POSITION ELIGIBILITY SETTINGS BOBIJ
REPORT DESCRIPTION B0O083 | WEB INTELLIGENCE

The purpose of this Report Description is to explain how to display position eligibility settings in the
Integrated HR-Payroll System.

Report Description

This report displays Position Eligibility Settings such as Time Settings, EEO Designations, and Job Information.

Report Location

OM: Position/Time Eligibility

Report Uses

e This report is used to evaluate position settings to ensure they are set correctly and are consistent
across similar positions within an organizational structure. Some positions settings impact pay.

e This Report can be used to answer questions such as which positions are eligible for Overtime Comp
Pay.

e |f you are researching Retroactive changes to position time settings, refer to B0152 — Retroactive
Position Time Settings — Metrics.

How to generate this report 2
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Optional Prompts 3
Initial Layout 8
Available Objects 11
Special Report Considerations/Features 12
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Report Description BO083 — Position Eligibility Settings

How to generate this report

Prompts

Available prompt variants

Y

* Organizational Unit

=+ *Calendar Month/vear (Single Value, Mandatory)

a Job Family(s) - (Optional)

& lob Branch(s) - (Optional)

& lob(s) - (Optional)

& Employee(s) Persho. - (Optional)
& Position(s) - (Optional)

Optional

Mandatory Prompts

= Selected Value(s)

OK Will be gray until
all the mandatory

Prompts are Selected

Cancel

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 (v).

=> *Organizational Unit: To select data for this prompt:

e Make sure the “Organizational Unit” prompt is selected (1).

e Click on the “Refresh Values” icon to see the list of Org Units (2).

¢ Navigate down to the desired Org Unit (3).

e Click on the right arrow to add it to the selection box (4).

Prompts

7/1/2021

Available prompt variants MEFH.
. 2 l
@ * Organizational Unit Administration i Refresh Values ¥2 Organizational plan\State of North Carolina\Governor|
@  Employee(s) PersNo. - (Optional)
©  Employes County(s) - (Optional) s B 50— 4 |
@  Address Type(s) - (Optional) Permanent residence + © State Human Resources X
@  Personnel Area(s) - (Optional)  Administratio 3
@  Employment Status(es) - (Optional) © Administration
@  ob(s) - (Optional) # © ADMIN Secretary's Office
@  Exclude Employee Subgroup(s) - (Optional) G1 < >
December 8, 2016 8:52:56 AM GMT-05:00
Ry - < >
* Required prompts
| ok || cancel
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Report Description BO083 — Position Eligibility Settings

Optional Prompts

Optional prompts are indicated with a green check mark (+') but 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 Job Family(s) - (Optional): To select data for this prompt:

e Make sure the “Job Family(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
Family (2).

e Click on the search icon (3).

e To see the key value for each Job Family, click on the key icon (4).

e Click on the desired Job Family (5).

e ORif the Job Family key or Job Family name is known, skip steps (2) through (5) and enter
it directly in (6).

e Click on the right arrow to add the Job Family to the selection box (7).

Prompts 2 4
Available prompt variants v _E.J [Ea, x
8
@ * Organizational Unit Transportation Type a value: (30000004 6 Selected Value(s)
& * Calendar Month/Y'ear (Single Value, Mandatory) 09/2015
: . 4 = = ||| Infermation Technology
& lob Family(s) - (Optional) Information Technology 1
o 7
& lob Branch(s) - (Optional) Job Family
& lob(s) - (Optional) Administration And Management (20000000} ’
' ) - R {Engineering And Architecture (30000001)
@ Employee(s) Persto. - (Optional) |Human Services (30000002)
& Position(s) - (Optional) {information And Education (30000003} =

1« [ -

March 22, 2016 9:47:06 AM GMT-04:00

* Required prompts 0K Cancel
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Report Description BO083 — Position Eligibility Settings

v Job Branch(s) - (Optional): To select data for this prompt:
e Make sure the “Job Branch(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

Branch (2).

e Click on the search icon (3).
e To see the key value for each Job Branch, click on the key icon (4).
e Click on the desired Job Branch (5).
e ORif the Job Branch key or Job Branch name is known, skip steps (2) through (5) and enter

it directly in (6).

e Click on the right arrow to add the Job Branch to the selection box (7).

