  the  

page where you are currently  on.  
 

3.  You can make changes to these settings (You may not have access to all  Tabs)  

 

 

 
4.  At the end when you are finished with setting changes, click Save and Apply  Changes.  

 
 

If you applied the settings to the current page only, as long as you are on the same page, you can open Edit My 
Tabs and click Reset to change your settings back to what they were. 

 

 
About Filter Options 

 
Filter Options is the default Report Options tab and opens automatically after you select an item from the 
menu. There are several different filter option controls and you can use them to minimize and sort data in your 
report. 

 
The types of filter options used for a report depend on the report and how it was set up; many of the filters 
relate to columns or fields in the report. The filter options dialog box also has two buttons: Clear Filters and 
Execute Report. Selecting filter options is optional; however, on some reports they are required. These are 
labeled with an asterisk. 

 
In this image, eight different types of filter options are used. 
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Filter Options Table 
 
 
 

Date Combo box 
 
 
 
 
 
 

Drop-down list 
 
 
 
 
 
 

 
Multi -search box 

 
 
 
 
 
 
 

Multi -select list 
 
 
 
 
 
 

 
Operator drop-down list 

 
 
 
 

 

Search box 
 
 
 
 
 

Text box 
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Dynamic Function 
 

The Dynamic function is a filter that uses selection by name instead of searching items in the list. The dynamic filters 
are available in the following filter controls: drop-down list, multi-select list, search box, and multi-search box. If the 
filter option has been set up with dynamic filter functions, this icon  displays next to it. 

 

 
What is a sticky filter? 

 
A Sticky Filter is data that has been used as a filter option on a previous report and is carried over and applied to the 
same filter options on the current report. Some of the lists are very long and the sticky filters may not be obvious; you 
might have to scroll down the list to see them. If you do not want to use the sticky filters, you can click the Clear Filters 
button. 

 
In this example, the filter options for the Employee Group multi-search box and Status multi- search box were on a 
previous report, so the data for those filters are carried over to the current report. 

 
 

 
 

 
Save Filter Option 
In the Filter Options section, you can save your filters by clicking on the save icon. You can remove the saved filter by 
clicking on the icon. The saved filter only applies to that specific report. 
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Clearing filter options 
 

In the Filter Options section, you can remove all selected filters by clicking 
Clear Filter Options . The button is located at the bottom of the filter options dialog box.  

 

 

 
 
 

Caution: This will also clear default filters, i.e, “Status” and “Deceased Indicator” 
 
 

 
About Advanced Options 

 
For each Column in the report, there are several advanced options, including displaying columns in the data 
grid, column sorting, and sort order. 

 

 

 

�x Displaying columns : Select the check box for each Column Name you want  to  
display in your report. Clear the check box if you do not want the column in  the  
report. Click the button to Select all Columns or Select no Columns.  

 
�x Column sort options : Select the columns you want to sort your report  by.  



 

 

Column sort options 
 

There are two options to select a column to sort by, on the reporting page or in the advanced options. 
 

To select your column to sort by on the reporting page 
1.  Click the column title you want to sort  by.  

2.  Click one of the  following:  

 Ascending (ASC)   

 Descending  (DESC)  

An up or down arrow displays beside the column title. 

3.  Click the column heading and then  to Remove Sorting for the  column.  
 

To select your column to sort by in Advanced Options 

1.  Click the Report Options bar (or Show  Options ).  

2.  Click the Advanced Options  tab.  

3.  From the Column Sort list, select one of the following for the column you want to sort  by:  

  Ascending  (ASC)  

   Descending (DESC) 
The column name and sort type moves to the Column Sort Order box. Repeat to sort by more columns. 

4.  If you are sorting by more than one column, you can select an item in the Column  Sort  
Order box and click Up or Down to change the sort order.  

