EMPLOYEE BY PERSONNEL AREA | gopj

REPORT DESCRIPTION BO095 | WEB INTELLIGENCE

The purpose of this report is to display a list of active employees by personnel area in the Integrated HR-
Payroll System.

Report Description:

This report lists active employees by personnel area/contract type. Additional data elements include
demographics and position detail.

Report Location:

PA: Employee Actions

Report uses:

This report is used to provide a list of employees with a listing of their relevant employment details. It is
meant to be a general all-purpose employee list and with the use of filtering and navigation. This report can
have a number of specific uses depending on department needs. Below are a few common examples:

e List of employees by Org unit, Division, or Section
o List of employees by employee group (i.e., list of all EPA employees)
e List of employees within a specific job

e Birthday list

Quick Links

How to generate this report 2
Mandatory Prompts 3
Optional Prompts 5
Exclusion Prompts 11
Initial Layout 13
Available Objects 14
Special Report Considerations/Features 15

4/6/2021 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 1 of 15



Report Description B0095 — Employee By Personnel Area

How to generate this report

* Calendar MonthyYear (Single Value, Mandstory)
Persannel Arza(s) - {Optional) qu dﬂ'ror"}' i
Emplayes Group(s) - (Optional) <
Employes Subgroup{s) - {Optional)
Emplayes{s) PersMo, - {Optional)
Work Contract Type(s) - (Optional)
Job(s) - (Opticnal)

Exclude Employee Group (Temps) O;X
Exclude Employes Subgroup (Temps) 15 ;25 ;35 ;45(;.

L L CC g

OK is grey because
mandatory prompt has
not been completed.

<
* Required prompts

Cancel
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Report Description B0095 — Employee By Personnel Area

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 (v).

=>» *Qrganizational Unit: To select data for this prompt:
e Make sure you have “Organizational Unit” prompt selected (1).

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

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

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

Prompts E
2 |
" * Organizational Unit OSC BEST Shared Services 1 Refresh Values %3 Organizational plan\State of North Carclin
» ¥ Calendar MonthyYear (Single Value, Mandstory) I‘ |
W Personnel Areals) - (Optional) ZHM_ﬂM_—?_R(%L'I_NI_T -
W Employes Group(s) - (Optional) State Controller & 4
v Employee Subgroup(s) - (Optional) - Office of the State Controller
v Employes(s) PersMa. - (Optional) Office of the State Controll
W Work Contract Type(s) - (Optional) + OSC BEACON
v Job(s) - (Optional) =
v Exclude Employee Group (Temps) 0;X Q5C BEST Shared = 3 J
W Exclude Employes Subgroup (Temps) 15 ;25 ;35 ;45 ; < MEs BECT cuia f"f;ff"
December 18, 2015 3:49:23 PM GMT-
05:00
ﬂt] - OK is grey because
mandatory prompt has
not been completed.
< >
* Required prompts
Cancel
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Report Description B0095 — Employee By Personnel Area

=> *Calendar Month/Year: To select data for this prompt:

e Make sure you have “Calendar Month/Year” prompt selected (1).
e Type in a wildcard year (*yyyy) to search for available months in a particular year (2).
e Click on the search icon (3).
e Select the desired date for your low range (4).
e Click on the right arrow to add it to the box (5).
Prompts 2 s

v *Qrganizations! Unit OSC BEST Shared Services =
Refresh Values ¥ 03/2015
v * Calendar Month/Year (Single Value, Mandatory) 0372015 | ) | —
v Personnel Areals) - (Optional) 1 }, e RO
L4 Employes Group(s) - (Optional) T 01/2015 A <| 5
L4 Employes Subgroup{s) - (Optional) 022015
L4 Employes(s) PersMo. - (Optional) m
W ‘Wark Caontract Type(s) - (Optional) 042015 4
W Jobi(s) - (Opticnal) 052015
W Exclude Employee Group (Temps) O;X 062015
W Exclude Employee Subgroup (Temps) 15 ;25 ;35 ;45 ;55 ;65 072015 W
ne/rn1s
December 16, 2015 3:57:49 PM GMT-
05:00
=2015 3 -
2 i
3
< >
* Reguired prompts
oK Cancel
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Report Description B0095 — Employee By Personnel Area

