UKG BI Report Governance Guide
Introduction
Business Intelligence reports are organizational assets, not simply files stored within UKG. Like any business asset, they require ownership, organization, documentation, and periodic review to remain valuable. Without consistent governance, report libraries naturally become difficult to navigate as new reports are created, business processes change, and employees come and go. Over time, organizations often accumulate duplicate reports, inconsistent naming conventions, outdated schedules, obsolete recipients, and undocumented business logic, making it increasingly difficult for users to locate trusted information or determine which report should be used.
The purpose of this guide is to establish a consistent governance standard for the creation, organization, documentation, maintenance, and retirement of UKG BI reports. Adhering to these standards improves discoverability, reduces duplicate development, simplifies onboarding of new HRIS staff, preserves institutional knowledge, and increases confidence in the accuracy and consistency of reporting. It also reduces the effort required to support audits, system upgrades, security reviews, and business process changes by ensuring that every report has a clearly defined purpose, owner, and lifecycle.
These standards are intended to create a reporting environment that is intuitive for business users, maintainable for HRIS administrators, and scalable as the organization grows. While implementing these practices requires an initial investment of time, they significantly reduce ongoing maintenance, improve reporting quality, and help ensure that the reporting environment continues to support informed business decisions for years to come.
Purpose
The purpose of this process is to ensure that UKG BI reports remain:
· Accurate
· Useful
· Secure
· Easy to find
· Easy to maintain
· Free of unnecessary duplicates
This review should be completed annually by the Keolis HRIS team with participation from report owners.
1. Report Ownership
Standard
Every report must have one designated business owner.
The owner is accountable for:
1. Business purpose
2. Accuracy
3. Reviewing annually
4. Approving changes
5. Determining retirement
The report developer is not automatically the owner, it’s usually the person who requests the report or who consumes it the most.
How to Assign an Owner
For every report determine:
Who would notice if this report stopped running?
Who knows the most about the business need this report meets?
Who submitted the original request for it’s development?
That person is the contact for the report and whatever department they are in owns the report.
Examples
	Report Type
	Owner

	Payroll Register
	Payroll

	Benefit Deductions
	Benefits

	Headcount
	HR

	PTO Balance
	HR Operations

	Audit Reports
	HRIS

	Finance Reconciliation
	Finance


If no owner exists
Ask:
· Does anyone use it?
· Is it scheduled?
· Has it run in the last year?
If nobody can identify an owner:
Archive the report.
If nobody requests it within one year:
Delete it.
2. Report Standardization
Every production report should answer yes to:
✓ Has an owner
✓ Has a description
✓ Has a business purpose
✓ Uses approved naming
✓ Lives in the correct folder
✓ Has no duplicate
✓ Has been reviewed within 12 months
✓ Uses a service account if scheduled
✓ Has validated recipients
✓ Produces accurate results
Naming Standard
Since users browse folders far more than they search, report names need to sort naturally.
Avoid names like:
Report 1
Employee Report
Payroll Report
New Version
Copy
Try to name them so that the first word immediately tells you what you’re looking at:
Employee PTO Balance
Payroll Register
Benefits Eligibility
Notice the first word immediately tells you what you're looking at. Employee, Payroll, Benefits. Always start with the business object. The business object is the primary thing the report is about. It is the question the report answers.
Ask yourself:
"If I had to file this report in a library, what noun would I file it under?"
Examples
	Business Question
	Business Object

	Who are our employees?
	Employee

	What payroll was processed?
	Payroll

	What PTO remains?
	PTO

	Which benefits are active?
	Benefits

	Which jobs are open?
	Requisition

	Which deductions exist?
	Deduction

	Which locations changed?
	Location

	Which supervisors changed?
	Supervisor

	What audits failed?
	Audit



If multiple versions exist
Describe the business difference as to why there are different reports. The report name should progressively narrow the scope. This way alphabetical sorting naturally groups related reports.
	Don’t Do
	Do Do

	Payroll Register v2
Payroll Register FINAL
Payroll Register FINAL2
Payroll Register Copy
	Payroll Register
Payroll Register – Weekly
Payroll Register – Monthly
Payroll Register – Historical
Payroll Register – Current Year



Description Standard
Maximum visible length: 200 characters
Write in plain English.
Avoid technical terminology, table names, query names, package names, SQL, or Cognos terminology.
Do not describe what data is in the report instead describe what the report is intended to accomplish.
Report Type Verbs
Rather than starting every description with "Shows...", use a verb that reflects the report's purpose.
Listing Reports
Listing reports answer Who and What.
	Verb
	Use Case

	Lists
	Simple roster or detail listing

	Displays
	General-purpose viewing

	Returns
	Query-style reports

	Provides
	General information

	Identifies
	Finds a subset meeting criteria

	Catalogs
	Inventory-type reports

	Enumerates
	Complete list of records



Examples
Lists active employees.
Identifies employees missing supervisors.

