Comp TIME AGING BOBJ
REPORT DESCRIPTION B0202 | WEB INTELLIGENCE

The purpose of this Report Description is to explain how to run the Comp Time Aging report in the Integrated
HR-Payroll System.

REPORT DESCRIPTION:

This report displays the current Overtime Comp, Holiday Comp, Gap Hours Comp, and On-Call Comp quota
balances and is associated with Three Reporting Views. In the first report tab, Columns representing current
and future months display the number of hours set to age out in that month. A second report tab allows the
user to display hours aging out by current and future months as well as the costs associated with the Comp
hours. A final report is a graphical representation of the age out hours or related costs by current and future
months.

REPORT LOCATION:
PT: Comp and Liability Aging

REPORT USES:

This report is used to help agencies better understand and plan for the usage of Comp Hours and/or the
payout of those hours.

Quick Links

How to generate this report
Mandatory Prompts
Optional Prompts

Initial Layout

Available Objects
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Special Report Considerations/Features

Change Log 16
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Report Description B0202 — Comp Time Aging

How to generate this report

* |
Available prompt variants | V| =] . x
—T
Promp imia B O
B z Mandatory
* Organizational Unit g | 3 IS Selectsd Value(s)
Q Employee(s) PersNo. - (Optional)
»
@ click Refresh =
Optional e
OK Will be gray until all
the mandatory Prompts
are Selected
Enter search pattern | 'ﬁ %
o E—
* Reguired prompts O | Cancel

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).

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

F Pmmﬁsmﬂ

Available prompt variants | ¥ | . b
Prempts Summary N € Organizational Unit
& * Organizational Unit Justice 2 e | @ Selected Valus(s)

& Employee(s) PersNo. - (Optional) |

ZHMKMK_ORGUNIT Organizational plan\State of North Carclina\Cou

= ® State of North Carolina =

=] ® Council of State
@ State Auditor
@ State Treasurer
@ Public Instruction =

3 & Justice
@ Agriculture Consumer Service
: ::::;nce OK Wil be gray until al

the mandatory
Prompts are Selected

il
1

Levdiminl O L

March 3, 2016 7:22:51 AM GNT-05:00

Enter search pattern | 't'l - o

* Reguired prompts 0K | Cancel
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Report Description B0202 — Comp Time Aging

Optional Prompts

Optional prompts are indicated with a green check mark (¥') and are not required. They are used to assist in
further limiting the amount of data that is retrieved into the body of the report.

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 Then 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).

Prompts g

Avadable prompt varants L

& * Organizational Unit Justice

Employes(s) PersMio. - (Optional L
al TP, A ! Lo BB E] Jahn Smith (12145678)
Ermpioyes <
John Smith [12346678) f ~
et

Cxchober 19, 2915 10701:55 AM GMT -
134547 & Myl |t

e ———,

Match cose

“  Tasrch i by

-

NOTE: Since the system contains 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 the search by using the wildcard with specific text strings when
looking for an employee by name such as:

e John*Smith*
e *Smith

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 B0202 — Comp Time Aging

Initial Layout

This report displays the current Overtime Comp, Holiday Comp, Gap Hours Comp, and On-Call Comp quota
balances. Columns representing each current and future months’ display, the number of hours set to age out
in that month:

B0202: Comp Time Aging
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Report Description B0202 — Comp Time Aging

This report has three tabs at the bottom of the screen and each one provides a different analysis of the data
and provides a detailed and summary info of Employee name, EE Nbr, Quota type, Cal Mth/Yr, Remaining
Hours and Estimated Cost.

-[ B020Z Comp Time Aging Comp Time Aging wi/ Estimated Payout Cost Comp Time Aging Summary with Graph

The following are the list of tabs available in B0202:

e B0202: Comp Time Aging
e Comp Time Aging w/Estimated Payout Cost
e Comp Time Aging Summary with Graph

B0202: Comp Time Aging

This report displays the current Overtime Comp, Holiday Comp, Gap Hours Comp, and On-Call Comp
guota balances. Columns representing each current and future months’ display, the number of hours
set to age out in that month.