5.  To remove an item from the Column Sort Order box, click it and then click  Remove  
Selected  Items . 

 

Overview: Group Functions 
Group functions can be used to take detailed data and summarize it by specific fields (columns). You can 
apply a group function to one field and use one or two other fields to group the data by. There are six types of 
group functions (some fields do not use average and sum) 

 
 
 
 
 
 
Count 

Example: Citizen grouped by Employee class 
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Count (and Display) 
Citizen Count (and Display) grouped by Employee Class and Citizenship. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Maximum 

Highest Salary grouped by Job Class and Position 
 
 
 
 
 
 
 

 
 
Minimum 
Lowest Salary grouped by Job Class and Position 
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Average 
Average Accrued hours grouped by Leave and Class code 

 
 

 
 
 
 
 
 
 
 
 

Sum 
Total (Sum) Actual Salary grouped by Job Class and Annual Salary 

 
 

 
 
 
 
 
 
 
 
 
 
 

Generally, group functions aren't used with unique fields, for example, date or internal id, because they already 
have summarized data. 
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Using group functions 
1.  Select the Advanced Options  tab.  

2.  Cross Tab  allows you to create reports without going through selecting many options  like 
Disable, Column Name, Group Function, and Column Sort . In cross tab y ou will have to 
select the option s you are looking for such as “Employee Class ” menti oned in in the 
example below. Then  populate  it with the suitable function , and calculate as either 
“Maximum ” or “Minimum ” which  will create a report of the  options you have selected . 

 

 

 

 
 
 
 

 

 
 
 

3.  In the Display column, clear the check boxes for the columns  you don't want to see  the  
data for. (The column sort and group functions are  removed.)  

You can also click Select No Columns and then select the check boxes for the columns you want. 
 
 

4.  For the field you want to summarize the data for, select one of the fol lowing from  the  
Group Function  list:  

�x Count  
�x Count (and  Display)  
�x Maximum  
�x Minimum  

 
5.  Click Execute  Report .  

The report displays Citizen Count grouped by Employee Class and Citizen. 

6.  Click the Report Options bar (or Show  Options ).  

7.  You can do any of the  following:  

1.  To display the full report: Click Clear Advanced Options and then  Execute  
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�x Help Button: Includes options for table metadata and online documentation help resources. 

 
�x Drill Down: The data included in the report with a blue hyperlink may be clicked to show additional 

information. 
 

�x Export Buttons: By clicking on the PDF, Excel, or XML icon, you may export data in a specific format, 
depending on the icon you choose.  

 
 

•  Email:  This option (only available in some reports) allows you to send an electronic mail to 
all the participants listed in the Report Results and attach forms if required.
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Custom column filters 
After you run your report, you can click a column title to use the custom 
filters. With this tool, you can limit the amount of items on the page by 
filtering on a specific column, sort a column in ascending or descending 
order, or hide any column in the report. 

 

Filtering by column 
 

1.  Click a column  heading.  For example: Last Name  

2.  Click  Apply  custom  filters   . The Custom  Column  
Filtering  dialog box opens. Select an  item from the  list. 

3.  There are different drop -down lists depending on the type  of  
data in the column: Text, Numeric, and  Date.  

4.  In the text box —depending on the type of dialog box —do one of the  following:  

1.  Text dialog  box  

a.  Enter  text  

2.  Numeric dialog  box  

a.  Enter a number  

3.  Date dialog  box  

a.  Add the date using one of these  options:  

i.  Click the  calendar.  

ii.  Type it in this format: dd/mm/yy.  

5.  Click Apply Filters . Records matching the filter criteria  open.  
 
 
Sorting by columns 

1.  Click a column  heading.  

2.  Click one of the  following:  

o    Sort Ascending 

o  Sort  Descending  
An up or down arrow displays beside the column title. 

5.  Click the column heading and then   to Remove Sorting for the  column.  
 
 
Hiding and showing columns 

1.  Click a column  heading.  

2.  Click   to Hide this  column . 

3.  To show the column, click the Report Options toolbar and then  Advanced  
Options . 

4.  Under Display , select the check box for the  column.  

5.  To reopen the report, click the Report Options  toolbar.  
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Drilling down within a report 
 
You can click any blue hyperlink in a report to drill down and show more detail about that item.  
 
 For example, on the Employee Summary page, you can click a link in the Employee ID 
column... 

 

 

 
 

...to open the Employee Detail Information  page.  
 
