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WORKFORCE ANALYTICS ORGANIZATIONAL NEEDS
Overview
The Organizational Needs function of the IQCS is part of Workforce Analytics and has been designed to assist Local, Geographic Area, and National Levels to reveal shortages and surpluses of resources. The products of this function can lead to more effective management of resources and training budgets. 
The other elements of Workforce Analytics can be acquired by running the applicable Report. Instructions for running all the Workforce Analytic Reports are located at the end of this Module. However, prior to running the Organizational Needs Report to determine shortages or surpluses, the number of qualified individuals for each position has to be identified. The IQCS includes a Needs Identification Model to assist in this process of identifying these numbers and it is covered in this section.

As managers use this function in IQCS, a baseline will be established for the future. 

Objectives

By the end of this course, you will be able to:

· Locate and apply the Model for identifying Position Targets
· Enter Position Targets by Group 
· Enter Position Targets by Unit 

· Run Org Needs report for an Organization (C-157) 

· Run Grp Needs report for a Unit (C-158)

· Run Unit Needs report for a Unit (C-159)

· Run Retirement Analysis report for a Unit (C-160)

· Run Workforce Analysis report for a Unit (C-162)

· Run Workforce Analysis Detail report for a Unit (C-163)

· Run Qualified Master List (C-50)

Roles

The following roles will participate in the activities described in this chapter:

· SuperUser
· Account Manager
· Training Officer
Activity Overview – Identify Target Positions Needed
This activity will assist identifying the targeted number of qualified individuals needed in each position. Once these Position Targets have been identified they can be entered into the IQCS and a Report run that will identify the shortages and surpluses. 

Instructions

1. Navigate to: Workforce Development>Needs Assessment>Unit Needs Assessment. This will take you to the “Unit Needs Assess” page.

2. Select desired value “In Search by” field.


3. Click on [image: image24.png]


.


4. Click on a Description or Unit ID, whichever value was selected. This will take you to the “Unit Needs” page.
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5. Click on the hyperlink titled, “Needs Analysis Instructions.” These instructions along with the elements and spread sheets provide a proven model to determine the number of qualified individuals required for each position. 
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You have now seen how to locate and use the model for identifying the number of qualified individuals for each position.

Activity Overview – Position Targets by Groups
In this activity, we will cover how Position Targets by Groups are applied. To use this function in the IQCS, the targeted number of qualified individuals needed for each position will first need to be identified. If these Position Targets have already been identified, they can be added in this section and a Report can be run that will identify the shortages and surpluses for the Group. 
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Instructions

1. Navigate to: Workforce Development>Needs Assessment>Unit Needs Assessment. This will take you to the “Unit Needs Assess” page.

2. Select desired value “In Search by” field.


3. Click on [image: image3.bmp].


4. Click on Unit ID that the need is to be identified. This will automatically populate to the “Unit Needs” page.
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Training Note: User must navigate to Tree Viewer to determine the GACC code for this step.
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5. Type/Enter “Year.”


6. Look Up “Group Type ID.”

7. Select “Group Type ID”. This will populate to the “Unit Needs” page.

8. Look Up “Job Code.” 

9. Select “Job Code.” This will populate to the “Unit Needs” page.

10. Type /Enter “Number needed.”


11. Click [image: image6.bmp].
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You have now seen how Position Targets by Group are identified.

Exercise 10-1 – Position Targets by Group
Enter the following data into the system using the instruction set above.

Activity: Position Targets by Group are Identified 
Role: Training Officer (logged in as  STUDENT)

	Step
	Action
	Input

	1
	Navigate to Workforce Development>Needs Assessment>Unit Needs Assessment
	

	2
	Select desired value “In Search by” field
	Unit ID

	3
	Click on the “Search” button
	

	4
	Click on Unit ID that the need is to be identified
	Reference handout sheet

	5
	Year
	2003

	6
	Group Type ID”
	IMT2

	7
	Job Code
	OSC2

	8
	Number needed
	1

	9
	Click on “Save”
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Activity Overview – Position Targets by Units
In this activity, we will cover how Position Targets by Units are identified. To use this function in the IQCS, the targeted number of qualified individuals needed in each position will first need to be identified. If these Position Targets have already been identified they can be added in this section. A report can be run that will identify the shortages and surpluses for the Unit.
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Position Targets by Organization are identified using the same procedures as for Units. 
Instructions

1. Navigate to: Workforce Development>Needs Assessment>Unit Needs Assessment. This will take you to the “Unit Needs Assessment” page.