B0202: Comp Time Aging

Exatutios Dale : A0
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Report Description B0202 — Comp Time Aging

Comp Time Aging w/Estimated Payout Cost

This report tab displays hours aging out by current and future months as well as the costs associated
with the Comp hours. By default, this report is displayed for FLSA EE Subgroup and can be changed to
Non-FLSA and Temp/Other EE Subgroups and instructions are explained below in Special Report
Considerations/Features

[ Comp Time Aging wi Estinated Payout Cost —
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.\'[ﬂﬁﬂ!ﬂmmm |
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Thete e g gt cotrals dafiass o s .!TﬂDFIh EEMS  Quota Type Hours Comt % Cot Hours (] Hours Cost s Cog Hours
document To dkefing & newione, change i o
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De i moo. i Twe (1] 4184 1] prt ] 500 1 ¥
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Report Description B0202 — Comp Time Aging

Comp Time Aging Summary with Graph

This report tab displays a graphical representation of the age out hours or related costs by current
and future months. By default, the graph is displayed for FLSA EE Subgroup and remaining hours.

And can be changed to Non-FLSA and Temp/Other EE Subgroups or to Estimated Cost and

instructions are explained below in Special Report Considerations/Features.

Map Reset

 Document Input controls (0)

Design mode.
+ Report Input Controls (2)

Employee SubGroup Selection

There are no input controls defined in this
document. To define a new one, change fo 250

Comp Time Aging Summary with Graph
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The Report Info tab displays the information about the prompts entered.

Report Info

Prompt Input

Organizational Unit

Employee(s) Pershlo.

Organizational plan
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Report Description B0202 — Comp Time Aging

Available Objects

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

-+ B0Z20Z: Comp Time Aging_~Asof_MarchZnd_2018

Age-out Date

% Age-out Date - Key

Cal Mthir'r

% Cal Mth™r - Key
Employes

Employee Group

% Employee Group - Key
Employee Mame

% Employee Name - Key
Employee Subgroup

“ Employee Subgroup - Key
Job

Liability Flag

% Liability Flag - Key
Organizational Unit
Position

Processed Date

% Processed Date - Key
Quota Type

% Quota Type - Key (Not Compounded)

Estimated Cost
Remaining Hours

(=" wariables

| Prompt Response Emploves PersMo
| Prompt Response Organizational Unit

| Select a Measure

% Employee SubGroup Selection

Selected Measure
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Report Description B0202 — Comp Time Aging

Special Report Considerations/Features

There is a default filter applied to the Report to exclude the following Quota Types.
= “B0202 Comp Time Aging” Tab
0 Adverse Weather Liability
0 Holiday Leave Time
=>» “Comp Time Aging w/Estimated Payout Cost” and “Comp Time Aging Summary with Graph”
Tabs
0 Adverse Weather Liability
0 Holiday Leave Time
0 Emergency Closing Compensatory

To modify this default filter to include the excluded quota types to be shown:

Hover your mouse outside the crosstab table (1).
Right-Mouse click to bring up the context menu; select Filter (2), then Edit Filter (3).

B0202: Comp Time Aging
1
—
i WY FEB 2016 MAR 2016 APR 2016 MA
g Remaining Remaining Remaining Rel
E i i Hours Hours Hours Hm
10.98 1.88
Inzert »
Eie  Refresh Al Ctri+R
- Show Structure Ctri+3
v Show Resutts Ctrie2
3+ Start Drill
/| Fiter 2 . i
itter ‘ F Add Filter 738
Format Report. .. 3
| R Fiter 300
Filter by a Mew Input Control...
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Report Description B0202 — Comp Time Aging

e When the Edit screen pops up, select any additional desired quota(s) to include (4).
e C(Click on the left arrow to add it to the selection box (5).

