Web

Intelligence

BOBJ REPORT DESCRIPTION

B0040 Employee Performance Rating & Salary

Report Description:

The B0040: Employee Performance Rating & Salary report provides a list of active employees
within the organizational unit selected, along with each employee’s performance rating and salary
as of the end of the year cycle selected.

Report Location:
PA: Performance Ratings

Report uses:

e This report can be used to obtain the list of performance ratings for the organizational unit
specified to view the ratings have been entered for the employees within the organizational
unit specified.

e This report can be used to determine if a supervisor has completed the ratings for the
employees within his/her unit, or if there are missing entries for specific employees.
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

How to run this report
This report has two mandatory prompts and four optional prompts:

Prompts

Available prompt variants \l B .S

&l
# *Organizational Unit Mﬂndm—ow = Selected Value(s)
# *Year Cycle Ended (Single Value, Mandatory)

& Personnel Area(s) - (Optional)
&% Supv Employee(s) PersNo. - (Optional) i) Tosee the content of the list, click Refresh

Walues.
& Job(s) - (Optional) ‘\

& Employee(s) PersNo. - (Optional) Optional __)/
™l

Cancel
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

Mandatory Prompts

Mandatory prompts have a red arrow indicator () followed by an asterisk (*) on the left side of
the prompts. When a valid value(s) is entered, this indicator will turn into a green check mark

).
= *QOrganizational Unit: To select data for this prompt:

e Make sure the “Organizational Unit” prompt is selected (1).
e Click the “Refresh Values” icon to see the list of Org Units (2).
e Navigate down to the desired Org Unit (3).
e Click the right arrow to add it to the selection box (4).
Prompts R
Available prompt variants - & _EJ,
il =
@ = Organizational Unit Administration Refresh Values ¥3. Organizaticnal plan\State of North CarclinalGe
+* ¥ Year Cyole Ended (Single Value, Mandatory) 3 4
& Personnel Areals) - (Optional) ZHMMM_ORGUNIT = "
%  Supv Employee(s) PersNe. - (Optional) + Juvenile Justice Delinqu <
(/] Job(s) - (Opticnal) + State Human Pomm e
@  Employee(s) PersNo. - (Optional) c
+ Environment Matural Re
¥ wildlife Resources Com
& Health and Human Ser &
+ Caorrection
< >
April 8, 2015 1:02:31 PM GMT-04:00
#y - £ >
* Reguired prompts
Cancel
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

= *Year Cycle Ended: To select data for this prompt:
e Make sure the Year Cycle Ended prompt is selected (1).
e Enter the four-digit year in CCYY order (2).
OR
o Click the “Refresh Values” icon to see the list of years (3).
o Highlight the year you want to select (4).
OR
o Enter a year in the search box (5.)
o Click the search icon (6).
e Click the right arrow to add it to the selection box (7).

Prompts ¥

Available prompt variants MEE _Ed

& *Organizations! Unit Administration

1 ' CR | 2015
& * year Cydle Ended (Single Value, Mand: E
Refrash Valuss =

e
w5

®  Personnel Area(s) - (Optional) ‘\
&  supv Employee(s) ParsNo. - (Optional) ZCMSM_FISCYEAR < 7
&  Job(s) - (Opticnal) 2008
@  Employes{s) Persho. - {Optional) 2010 )
2011
2012
2013
2014
: .

2016
April 8, 2016 1:03:32 PM GMT-04:00

2015 & | -
< >

6
* Required prompts —

O Cancel
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

Optional Prompts:

Optional prompts are indicated with a green check mark (+v') and are not required. Sometimes
they are pre-filled with a default value. They are used to assist with limiting the amount of data
that is retrieved into the body of the report.

v Personnel Area(s) - (Optional): To select data for this prompt:
e Make sure the “Personnel Area(s) — (Optional)” prompt is selected (1).
e If you know the personnel area, enter the 4 digit number (2).
OR

o Enter an asterisk in the search box (3).

o Click the search icon (4).

o Highlight the personnel area you want to select (5).
e Click the right arrow to add it to the selection box (6).