 

You can then click  Return to Previous Page .  
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Exporting to PDF 
After you have executed your report, you can export the data in PDF (Portable Document Format) and open 
the file or save it to your computer. Exporting to a PDF has a limit of 65,000 records. 

 
To export to PDF: 

1.  Click   
Sample report format: 

 

 

 
 

2.  In the File Download dialog box, click one of the  following:  

�x Open: the report opens in PDF  format.  

�x Save : continue with remaining  steps.  

3.  From the Save in list, select a  folder.  

4.  Verify the File name is correct, if not you can change  it.  

5.  In the Save as type box, make sure Adobe Acrobat Document is selected.  

6.  Click  Save . 
 

Exporting to Excel 
After you have executed your report you can export the data to an Excel spreadsheet. If the reporting page 
has dollar amounts and the total displays at the bottom of the page, it will be included in the Excel 
worksheet. The export has a limit of 500,000 records. 

 

To export to Excel: 
1.  Click Excel    

Depending on your computer settings, one of the following happens: 

�x The report opens in  Excel.  

�x The report opens in your browser in a spreadsheet  format.  

�x The report automatically saves to your hard  drive.  

�x The Internet Explorer Information Bar  opens.  

�x If the File Download dialog box opens, continue with the remaining  steps.  

2.  In the Save in box, select your folder.  
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3.  In the File name box, type the filename, or accept the  default.  
 

4.  In the Save as type box, select Microsoft Excel  Worksheet .  
 

5.  Click  Save . 
 

Exporting data in XML format 
Once you have executed a report, you can export the data in an XML (Extensible Markup Language) format 
and insert it into a database application. 

 

To export the data in XML format: 
1.  Click   

Sample of the XML code: 
 

 

2.  When the browser window opens, click File | Save As and save the file to a  different  
location.  

 

Using the e-mail control 
The e-mail control is used on the Employee Summary page in FAST Human Resource Reporting. You can 
send e-mail to individual employee or to all employees in the list. 

 

To use the e-mail control: 
1.  Do one of the  following:  

�ƒ Find the employee and in  
the E- mail column,  click   

�ƒ At the bottom left,  click  
Send e - mail to  all  
employees . 

The employee name is inserted in the To box. If 
you are sending e- mail to all employees in the 
list, all addresses are inserted. 
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2.  The From e-mail address defaults to your login. If you want to use a different  one,  
click in the blank field and type the e -mail  address.  

3.  Type a  Subject .  

4.  Click Browse to add one or more  Attachments . 

5.  Type a message in the Body of the  e-mail.  

6.  Click Send  E- mails .  

7.  After the message is sent, click Close  Window . 
 
 
 
 
Dynamic Filter/ Selections 

 
The Dynamic Filter functions can be used in the filter control as expedient, replacing the long way of searching 
the items in the list. If the Dynamic filter functions and filter option applied together, this icon  will appear 
next to the options. The major function of Dynamic Filter is it helps you determine how to open and arrange a 
file from Excel, merely by browsing the file and importing into FAST Human Resource Reporting as a criteria; 
while there are also other ways of creating Dynamic Selection. One other advantage of using the Dynamic 
Selections is that it benefits you, by saving all the data in file so you can use the report later, by carrying all the 
data from previous file. 

 
 

Ways of creating Dynamic Selections 
There are three ways of creating Dynamic Selection, either through Excel, Custom Query or (Dynamic 
Selection ) 
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Creating Dynamic Selections through Excel 
 
At first, click on the Human Resource Reporting  

 
Click Queries and then select Dynamic  Selections  

 

 

 
Click Add New to start creating Dynamic Selection 

 
 

 

 
For creating a dynamic selection you will have to import a file from Excel and open it into the Human Resource 
Reporting Page. First, Click on 1) Browse option which will allow you to select a certain file. After that click on 2) 
Import which will import the file into the FAST Human Resource Reporting, and Worksheet will automatically 
appear in the box (If the Excel workbook has more than one worksheet then user has to select that worksheet 
which they want to use). Then select options from the 3) Report Column and 4) Fast Column by clicking on the 
arrow . After that, enter the name of the file by clicking 5) Name option while the 6) Description is optional. At 
the end of this entire procedure, click on the Create option which will make your file, and now you can open your 
data in Excel through FAST Human Resources Reporting. 

