
EFFECTIVE HR REPORTING 1 

 

 
 
HR Reporting and Analytics:  
From Metrics to Business 
Outcomes 
 

 

 

 



EFFECTIVE HR REPORTING 2 

 

 

 
Effective HR Reporting and Analytics 
Reporting and Analytics are an important part of managing Human Resources. Both tools 
are part of HR reporting and for the basics of informed decision making. It is almost 
impossible to make informed decisions when HR business partners and other stakeholders 
lack insight into their own organization and Effective reporting can help with this. 

Here, we’ll explore the advantages of an Effective HR reporting as well as the data and 
metrics which could be included therein 

3 Functions of an HR Report 

Reporting on the workforce is one of the HR’s essential tasks. When done right, it offers 
three key benefits for both HR and management: 

1. HR Monitoring. Regular reporting enables HR to keep a finger on the pulse of the 
organizations by tracking key workforce metrics. New trends and opportunities can be 
spotted early on and emerging problems can be addressed before they significantly impact 
the business. 

2. Management information. An HR report can also help managers in doing their job better. 
An HR report can inform managers about relevant developments in their teams and 
department. When, for example, the marketing department struggles with high turnover 
and a high time-to-hire, managers will be more likely to put emphasis on retaining 
employees and will be aware of risks like longer replacement times when someone is about 
to leave. 

3. Track problem areas. HR reporting also offers a great way to track key problem areas in a 
transparent way. Transparency in turnover rates per manager will encourage them to pay 
closer attention to retaining employees because their own reputation is on the line! By 
tracking problem areas, HR can leverage its position to drive improvements. 

What are the Essentials to creating a useful report? 

Before beginning your HR report, there are a few considerations to be made about the 
‘how’ and ‘when’. 

Automated vs. manual 

A lot of organizations still work with ad-hoc data reports. For example, when a manager or 
director wants to know something about the organization’s workforce, they ask HR to send 
them a report. After this request, the HR data department will work overtime to produce 
this report. This is an example of (inefficient and) reactive reporting. HR reports should be 
deployed (pro)actively and should, therefore, be automated. 

Managed v/s Self-Service 

Reports can be generated by system admins/owners, but the reporting system should enable 

managers, HRBPs and other key stakeholders to have access to the right reports directly instead 

of asking HR Administrators via a self-service portal. 
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Static vs. dashboard 

There’s still a fair amount of organizations that work with manual/paper reports. This isn’t 
necessarily bad: When the information isn’t prone to change, paper reports can be quite 
effective. In addition, an email containing a report might be more likely to be seen than an 
infrequent update on an HR dashboard. This is simply because people won’t use dashboards 
that don’t constantly add value. 

An HR dashboard, however, offers the possibility to drill down. Interactive dashboards 
enable you to drill down into your data and make these observations. You can either give 
everyone access to this dashboard or provide the relevant drill downs for everyone to see. 

Characteristics of an HR report 

There are several important metrics that need to be included in an HR report. Note that 
most of them are high-level metrics as they provide an organizational overview. We’ve 
published multiple lists of HR Metrics, including recruitment metrics and performance 
metrics on this platform. These can be used for specialized dashboards. The most common 
HR metrics that are being reported on, include: 

• Sex: Common distinction often used for diversity purposes  
• Age: Age is becoming increasingly important with today’s aging workforce. Age is often a key 

focus point for organizations that want to innovate and reorganize. 
• Function type: A metric like function type or function clusters might help to distinguish 

different groups within the company. An example could be top management, middle 
management, production personnel and support staff. 

• FTE: A Full-Time Equivalent is the hours worked by one employee on a full-time basis. The 
number of FTE is often lower than number of total employees. This holds especially true if 
there are a lot of part-time workers present in the organization. 
FTE provides an accurate measure of the total workload in the organization. In addition, 
people who work less than 1 FTE can be considered part-time workers. 

• Employees Active: This metrics represents the number of employees working at the 
organization. 

• Turnover: This metric represents the number and/or percentage of employees who left in 
the previous period. 

• New hires: This metric represents the number and/or percentage of new employees who 
joined the organization within the last year. 

• Absence: This metric represents the percentage of time that employees were absent in the 
previous period on average. Another representation of this number is the total days of 
absence per employee. 

• Training cost: Training cost represents the total amount that a company spends on training 
new hires and the existing workforce. 

