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Bi-Weekly Productivity-EPM Platform 

Purpose 

To compare actual worked (productive) hours per unit of service to a benchmark worked hours per unit 

of service. The benchmark can come from an outside industry benchmark, or can come from the current 

year budget. 

Data Needed 

1. Actual Hours by JobCode by PayType (Bi-weekly Labor Distribution file for Payroll27 tables) 
2. Actual key statistics by department. This can be loaded through an import and/or from a save to 

database report. 
3. Budget Hours by JobCode by PayType (This is how data is already stored in the budget Payroll12 

tables). Once the budget is complete, the budget hours can be reverse accrued into 26/27 pay 
periods using a save to database report. 

4. Budget key statistics by department. Once the budget is complete, the budget statistics can be 
reverse accrued into 26/27 pay periods using a save to database report. 

5. Actual bi-weekly contract labor hours if that data is available. 

Outcome 

Timely payroll reporting that identifies salary hours and dollar variances so that those variances can be 

corrected, and hopefully avoid a monthly budget variance. Timely and accurate productivity reporting 

can help identify each of these variances so that they can be corrected before month-end close. Salary 

expense usually makes up about 50-65% of a hospital’s total expenses. Labor variances are broken into 

three categories: Efficiency, Rate, and Volume. 

Summary of Steps 

1. Load Actual Payroll data 
2. Load Actual Statistical data 
3. Load Actual Contract labor data 
4. Accrue budget hours into 26/27 periods(only needs to be done at the start of new year) 
5. Accrue budget statistics into 26/27 periods(only needs to be done at the start of the new year or 

when budget changes are made) 
6. Process productivity reports 
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Loading Bi-weekly Key Statistics 

There are three ways to load statistics for biweekly productivity. 

1. Bi-weekly key stats save to database report. 
2. Setup a bi-weekly stats import that loads to the hours sequence in the Payroll 27 tables. 
3. Setup a bi-weekly import that is a copy of the RevUsage import, but posts to the statistics 

sequence in the Payroll27 tables. 

Everything needed to process Bi-weekly Productivity reports can be access from the ProdMgmt task 

pane. To get to this task pane, log into the Kaufman Hall EPM system. Once logged in, on the upper left 

hand corner of the ribbon, select Open App Menus > Productivity Management. The task pane will open 

on the left hand side of the screen. 
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Loading Bi-weekly Key Statistics from a Report 

From the task pane, under Bi-Weekly Administration, select Data Input > Productivity Input BiWeekly Key 

Statistics. 
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The top section of the report is used to enter data for new departments. The bottom section will bring in 

existing data from the database. The first time using this report, you will need to manually add enough 

rows to enter all new departments. To do this, highlight an existing row, and copy the entire row, 

highlight how many rows you want to add, then choose insert copied cells to add the rows. Once there 

is data in the database, you can select Refresh from the KH Main Ribbon. The data will be refreshed into 

the report and you can enter data by pay period or change existing pay period data. You can type into 

any yellow shaded cell. The top of the report is setup with dimension and table configuration settings. 

You should not have to change this unless you are trying to post to a different table (table setting will 

default to the current year unless changed) or if you would like to store statistics using a different 

JobCode and PayType combination (default is JStat and PStat). Once entry is completed, select Save 

from the KH Main Ribbon to save to the database. 

 

 

Loading Actual Contract Labor 

If the data is available: from the task pane, under Bi-Weekly Administration, select Data Input > 

Productivity Input BiWeekly Contract Labor. 
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The top section of the report is used to enter data for new departments. The bottom section will bring in 

existing data from the database. The first time using this report, you will need to manually add enough 

rows to enter all new departments. To do this, highlight an existing row, and copy the entire row, 

highlight how many rows you want to add, then choose insert copied cells to add the rows. Once there 

is data in the database, you can select Refresh from the KH Main Ribbon. The data will be refreshed into 

the report and you can enter data by pay period or change existing pay period data. You can type into 

any yellow shaded cell. The top of the report is setup with dimension and table configuration settings. 