Summary Reports
These answer "How many?" or "How much?"
	Verb
	Use Case

	Summarizes
	Totals

	Aggregates
	Combined values

	Calculates
	Metrics

	Consolidates
	Multiple sources

	Breaks down
	Categorized summaries

	Totals
	Numeric totals



Examples
Summarizes payroll by department.
Breaks down overtime by location.
Analytical Reports
These answer "What changed?" or "Why?"
	Verb
	Use Case

	Compares
	Current vs previous

	Analyzes
	Trends

	Measures
	KPIs

	Evaluates
	Performance

	Tracks
	Ongoing monitoring

	Highlights
	Important findings

	Monitors
	Continuous review



Examples
Compares current and prior payroll.
Tracks employee turnover.
Audit Reports
These answer "Is something wrong?"
	Verb
	Use Case

	Validates
	Confirms correctness

	Audits
	Compliance review

	Detects
	Finds issues

	Flags
	Highlights exceptions

	Verifies
	Confirms expected values

	Reconciles
	Matches two sources

	Reviews
	General inspection



Examples
Validates benefit deductions.
Flags employees without supervisors.
Reconciles payroll to the general ledger.
Compliance Reports
These exist because someone requires them.
	Verb
	Use Case

	Supports
	Regulatory process

	Documents
	Evidence

	Produces
	Required output

	Generates
	Regulatory form

	Satisfies
	Compliance requirement

	Demonstrates
	Proof

	Certifies
	Official reporting




Examples
Produces EEO reporting.
Supports OFCCP compliance.
Generates ACA reporting.
Operational Reports
These drive daily work.
	Verb
	Use Case

	Supports
	Daily operations

	Assists
	Workflow

	Guides
	Decision making

	Enables
	Operational task

	Facilitates
	Business process

	Prepares
	Upstream process



Examples
Supports payroll processing.
Prepares employee files for onboarding.
Notification Reports
Usually anything that’s scheduled.
	Verb
	Use Case

	Notifies
	Alerts users

	Alerts
	Immediate attention

	Sends
	Email delivery

	Delivers
	Scheduled output

	Distributes
	Multiple recipients




Examples
Delivers daily PTO balances to Payroll.
Alerts HR of expiring visas.
Integration Reports
Used for interfaces.
	Verb
	Use Case

	Exports
	Creates file

	Extracts
	Data feed

	Supplies
	Downstream system

	Transmits
	Interface

	Publishes
	External system



Examples
Exports employee data to Active Directory.
Supplies payroll data to Finance.
Dashboard/Graphical Reports
These are visual.
	Verb
	Use Case

	Visualizes
	Charts

	Displays
	KPIs

	Monitors
	Executive dashboard

	Presents
	Metrics

	Illustrates
	Trends



Examples
Visualizes monthly turnover trends.
Displays recruiting KPIs.

Crosstab Reports
These compare dimensions.
	Verb
	Use Case

	Cross-tabulates
	Traditional crosstab

	Compares
	Side-by-side analysis

	Correlates
	Relationships

	Breaks down
	Multi-dimensional summary

	Organizes
	Matrix view



Example
Cross-tabulates payroll by department and location.
Customer or External Reports
These leave the organization.
	Verb
	Use Case

	Delivers
	Sent externally

	Provides
	Client reporting

	Produces
	Customer output

	Shares
	Business partner

	Communicates
	External audience



Example
Delivers monthly payroll information to the retirement provider.



Reports Used for Decision Making
These inform management.
	Verb
	Use Case

	Supports
	Decisions

	Informs
	Leadership

	Evaluates
	Business performance

	Measures
	KPIs

	Assesses
	Business health



Example
Supports workforce planning by summarizing monthly headcount.

Reports Used During a Temporary Period
These are used during migrations, installations, validations, etc.