Prompts -
Available prompt variants - = .rd
& _— ) - N &

& * Organizational Unit Administration 1301 2 | Administration

& * Year Cycle Ended {Single Valus, Mandat~~" ¢ -

@ Personnel Arza(s) - (Optional) Adminis 1 \

&  Supv Employes(s) Persho. - (Optional) Pers_m_mel .f\raa' -5 < g

& Job(s) - (Optional) GO l

&  Employee(s) PersMo. - (Optional)

April © 7775 1:04:43 PM GMT-04:00
= 3 Qt\
£ > 4
* Requirad prompts _I—

oK Cancel
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

v Supv Employee(s) PersNo. - (Optional): To select data for this prompt:

Make sure the “Supv Employee(s) PersNo. - (Optional)” prompt is selected (1).
Enter an employee number of the supervisor in the search box to verify the supervisor
employee name (2).

e Click the search icon drop-down arrow and select “Search in key” (3).
e Click the search icon (4).
e To see the supervisor employee number, click the key icon (5).
e Select the desired Supv Employee (6).
¢ OR, if you do not need to verify the supervisor’s employee number, you can skip steps 2
through 6 and enter it directly in (7).
e Click the right arrow to add the Supv Employee to the selection box (8).
Prompts s
Available prompt variants - & .ci!v
+ * Organizational Unit 12345678 70 12345678
# ¥ Year Cycle Ended (Single Value, Mandator — 5 0 = 8
@  Personnel Area(s) - (Optional) m— ,
@ supy Employect) Parsto. ~(Optic 1| Sup Emeleres s B B
&  1ob(s) - (Optional) John Doe | |
@  Employee(s) PersNa. - {Optional)

* Reguired prompts

April 8, 201€ *;7*17 PM GMT-04:00
12345678 | ity -

< >

Cancel

= NOTE: Since we have a large number of employees in the system, using broad wildcard

searches can be very slow and may result in an error if the search exceeds the system
Iimit. If you do not know the supervisor’s employee number and must do a name search,
you can narrow down your search by using the wildcard with specific text strings when
looking for a supervisor’s employee by name such as:

o  Mickey*Mouse*

e  *Mouse
If you know the supervisor’s employee number, it is best to use the manual entry field (in
step 7) to enter your selection.

4/18/16 North Carolina Office of the State Controller Page 6 of 15



B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

v Job(s) - (Optional): To select data for this prompt

Make sure the “Job(s) - (Optional)” prompt is selected (1).

°
e Enter a search text with an asterisk (*) in the search box to view the list of values for
Job (2).
e Click the search icon (3).
e To see the key value for each Job, click the key icon (4).
e Select the desired Job (5).
e OR, if you know the Job key or Job name, you can skip steps 2 through 5 and enter it
directly in (6).
e Click the right arrow to add the Job to the selection box (7).
Prompts X
Available prompt variants -| & _Ed,
@ * Organizational Unit Administration 30000011 6 | 30000011
& * Year Cycle Ended (Single Value, Mandatory) 2( — 4 .
&  Personnel Arsals) - (Optional) Administratiol — \
@  supv Employee(s) PersNo. - (Optional) Job 5 . < 7
[ Job(s) - (Optional) 30000011 1 NDF assigne .::ﬂ:ﬂ:ﬂ:ﬁ:,:::; 5
Mail Clerk IT (30000011) ~
@  Employes(s) Pershlo. - (Optional) l M::I Center Supenvisor [T (30000014) Al

* Required prompts

Stock Clerk 1T (300

Auto Parts Supervisor

Storeroom Manager (3

Warehouse Manager 11

Office Assistant V|

Office Assistant IIT (30
£

April 8, 2016 1:07:56 PM GMT-04:00

=

oK Cancel
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

v Employee(s) PersNo. - (Optional): To select data for this prompt:
e Make sure the ‘Employee(s) PersNo. - (Optional)’ prompt is selected (1).
Enter an employee number in the search box to verify the employee name (2).
Click the search icon drop-down arrow and select “Search in key” (3).
Click the search icon (4).
To see the employee number, click the key icon (5).
Select the desired Employee (6).
OR, if you do not need to verify the employee number, you can skip steps 2 through 6
and enter it directly in (7).
e Click the right arrow to add the Employee to the selection box (8).

Prompts b
Available prompt variants - 5] _Edl
- - ] - . &
@ * Organizational Unit Administration 87654321 7 | 87654321
& = Year Cycle Ended (Single Value, Mandat, — 5 | = 8
o Personnel Area(s) - (Opticnal) — I
&%  supv Employee(s) ParsNo. - (Optional) Employze <
@  Iob(s) - {Opticnal) | Minnie Mouse (87654321} 6 [| A
@ Employes(s) ParsNo. - (Optional | I

April 11 7“‘1_6 11:4%:11 AM GMT-04:00
= 2 | ﬂt] -
£ >
* Required prompts v Search in key 3

**  Search on database | 0K Cancel

7 NOTE: Since we have a large number of employees in the system, using broad wildcard
searches can be very slow and may result in an error if the search exceeds the system
Iimit. If you do not know the employee number and must do a name search, you can
narrow down your search by using the wildcard with specific text strings when looking for
an employee by name such as-

o Mickey*Mouse*

e  *Mouse
If you know the employee number, it is best to use the manual entry field (in step 7) to
enter your selection.
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B0O0O40 EMPLOYEE PERFORMANCE RATING & SALARY

Initial Layout:

The report is generated with a list of active employees who have a performance rating in the
system for the organizational unit and fiscal year end selected. Below is a sample of the report:

B0040: Employee Performance Rating & Salary for FY Cycle 2015

Organizational
Unit Oroanizational Unit Desc Personnel Area Supv Position Desc Supv Employee
r

222323322 ADMIMN 30 Administration Administration Secretary Of Administration John Doe

Continued...