• Recruitment cost: Total cost of recruitment efforts, often includes the costs of external 
agencies, advertisement and, sometimes, lost productivity. Entire books have been written 
on how to calculate this number. Read for more information here. 

• Time to fill: We’ve already touched upon time to fill. It’s the number of days between a 
position opening up and a candidate accepting that position. This metric will vary 
significantly between job types: software developers, big data analysts, and highly qualified 
salespeople are much harder to find than entry-level marketers for example. 
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This is by no means an exhaustive list. Other metrics that can be included are: 

 

 

HR reporting pitfalls 

There are several pitfalls regarding HR reporting. It’s important to address these as they will prevent 
you from getting trapped in a never-ending reporting cycle. 

• Automate your HR reporting: Don’t try to generate every report manually. This is highly 
inefficient and will drain the capacity of your HR data department.  

• Provide relevant information: Don’t try to make everyone happy. If you can make 80% of 
the people happy with 20% of the information, that may well be the best solution. Making 
an overly complicated dashboard and reporting on irrelevant data may lead to low 
engagement with the reports or dashboards and thus lower the impact. 

• Fix mistakes: HR data is not always cleansed, and there will be mistakes in your HR report. 
Fix those mistakes in the source systems and make sure to help to create procedures that 
are beneficial in the accurate input of data. 
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SuccessFactors and Reporting  
Reporting is one of the key features that SAP SuccessFactors pre-delivers. SuccessFactors LMS for 
example has over 100 standard reports and an Online report designer to fulfil many of the above 
objectives.  

Currently the below mentioned tools are available: 

• Standard & Ad-Hoc Reporting in SAP SuccessFactors 

• (YouCalc) Dashboard Reports in SAP SuccessFactors 

• (BIRT) Report Templates in SAP SuccessFactors 

• Advanced Reporting & Online Report Designer in SAP SuccessFactors  

• Workforce Analytics Module in SAP SuccessFactors  

It was announced that all of these tools except Workforce Analytics will be deprecated (no dates 
announced yet) in the future.  

Also, there are times when an organization might need other data cuts and a different view on the 
same data. Moreover, Standard Reports & Dashboards will work well if you follow the standard 
implementation. If you don’t use the standard fields that are used in the standard reports or 
dashboards, they won’t work anymore. 

 

 

Report Center 

All reports can be found through a simple 
consolidated space – the Report Center. This 
tool became Generally Available in the 2017 
Q3 release and provides a one stop shop for 
all your Reporting needs, regardless of data 
source. 

Through the Report Center you can create 
New Reports, or you can Run, Edit, Share, 
Import/Export, Schedule and Label existing 
Reports. For more information on the full 
extent of Report Center capabilities you can 
find the Report Center Admin and User 
Guides on help.sap.com. 

https://help.sap.com/viewer/p/SAP_SUCCESSFACTORS_WORKFORCE_ANALYTICS
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Report Types 

Reports can be built directly from the Report 
Center, providing several different Report 
formats that allow you to build reports that fit 
your needs. Each format provides a unique 
set of capabilities depending on what type of 
report you want to build.  

 

 

Dashboard 

Dashboards provide a method to easily collect 
and visualise multiple Tiles in a single place. 
Using Dashboards Tiles can be shown on one 
page, easily comparing multiple tactical 
metrics. 

 

  

 

 

 

Standard Report Templates 

Standard Report templates are available for all core areas of the SAP SuccessFactors suite, including 
Performance, Goals, Succession, Recruiting, and Employee Central. These templates span a variety of 
Report Types and templates are being continually scoped and added. 

For a concise summary of all Standard Report Templates available review the SuccessFactors 
Analytics Reporting Directory available on help.sap.com. 

 

 

 

 

 

 

 

What are the other options available to you? 

Apart from using what is currently available as standard, here are 3 options you 
may want to consider for your future reporting needs. 

