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Access AnalyzeNY

Entry Points

my.ny.gov

When logging in through my.ny.gov you enter your credentials and then you can choose which
application that you have access to that you want to open.

Analyzeny.ny.gov
This is the exact URL for entry into the system.

How to run a report
Choose a subject area, Workforce Analytics or STARS. Choose the category of reports you are
interested in and then click the report link you wish to run.

Prompts

Every report will have prompts. Prompts allow you to filter your report upfront. The prompts with
an * means that it is a required prompt; an analysis will not run until you have made these
selections. You can filter on as many fields as you choose. After you make selection you will be
able to press the apply button. Here is an example of what a prompt can look like:

/' * Agency Name Employee Status Title Salary Grade Retirement Tier
elect Valu = shect Value | Select Value = Select Value =| Select Value =
Individual Agency Appointment Type Jurisdictional Class - Phi Grade Group Age Ranges 1
Sekect Value | Sebkect Value j Sel Value | Select Value ;l Select Value - |
* Pay Period Work Schedule PHI Code Union Type Age Range 2
2019-PP16 x| Select Value = Select Value i Select Value | Select Value x|
* Pay Basis Type Appointment Level Change Federal Ocoupational Category Union ERS Credit Range 1
Annual | Sebect Value = Select Value i Select Value | Select Value -

\ Apphy Reset »
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Column Selectors

Column selectors allow you to choose extra columns you may want on your report without having
to add them 1 at a time. This is not available on all reports. Use the dropdown arrows to display
the list of column selectors. After you choose a selector(s), you need to hit the OK button. Here are
what column selectors look like:

Select desired columns from drop-down lsts and dick 0K

Colmnl Column2  Columin3 ~ Column4  Column3 \ )
Agency Name 5 | N Colmn Sekected | | Mo Column Selected ~ | | Mo Column Seected | | Mo Column Selected | oK

HaH

Agency Name o
Admin/Inst Payrol

Age Range 1

Age Range 2

Agency Code

Manipulation Techniques

Move Columns
1. Move your mouse just above the column you would like to move, exclude or include. A
grey box appears, and your mouse pointer becomes a ‘+’ sign with arrows.
2. Click the box to grab it and drag the column where you want to be moved.
3. Once in correct spot release the mouse button. Report will refresh with column in new
position.

\+

' Employee
Personal Lea—
Date

190001
‘&

vision of

4. You can also use the drop down to move the column(s). Hover over column you want to
move, right click and a dropdown will appear; move to the technique you want to
perform. Columns can move left or right and can also be moved to a prompt or a section.

= N

vEmployee , o
Personal Lea— 94 sort Coumn ""g;:
Date y
190007 Show Subtotal ’
o Show Row level Grand Total » e
rem— Left
vision o Exclude column \
Right
vision of 20080¢ Include column » :
A/_____/______. : To ProA Left
1 Move Column »
ployee 20180¢ | To Sections

Jan AU
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Move Column Groupings
1. You can also move the column groupings. The diagram below shows how gender is the first

grouping, ethnic name is the second. If you hover over the left side of each group row, you
will get group name.

hover here to display group name

[Ethnic Name | [ White

] . Female | Male |
Gender | ' '

only one group displays at a time |

2. Right click on the label to get the dropdown to move, with various options. The diagrams
below show moving Ethnic Name down below Gender.

Right click on ethnic name to get the dropdown

=

¥4 Sort Column +
Black

— Maove Column I Down

tof - Al 157| 47.1' To Prompte
157 47.1°

To Sections

To Rows

Before I After I

Female Male Unknown

White
Female [ Male | Unknown White White White
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Excluding (Hiding) Columns
1. Move your mouse just above the column you would like to exclude (hide). A grey box
appears, and your mouse pointer becomes a + sign with arrows.

2. Right click the box and then choose Exclude column (ex: Employee Personal Leave Date)
and the column is removed.

B ?Employee ‘Mai
Sectlcr)inﬁ((:)cr)]de 'Vacation Leave | Drop
SEL Date D

Empoyee :
|Personal Lea— Wl SartEome 2 nn(t;r:::
|Date Y

&

vision of

vision of

ployee

190007 Show Subtotal

Show Row level Grand Total
Exclude column /

20080¢ Include column

[ Move Column
20180¢

Employee Personal Leave Date is gone.

Section Code
Description Leave Date

Employee Vacation | Mail

Drop ID
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Including Columns
1. To add a column, move your mouse just above the column you would like to add a column
next to (the column is added on the right). A grey box appears, and your mouse pointer
becomes a + sign with arrows.

2. Right click the box and then choose Include column; you will get a dropdown with the
alphabetized columns you can insert.