[image: image8.png]{ Unit Needs \

Unit D:

WY-GTP

Grand Tetan NP

fyear

s
a
a5
s
i
4

Group Type ID *Job Code

Fir

Number

Needs Analysis Instructions
Area Command Team Elements

Tupe 1Team Elements

needed Type 2 Team Elements
il EHED Tune 25 Team Eements
LD = Area Comand Needs Spread sheet
B crne = Tune 1 Needs Soread sheet
B ovs F= Tune 2 Needs Soread sheet
= core == Tune 25 Soreay sheet
B o0 F =]




2. Select value “In Search by” field.


3. Click on [image: image9.bmp].


4. Click on the Unit ID that the needs are to be identified. This will populate to the “Unit Needs” page.

5. Type/Enter “Year.”


6. Leave “Group Type ID” blank.

7. Select “None.” This will populate to the “Unit Needs” page.


8. Look Up “Job Code.” 

9. Select the “Job Code.” This will populate to the “Unit Needs” page.


10. Type /Enter “Number needed.”


11. Click [image: image10.bmp].
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You have now seen how Position Targets by Unit are identified. Position Targets by Organization are identified the same way.

Exercise 10-2 – Position Targets by Units


Enter the following data into the system using the instruction set above.

Activity: Position Targets by Unit are Identified. 
Role: Training Officer (logged in as  STUDENT)

	Step
	Action
	Input

	1
	Navigate to: Workforce Development>Needs Assessment>Unit Needs Assessment
	

	2
	Select value “In Search by” field
	Unit ID

	3
	Click on the “Search” button
	

	4
	Click on the Unit ID that for which the needs are to be identified
	Reference handout sheet

	5
	Year
	2003

	6
	Group Type ID
	See table below

	7
	Job Code
	See table below

	8
	Number needed
	See table below

	9
	Click on “Save”
	


	Group
	Job Code
	Job Description
	Number Needed

	T2
	CRWB
	Crew Boss Single Resource
	1

	T2
	FFT1
	Adv FireFighter/Squad Boss
	3

	T2
	FFT2
	FireFighter
	9

	NONE
	CAMP
	Camp Help
	1

	NONE
	CRWB
	Crew Boss Single Resource
	2

	NONE
	DOZ1
	Dozer Operator (1A)
	2

	NONE
	FALA
	Faller Class A
	12

	NONE
	FFT1
	Adv FireFighter/Squad Boss
	3
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Activity Overview – Determine Organizational Needs
For the Organizational Needs to be using current data (i.e., Position Targets, Retirements, Short Term Targets, Long Term Targets, etc.) target data will need to be rolled  over annually. This process is covered in this section. 
Instructions

1. Navigate to: Workforce Development>Needs Assessment>Unit Needs Assessment>Annual Rollover Process. This will take you to the Annual Roll page.

2. Enter run control ID or click on [image: image11.bmp] and select the Run Control ID.

3. Select “Report run type.”

4. Look Up/Select “Unit ID” if for a Unit Needs. 

5. Look Up/Select “SetID” if for an Organization Needs.

6. Look Up/Select “Organization ID” if for an Organization Needs.

7. Enter “From Date” and “Thru Date.”

8. Process using the same procedures as running a Report. This will move data forward and use current information stored in the system for performing the Organizational Needs Assessment.
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You have now seen how the Annual Roll is performed. 
Activity Overview
After you have identified and entered the Position Needs, various reports can be run to perform Workforce Analytics. Following are a list of those reports with a brief description of the report. For detailed information on these reports refer to Module 13.