Annual
Employee  Employee's Name Proficiency Salary Valid From

Performance Mgmt
37654321 MOUSE, MINMIE Summary Ratings OUTSTANDING 45,000 07/01/2014
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

Available Objects:

This is a list of the available objects that can be added to the report, once in Design mode:

= _jj BOO40: Employes Performance Rating & Salary
Agency Hire Date
Age Range

Employes

Employee's Name
Employes Group
Employee Pay Area
Employee Pay Group
Employee Pay Level
Employee Pay Type
Employes Subgroup
Employment Status
Ethnic Origin
Gender

Job

Organizational Unit
Personnel Area
Personnel Subarea
Position

Proficiancy
Qualification Group
Scale

Supv Employee

Supv Position

Valid From

valid To

Annual Zalary

Number of Employees

+

o O o oy e o o oy o [ o o o

= Variables
AnnualSalary
NumberOfEmployees
Prompt Response Employee Persho
Prompt Response Job
Prompt Response Organizational Unit
Prompt Response Personnel Area
Prompt Response Supy Employes Persho
Prompt Response Year Cycle Ended
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

Special Report Considerations/Features:

e The report defaults to generating list of all active employees who have a performance rating

entered for the year selected.

e The data is refreshed daily, and is current as of the close of business from the previous

business day.

e The annual salary on the base report is a variable named “AnnualSalary”. If you remove this
variable from the report, and later decide that you need it, you will need to add the variable
named “AnnualSalary” (shown with the check mark below). Do not use the measure named
“Annual Salary”. If so, the report will return values of #UNAVAILABLE in that column due

to filtering.

+ 7 valid To

Annual Salary 4 @

Number of Employees
=) == Variables \\/

AnnualSalary 4/

! NumberOfEmployees
Prompt Response Employee PersNo

! Prompt Response Job
Prompt Response Organizational Unit
Prompt Response Personnel Area
Prompt Response Supv Employee PersNo

I Prompt Response Year Cycle Ended

e This report contains filters that exclude specific jobs, employee groups and employee

subgroups.

o The following educational jobs are excluded from the report with a report filter:

dIE;J.::I:» Pesf . Rating Exclusions

& [30002063] School Educatorinterim

E [30002062] School Educatorsubstitute
E [30002055] School Assistant Principal
E [30002054] School Administrator

E [30002061] School Educatoretired

E [30001595] School Vocational Educator
E [30002044] School Educator IV

E [30002043] School Educator 11l

E [300015591] School Educator Il

E [30001590] School Educator |

E [30002052] School Speechdanguage Pathologist
E [30002045] School Psychologist

E [30002046] School Libraran

E [30001570] School Guidance Counselor
E [30002053] School Audiclogist

E [30002060] School Principal
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B0O0O40 EMPLOYEE PERFORMANCE RATING & SALARY

o The following Employee Groups are excluded from the report with a report filter:

Eg Employee Group Perf. Rating Exclusions

------- E %] Supmental Staf Grart
....... E [51EPA LEO Bi-Weskly
------- E [R] EPA Bi-Weekhy

------- E [0] Supplemental Staff

------- E [L] EPA Law Enforcement
....... E [K] EPA Employees

------- E [FIEPA115C 11M pd 12M
------- E [E1 5PA MNon Teacher 11M
------- E [D1EPA 115C 10M pd 12M
------- El [C1 5PA Mon Teacher 10M

o The following Temporary Employee Subgroups are excluded from the report with a

report filter:

SgEﬁbGupTwExdlm

£ [15] FT N-FLSAOT Temp Dir
EJ [25) FT N-FLSAOT Temp JB1
5 [35] FT N-FLSAOT Temp JB2
L] 145] FT N-FLSAOT Temp JB3
E [55] FT N-FLSAOT Temp DA
E] [65] FT N-FLSAOT Temp ADA
E [75] FT N-FLSAOT Temp MAG
£l 185) FT S-FLSAOT Temp CR
E [95] FT N-FLSAOT Temp CSC
EJ [0E] PT SFLSAOT Temp MAG
£ [1E] PT N-FLSAOT Temp Dr
] [2E] PT N-FLSAOT Temp JB1
E [3€] PT N-FLSAOT Temp JB2
E] [4E] PT N-FLSAOT Temp JB3
El 58] PT N-FLSAOT Temp DA
E [6E) PT N-FLSAOT Temp ADA
El [7E1 PT N-FLSAOT Temp MAG