Dynamic  Selection  

Add  New  

Create  
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Creating Dynamic Selection through Custom Query 

 
The process of creating Dynamic Selection through Custom Query is similar as creating via Excel. But the difference 
is, instead of having browse and worksheet option, there is a Query which makes it easier to open the file because 
the file name will be automatically listed in the Query. 

 
Click on the Human Resource  Reporting  

 
Click on Queries and Select Dynamic Selections from the  list  

 

 

 
 

Click Add New to start creating a Dynamic Selection 
 
 

 

 
 
After selecting Dynamic Selection and Add New, the Enter Details page will occur on display, where you will be 
required to select the option Results from a Custom Query. Then select one option from the list of Query by 
clicking the arrow . After that, continue the process by selecting one option from Report Column and FAST 
Column each by clicking the arrow  . At the end, write the name of the file on the right side where the Name option 
is located while the Description is optional. After this process click on Create which will build a new Dynamic 
Selection. 

Dynamic  Selection  

Add  New  

Create  



Page 25  

 

 

 

Creating Dynamic Selections  

 
This is the direct and convenient way of creating Dynamic Selections via main page of Human Resource Reporting. It helps to 
construct dynamic selection directly without going through a long procedure. To create a dynamic selection from this process, 
follow the process mentioned below. 

 
Click on the Human Resource  Reporting  

 
 

Select any file you want to run from the options mentioned below. For example, In this case we will run Employee Summary 
to create the dynamic selection 

 
 
 
 
 
 
 
 
 

 
Now run the Execute Report from the Human Resource 
Reporting  page  

 

 
 
 

 

Execute  Report  

Employee  
Summary  
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About Pinned Reports 
 

If you use specific report options on a regular basis, you can save them as a pinned report. It reduces the amount of 
time you spend running a report because the filter and advanced options are already set on a pinned report. 
These are some scenarios when you might want to pin a report: 

 

Scenario  Solution  

You use the same filter and/or  advanced  
options on a dai ly  basis  

Mark it as My  Favorite  

You need several staff to run a report on  a 
specific  day  

Make the Report Public or add to a  group  

You need to e -mail a report link  with  
confidential information to someone who  rarely  
uses the  system  

Pin the report, do not save as public, and  then  
click the E -mail report link, check the  Execute  
box  

Someone wants to export data into an  Excel  
spreadsheet or a database  application  

Click the E -mail report link, then check the  XML 
and/or Excel  boxes  

Someone has requested the report in  a 
printable  format  

Click the E -mail report link, and then check  the  
PDF box  

Your list of Pinned reports can be found on the HR application home page or on the reporting page.  
 

Saving your report options as a pinned report 
If you use specific filter or advanced options on a regular basis, you can save them as a pinned report to use again. 
Having the pinned report readily available will reduce the amount of time you spend selecting filters, and so on. 
You also have the option to make the report available to other system users. 

 

To save your report options as a pinned report: 
1.  At the bottom of the page, click   Save  

2.  Type the Report  Name . 

3.  Type a Description of the  report.  

4.  Check the box if you want to Make Graph Available on  Dashboard  

5.  Check the box if you want to Make Grid Available on  Dashboard  

6.  Click Save  

7.  Click to close the success message.  

8.  Scroll to the top of the page. A message displays advising you the pinned report you  are  
viewing.  
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Pinned reports on the reporting page 
On a reporting page, one of the Report Options is called Pinned Reports. When you click the tab, the list of pinned 
reports opens. There are three sections: My Pinned Reports, Group Pinned Reports and All Public Pinned Reports. All 
reports are listed by Report Name—what the report was pinned as, and there are options to view information, 
execute, e-mail, delete, and edit pinned reports. 

 
 

 

 
 
 

My Pinned Reports 
Reports you pinned. Only you see the reports in this section. 
 

Group Pinned Reports 
Reports that you have been tagged in or created while sharing all the pinned reports with the Fast – HR users.  
 