Organization Needs: The report will identify by Organization the shortages and surpluses of qualified individuals for the position identified. It also displays the number of individuals identified with short term and long term targets for each position. Managers can use this report to assess current and future shortages by position to more effectively plan course presentations, position performance assignments, or career counseling to fill the shortages identified.
Group Needs: The report will identify by Group (i.e., Area Command Teams, Type 1 Teams, Type 2 Teams, etc.) the shortages and surpluses of qualified individuals for the position identified. It also displays the number of individuals identified with short term and long term targets for each position. Managers can use this report to assess current and future shortages by position and more effectively plan course presentations, position performance assignments, or career counseling to fill the shortages identified. 
Unit Needs: The report will identify by Unit the shortages or surpluses of qualified individuals for the positions identified. It also displays the number of individuals identified with short term and long term targets for each position. Managers can use this report to assess current and future shortages by position and more effectively plan course presentations, position performance assignments or career counseling to fill the shortages identified. 

Retirement Analysis: The Retirement Analysis Report can be used to help the manager anticipate position deficits created when responders retire or terminate their qualifications. The Retirement Analysis can be run by time frame parameter to illustrate the effects of retirements on the workforce over a specified time e.g., the next three years. The Report content includes: Unit, Agency, Organization name, Employee name, Employment kind, Estimated Retirement date, estimated Qualifications Termination date, age, pay plan, grade series, positions, title, and position mnemonic.

Workforce Analysis: The Workforce Analysis Report will provide demographic information about the responder workforce by position. Filtered by position, units, organizations, functional area, and employment kind, data will be provided that will illustrate the distribution of the workforce. Each position will be defined by summary numbers in categories such as: employment kind, qualified, trainees, target positions, GS grade, age range, and retirement type.

Workforce Analysis Detail: Unlike the Workforce Analysis Report which provides a high level summary of the make up of the workforce by position, Workforce Analysis Detail Report focuses a detailed description of the attributes of individual responders by position. For example, if filtered by your unit it will provide a list of responders sorted by position. For each individual that holds that position it will note their position status, unit, org. code, age, employment kind, retirement type, criteria type e.g., training, task books with completion dates if completed. This report will be helpful to managers to see a detailed snap shot of their workforce.

Qualified Master List: This report will show the primary qualified position, primary trainee position, currency expiration date and group type for the individual. It will also give a count of the total qualified and trainees for the position. It will assist the manager in assessing their workforce to determine the shortages and surpluses, assignment needs to maintain currency, career counseling, etc. 
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Exercise 10-3 – Grp Needs for a Unit
Test: Run Grp Needs report for a Unit 
Role:  STUDENT
	Step
	Action
	Input

	1
	Go to the run control page – Workforce Development>Needs Assessment>Reports>Grp Needs (C158).
	

	2
	Click the “Search” button.
	

	3
	Select one of the Run Control ID’s.
	Click Run Control Id

	4
	Unit ID
	Reference handout sheet

	5
	From Date
	Current Date

	6
	Click the “Run” button.
	

	7
	Server Name
	Default PSNT

	8
	Recurrence
	Leave Blank

	9
	Time Zone
	Leave Blank

	10
	Run Date
	Default

	11
	Run Time
	Default

	12
	Type
	Default WEB

	13
	Format
	Default PDF

	14
	Click the “OK” button.
	

	15
	Click the “Process Monitor” hyperlink.
	

	16
	Click the “Refresh” button.
	

	17
	Click on the “Details” hyperlink.
	

	18
	Click on the “View Log/Trace” hyperlink.
	

	19
	From the File List, click on the “IQRPT158_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run).
	Click IQRPT158_xxx.PDF

	20
	Print the report
	


Exercise 10-4 – Unit Needs Report
Test: Run Unit Needs report for a Unit 
Role:  STUDENT
	Step
	Action
	Input