	Verb
	Use Case

	Assists
	Project

	Supports
	Conversion

	Validates
	Implementation

	Tests
	Configuration

	Verifies
	Go-live



Example
Validates employee records during implementation.
Recommended Description Formula
Verb + Business Object + Business Purpose + Audience + Timing

Examples
Lists active employees for Payroll to verify employee eligibility before payroll processing. Used each pay period.
Summarizes PTO balances for managers to monitor employee leave. Reviewed weekly.
Detects employees with missing supervisors so HRIS can correct organizational assignments. Reviewed daily.
Exports employee demographic data for Active Directory synchronization. Runs nightly.
Visualizes recruiting metrics for HR leadership to monitor hiring performance. Reviewed monthly.
Produces EEO compliance information for regulatory reporting. Submitted annually.
Supports Finance by reconciling payroll to the general ledger. Run after each payroll.
Delivers employee roster files to downstream systems through automated daily schedules.

3. Folder Standardization
Folders should answer "What business area am I working in?" not "Who built this?" or “What is this?”
Keep folder names short. Long folder names reduce the visible portion of the report name in Cognos.
	Avoid
	Acceptable

	Anthony
Kim
Ultipro
Sability
Misc
Reports
Testing
Reports Used By Payroll Team
Benefits Reports Used During Open Enrollment
	Payroll
Benefits
Recruiting
Finance
HR
HRIS
Compliance
Audit
Development
Archive




Second-Level Folders
Organize by business process. Folders should never go more than 3 deep. 
Example
Payroll
        Registers
        Deductions
        Taxes
        Reconciliation
        Hours Worked
        PTO
        Canada
4. Development
Never mix development with production.
Instead at your root add the following.
zzzCompany Folders
        Archive
        Development
        Production
        Sandbox
Unless the report is under Production it should never be scheduled.
5. Duplicate Report Prevention
Before creating a new report ask can an existing report be modified? Without a robust naming and description convention, standardization, and well maintained catalog this is impossible to ask, but once that issue is corrected you will be able to search, names, folders, and descriptions. If an existing report satisfies at least 80% of the requirement:
Enhance it.
Don't create another copy.
6. Eliminate Redundancy
Look for reports that have 80% the same data and make the necessary formatting changes, prompt changes, create multiple schedules, etc. For example Payroll weekly, Payroll Monthly, Payroll Yearly, that could be Payroll Summary and in the description Summarizes payroll based on selected time period and department and you can add a prompt that allows the users to select if they want weekly, monthly, etc. and add a dynamic title to show that the Payroll Weekly report was run for the week, month, etc.

7. Properly Scheduling Reports
This is especially important in UKG BI because schedules are owned by the user account that created them, not by the report itself. Report administrators cannot automatically see or manage schedules created by other users. 
Only use a dedicated service account for all production schedules.
Never create production schedules under individual employee accounts.
This prevents schedules from breaking when employees leave, transfer roles, or have their accounts disabled.
Every Scheduled Report Should Document
	Schedule Owner

	Business Owner

	Frequency

	Delivery Method

	File Format

	Recipients

	Last Validated


Schedule Validation Process – Minimal Annually
Confirm:
· Is it still running?
· Are recipients still employed?
· Is the schedule correct?
· Does the file format still meet business needs?
· Is the report still needed?
8. Report Review – Minimal Annually
Meet with each department.
For every report ask:
Who uses this?
How often?
What decision does it support?
Can it be replaced?
Should it be archived?
Sample Review Layout
Name
	Name
	Folder
	Used
	Owner
	Accurate
	Schedule
	Duplicate
	Archive

	
	
	Yes/No
	Yes/No
	Yes/No
	Yes/No
	Yes/No
	Yes/No



9. Report Lifecycle
Every report should have one status.
	Status
	Meaning

	Development
	Being built

	Testing
	User Acceptance Testing

	Production
	Approved

	Deprecated
	Scheduled for retirement

	Archived
	Retained but unused

	Retired
	Deleted



8. Archive Policy
Never delete a report immediately. Move it to Archived. No need to recreate the folder structure, simply add the appropriate comments on the documentation page in the report. Retain for one year if nobody requests it delete permanently.
Governance Checklist
	Item
	Pass/Fail

	Business owner assigned
	☐

	Description completed
	☐

	Folder correct
	☐

	Naming standard followed
	☐

	Duplicate checked
	☐

	Schedule validated
	☐

	Recipients validated
	☐

	Security reviewed
	☐

	Last review date updated
	☐

	Archive decision made
	☐