You should not have to change this unless you are trying to post to a different table (table setting will 

default to the current year unless changed) or if you would like to store contract labor hours using a 

different JobCode and PayType combination (default is J09999 and PAGC). Once entry is completed, 

select Save from the KH Main Ribbon to save to the database. 
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Accruing Budget Labor and Statistic data to Payroll27 tables 

Once the budget is complete (only needs to be done once per fiscal year at the beginning of the year), 

this report will accrue monthly budget payroll hours, statistic, and dollars from the Payroll12 budget 

tables to Payroll27 budget tables. 

 

Once the report is open, a refresh variable will pop up asking if you want to accrue hours or dollars and 

post to the database. Select Hours and Yes to post.   Once the report is opened, select Process File from 

the File Processing task pane to process. 

 

Once the report is opened, from the File Processing Task Pane on the left, select Process File and the file 

will process and save to the database. Once finished processing the Hours, if you want to accrue Dollars, 

select Refresh from the KH Main Ribbon, Select Dllrs and Yes to Post.  Once the report is opened, select 

Process File from the File Processing task pane to process. 
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Loading Actual Payroll data to Payroll27 Tables 

From the task pane, select Load BiWeekly Payroll to access the Payroll import. 
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The import has been setup for you during your implementation. Select the Execute tab, then select the 

Execute button. A refresh variable will pop up and enter the Year and the Pay Period you are loading. 

You can repeat for other pay periods by selecting Execute again and re-entering the Year and Pay Period. 
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Error Checking and Validation 

As you complete the import settings, the Import Wizard performs error checking for missing required 

settings and invalid settings. If the destination table has linked columns (columns that are assigned to a 

lookup column), data is automatically validated against the lookup column before importing. 

If an error is detected, an error message displays in the bottom of the dialog. 

Import Error Message 

You can click the link to be taken to the tab that contains the error. Only one error is displayed at a time; 

once you resolve the current error message, a new message may appear. Add the missing dimension 

elements, then re-run the import. 

Loading Actual Statistic data to Payroll27 Tables 

From the task pane, select Load BiWeekly Stats (Using file) to access the Statistic import (Note: This may 

or may not be used depending on how you choose to load statistics. Some or all of the statistics can be 

loaded by the save to database report highlighted earlier in this manual). 
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The import has been setup for you during your implementation. Select the Execute tab, then select the 

Execute button. A refresh variable will pop up and enter the Year and the Pay Period you are loading. 

You can repeat for other pay periods by selecting Execute again and re-entering the Year and Pay Period. 

 

Error Checking and Validation 

As you complete the import settings, the Import Wizard performs error checking for missing required 

settings and invalid settings. If the destination table has linked columns (columns that are assigned to a 

lookup column), data is automatically validated against the lookup column before importing. 

If an error is detected, an error message displays in the bottom of the dialog. 

Import Error Message 
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You can click the link to be taken to the tab that contains the error. Only one error is displayed at a time; 

once you resolve the current error message, a new message may appear. Add the missing dimension 

elements, then re-run the import. 

Loading Actual Statistic data (From RevUsage Data) to Payroll27 Tables 

From the task pane, select Load BiWeekly Stats (Using RevUsage) to access the Statistic import (Note: 

This may or may not be used depending on how you choose to load statistics. Some or all of the 

statistics can be loaded by the save to database report highlighted earlier in this manual or from another 

statistic import noted earlier in this manual). 

 

The import has been setup for you during your implementation. Select the Execute tab, then select the 

Execute button. A refresh variable will pop up and enter the Year and the Pay Period you are loading. 

You can repeat for other pay periods by selecting Execute again and re-entering the Year and Pay Period. 

Please note, the data is not stored by CDMCode, but summarizes volume by pay period based on the 

CDMCode.KeyStat=’Yes’ and CDMCode.RVU settings in the CDMCode dimension 
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Error Checking and Validation 

As you complete the import settings, the Import Wizard performs error checking for missing required 

settings and invalid settings. If the destination table has linked columns (columns that are assigned to a 

lookup column), data is automatically validated against the lookup column before importing. 