	1
	Go to the run control page – Workforce Development > Needs Assessment > Reports > Unit Needs (C159).
	

	2
	Click the “Search” button.
	

	3
	Select one of the Run Control ID’s.
	Click Run Control Id

	4
	Report Run Type
	Unit ID

	5
	Unit ID
	Reference handout sheet

	6
	SetID
	Make blank

	7
	Organization ID
	Make blank

	8
	From Date
	Current Date

	9
	Click the “Run” button.
	

	10
	Server Name
	Default PSNT

	11
	Recurrence
	Leave Blank

	12
	Time Zone
	Leave Blank

	13
	Run Date
	Default

	14
	Run Time
	Default

	15
	Type
	Default WEB

	16
	Format
	Default PDF

	17
	Click the “OK” button.
	

	18
	Click the “Process Monitor” hyperlink.
	

	19
	Click the “Refresh” button.
	

	20
	Click on the “Details” hyperlink.
	

	21
	Click on the “View Log/Trace” hyperlink.
	

	22
	From the File List, click on the “IQRPT159_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run).
	Click IQRPT159_xxx.PDF

	23
	Print the report
	


 Exercise 10-5 – Workforce Analysis Report

Test: Run Retirement Analysis report for a Unit 
Role: STUDENT
	Step
	Action
	Input

	1
	Go to the run control page – Workforce Development > Needs Assessment > Reports > Workforce Analysis (C162)
	

	2
	Click the “Search” button.
	

	3
	Select one of the Run Control ID’s.
	Click Run Control Id

	4
	Report Run Type
	Unit ID

	5
	Agency
	Make blank

	6
	Org ID
	Make blank

	7
	Unit
	Reference handout sheet

	8
	Lower Level Indicator
	Check

	9
	Select the Job Family
	Make blank

	10
	Select the Job Code
	Make blank

	11
	Click the “Run” button.
	

	12
	Server Name
	Default PSNT

	13
	Recurrence
	Leave Blank

	14
	Time Zone
	Leave Blank

	15
	Run Date
	Default

	16
	Run Time
	Default

	17
	Type
	Default WEB

	18
	Format
	Default PDF

	19
	Click the “OK” button.
	

	20
	Click the “Process Monitor” hyperlink.
	

	21
	Click the “Refresh” button.
	

	22
	Click on the “Details” hyperlink.
	

	23
	Click on the “View Log/Trace” hyperlink.
	

	24
	From the File List, click on the “IQRPT162_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run).
	Click IQRPT162_xxx.PDF

	25
	Print the report
	


Exercise 10-6 – Retirement Analysis


Test: Run Retirement Analysis report for a Unit 
Role:  STUDENT
	Step
	Action
	Input

	1
	Go to the run control page – Workforce Development > Needs Assessment > Reports > Retirement Analysis (C160)
	

	2
	Click the “Search” button.
	

	3
	Select one of the Run Control ID’s.
	Click Run Control Id

	4
	Report Run Type
	Unit ID

	5
	Agency
	Make blank

	6
	Org ID
	Make blank

	7
	Unit
	Reference handout sheet

	8
	Lower Level Indicator
	Check

	9
	From Date
	1/1/2003

	10
	Thru Date
	12/31/2003

	11
	Click the “Run” button.
	

	12
	Server Name
	Default PSNT

	13
	Recurrence
	Leave Blank

	14
	Time Zone
	Leave Blank

	15
	Run Date
	Default

	16
	Run Time
	Default

	17
	Type
	Default WEB

	18
	Format
	Default PDF

	19
	Click the “OK” button.
	

	20
	Click the “Process Monitor” hyperlink.
	

	21
	Click the “Refresh” button.
	

	22
	Click on the “Details” hyperlink.
	

	23
	Click on the “View Log/Trace” hyperlink.
	

	24
	From the File List, click on the “IQRPT160_xxx.PDF” hyperlink. (where “xxx” is the process instance number assigned when the process was run).
	Click IQRPT160_xxx.PDF

	25
	Print the report
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