———— e
Report Filter

L%
Fiter Map Pane W B0202 Comp Time Aging 7 oaddditer ¥ T
= B0202 Comp Time Aging

CrossTab: Query Results | " Remaining Hours |NDt Equalto v ||IJ ”
A

nd
| | Quota Type |Nnt in list v || Holiday Leave _ime|

@| a? . Selected Value(s)

Quota Type = | | lndverse weather Liabilty . |
Adverse Weather Liabilty | |

Emergency Closing Compensatory Time

‘Gap Hrz Compensatory Time
Holiday Compensatory Time:
Holiday Leave Time

OT Compensatory Time

On Call Compensatory Time
[NULL_WALUE]

Tl Holiday Leave Time

3

Enter search pattern | -

| OK | | Cancel | | Apphy |
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Report Description B0202 — Comp Time Aging

The Employee Subgroups in “Comp Time Aging w/Estimated Payout Cost” and “Comp Time Aging
Summary with Graph” tabs are grouped by FLSA, Non-FLSA and Temp/Other EE Subgroups.

Remaining Hours/Estimated Costs are displayed based on the Selection on a particular EE
Subgroup from “Employee SubGroup Selection” Input Control.

By default, the “Comp Time Aging w/Estimated Payout Cost” report tab is displayed for FSLA EE
Subgroup. To include the other groups:

> Click on the Input Controls on the left side of the report (1).
> Check the desired group to include (2), then click on OK (3).

Map Reszet

= * Document Input controls (0}
#
There are
An innat

Input Controls

Manage the input controls
in the current report.

g
define a
nEW One,
change to
Deszign
mode.

* Report Input Controls (1)

Employee SubGroup Selection

|| (select Al

(i Non-rLsA] 2

|| Temp/Other

0K

»
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Report Description B0202 — Comp Time Aging

By default, the graph in “Comp Time Aging Summary with Graph” report tab is displayed for FSLA EE
Subgroup and Remaining Hours. To include the other groups, follow the above process. To view the
graph by Estimated Cost for Selected groups, click on the Radio Button “Estimated Cost”.

= Comp Time Aging Summary with Graph

E Map Reset

— || ~ Document Input controls (0}

1,200
Report Map

Display the reports in the 1,045.05
document (

this 1,000
document.
To
define a
new one,
change to 800
Design

mode.

~ Report Input Controls (2)

Employes SubGroup Selection = 600 - 5032 563.96 Employee SubGroup Selection
H FLSA

460.44 Hon-FLSA

[ (select &l
o FLSA oK
[ Non-FLSA 100 |

>
Estimated Cost

411.84

337.66 32152

Select a Measure E3
239.07

\_J Remaining Hours 200 789.39

l2J) Estimated Cost
29,57

[ T T T T T T —
/ MAR 2016 APR 2016 MAY 2016 JUN 2016 JUL 2016 AUG 2016 SEP 20116 OCT 2016
Cal Mth/Yr
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Report Description B0202 — Comp Time Aging

> The Employee Subgroups that corresponds to a specific group are listed below.

FLSA

FT S-FLSA Perm 10C
FT S-FLSA Perm 115C
FT S-FLSA Perm 11C
FT S-FLSA Perm 12C
FT S-FLSA Prob 10C
FT S-FLSA Prob 115C
FT S-FLSA Prob 11C
FT S-FLSA Prob 12C
FT S-FLSA TL 10C
FTS-FLSA TL 115C
FTS-FLSATL11C
FTS-FLSATL12C

FT S-FLSA TLProb 10C
FT S-FLSA TLProb 11C
FT S-FLSA TLProb 12C
FT S-FLSAOT Fld Trne
FT S-FLSAOT Perm

FT S-FLSAOT Perm CR
FT S-FLSAOT Perm JBS
FT S-FLSAOT Prob
FTS-FLSAOTTL
FTS-FLSAOTTLACJP
FTS-FLSAOTTLCR

FTS-FLSAOT TLJBS

FT S-FLSAOT TL Prob
FT S-FLSAOT Trne

FT S-FLSAOTPerm ACJP
FT S-FLSATLProb 115C
PT S-FLSA Perm 10C
PT S-FLSA Perm 115C
PTS-FLSA Perm 11C
PT S-FLSA Perm 12C
PT S-FLSA Prob 10C
PT S-FLSA Prob 115C
PT S-FLSA Prob 11C
PT S-FLSA Prob 12C
PTS-FLSATL 10C
PTS-FLSATL 115C
PTS-FLSATL11C
PTS-FLSATL12C