Prompts

Available prompt variants

& * Organizational Unit Transportation

& * Calendar Month/Y'ear (Single Value, Mandatory) 09/2015
& Job Famity(s) - (Optional) Information Technology

& Job Branch(s) - (Optienal) ; Business Management 1
& Jobis) - (Optionaly

& Employee(s) Persho. - (Optional)

& Posttion(s) - (Optional)

* Required prompts

| H @ X
B

Type a value: (280000004 &

-

Job Branch

Selected Value(s)

n [
—l= Business Management

nnnnnnnnn

{Business Management (80000004)
Economic Development
Financial Analysis (2
Human Resources (2
ELegaI:
JPlanning (2000000 9)

5]

March 22, 2018 9:54:57 AM GMT-04:00

* 2

% 3

0K

by

Cancel
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Report Description BO083 — Position Eligibility Settings

v Job(s) - (Optional): To select data for this prompt:
e 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 on the search icon (3).
e To see the key value for each Job, click on the key icon (4).
e Click on the desired Job (5).
e ORif the Job key or Job name is known, skip steps (2) through (5) and enter it directly in

(6).

e Click on the right arrow to add the Job to the selection box (7).

Prompts

Available prompt variants

& * Organizational Unit Transportation

& * Calendar Month/vear (Single Value, Mandatory) 09/2015
3 lob Family(s) - (Optional) Information Technology

O Job Branch(s) - (Optional) Business Management

& Jobis)- (Optional) Business Manager 1

& Employee(s) PersNo. - (Optional)

& Posttion(s) - (Optional)

H B x

Type a value: [30000829 6

Job

Selected Value(s)

Administrative Officer | (30
Administrative Officer Il (30
Inwventory Systems Analyst (20000811}

Business Manager (30000829} 5

Highway Equipment Office Manager |
Transzpertation Aviation Director (2
Transpertation Program Manager (3

March 22, 2016 10:19:46 AN GMT-04:00

i 3 = i
'a | =] Business Manager

7

b

- 2 3
* Reguired prompts OK Cancel
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Report Description BO083 — Position Eligibility Settings

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

e Make sure the “Employee(s) PersNo. - (Optional)” prompt is selected (1).
e Enter an employee number in the search box to verify the employee name (2).
e Click on the search icon drop down arrow and select “Search in key” (3).
e Click the search icon (4).
e To see the employee number, click on the key icon (5).
e Click on the desired Employee (6).
e ORif the employee number is known, skip steps (2) through (6) and enter it directly in (7).
e Click on the right arrow to add the Employee to the selection box (8).
Promipts
A piabie prompl varants L] _,:| b
@ - Organcatonal Unt Transportation Type & valkoe: | 12345675 7 Sehecied Vakse(s)
& * Calendar Wesih'yaar [Sngle Vale, Mandsiory] 092015
& 1o Faméyis) - (Optienal) Information Technokogy =] I:] B John Doe ([12345678) g
& lob Branch(s) - (Optonal) Business Management |
@ Jobis) - (Dptional} Business Manager John Doe (12343878) 6

@ Position(s) - (Opticnal

& Employee(s) Persho, - (Optional) 1 Jahn Doe

oK Cancel

NOTE: Since the system has a large number of employees, using broad wildcard searches can be very
slow and may result in an error if the search exceeds the system limit. If the employee number is not
known and a name search must be done, narrow down the search by using the wildcard with specific
text strings when looking for an employee by name such as:

Jane*Doe*

*Doe

If the employee number is known, it is best to use the manual entry field (in step 7) to enter the
selection.

7/1/2021
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Report Description BO083 — Position Eligibility Settings

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

e Make sure the “Position(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
Position (2).

e Click on the search icon (3).

e To see the key value for each Position, click on the key icon (4).

e Click on the desired Position (5).

e ORif the Position key or Position name is known, skip steps (2) through (5) and enter it
directly in (6).

e Click on the right arrow to add the Position to the selection box (7).