Optional Prompts

Optional prompts are indicated with a green check mark (¥) but are not pre-filled or required. They are used
to assist in further 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 Enter a search text with an asterisk (*) in the search box to view the list of values for Personnel
Area (2).

e C(Click on the search icon (3).
o To see the key value for each Personnel Area, click on the key icon (4).
e Click on the desired Personnel Area (5).

e ORif you know the Personnel Area key or Personnel Area name already, then you can skip steps 2
through 5 and enter it directly in (6).

e C(Click on the right arrow to add the Personnel Area to the selection box (7).

Prompts il

* Organizational Unit 0SC BEST Shared Services ey T State Controller
* Calendar Month/Year (Single Valug, Mandatory) 03/2015 : 6 F -
Personnel Area(s) - (Optional) State Controller 1 4

f Personnel Area — < 7
State Controller 5 B

Employee Group(s) - (Optional)

Employes Subgroup{s) - (Optional)

Employes(s) Persio. - {Opticnal)

Work Contract Type(s) - (Optional)

Job(s) - (Optional)

Exclude Employes Group {Temps) 0;X

Exclude Employes Subgroup (Temps) 15 ;25 ;35 ;45 ;55 ;65

CLALLLCLCLCCKL

December 16, 2015 4:05:57 PM GMT-05:00

+ g -

5 B

< >
* Required prompts
oK Cancel
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Report Description B0095 — Employee By Personnel Area

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

e Make sure the “Employee Group(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 Employee

Group (2).
e Click on the search icon (3).
e To see the key value for each Employee Group, click on the key icon (4).

e C(Click on the desired Employee Group (5).

e ORif you know the Employee Group key or Employee Group name already, then you can skip

steps 2 through 5 and enter it directly in (6).

e C(Click on the right arrow to add the Employee Group to the selection box (7).

Prompts

CLLLLLLCCCKL

* Organizational Unit 0SC BEST Shared Services A 4
* Calendar Month/Year (Single Value, Mandatory) 03/2015 6 F F

SPA Employees

=
Personnel Arza(s) - (Optional) State Controller

Employee Group(s) - (Optional) SPA Employees 1 B
Employes Subagroup(s) - (Cptional)

Employes{s) PersMo. - (Optional)

‘Work Contract Typa(s) - (Optional)

Job(s) - (Optional)

Exclude Employes Group (Temps) O;X

Exclude Employes Subgroup (Temps) 15 ;25 ;35 ;45 ;55 ;65

Employes Group <7

SPA Employses (2) 5
supplemental Staff (O

December 16, 2015 4:09:05 PM GMT-05:86

= s B ?’b -
3
£ >
* Reguired prompts
K Cancel
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Report Description B0095 — Employee By Personnel Area

v" Employee Subgroup(s) - (Optional): To select data for this prompt:
e Make sure the “Employee Subgroup(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 Employee

Subgroup (2).

e Click on the search icon (3).

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

e C(Click on the desired Employee Subgroup (5).

e ORif you know the Employee Subgroup key or Employee Subgroup name already, then you can
skip steps 2 through 5 and enter it directly in (6).

e C(Click on the right arrow to add the Employee Subgroup to the selection box (7).