PT S-FLSA TLProb 10C
PT S-FLSA TLProb 11C
PT S-FLSA TLProb 12C
PT S-FLSAQOT FId Trne
PTS-FLSAOT Perm

PT S-FLSAOT Perm CR

PT S-FLSAOT TLJBS
PTS-FLSAOT TL MAG
PT S-FLSAOT TL Prob
PTS-FLSAOT Trne
PTS-FLSAOTPerm ACJP
PT S-FLSATLProb 115C
PT S-FLSAOT Perm JBS
PT S-FLSAOT Perm MAG
PT S-FLSAQOT Prob

PT S-FLSAOT TL
PTS-FLSAOT TLACIP
PTS-FLSAOTTLCR
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Report Description B0202 — Comp Time Aging

Non-FLSA

FTEPA

FT N-FLSA Perm 10C
FT N-FLSA Perm 115C
FT N-FLSA Perm 11C
FT N-FLSA Perm 12C
FT N-FLSA Prob 10C

FT N-FLSA Prob 115C
FT N-FLSA Prob 11C

FT N-FLSA Prob 12C

FT N-FLSA TL 10C

FT N-FLSA TL 115C
FTN-FLSATL11C
FTN-FLSATL12C

FT N-FLSA TLProb 10C
FT N-FLSA TLProb 11C
FT N-FLSA TLProb 12C
FT N-FLSAQOT Perm

FT N-FLSAQT Perm AD
FT N-FLSAQT Perm ADA
FT N-FLSAQOT Perm CIP
FT N-FLSAQT Perm CSC
FT N-FLSAQT Perm DA
FT N-FLSAQT Perm Dir
PT N-FLSAOT TL DA

PT N-FLSAOT TL Dir

FT N-FLSAQT Perm JB1
FT N-FLSAQT Perm JB2
FT N-FLSAOT Perm JB3
FT N-FLSAQT Perm JBS
FT N-FLSAQOT Perm MAG
FT N-FLSAQT Perm SC
FT N-FLSAQT Prob
FTN-FLSAOTTL
FTN-FLSAOTTL AD
FTN-FLSAOTTLACJP
FT N-FLSAOT TLADA
FTN-FLSAQOTTLCJP
FTN-FLSAOTTLCSC

FT N-FLSAOT TL DA

FT N-FLSAOT TL Dir
FTN-FLSAOTTLJB1
FTN-FLSAOT TLJB2

FT N-FLSAOT TLJB3

FT N-FLSAQT TLJBS
FTN-FLSAOT TLMAG
FT N-FLSAQOT TL Prob
FT N-FLSAOTTLSC

FT N-FLSAOTPerm ACJP
PT N-FLSAQOT TLJB2

PT N-FLSAOTTLJB3

FT N-FLSATLProb 115C
N/A EPA Chief Deputy
N/A EPA Chief Deputy
N/A EPA ConstitutOff
N/A EPA ConstitutOff
N/A EPA ExManagerial
N/A EPA ExManagerial
N/A EPA Gov's Staff
N/A EPA Gov's Staff
N/A EPA Lt Gov Staff
N/A EPA Lt Gov Staff
N/A EPA MiscStat Pos
N/A EPA MiscStat Pos
N/A EPA PM Conf Asst
N/A EPA PM Conf Asst
N/A EPA PM Conf Sec
N/A EPA PM Conf Sec
N/A EPA Pol-MkingGov
N/A EPA Pol-MkingGov
N/A EPA Pos Gov

N/A EPA Pos Gov

N/A EPA Sal Bd & Com
N/A EPA Sal Bd&Com
PT N-FLSAOT TL MAG
PT N-FLSAOT TL Prob

N/A EPA Sal GA

N/A EPA Sal GA

N/A EPA Sal GARecGov
N/A EPA Sal Gov&ABC
N/A EPA Sal Gov&ABC
N/A EPA SalGA RecGov
N/A EPA StatGAAprAct
N/A EPA StatGAAprAct
N/A EPA StatutoryPos
N/A EPA StatutoryPos
PTEPA

PT N-FLSA Perm 10C
PT N-FLSA Perm 115C
PT N-FLSA Perm 11C
PT N-FLSA Perm 12C
PT N-FLSA Prob 10C