All Public Pinned Reports 
Reports anyone has tagged as public for this reporting page. Everyone with access to the page sees the reports in 
this section. The Delete and Edit options display only for reports you pinned. 
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What you can do with a pinned report 
 

Description  

Move your  mouse 
over the icon      to  
view a description of 
the  report.  

More Info  

Move your  mouse 
over the     icon  to 
view who created  the  
report, the  created 
date, last executed 
date, and the  number 
of times the  report 
has been  run.  

Execute  

Click     to  execute  
and run the  report.  
The page  opens 
automatically, sets  
the options,  and  
displays the  report.  

PDF  

Click   to  open  the 
report in PDF  format.  
The page  opens 
automatically, sets  
the options, executes 
the report, and  opens  
a PDF.  

Excel  

Click   to  open  the 
report in  Excel 
format. The  page 
opens  automatically, 
sets the  options, 
executes the  report,  
and opens an Excel 
spreadsheet.  

XML  

Click   to  open  
the report in XML 
format. The  page 
opens  automatically, 
sets the  options, 
executes the  report,  
and opens the  XML 
code in a  browser 
window.  

E- mail  

Click   to  send  an 
e- mail  message  
with the report as a 
web address link. The 
links can be  to 
Execute the report, 
or  execute the  report 
and open in  PDF, 
Excel, or XML  format.  

Dashboard  

Click to  display  
the pinned report on 
your  dashboard.  

Delete 

Click    to  delete  a 
pinned report if  you 
no longer need  it. 

Edit  

Click   to  edit  a  
pinned report . You 
can change  the  
options and/or  the  
name of the  pinned 
report.  

 
 
 
 

Pinned reports on the HR application home page 
 

When you open a HR application, the home page has a list of pinned reports. There are three sections for the 
pinned reports: My Favorite Reports, My Pinned Reports, and All Public Pinned Reports (Group Pinned Reports is 
reserved for future use). They are listed by Report Name—what the report was pinned as—and the Page Title. 
There are also options to view information, execute, and e-mail pinned reports. 
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About Graphs 
 

After you create a report and the data grid opens, there are two tabs called Report Results and Graph. The 
Report Results tab displays the data of your report and the Graph tab lets you create a visual representation of 
the report data. Graphs can be created in pie chart format, six types of bar graphs—Normal, Side by Side, 
Stacked, Horizontal, Horizontal Side by Side and Horizontal Stacked and two types of line charts—normal and 
stacked. 

 
To create a basic graph, all you have to do is select columns for the X axis and Y axis (must be numeric). With 
side by side and stacked charts, you can use a third column to indicate the value of the data, or add multiple 
series for the Y Axis. 

 
 
 
Overview: Graph tab 

 

 

 

 

Graph Type 
There are three types of graphs; Bar Chart, Pie Chart, and Line Chart. 

 

Bar Chart 
-  Normal (Default): Data displays in  bars.  
-  Side by Side : Data displays in two or more bars based on the group value, or how  many  

series are  used.  
-  Stacked : Data is stacked in bars one on top of the other based on the group value, or  how  

many series are  used.  

-  Horizontal : Data displays in horizontal  bars.  

-  Horizontal Side by Side : Data displays in two or more ho rizontal bars based on the  group  
value, or how many series are  used.  

-  Horizontal Stacked: Data is stacked in horizontal bars one on top of the other based  on  
the group value, or how many series are  used.  
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Pie Chart 
-  Normal : Data displays in  sections.  

 

Line Chart 
-  Normal (Default): Data displays in a  line.  
-  Stacked : Data is stacked in lines, one on top of the other based on the group value, or  how  

many series are  used.  
-  Horizontal: Data displays in horizontal  lines.  

-  Horizontal Stacked : Data is st acked in horizontal lines, one on top of the other based  on  
the group value, or how many series are  used.  

 
 
 
Graph Elements 

 
Graph Title 

Name of your graph. 
 
X Axis 

Represents the bars in a Bar Chart, the sections in the Pie Chart, and the lines in a Line Chart. 
 
X Axis Title 

The column name you choose for the X Axis is inserted as the X Axis title. The title will not change if you later 
decide to select a different column for the X Axis. If you want, you can change it to something more meaningful. 