Prompts
Avalabie prompt varacts v | A X
Ot Vol Tramspockidion Type o vaue: |68388388 6 Selected Vale(s)
(] wodar ) Year (Sngle Value, Mandatory) 092015
1 - R Exacutive
@ Job Famiy(s nal) Information Technology
e /
@ lJob Branchis) - (Optooal) Business Management Posge
n Admstrative Officer | (61111111) »

© Jod(s Optonal) Business Manager . K 6222

Drector Of Admnstralive Analysis (62222
©: Exwloyes(s) Persio, - (Options [ wEecutive (GEBBEEEE) 5
@ Postenis) - (Optonal) it Executive 1 To Secretary {63333333)

thcer |(54444444)
555555)
¢ M (6TTTTTIT) v

ox Cancel

NOTE: Since the system has a large number of employees, using broad wildcard searches can be very
slow and may result in an error if the search exceeds the system limit. If the employee number is not
known and a name search must be done, narrow down the search by using the wildcard with specific
text strings when looking for an employee by name such as:

Jane*Doe*
*Doe

If the employee number is known, it is best to use the manual entry field (in step 7) to enter the
selection.
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Report Description BO083 — Position Eligibility Settings

Initial Layout

This report displays Position Eligibility Settings such as Time Settings, EEO Designations and Job Information:

B0083: Position Eligibility Settings as of SEP 2015

Business
Area

Organizational
Unit

Dept of
Transportation 21111111
-

Dept of

Transportation 21111111

Organizational Position
Unit Desc Position Desc
DOTCDEHTS
PDEAHE Fublic
Invalve 12121212  Business Manager 11111111 Doe, Jane
F F L |
DOTCDSHTS
FDEA HE Fublic
el 13131313 Business Manager 22222222 smith, John

Continued....

Execution Date - 8A5M9

Work
Supv Supv Supv Employee Schedule
Position Position Desc Employee Subgroup Rule
Business Hancock, Wik - Sat
17171717 Directar 87654321 John FT H-FLSAOT Permn  124W24FX 06 (mdnt) - Fri
F F F
Business Alice, Wik - Sat
18181818  Directar 12345678 Bob FT 5-FLSAOT Perm  124W24FX 3] (mdnt) - Fri
Continued....

EE Time
Management
Status

1 - Positive

Time Fecording 40.00 40.00
F F

1 - Positive
Time Recording 40.00

40.00

Pos
Pos Pers Cust Lv -
Pers Subfirea Cust I - Cust I\ - Sngl Cust L - Dbl Prem
Subfirea Desc Sngl Elig Prem Rate Dbl Elig Rate

Tday
M08 Interface # 0.oo # 0.00

L3 F

Tday

Riz0a Interface # 0.oo # 0.oo

Continued....

7/1/2021
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Report Description BO083 — Position Eligibility Settings

oT E Shift E Shift
Payout  Hol Prem Prem
Paid Elig Elig Rate
* # K1ata] H #* 365 H nan # noo o# noo o # 0.0o
F F L4 F F
A it # b4 # 365 " nan0  # noo o # noo o # n.oo
Continued....

On Call

Comp
Accr

0.oo X

a0 X

Call Back Call Back Extended
Immed Payout Duty
Payout Paid Elig

Number
Extended of
Duty Rate Positions

# ¥ ¥ 0.o0 # ¥ ¥ 1
r

# # ¥ 0.oa # ¥ # 1

Total 2

7/1/2021
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Report Description BO083 — Position Eligibility Settings

The Report Info tab displays the information about the prompts entered.

Report Info

Prompt Input

Execution Date : 5/5/16

Organizational Unit Transportation
CalMonth/Year MAR 2016

Job Family(s) Information Technology
Job Branchi(s)

Johb(s)

Employee(s) Persho.

Position(s)
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Report Description BO083 — Position Eligibility Settings

Available Objects

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

=

e e = = = = = = = = = S e R = e S e e e e e S |

BOOS3; Position Eligibility Settings
Addl. Center Ref.
Business area
Call Back Elig
Call Back Immed Payout
Call Back Payout Paid
Country
Cust Lvl - Dbl Elig
Cust Lvl - Dbl Prem Rate
Cust Lvl - Snal Elig
Cust Lvl - Sngl Prem Rate
EE Hours Per Wesk
EE Telework Eligible
EE Telework Type
EE Time Management Status
Emergency Position
Employee
Employee's Name
Employee Group
Employee Pers SubArea
Employee Subgroup
E shift Prem Elig
E Shift Prem Rate
Essential Position
Extended Duty Elig
Extended Duty Rate
Funding Source
Gap Hours Elig
Gap Hours Payout Paid
Hol Elig
Hol Immed Payout
Hol Payout Paid
Hol Prem Elig
Hol Prem Rate
Job
Job Branch
Job Country
Job ESG CAP
Job Family
Job Pay Area
Job Pay Group
Job Pay Level
Job Pay Type
Key Position
Mandatory Onsite
M5 Prem Elig
M5 Prem Rate
On Call Comp Accr