E [Q5] FT N-FLSAOT Temp SC
£ [S5] FT N-FLSAOT Temp CJP
£ [S1] FT N-FLSAOT Temp ACJP
E] (0] FT S-FLSAOT Temp ACJP
E5] [T5) FT N-FLSAOT Temp AD
£ [US] FT N-FLSAOT Temp JBS
El [8E] PT S-FLSAOT Temp CR
E [9E] PT N-FLSAOT Temp CSC
£ [QE] PT N-FLSAOT Temp SC
& [SE] PT N-FLSAOT Temp CJP
E5] [SL] PT N-FLSAOTTemp ACJP
] [SR] PT S-FLSAOTTemp ACJP
E] [TE] PT N-FLSAOT Temp AD
E [UE] PT N-FLSAOT Temp JBS
E [VEIPT S-FLSAOT Temp JBS
£ (V5] FT S-FLSAOT Temp JBS

These filters can be edited if you need to include any of these values on the report:

e Once in the report, click on the “Design” menu option to go into design mode (1).
e Click the “Analysis” tab (2).
e Click he Filter drop-down arrow to see the filter options (3).
e Select “Edit Filter” (4).
BT S B0040: Employee Perf... ® = X 2 |
File | Properties | " Report Elements | Formatting | Data Access | Analysis | Page Setup | Reading v Design o
CE (BRI Le [ e iy T oon Vo] o KN
o o | K B R X & 7 Filter |+ 3 nking =B Input Controls = || Group -E Break 4] sort 7 Filter Bar & Outline | |~
_g] fo nit o 7 4L
s 7 Edit Filter
Tz 'B0040: EmMployee » e rirer g & Salary for FY Cycle Execution Date : 33071
=g i Filter by a New Input Control N
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

e The report filter will display.
= To include the jobs on the report:
o Click the “Job — Key” filter to see the jobs that are excluded from the report (1).
o Select the job(s) you want to include on the report. In this example, the complete
list is selected (2).
o Click the left arrow to remove the job(s) from the exclusion list (3).

Report Filter woX

Filter On Report B0040 Employee Performance Rating & Salary 7 Add Filter ¥ T v |[=

= ]j BO040: Employes Performance R

SR=]B80040 Employse Performandg 1 'Job—Ke'y Mot In List ~| |30002063;30002062;3000205 6
™= Vertical Table : Query Re

% Employee Group - Key | Not In List =| |X;5;R;0;L;K;FE;D;C
AND
% Employee Subgroup - Key | NotIn List +| |15;25;35;45;55;65;75;1E;2E;]

Job - Key Not In List
30002063
Job - Key = 20002062 A
[MULL_VALUE] - 30002055 u
30002054
30002061
30001995

Type values here

OK Cancel Apply
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

= To include the employee groups on the report:
o Click the “Employee Group — Key” filter to see the employee groups that are
excluded from the report (1).
o Select the employee group(s) you want to include on the report (2).
o Click the left arrow to remove the employee group(s) from the exclusion list (3).

Report Filter i X
Filter On Report BO040 Employee Performance Rating & Salary 7 add Filter ¥ > | & v |[E

= jj BO040: Employes Performance F
2§ % Job - Key | NotInList ~| |30002063;30002062;3000205 ~

™= Vertical Table : Query Re
1 lEmponae Group - Key | NotIn List ~| |X;5;R;0;L;K;FE;D;C
AND |
% Employee Subgroup - Key | Not In List | |15;25;35;45;55;65;75;1E;2E;]

Employee Group - Key Not In List

ype values here

Employee Group - Key = : - '
[NULL_VALUE] = |r
/ J o
| L
3 [ K
F
E
D
C
I?B -
< >
0K Cancel Apply
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B0O040 EMPLOYEE PERFORMANCE RATING & SALARY

= To include the employee subgroups on the report:
o Click the “Employee Subgroup — Key” filter to see the employee subgroups that
are excluded from the report (1).
o Select the employee subgroup(s) you want to include on the report (2).
o Click the left arrow to remove the employee subgroup(s) from the exclusion list

Report Filter X
Filter On Report BO040 Employee Performance Rating & Salary * bdd Filter ¥ x| & o |

= 3] BOD40: Employes Performance F
=RE 50040 Employee Performang % Job - Key | Not InList ~| (30002063;30002062;3000205 ~

™ Vertical Table : Query Re
‘% Employee Group - Key | NotInList =| |35;R;0;LKFED;C
AND 10
lEmpIcyee Subgroup - Key | Not In List | |15;25;35;45:55;65:75;1E;2E;]

T values here Employes Subgroup - Key Mot In List

Employee Subgroup - Key >
[NULL_VALUE] > 35

3 m=_)

OK Cancel Apply
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