 

Y Axis 
Represents the numeric value of the bars in a Bar Chart, the sections in a Pie Chart, and the lines in a Line Chart. 

 

Y Axis Title 
The column name you choose for the Y Axis is inserted as the Y Axis title. The title will not change if you later 
decide to select a different column for the Y Axis. If you want, you can change it to something more meaningful. 

 

Add Series 
The Add Series button opens when the Side by Side or Stacked option is selected for a Bar Chart, or the Stacked 
option is selected for a Line Chart. You can add as many series as you want, however, the graph may be very 
wide. 

 

Group Value 
The Group Value drop-down list defines the name of the column that is the criteria for grouping the data into 
series. There will be as many series of data as the number of distinct values in this column. 
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Creating Graphs 
 
 

 
 

Creating a graph is as easy as selecting the X Axis and Y Axis on the reporting page (Grid tab) and then clicking the 
Graph tab to change or select your options. There are three types of charts you can create and each of them have 
different formats. 

 

Instructions for creating different types of graphs: 
1.  Create a report .  

2.  Use Advanced Options to set up data for your  graph . 

3.  Types of charts you can  create:  

1.  Create a Normal Bar Chart  

2.  Click the column title you are using as the X axis and click X Axis . The  
symbol     displays next  to  the  title.  

3.  Click the column title you are using as the Y axis (must be numeric) and  click  
Y Axis. The symbol  displays next to the title. 

4.  Click the Graph tab. The following  happens: 

�x 3D option will enable the Graphs to appear in 3D mode.  

�ƒ A Normal bar chart loads, with three graph type  options.  

�ƒ The column you used for the X Axis in Step 1 is automatically  selected  
from the X Axis list and added as the X Axis  Title.  

�ƒ The column you used for the Y Axis in Step 2 is automatically  selected  
from the Y Axis list and added as the Y Axis  Title.  

5.  Add a Graph  Title.  

6.  If you do not want to use the column name as the X Axis Title , you  can  
change  it.  

7.  If you do not want to use the column name as the Y Axis Title , you  can  
change  it.  

 
Before you can create a graph, you must have data on your reporting  page.  



Page 41  

 

 

The X Axis Title and Y Axis Titles were inserted automatically and will not change if  you
later decide to select a different column for the X axis or Y Axis. If  you want, you  can
change it to something more  meaningful.  

 
 
 

 

8.  Click Create  Graph.  
 

 
Create a Side by Side or Stacked Bar Chart using a Group Value 
When creating a side by side or stacked bar chart and to compare the data, you need to select a Group Value 
(Step 5). 

 

1.  Click the column title you are using as the X axis and click X Axis . The  
symbol   displays next  to  the  title.  

2.  Click the column title you are using as the Y axis (must be numeric) and  click  
Y Axis. The symbol displays next to the title. 

3.  Click the Graph tab. The following  happens: 

�ƒ A Normal bar chart loads, with three graph type  options.  

�ƒ The colum n you used for the X Axis in Step 1 is automatically  selected  
from the X Axis list and added as the X Axis  Title.  

�ƒ The column you used for the Y Axis in Step 2 is automatically  selected  
from the Y Axis list and added as the Y Axis  Title.  

 

Create a Normal Line Chart 
 

1.  Click the column title you are using as the X axis and click X Axis . The  symbol  displays  
next to the  title.  

 
2.  Click the column title you are using as the Y axis (must be numeric) and click Y Axis . The  

symbol    displays next  to the  title.  
 

3.  Click the Graph tab. The following  happens: 

o A Normal bar chart loads, with three graph type  options.  

o The column you used for the X Axis in Step 1 is automatically selected  from  
the X Axis list and added as the X Axis  Title.  

o The column you used for the Y Axis in Step 2 is automatically selected from the  
Y Axis list and added as the Y Axis  Title.  

From the Graph Type list, select Line Chart. The Normal and Stacked options  open.  

Add a Graph  Title.  

 
 
 
 

If you do not want to use the column name as the X Axis Title, you can change  it.  

If you do not want to use the column name as the Y Axis Title, you can change  it.  

Click Create  Graph.  