[+
I+
[+
[+
[+
[+
[+
[+
[+
[+
[+
[+
5|
[+
[+
[+
[+
E3)
[+
[+
[+

|+
|+
|+

On Call Elig

On Call Rate

Organizational Unit

0T Elig

OT Immed Payout

OT Payout Paid

Pos City

Pos Country

Pos County

Pos ESG CAP

Paos Hours Per Week

Pasition

Position Chief

Position Pay Area

Position Pay Group

Position Pay Level

Position Pay Type

Pos Personnel Area

Pos Personnel Subarea

SOC Code

State

Supv Employes

Supv Position

Vacancy Status

Valid From

valid To

Whnd Murse Elig

Whknd Shift Prem Elig

Wknd Shift Pram Rate

Working Week

Work Schedule Rule

Mumber of Positions

Variables
Prompt Response Cal Mth/Yr
Prompt Respense Employee Persho
Prompt Response Job
Prompt Response Job Eranch
Prompt Response Job Family
Prompt Respense Qrganizational Unit
Prampk Respanse Position

References
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Report Description BO083 — Position Eligibility Settings

Special Report Considerations/Features

e There is a default filter applied to the report to exclude the Vacant Positions. Vacant positions are
indicated by Employee equal to #. Filter is defined as Employee not equal to # to exclude vacancies. This
filter can be changed if desired.

v" To change the default filter to check for Vacant Positions:
e Hover the mouse outside the crosstab table (1).
e Right-Mouse click to bring up the context menu; select Filter (2), then Edit Filter (3).

B0083: Position Eligibility Settings as of MAR 2016
*..--""' 1

Position
Position Desc

Insert >

Refresh All Cirl+R

[ar

Show Structure Cirl+3

“

Show Resultz Cirl+2

Start Drill

&

Filter 2 * | 9 AddFiter

Format Report... &  Edit Fitter 3

Remove Fiter

Fitter by a New Input Control...
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Report Description BO083 — Position Eligibility Settings

e (or) Go to Edit Filter screen through Analysis > Filter > Edit Filter.

~ Report Element | & Format | & Data Access

" File & Properties | |

Analysis ’lJage Setup |

2

/" Display | Conditional |

/ Interact |/ Functions |

| 2l

H W Fiter Bar 8H Outline ‘

-3 S5 & B | Fiters || Data Tracking |
B-| o ¢ | & | 7 Fiter | ~| | £ | 2B input Controle ~
o

7] 7 Add Fiter

B0083: Position Eli =~ f MAR 2016

Remove Fitter

Fitter by a New Input Control...

Position
Desc

Organizational
Unit Desc

Business
Area

Organizational
Unit

Paosition

Employee

Employee's

Name

Supv
Position
Desc

Supv
Position

When the Edit screen pops up, you can see the default filters applied. To change this filter to Equal to

Blank (#) to check for Vacant Positions

e C(Click on “Employee - Key” (1).

e C(Click on Drop-down icon of Operator (2), then Select Equal to (3) Operator.

e C(Click on Apply (4) and OK (5)

Report Filter

7 add fiter

= B0083 Position Eligibilty Settings

D Wertical Table: Query Results % Employes - Key [MNot Equal to

In list -
1 Mot in list

Not Equal to

Greater than

Greater than or Equalto
Less than

Less than or Equal to 4

Type a value:

| Selected Value(s)

S|t |

@ To see the content of the list, click Refresh Values.

E:

OK | | Cancel Apply

7/1/2021
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Report Description BO083 — Position Eligibility Settings

Now you can see the Vacant Positions in the Report where Employee is equal to Blank (#).