\

¥4 Sort Column » Hintme

-y Grac
3] Show Subtotal y
Show Row level Grand Total * Active Status Description
— Agency Code
Exclude column ‘% P —
IR oxine ' Appointment Entry Date
Move Column ol B Appointment Location Code

l | Appointment Location Description ¢

Agency Description is included below.

L

Section Code Agency Employee

L e Personal Leave
Description Description Date

7| Page




Sort

Move your mouse just above the column you would like to sort by. A grey box appears,
and your mouse pointer becomes a + sign with arrows.

Right click the box and then choose Sort Column, then you will be given options of how you
would like to sort the column.

Section Code
Descripon g‘ 96 Sort Coumn ——_% sort Ascending
000-ADM - Show Subtotal , Sort Descending

Commissioner &
| President

000-C&C - Division of

I Show Row level Grand Total * Add Ascending Sort

|Classficati | Add Descending Sort
000-C&C - Division of || —Xcude column Clear All Sorts in View
_E:‘ffsfﬁu _— I Include column ’ Z

8| Page




Group
1. Move your mouse just above the column you would like to group by. A grey box appears,
and your mouse pointer becomes a + sign with arrows.
2. Right click the box and then choose Move Column, then you will be given options, choose

To Sections.
_ 94 Sort Column » facation i bre
[ | J000101 |-
Show Subtotal »
| Show Row level Grand Total » ,
J000101 |-
Exclude column
[ Indude column / *  )061116/-
Move Column L Left
20061016, 2 Right
. To Prompts
20060326 2™ Sections

Section appears off to the left, above the analysis.

/

Section Code Description EOOO-ADM - Commissioner & President | v |

'NYS Employee Supervisor | Supervisor NYS J
EMpoyEe NS 1D Name Employee ID [

To move section back to a column, right click the box and then choose Move Column, then
you will be given options, choose To Columns.

¥4 sort Column s

D Show Subtotal » de Description

01 Show Row level Grand Total *» - Commissioner
& t

0l Exclude column - Commissioner
& t

o Include column - Commissioner
‘& Move Column B o cecions -

|, ———————__
& President ‘& Presider To Columns
|
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Filter (Create your own prompts)

1. Move your mouse just above the column you would like to filter by. A grey box appears,
and your mouse pointer becomes a + sign with arrows.

2. Right click the box and then choose Move Column, then you will be given options, choose
Prompts.

3. You can also drag the column up using the mouse; and if you want it back as a column you can
drag it back into the analysis by dragging the gray box on the left, and putting it where you want
it to appear in the analysis.

/

Bureau Code Section ¢ ¥4 Sort Column » loyee M:
Description Descriptio Hott L eave %
|000-ADM - [660%ADN Show Subtotal 19000101 -
Commissioner & Commissk Show Row level Grand Total  »

|President |President

000-C&C - Division of |000-C&C Exclude column 0|-
Classificati

000-C&C - Division of |000-C&C Include column * " 20080515|-
|Classificati [Classificati 1ove Column / B ot

000-EHS - Employee |000-EHS| _._. ., __ e ——

Health Service Health Service Right

000-EBD - Employee | 000-EBD - Employee 20130520

Benefits Divisi Benefits Divisi To Prompts

Section Code Description is now a prompt above the analysis.

Gray box Prompt

| Section Code Description | 000-ADM - Commissioner & President | ™ |

NYS
Employee ID

Supervisor ‘Supervisor NYS  |Agen

‘ Employee Name Name Employee ID Desc

Analysis

You can now click on the dropdown arrow to see the list of ‘Section Code Descriptions’.

D00-ADM - Commissioner & President
000-ADM - Commissioner & President
[Empbyee = INYSG | 000-ADM - Deputy Commissioner & Ge

| Employee| 000-ADM - Deputy Commissioner for i
L A _ADM - Executive Deputy Commiss
’ ‘ 000-ADM - Internal Audit
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Filter (Create your own prompts — from groups)

1. Right click on group to get the dropdown; then select one of the options. Below is an
example of moving gender to a prompt.

Female went from a group to a prompt

Gender I Female le/

White Bladk Hispanic l
_ £ all # All £ all
_|Employees |Percent |Employees |Percent |Employees |Percent

2. To get the prompt back to the analysis, you can click on the gray side on the left of the
prompt and drag it back into position or you can also right click and get the move
dropdown to choose other options.

ight click to get th dropd
hover here to get the gray box; then Mg CICK 10 9E1 e MOVE Cropaown |

drag it backthe analysis position

r:.:‘ |
B4 Sort Column » ‘,a

i | Gender | Female ;|| Move Column Y 1o Sections

To Columns

Agency Name
To Rows
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Add Subtotals

1. Move your mouse just above the column you would like to add subtotal by. A grey box
appears, and your mouse pointer becomes a + sign with arrows.