The X Axis Title and Y Axis Title were inserted automatically and will not change if  you
later decide to select a different column for the X or Y axis. If you want, you can change  it
to something more  meaningful.  
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Create a Stacked Line Chart using a Group Value 
 

When creating a stacked line chart and to compare the data, you need to select a Group Value (Step 6). 
 

1.  Click the  column  
title you  are  
using as the  X 
axis and click  X 
Axis . The  symbol  

displays next to the title. 
 

2.  Click the  column  
title you  are  
using as the  Y 
axis (must  be 
numeric)  and  
click Y Axis . The  
symbol   displays  
next to the  title.  

 
3.  Click the Graph tab . The following  happens:  

o A Normal bar chart loads, with three graph type  options.  
o The column you used for the X Axis in Step 1 is automatically selected from the  X 

Axis list and added as the X Axis  Title.  
o The column you us ed for the Y Axis in Step 2 is automatically selected from the  Y 

Axis list and added as the Y Axis  Title.  
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4.  From the Graph Type list, select Line Chart . The Normal and Stacked options  open.  

 
5.  Select the Stacked option. The Group Value list  opens.  

 
6.  Select a Group Value from the list. Cannot be the same as the X Axis or Y  Axis.  

 
7.  Add a Graph  Title.  

 
8.  If you do not want to use the column name as the X Axis Title , you can change  it.  

 
9.  If you do not want to use the column name as the Y Axis Title , you can change  it.  

 

 

 
 

10.  Click Create Graph . The data displ ays in two lines based on the group  value.  

The X Axis Title and Y Axis Titles were inserted automatically and will not change if you later decide to select a 
different column for the X or Y axis. If you want, you can change it to something more  meaningful. 
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Saving your reports or graphs as a pinned report 
If you use specific filter options and/or advanced options on a regular basis, you can save them as a pinned 
report to use again. Having your pinned reports and graphs readily available can reduce the amount of time 
spent recreating them. With pinned reports you can allow other system users to run your reports. You can 
restrict access to certain users by assigning a group role, or you can make it a public report and let everyone 
with access to the page see it. 

 

To save your report or graph as a pinned report: 

If you haven't done so already, cre ate a  report . 

1.  At the bottom of the page, click  Save as Pinned Report /   Add to  Dashboard . 

 

2.  Type the Report  Name . 

3.  Type a Description of the  report.  

4.  To use the Dashboard, select one of the  following:  

5.  If you want the graph to display on the dashboard you must select the Make  Graph  
Available on Dashboard check  box.  

6.  If you want the report (or the report grid for the graph) to display on the dashboard,  select  
the Make Grid Available on Dashboard check  box.  

7.  Click Save . Click      to close the success message. Just below the Report Options title  bar,  
a message displays the name of the pinned report/graph you just saved; you can click   to  
close the  message.  

The graph or report is saved on the Pinned Reports tab; if you chose to make available on the dashboard, the 
graph  icon displays in the dashboard column. 

8.  Click the Pinned Reports tab. Your graph/grid will be located in one of these  sections:  

�x Report Name (My Pinned Reports on the application home page): If you want to  be 
the only person to see this  report.  

�x Group Pinned Reports : If you selected a Group Role in Step  4.  

�x All Public Pinned Reports : If you selected the Make Report Public check box in  Step  
5.  

In addition, if you selected a Dashboard option in Step 6, the following happens: 

�x On the Application home page : On the Dashboard tab, the graph or grid  opens  
automatically.  

�x On the FAST home page : On the Dashboard tab, the graph or grid is in the list,  but  
does not open on the Dashboard. Click Manage Dashboard to a dd it so it does open  on  
the  Dashboard.  
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Using Advanced Options to set up data for your graph 
You can use the Advanced Options if you want to minimize the amount of columns used to create a graph. 
Before you start, you can read About Advanced Options. 