Prompts e
* i i i i [ ]
% ¥ Organizational Unit OSC BEST Shared Services al 4 FT N-FLSAOT Parm
v * Calendar Month/Year (Single Value, Mandatory) 032015 6 F ¥ -
W Personnel Area(s) - (Optional) |
v Employee Group(s) - (Optionzl) SPA Employees Employee Subgroup @ 7
. Contractor (G1]
v _ L (G1)
Employee Subgroup(s) - (Optional) FT N-FLSAOT Perm e P ALY 5 ||

v Employee{s) PersMo. - {Optional) 1 FT N-FLSAQT Prob (A2
v Work Contract Type(s) - (Optional) FT 5-FLSAQT Perm (E1]
v  Job(s) - (Optional) g Sr:iii%; Pp;ﬂb

| rm (WA
v Exclude Employee Group (Temps) O;X PT S-FLSAOT Student (Y5
W Exclude Emplayee Subgroup (Temps) 15 ;25 ;35 ;45 ;55 ;65

December 16, 2015 4:29:53 PM GMT-
05:00
2
3
< >
* Required prompts
a8 Cancel
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Report Description B0095 — Employee By Personnel Area

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).

o Click on the search icon drop down arrow and select “Search in key” (3).

e C(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 you do not need to verify the employee number, then you can skip steps 2 through 6 and

enter it directly in (7).

o Click on the right arrow to add the Employee to the selection box (8).

* Organizational Unit OSC BEST Shared Services
* Calendar Month/Year (Single Value, Mandatory) 0
Personnel Areals) - (Opbonal)
Employes Group(s) - (Optional) SPA Employees
Employes Subgroup(s) - (Optional) FT N-FLSAD'
Employee(s) PersNo. - (Optional) ’
Wark Contract Type{s) - (Optional) __
Job{s) - {Opticnal)
Exclude Employes Group (Temps) O;)
Exclude Employee Subgroup (Temps) 15 ;25 ;35

LA 4

* Required prompls

12345678 1 |
— c John Doe (12345678
-.J. 5 H,

L4

John Doe (12345578} 6 |

Ermployes

September 2, 2015 10:53:53 AM GMT-
04:00
12345678 2 LI ET

Match case
v Search in bty 3_|

o
Cancel

NOTE: Since we have a large num

ber 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 limit. 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:

John*Doe*

*Doe

If you know the employee number, it is best to use the manual entry field (in step 7) to enter your

selection.

4/6/2021
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Report Description B0095 — Employee By Personnel Area

v Work Contract Type(s) - (Optional): To select data for this prompt:
e Make sure the “Work Contract Type(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 Work
Contract Type (2).

e Click on the search icon (3).
e To see the key value for each Work Contract Type, click on the key icon (4).
e C(Click on the desired Work Contract Type (5).

e ORif you know the Work Contract Type key or Work Contract Type name already, then you can
skip steps 2 through 5 and enter it directly in (6).

e C(Click on the right arrow to add the Work Contract Type to the selection box (7).

Prompts w

* Organizational Unit 0SC BEST Shared Services 1051
* Calendar Month/Year (Single Value, Mandatory) 03/201 6T
Personnel Areals) - (Optional)

SHP Full EECost

-

Work Contract Type || =

Employee Subgroup(s) - (Optional) E:g?;jrfEEE Elig _,'-_';:'ljl 7

Employee{s) PersMo. - {Optional) g
Work Contract Type(s) - (Optional) SHP Full EECost

Job(s) - (Optional) 1

Exclude Employes Group (Temps) O;X ™

Exclude Employees Subgroup (Temps) 15 ;25 ;35 ;45 ;5

Employee Group(s) - (Optional)

LA L LL LKL

December 16, 2015 4:41:37 PM GMT-
05:00

ey

3
£ >
* Reguired prompts
OK Cancel
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Report Description B0095 — Employee By Personnel Area

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 C(Click on the search icon (3).

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

e C(Click on the desired Job (5).

e ORI if you know the Job number or Job name already, then you can skip steps 2 through 5 and
enter it directly in (6).