If an error is detected, an error message displays in the bottom of the dialog. 

Import Error Message 

You can click the link to be taken to the tab that contains the error. Only one error is displayed at a time; 

once you resolve the current error message, a new message may appear. Add the missing dimension 

elements, then re-run the import. 

Available Reports-For Managers/Directors 

All reports can be accessed from the task pane under the Bi-Weekly Productivity Reports select 

Department > section. Descriptions of each report listed below.  Most reports (Excluding the ones by 

JobCode) have a choice where the standard comes from for the report.  When you refresh the report, a 

refresh variable may pop up to ask if you want to use Budget or Benchmark as the standard.  If using 

Benchmark, the benchmarks need to be updated in the Benchmark table accessed from the System 

Settings > Producivity Benchmarks section of the task pane.  Once the table is opened, make any 

additions or changes, then select Save from the KH Main menu. 
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Biweekly Productivity Detail 

Description: Displays actual and budget payroll data by jobcode, by category for the current pay period. 

There is also a productivity index for the current period and Year To Date. 

Notes: 

 Tracking productive hours and targeted productivity by JobCode 

 Generated biweekly by department 

 Focus on productivity index by JobCode 
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CoverProd_Manager 

Description: Cover page for distributed packages for Managers/Directors  displaying the reports in the 

package. 

Notes: 

 Can be customized for your organization 

 Generated biweekly by department 

 

Prod Detail Hours By Jobcode 

Description: Displays actual and budget payroll data by jobcode, by category for the current pay period. 

There is also a productivity index for the current period and Year To Date. 

Notes: 

 Tracking productive hours and targeted productivity by JobCode 

 Generated biweekly by department 
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 Focus on productivity index by JobCode 

 

Productivity Pay By Employee ID 

Description: Displays actual data by Employee ID for Productive, Overtime, Contract, and Non 

Productive categories, trended for multiple pay periods 

Notes: 

 Trended by pay category 

 

Productivity Pay By JobCode 

Description: Displays actual data by JobCode for Productive, Overtime, Contract, and Non Productive 

categories, trended for multiple pay periods 

Notes: 

 Trended by pay category 
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Productivity Trend Report With Graph 

Description: Displays actual and target payroll hours data for one department, trended by pay period. 

The actual hours per unit of service is compared to the target per unit of service. There is also a trend 

line displayed to show the current trend. 

Notes: 

 Tracking volume and hours per unit on a biweekly basis 

 Based on a 9 pay period rolling cycle 

 Graph is intended to compare actual hours per unit of service to a benchmark standard 

 

Biweekly Productivity Trend Report 

Description: Displays actual and budget payroll data by jobcode, by category for the current pay period. 

Notes: 

 Tracking volume, productive hours and productive hours per unit-actual to target 

 Based on cumulative YTD pay period cycle 
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 Exceptions created based on Productivity Index 

 

Available Reports-For Vice Presidents 

All reports can be accessed from the task pane under the Bi-Weekly Productivity Reports select Executive 

> section. Descriptions of each report listed below. 

 

CoverProd_Exec 

Description: Cover page for distributed packages for Vice Presidents displaying the reports in the 

package. 

Notes: 

 Can be customized for your organization 
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 Generated biweekly by Vice President 

 

Productivity Detail Hours By Department 

Description: Displays actual and budget payroll data by department, by category for the current pay 

period. There is also a producivity index for the current period and Year To Date. 

Notes: 

 Tracking actual hours and target productivity by department 

 Generated biweekly by Vice President 

 Focus on productivity index by department 

 

Productivity Pay Summary By Department 

Description: Displays actual data by Department for Productive, Overtime, Contract, and Non Productive 

categories, trended for multiple pay periods 
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Notes: 

 Trended by pay category 

 

Productivity Performance – Dollars 

Description: Displays actual and budget payroll dollars data by department, for the current pay period. 