PT N-FLSA Prob 115C
PT N-FLSA Prob 11C

PT N-FLSA Prob 12C
PTN-FLSATL10C
PTN-FLSA TL 115C
PTN-FLSATL11C
PTN-FLSATL12C

PT N-FLSAOTPerm ACJP
PT N-FLSATLProb 115C

PT N-FLSA TLProb 10C
PT N-FLSA TLProb 11C
PT N-FLSA TLProb 12C
PTN-FLSAOT Perm
PTN-FLSAOT Perm AD
PT N-FLSAOT Perm ADA
PTN-FLSAOT Perm CJP
PT N-FLSAOT Perm CSC
PT N-FLSAOT Perm DA
PT N-FLSAQT Perm Dir
PT N-FLSAQT Perm JB1
PT N-FLSAQT Perm JB2
PT N-FLSAOT Perm JB3
PT N-FLSAOT Perm JBS
PT N-FLSAQT Perm MAG
PT N-FLSAOT Perm SC
PT N-FLSAQT Prob
PTN-FLSAOTTL
PTN-FLSAOT TLACIP
PT N-FLSAOTTLAD
PTN-FLSAOTTLADA
PTN-FLSAOTTLCIP

PT N-FLSAOTTLCSC
PT N-FLSAQOTTLSC

PT N-FLSAOTTLJBS
PTN-FLSAOTTLJB1
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Report Description B0202 — Comp Time Aging

Temp/Other

FT S-FLSAOT Intermit
FT S-FLSAOT Student
FT S-FLSAOT Temp

FT S-FLSAOT Temp CR
FT S-FLSAOT Temp JBS
FTS-FLSAOTTemp ACJP
PTS-FLSAOT Intermit
PT S-FLSAOQT Student
PTS-FLSAOT Temp
PTS-FLSAQOT Temp CR
PTS-FLSAQOT Temp JBS
PTS-FLSAOT Temp MAG
PTS-FLSAOTTemp ACJP
Board Member
Contractor

Federal

FT N-FLSAOT Intermit
FT N-FLSAOT Student
FT N-FLSAOT Temp

FT N-FLSAOT Temp AD
FT N-FLSAOT Temp ADA
FT N-FLSAOT Temp CJP
FT N-FLSAOT Temp CSC

FT N-FLSAOT Temp DA
FT N-FLSAOT Temp Dir
FT N-FLSAOT Temp JB1
FT N-FLSAOT Temp JB2
FT N-FLSAOT Temp JB3
FT N-FLSAOT Temp JBS

FT N-FLSAOT Temp MAG

FT N-FLSAOT Temp SC
FT N-FLSAOTTemp ACJP
National Guard

Pick-up FireFighter

PT N-FLSAQOT Intermit
PT N-FLSAOT Student
PT N-FLSAOT Temp

PT N-FLSAOT Temp AD
PT N-FLSAOT Temp ADA
PT N-FLSAOT Temp CJP
PT N-FLSAOT Temp CSC
PT N-FLSAOT Temp DA
PT N-FLSAOT Temp Dir
PT N-FLSAOT Temp JB1
PT N-FLSAOT Temp JB2
PT N-FLSAOT Temp JB3

PT N-FLSAOT Temp JBS
PT N-FLSAOT Temp MAG
PT N-FLSAOT Temp SC
PT N-FLSAOTTemp ACJP
Temp FT N-FLSAOT
Temp FT S-FLSAOT
Temp PT N-FLSAOT
Temp PT S-FLSAOT
Temp Sol FT N-FLSAOT
Temp Sol FT S-FLSAOT
Temp Sol PT N-FLSAOT
Temp Sol PT S-FLSAOT
Volunteer
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Report Description B0202 — Comp Time Aging

To change the sorting for the desired column
By default, data is sorted by Employee Name (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).

e Select ascending or descending sort order as needed (6).
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Change Log
Effective Date Change Description Modifier
3/3/2016 Initial Report
9/2/2020 Modified Screenshots L. Lee
9/3/2020 Updated format C. Ennis
9/21/2020 Alt Text added to images L. Lee
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