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

Prompts

= A ] - i
Organizational Unit O5C BEST Shared Services 20000486 Accountant I

* Calendar Month/Year {Single Value, Mandatory) 03201 6 F =l
Personnel Area(s) - (Optional) }

Job = 7
Accountant I (30000488) B
- Accounting Spedialist I (30 5 18) A
Employee(s) Persho. - {Optional) Administrative Assistant 11 (swed0ET
Woark Cantract Type(s) - (Optional) Administrative Officar T (3 ]
Job(s) - (Optional) Accountant I 1 Administrative Support Associate ::_- C

Administrative Support Spedalist (50
Beacon Payroll And Time Specialist |
Exclude Employse Subgroup (Temps) 15 ;25 ;35 ;45 ;f | | Business And Technology Applic Anal %

Business Systems Analvst IT (300122

Employee Group(s) - (Optional)
Employee Subgroup(s) - (Optional)

Exclude Employee Group {Temps) O;X

December 16, 2015 4:52:10 PM GMT-
05:00

£

* Required prompts
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Report Description B0095 — Employee By Personnel Area

Exclusion Prompts

Exclusion prompts are also indicated with a green check mark (v) but are generally prefilled with a specific
set of data values. They are provided as a way to exclude specified data by default while allowing customers
the flexibility of changing them when necessary. Any rows containing data values listed in the exclusion
selection box will not be fetched into the report.

v" Exclude Employee Group (Temps): To remove this exclusion:

Make sure the “Exclude Employee Group (Temps)” prompt is selected (1).
Click on one or more Employee Group(s) to remove from the box on the right (2).

Click on the left arrow icon to remove the desired Employee Group(s) (3).

LA LCL LKL

<

* Organizationzl Unit O0SC BEST Shared Services ype v o 2_’
* Calendar Month/Year (Single Value, Mandatory) 03201 >
Personnel Area(s) - (Optional) ; gy 3
Employee Group(s) - (Opticnal) '
Employee Subgroup(s) - (Optional)
Employas(s) ParsNo. - (Optional)
Work Contract Type(s) - (Optional) E
Job(s) - (Optional) Accountant I 1
Exclude Employee Group (Temps) O;X sl " .
Exclude Employee Subgroup (Temps) 15 ;25 ;35 ;45 ;¢

* Raquired prompls

NOTE: The Employee Group and the Employee Subgroup exclusions work together as a set to
exclude temporary employees. If you want to clear the Temp exclusion, both exclusions (EE
Group and EE Subgroup) must be cleared.

4/6/2021
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Report Description B0095 — Employee By Personnel Area

v Exclude Employee Subgroup (Temps): To remove this exclusion:
e Make sure the “Exclude Employee Subgroup (Temps)” prompt is selected (1).

e Click on one or more Employee Subgroup(s) to remove from the box on the right (2).

e C(Click on the left arrow icon to remove the desired Employee Subgroup(s) (3).

Prompls
v ¥ Organizational Unit O5C BEST Shared Services 15
¥ ¥ Calendar Month/Year (Single Value, Mandatory) 03/201 || e > ﬁ ﬁ’_l s
W Personnel Areals) - (Optional) ‘ i’
L Employes Group(s) - (Optional) i " &5
v  Employes Subgroup(s) - (Optional) : ;:
W Employes(s) Persho. - (Optional) : g5
v Work Contract Type(s) - (Optional) EE
v  Job(s) - (Optional) Accountant T o ZE
W Exclude Employes Group (Temps) O;X s . EE "
v Exclede Employes Subgroup (Temps) 15 ;25 ;35 =45 ;¢ sE
1
< >
* Required prompts
OK Cancel

NOTE: The Employee Group and the Employee Subgroup exclusions work together as a set to
exclude temporary employees. If you want to clear the Temp exclusion, both exclusions (EE
Group and EE Subgroup) must be cleared.
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Report Description B0095 — Employee By Personnel Area

Initial Layout

The report shows Employee details by Personnel Area. Below is a sample data.

E0085: Employees by Personnel Area as of 04/2015

Position Desc

Agency Hire Original Hire Length of

Date

Date

Execufion Date - 27N 5

Work
Contract

Service

Personnel Area Employee's Name Employee
Administrative Heanings ALICE ! BOB 12345875
Administrative Heanings DOE, JANE 12345578
r
Adrminisirative Hearings LE M 12345677
[~
adrninistrative Hearings SMITH, JOHN 12345878

_59333534
G008a55E
F
G0083550
r

G0083601

Rules Divigion Direcior

Chdl Rights Investigator

Administrative Law Judge

5¢ Adrmanistrative Law Judge

11985

1M Bas

AMHM9Es

AN 85

12121879

12178

ANM985

MM 585

Type

Continued in second tab...