There is also a productivity index for the current period and Performance Flag. 

Notes: 

 Tracking actual and target/budget dollars and dollars per statistic 

 Generated biweekly by Vice President 

 Focus in unfavorable totals and productivity index 

 Stratifies departments into three categories based on user defined criteria 
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Productivity Performance-Hours 

Description: Displays actual and budget payroll hours data by department, by category for the current 

pay period. There is also a productivity index for the current period and Performance Flag. 

Notes: 

 Tracking actual and target/budget hours and hours per statistic including the dollar impact 

 Generated biweekly by Vice President 

 Focus on unfavorable totals and productivity index 

 Stratifies departments into three categories based on user defined criteria 
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Productivity Trended Paid Hours By Employee 

Description: Displays actual paid hours by Employee, trended over multiple pay periods. 

Notes: 

 Sorted by highest average paid hours by Employee 

 

Productivity Variance 

Description: Displays actual and target payroll hours data for multiple departments. There is also a 

producivity index for the currrent pay period and flag when they failed to meet their productivity index. 

There is a summary section for favorable and unfavorable departments. 

Notes: 

 Tracking actual and target/budget hours and hours per statistic 

 Generated biweekly by Vice President 

 Focus in unfavorable totals and productivity index 
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Changing the Current Period For Report Distribution 

In order for the current period and Year To Date values to be correct in reports, the current period of 

the payroll tables needs to be changed to the most recently loaded pay period.  From the KH Admin 

Menu, select the dropdown next to Current Period / Year, then Table Current Periods.  Use  the 

dropdown by Table Type, and check the box next to Payroll, then select OK.  Expand the section on the 

left where it says 13 item (s).    For all of the Payroll 27 tables (The ones with _Pay27 in the middle of the 

name), change the current period to the last period of loaded payroll data, then select OK. 

 



Budgeting EPM: Bi-weekly Productivity 24  
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Processing File Collect Packages-Biweekly Productivity 

To process Budgeting file collect packages, you can run the Biweekly Productivity Reports Batch. 

 

You can make specific configuration settings in the batch to match your desired report distribution 

package. If you want to run all reports, the batch is setup as a default to do that. The Enabled column is 

where you can turn on or off specific reports, or you can delete the row of that report if you want to 

permanently remove the report. 

 

You can schedule the batch to run using the Scheduler from the task pane. To run on demand, select the 

File Processing task, then select Run Once from the top ribbon. The completed reports will be stored in 

the Report Distribution > Source Files folder. 
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Select the collect package you wish to process, either the Manager or VP Package. There is a default 

package setup for each. 
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The BuildSetup sheet lists the reports to be included in the package, the "table code" (Dimension) for 

which reports will be processed and the "grouping column" that the report will reference to detemine 

how reports will be collected and distributed (e.g., "VP" to group reports into packages for each vice 

president). 
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The FileCollect sheet has a column for each package to be generated. 

 

Each package consists of the following: 

 An optional name, such as "Biweekly Manager Report Package." 

 A list of source files to be collected into the output file. This list can be "hardcoded" by manually 
typing in file names, or you can automatically generate the list by using the BuildSetup tab. 

 The name and file type of the output file. 

 The target folder path, if the output file is to be saved. The file can be saved to a shared network 
drive or to a folder within the Kaufman Hall EPM Reports Library. 
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 Email information, if the output file is to be emailed. Use the plus sign on the left to expand the 
configuration sections. On Row 19 is where you can set the Email function to be on/off. 

 

Click Refresh Data or F9 to ensure that columns are created for each grouping item (e.g., each vice 

president) that was setup on the BuildSetup tab. 

Open the File Processing task pane and select "Process file collect" to generate report packages based 

on the configuration settings for the Collect. 

Report packages will be saved to the folder(s) and emailed to the recipient(s) designated on the 

FileCollect sheet. This will depend on how you wish to setup the FileCollect. 