2. Right click the box and then choose Show Subtotal, then you will be given options, choose
After Values.

¥4 Sort Column ’

Title yee Name |Employ
Info Tech Spec 3

Show Subtotal
Info Tech Spec 3 NaoE o
Info Tech Spec 3 Show Row level Grand Total * v After Values
Info Tech Spec 3 —— :
Info Tech Spec 3 EXCHCe ORI After Values
Info Tech Spec 3 Include column
Info Tech Spec 3 Move Column
Info Tech Spec 3
Info Tech Spec 3 Info Tech Spec 3
Info Tech Spec 3 Total 4

TnfA Tarh Cnor 2 TnfA Tarh Cnar 2

Add Grand Totals

1. Move your mouse just above any column to add Grand Total. A grey box appears, and
your mouse pointer becomes a + sign with arrows.

2. Right click the box and then choose Show Row level Grand Total, then you will be given
options, choose After Values.

3. This gives you a grand total by grouping of columns that can be summed.

Category Code Description 4§ sort Column *  btask Code Descriptio
= T . = |

Security Activities-Security Activities Show Subtotal F. KNOWN OR NONE
Show Row level Grand Total *  pope

Security Activities-Security Activities rd
Exclude column v After Values

Security Activities-Security Activities  Include column ¥ IKNOWN po-moms—

After Valu

Move Column 4 2

Security Activities-Security Activities | ITS-2860-ITS Overhead- UNKNOWN OR NONE

Emploves Name | Title Code Desaription Section Code Desaription Category Code Description Task Code Description Pay Period  Hours Worked

Grand Total

/"
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2020-26 1.50
2020-23 13.00
2020-24 1.00
2020-26 1.00
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Preserve Changes & Data
Saving Customizations

1. Move your mouse to the right-hand corner, click here ¥ to get the dropdown box (see
below).

2. From the drop-down box select Save Current Customization.

3. Type a name in the box and click OK.

** Currently you cannot share with others using this dialogue box.

Click here
0

/EdeaShboard S - V
B, print y o:

E Export to Excel » p

G@ Refresh |

[EL Add To Briefing Book at

Create Bookmark Link

Create Prompted Link

Apply Saved Customization » /
|_save Current Customization... | (/2

Edit Saved Customizations... Y2
2
|

Clear My Customization

(!
%

Save Current Customization

—

Name H Type what you want here.

Save for @ Me
O others

[ make this my default for this page

ij Cancel
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Opening Customizations

1. Move your mouse to the right-hand corner click here ..I>T to get the dropdown box (see
below).

2. From the drop-down box select Edit Saved Customization.

3. If you have saved customizations a list will appear, and you can choose the one you
prefer.

4. You can update the prompts if needed, before you run the report.

Click here
=2
/ Edit Dashboard ; A
3, print -
_— n\
[3€] Export to Excel G
i) Refresh U

[E. Add To Briefing Book
Create Bookmark Link

ITE

Create Prompted Link

Apply Saved Customization » No

Save Current Customization..,” /2
Edit Saved Customizations... | %2

Clear My Customization

Edit Saved Customizations @@

Rename, delete and control group access to Saved Customizations, as wel as
specify which Saved Customization, if any, should be used as your default for the
current Dashboard page.

Saved Customizations 4% |

| Name | My Default Shared

| Your saved file will be here. ‘ ®

m Cancel j
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Sharing Customizations
The only way to share a customization is to open an ITSM ticket for our group. In the ticket
please put the name of the customization, your my.ny.gov id and the my.ny.gov id of the
person or people you would like it shared with.

Exporting Data

There are two ways to export data.
Method 1:

1. Scroll to the bottom of your report and click the export link.
2. You will see a pop-up box with multiple export options. For extra large data you may
be trying to export, we would recommend exporting as CSV.

Click here
/

Export

| PDF

%) Excel 2007+

Ej Powerpoint 2007+
‘@ Web Archive (.mht)
] Data ,

Opening Agency Listing.pdf *

You have chosen to open:

[ +| Agency Listing.pdf I
which is: Portable Document Format (PDF) (1.6 KB)
from: https://analyzeny-dev.ny.gov

What should Firefox do with this file?
@-_Opgn with Firefox

O Open with | Adobe Acrobat Reader DC (default) b
() Save File

|:| Do this automatically for files like this from now on.
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Method 2: (excel export)

R

1. Move your mouse to the right-hand corner, click e lto reveal a drop-down box.
2. From the drop-down box select Export to Excel.
3. Select Export Current Page or Export Entire Dashboard.

Click here
~Na

I, £ - P

Q, Print ’
3 Export Current Page /é] Export to Excel »
E'J Export Entire Dashboard Gﬁ) Refresh
& Add To Briefing Book
Create Bookmark Link
Create Prompted Link
Apply Saved Customization »
Save Current Customization...
Edit Saved Customizations...

Clear My Customization
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