Work Contract Type Execution Date : 92115
Personnel Area Work Contract Number of
Type Employees
Judicial Branch Ret Sub to Lmt 27
Judicial Branch MedCare EE Elig 2
Judicial Branch MedCare SP Elig 2
Judicial Branch SHP Full EECost 2
Administrative Hearings Ret Sub to Lmt 1
Continued in third tab...
Report Info Execution Date - 82115
Prompt Input
Organizational Unit Judicial Branch

Personnel Area(s)

Employee Group(s)

Employee Subgroup(s)

Employee(s) PersNo.

Work Contract Type(s)

Exclude Employee Group X

CalMonth/Year 03/2015

15 ;25,35 ;45 ;55 ;65,75 ;85 ;95 ;,0E ;1E;
2E ;3E 4E 5E 6E ;
7E ;Q5;55 ;51,80 ;T5;U5 ;8E

Exclude Employee Subgroup 9E ;QE ;SE ;5L ;SR TE UE VE V5
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Report Description B0095 — Employee By Personnel Area

Available Objects

The following are available objects that can be added to the report, once in Design mode.

= ]lj BOD95: Employess by Personnel Area

F F

= T S e e e S

Agency Hire Date
Age Range

Date of Birth
Employes

Employes's Nams
Employee Group
Employee Subgroup
Employment Status
Ethnic Origin
Gender

Job

Job Branch

Job Family

Judicial Annv Date
Organizational Unit
Original Hire Date
Perzonnel Area
Personnel Subarea

E T

Paosition

S0C Code

Supv Employee
Supv Position

Work Contract Type
Length of Sarvice
Mumber of Employees
Variables

Prompt Response CalMonth

Prompt Response Employee Group

Prompt Response Employee Persho
Prompt Response Employee Subgroup
Prompt Response Exclude Employes Group
Prompt Response Exclude Employes Subgroup
Prompt Response Job

Prompt Response Organizational Unit
Prompt Response Personnel Area

Prompt Response Work Contract Type

Wk Contract Type

4/6/2021
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Report Description B0095 — Employee By Personnel Area

Special Report Considerations/Features

e Temporary employees are excluded by default but this can be changed.

e ‘EE Telework Eligible’ and ‘EE Telework Type’ can be added to report by expanding the Employee
attributes (expanded list) in Available Objects.

e Report only pulls active employees.

v" To change the sorting for the desired column. By default, data is sorted by Personnel Area.
(This can be changed as needed).
e Make sure the “desired column” is selected (1).

e Click on “Analysis” Tab (2).

e By default, “Display” tab is selected (3).

e C(Click on the “Drop down icon” as shown (4).
e Click on “Remove all sorts” (5).

o Make the desired selected as “Ascending or Descending” as needed (6).

file | Propertes Report Elements | Formasting | Data Access Page Sebp
H- SRS || s | ot Trding o T oier] 1 prdtonsd Intract | Functions
L A Filter = | gk Ranking = | ZH input Controls = | Growp = | - Break - | |4] mE 4 § ool ~ W Piter Bar 85 Outhine | [
fir sl 3 o |=[Persornel Area] fond
Bl scenaing | o
B0095: Employees by Personnel Area as of 02/2015 | Dascandng -

Personnel Ansa Employes's Name

Heargs ) SMITH, JOHN 12345678 GO0BESTZ Diret o 121m8 12188 br2)

Change Log
e 9/10/2015 - Initial version.
e 12/10/2015 — Added Job prompt.
e 1/12/2016 — Added Judicial Annv. Date to Available Objects.

e 3/31/2021 - Added EE Telework Eligible and EE Telework Type to Employee attributes (expanded list)
in Available Objects.

e 4/6/2021 — Added Alt Text and Updated Format. L. Lee
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