• SAP Cloud Analytics 

• TalenTeam – Pre-Configured report packs based on Best Practices 

• Custom Reports 

 

https://help.sap.com/viewer/p/SAP_SUCCESSFACTORS_WORKFORCE_ANALYTICS
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SAP Analytics Cloud: Experience the future of 

decision making 
 

 

 

SAP cloud analytics allows you to combine 

data from multiple sources to see the full 

picture of your workforce and forecast and 

plan for future growth with the help of 

machine learning technology. It is all set to 

replace PRD and ORD tools currently available 

and will be the future of reporting in 

SuccessFactors. 
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SAP Analytics Cloud - Exhibit 1: Headcount 

• General: Overview on the most important of HR topics 

• Headcount and Tenure: Headcount movement and average tenure analysis, succession 
management information and headcount distribution 

• Diversity: Diversity overview: Gender diversity and woman in leadership, job classification 
and age distribution 

• Salary and Performance: Assessment of current salary situation and performance 
distribution 

• Employee Satisfaction: Assessment of employee survey results and Engagement Index 
(model upwards, not based on SAP data sources) 
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SAP Analytics Cloud - Exhibit 2: Recruitment 

• General: General assessment of recruiting activities of the company 

• Key KPIs at a glance: Positions posted and job requisitions, number of applications hires to 
date, position fulfilment ratio and application conversion rate, days to fill and days to start 

• Requisition and Positions Overview: Insight into the job requisitions and positions over 
time, per country or department 

• Recruitment Process Analysis: Breakdown of internal and external hires by country, gender 
or paygrade and analysis of success of referrals and agency placements 

• Talent Pipeline: Assess the talent pipeline in detail: Number of applications per department 
or paygrade part-time and fulltime position recruiting and lead times for staff or 
management positions 

 

 
 
 

 

 

 

 

 

 

 
 

 

SAP Analytics Cloud - Exhibit 3:  

Performance 

 
 
 
 
 
 
 
 
 
 
 

https://www.sapanalytics.cloud/wp-content/uploads/2017/09/SAP_SAC_CONT_HR_RECRUIT_01.png
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Pre-Packaged Reporting Packs 
 
TalenTeam’s reporting Framework provides additional pre-configured reports 
which are based on Industry best practices and our experience of working 
with clients. They are built to track critical performance indicators which HR 
Professionals need in day to day functioning. Report Packs are available for all 
SuccessFactors Modules. Below is an example of our LMS report packs. 

 
LMS Report Pack  
 
There are 5 reporting packs available, each pack containing 6-10 industry best practice 
reports. 

 

 
 

Learner and Manager Report Pack  
1. User engagement Report - Allows you rank 

users by various criteria: number of courses 
completed, number of lessons completed, 
pageviews, average grade, or points earned. 

2. Team members consolidated report: The 
individual team members consolidated 
progress report displays combined report of all 
the employees reporting to the manager. 

3. My Team’s Training Cost: The team’s 
consolidated training cost report displays each 
instance’s total cost for the courses 

Learning and Development Report Pack 
1. Learning Hours report - this report will list all 

organizations and average learning hours per 
person. 

2. Item status report - list all users who have 
completed the item and all users who have it on 
their learning plan (with status) 

3. Checklist report - generate the checklist so 
observers can do the observation on paper and 
enter it in the system later 

Senior Management Report Pack 
1. All Learning report - Custom report which 

extracts all User Fields, Curriculum Details, 
Items Details, Item Needs, Learning History and 
Scheduled offering details of the user 

2. Number of logins by month - this report will 
provide a number of logins by month for the 
last 12 months (includes chart where possible) 

3. Number of Completions by org - this report will 
provide a number of completions per org for 
the specified date range (includes chart where 
possible) 

 

System Audit Reporting 
1. Attempt Details - Shows all the questions 

included in the SCORM object, along with the 
answers provided by the user, specifying the 
correct and incorrect answers. 

2. Curricula Item Status Enhanced Curriculum Item 
Status report returns, for each user, the 
curriculum assigned to each user and their 
curriculum status, the items assigned to each 
curriculum, and the completion date, 
completion status and all user fields. 

 

Configurations Report Pack 
1. Configurations Report – localized references 
2. Configurations Report – Non-Localized references 
3. Configurations Report – Custom Columns 
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Custom Reporting 
 
Custom reports greatly enrich the reporting functionality of the system and give you an opportunity to 
design a report from scratch. A custom report design and development can vary from 1 day to a few weeks 
depending on the complexity of the report. 
 
The process to build such reports is the following: 

 

 

 

 

 

Conclusion 

Data, Data, Everywhere – Not the Time to think? 

For effective reporting 2 things are crucial: 

1. What you want to report on 
2. How will you be producing that report – the format, method and data cuts 

If you have any questions about your SuccessFactors reporting needs, please feel free to get in 
touch with us. You can either work with the consultant you are already working with or write us 
a message here. 

 

https://talenteam.com/contact
https://talenteam.com/contact