B0083: Position Eligibility Settings as of MAR 2016 Exaculion Date : SIS
Supy

Biitingss ﬂl’ﬂd.ﬂl'.'.!ﬂﬁi’lll Equamrah&nal Paogitian

Area Limit Linit Desc Position Desc
DOT COUNSEL FOR

Diiepd of ENVIR & TRANS ot

Transportaton 21111111 ISSUES 61111111 Amomeyn 7 # # A55GNed

Dhespd of Mot

Trangportation 22223233 DOT SUPPORT 62222222 Student Co-0p L L L a53gned

Legisiative
Depd of DOT SUPP COS LEG Affairs Program Mot
Transportation 23333333 AFFAIRS & POLICY 63333333 mgr ] " " assigred
Businass

Dwpt of DOT SUPP COS LEG Systenms Mot

Transportation 27700777 AFFAIRS & POLICY B L " " " assagred
DOT SUPP 5P

Depd of STRATEGIC Adminisirative Mot

Transportation 24444444 INITIATIVES 65566565  agsmtant " # ] assaned
DOT SUPP SP Special

Diept of STRATEGIC Assietant for Mat

Transgortation 20555555 INITIATIVES GITTTITIT Polcy ] " " a53gned
DoT Information and

Dept of COMMUNICATIONS Commiunication Mot

Transportation  25REE6E66 OFFICE GBBBEEEE specin ] # # assignid

Note: To change the Report Filter back to excluding vacant positions, follow the same process above
and change the Operator to “Not Equal to.”
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e By default, data is sorted by Business Area. This can be changed as desired.
v" To change the sorting to another column
e Make sure the “desired column” is selected (1).
e C(Click on “Analysis” Tab (2).
e By default, “Display” tab is selected (3).
e Click on the “Drop down icon” as shown (4).
e C(Click on “Remove all sorts” (5).
e Select ascending or descending sort order as needed (6).

Fie  Propertes Report Blement Format Daty Access {I Anslyss Paje Seto Resso; Desgn ~
B SR A - Teas | OwtaTackeg | 3 Conditionat | ki st |/ Feoctons |
£ D o X | @ 2 Fer ~ | dhReokny * | E mputCootrols » || Groep e 3 | Bresk =MME & Ol = V¢ Fiter Bar B35 Outine
v Nene

o o X ¥ ={0eganizationsl Unif jOrgancasonal Unit - Key]

8| [eeedm 1 ®
b4
A

= B0083: Position Eligibility Settings as of MAR 2016

| |Desconceg

Organizational  Organizational

: Urit Unit Desc
z 1
» | Deptot DOT SECRETARYS Secretary Of Transportati Not
Transportason | 21111111 OFFICE 61111111 Tanspotaten 11111111 BOB, ALICE 60038654 on ’ assigned
. DOT SECRETARYS Sacratacy Of Transponat ot
spomason 21111111 OFF 35 61111111 Tansponaten 12222222 DOE, JOHN  ggosssss :‘ixI e ’ assigned
Sacretary of
Dept ot DOT SECRETARYS Transporaton Not Not
Transpomason 21111111 ofrice 62222222 13333333 DOE, JANE ¢ assignad # assigned
Secretary o
Dt of DOT SECRETARY'S Trnspotaton HANCOCK, Not Not
Transporason 21111111 OFFICE 63333333 w2 14444444 JOHN 2 2 assigned
DOT SECRETARY'S SMITH, Hannah
Deptod QFFICEEXEC Administrative Daniel
Transpotaton 21111111 ASSTBOT 64444444 Assusran;n : 12222222 JAMES 60014922 585452 Jemnigan

e Position Personnel area was added to this report on August 17, 2017 and began being populated at that
time. If the report is run for a date prior to August 2017, the position personnel area will not be
populated and will display as “#” or as “not assigned.”

Change Log

e 6/2/2016 — Initial version

e 8/17/2017 — Added Position Personnel Area

e 1/25/2018 — Updated document with Position Personnel Area information from 8/17/2017 change

e 9/16/2020 — Updated format, assigned reference number, and made accessible — C. Ennis and L. Lee

e 10/28/2020 — Added alt text. L.Lee

e 2/4/2021 — Updated the list of Available Objects with three new elements EE Telework Eligible, EE
Telework Type and Mandatory Onsite.

e 7/1/2021 — Added Address Suppl to Position attributes (expanded list) in Available Objects.
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