 

For a graph, you need to select an X Axis and a Y Axis, and the Y Axis must be numeric, so keep that in mind 
when choosing the columns for your graph (Step 2 below). Many columns do not have numeric data; however 
you can apply a Group Function so it behaves like a numeric column. In Step 3 below, the Employee ID is not 
numeric, but by applying a group function of Count, it acts like a numeric column and can be used as the Y Axis. 
If you are creating a side by side or stacked graph, you have the option to use a third column to use as the 
Group Value. For example, Class could be the X Axis, Employee ID the Y Axis, and a non-numerical value as the 
Group Value. You can also create graphs with multiple series. 

 
 
 

To use advanced options to set up data for your graph: 
 

 

1.  Open the Report Options and click the Advanced Options  tab.  

2.  In the Display column, clear and/or select the check boxes for the columns you want  in  
your  chart.  

You can also click Select No Columns (the last column stays selected so make sure you clear it) and then select 
the check boxes for the columns you want. 

3.  From the Group Function list, you can select one of the  options.  
In this example, the Employee ID and Employee Class columns are used in the chart with Count selected as a 
group function for Employee ID and Ascending (ASC) selected for Column Sort on Employee Class. 

 

 

Before you can create a graph, you must have data on your reporting  page.  
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4.  Click Execute  Report .  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The report data opens grouped by Employee Class, with a 
count by Employee ID. 
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About the Dashboard 
 

On the Dashboard, you can display the graphs and grids you created from your FAST reports and data entry 
pages. The Dashboard is available on the FAST Home page and the HR Home page. 
For Example: The pictures that are shown below in which Dashboard Name Test is an example of the process 
regarding how the dashboard can be created. 

FAST 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Human Resource Reporting  
 

 

 

 
 
 
 
On the FAST Home page, you can display graphs for all FAST applications you have access to. On the HR 
homepage, only graphs for the HR application are displayed. By default the graphs and grids will open; if none 
have been added, then the Manage Dashboard section opens. The Graphs use live data and when a FAST 
application is refreshed, the data in the graphs change, too. 
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FAST 
 

 

 
 

 
 
Human Resource Reporting  
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View the Dashboard on the FAST Home Page 
 
 

View report  or 
graph  details  

 
 

Manage 
Dashboard  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Minimize  

 
 
 
 
 
 
 

Drill Down  

 
 
 

Open  PDF 

 
 
 
 
 
 
 
 
 
 

This Dashboard illustrates the types of graphs you can display. Your Dashboard may not have as many 
graphs.  
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View the Dashboard on the HR application Home Page 
 

 

This Dashboard illustrates the types of graphs you can display. Your Dashboard may not have as many 
graphs.  
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Managing the Dashboard 
There are three sections for managing the Dashboard: Dashboard, Private Graphs Available, and Public Graphs 
Available. They are listed by Graph Name—which is what the graph was called when it was pinned—and the Page 
Title which is the reporting page the graph was created from. There are also options to view the description, open the 
graph as a JPG or in PDF format, and as well as options of adding or deleting the graph. 

 

 
 

My Dashboard 
In the Add/Remove column, you can click any  icon and add it up to your Dashboard section. You can also remove 
from your Dashboard by clicking the  icon; the graph goes back to its original location. The graphs are also movable; 
you can move the graph in dashboard by dragging it from one place to another. 

 

Private Graphs Available 
Graphs you created and pinned. Only you see the graphs in this section. 

 

Public Graphs Available 
Graphs anyone has tagged as public for the HR application. Everyone with access to the application sees the graphs in 
this section. 

 

How you can manage your Dashboard 
 

Description  

Move your mouse  over 
the icon  to view  a 
description of the  report.  

Info  

Move your mouse 
over the   icon to 
view who  created the 
report, the created 
date, last executed  
date, and the number 
of  times  the report 
has been  run.  

JPG  

Click   to  open  a 
JPG image of  your 
graph.  Not 
available for  grids.  

PDF  

Click   to  open  the 
graph in  PDF 
format. Not 
available for  grids.  

Add/Remove  

In the  Graphs 
Available section 
(Private or  Public), 
click   to  add  the 
graph to  your 
Dashboard.  

 
If you want to  
remove the  graph 
from the  dashboard 
click   it  goes  back  
to its original 
location. 

On the  Dashboard  tab,  by  default  the  graphs  and  grids  display.  If  none  have  been  added,  then  the  Manage 
Dashboard section  opens.  


