LATE APPROVALS BOBIJ
REPORT DESCRIPTION B0208 | WEB INTELLIGENCE

The purpose of this Report Description is to explain how to run a report that displays time that has been
approved late.

Report Description:

This report displays time that has been approved more than a specified number of dates after the release
date.

Report Location:

PT: Timesheet Metrics

Report Uses:

Agencies use this to help identify how long it takes a Supervisor to approve an EE's time once the time has
been released for approval. Best practice is for Supervisor to approve time within one week. Failure to
approve time in a timely manner may cause issue with quota balances or accruals.

Quick Links

How to generate this report
Mandatory Prompts
Optional Prompts

Default Layout

Available Objects
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Special Report Considerations/Features
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Report Description B0208 — Late Arrivals

How to generate this report

Prompts DR
Available prompt variants - EH B
Mandatory
T — =
# ¥ Organizational Unit efresh Values 2
& ¥ Calendar Day (Single Value/Inferval, Manda F e liee dlick the Ref -
e content of the list, click the Refresh values
L] # Daye Diff Between Approved D and Releass Dt Greater Than 14 : |

&  Employes(s) Persho. - (Optional)

Ok is grey because
mandatory prompt has
not been completed.

* Required prompts

Cancel
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Report Description B0208 — Late Arrivals

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 the Organizational Unit prompt is 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 7
Available prompt variants ~ (= .cd

G = izational Uni ntrol ! i 2

*Ori:::a Ir,mrtzhlz;‘; Il:zr catory) Refresh Values %2 | ¢ Organizaticnal plan\state of North Carolina\Governor's Ca
> Calendar Day (Single Va nferval Mandstory, | ]
. ZHMMM_ORGUNIT -|
(] # Days Diff Between Approved Dt and Release Dt Graater Than 14 = - TR——
&  Employes(s) PersNo. - (Optional) <4

5 Crime Control & Public Safety A
5 State Budget & M=ragement
: 3
State Controllsr
£ Office of the State Controller
Assigning External Org Number
Patch testing v
e Information Technology

<

March 31, 2016 10:42:38 AM GMT-04:00

OK is grey because
mandatory prompt has
not been completed.

% - <

* Required prompts

Cancel
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Report Description B0208 — Late Arrivals

=>» *Calendar Day (Single Value/Interval, Mandatory):

This prompt is pre-filled with date range for previous month.
To select a different date range for this prompt:

e Make sure the Calendar Day (Single Value/Interval, Mandatory) prompt is selected (1).
e Enter the “Start Value” date in M/d/yyyy format (2).

e Enter the “End Value” date in M/d/yyyy format (3).

e Start Value and End Value dates can be selected from Calendar help if needed (4).

Prompts b
Awailable prompt variants - B .cd

@ = Organizaticnal Unit State Controller Start value

& * Calendar Day (Single Valuz/Interval, Mandatory) 1/1/2016;3/31/2016 1/1/2016 El

&  # Days Diff Between Approved Dt and Release Dt Greater Than 14 1 | 20 R —

(] Employes(s) PersMo. - {Opticnal) End valus = e 4

VPG SMTWTF 5

3 4 56 7 8 9
10 11 12 13 14 15 16
17 18 1% 20 21 22 23
24 25 26 27 28 2% 30

31

Today

* Required prompts
OK Cancel
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Report Description B0208 — Late Arrivals

Optional Prompts

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

v # Days Diff Between Approved Dt and Release Dt Greater Than: To select data for this prompt:

Make sure the ‘# Days Diff Between Approved Dt and Release Dt Greater Than’ prompt is
selected (1).

e  Prompt comes with a default value of 14 days. Enter a number in the box if other than 14 is

needed. (2).

Prompts we
Available prompt variants MEE | _Ed,
& * Organizational Unit State Controller
& * Calendar Day (Single Valus/Interval, Mandatory) 1/1/2016;3/31/2016 by | X
@  # Days Diff Between Approved Dt and Release Dt Greater Than 14 1
(] Employes(s) ParsNo. - {Opticnal) 1

* Required prompts

OK Cancel

Note: This prompt value filters the report data based on the number of days to between the Approved Date
and Release Date of EE time hours.
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Report Description B0208 — Late Arrivals

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

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

Then click the search icon (4).

Click on the desired Employee (5).

OR if the employee number is known, skip steps (2) through (5) and enter it directly in (6).
Click on the right arrow to add the Employee to the selection box (7).

Prampls

Q200

Sudabhe roengt Vet - B

* Drganuratonsl Link State Controller epm B

* Calendar Doy | Srgle ValusTrterval, Mandatory) 171/ 2016;3/31/2016 E Jane Do
= Days D Between Sebarce Dwte andd Work Date Grester Than 14 Jane Doe L
Emeloyes(s) Persho. - (Optioeal) Jane Doe

= Rieguired prompts

12878 2 Ry -
atch case

W Saarch i key -_J

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 B0208 - Late Arrivals

Default Layout

Below is a sample rendering of the report.

B0208: Late Approvals

Calendar Day: 1/1/2015 - 3/3/2015

Supv Employee

Organizational Unit

Employee Name

John Doe

Media Specialist

BOB, ALICE

1234567

Continued...

Calendar
Day

1/1/15
1/5/15
1/12/15
1/19/15

1/26/15

Released
Date

2/15/15

2/15/15

2/15/15

2/15/15

2/15/15

Approval Date
3/1/15
3/1/15
3/1/15
3/1/15

3/1/15

Execution Date : 3/31/16

Date Selected: 1/1/2015 - 3/3/2015

Days Diff between

Approved Dt &
Released Dt
14
14
14
14
14

EE Nbr - 1234567

8.00

4.00

10.00

8.50

6.00

36.5
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Report Description B0208 — Late Arrivals

Available Objects

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

4 | BOZ20S: Late Approvals
» Activity Abbr
Approval date
» AttiAbs Type
Calendar Day
» Charge Object
Created on
> Element Abbr
» Employee
» Employee Group
Employee Name
> Employee Subgroup
> Employment Status
> Job
> Organizational Unit
> Personnel Area
> Personnel Subarea
> Position
> Premium Code
Releazed date
> Sub-element Abbr
> Supv Employee
> Time Mgmt Status
> Working Week
] Work Schedule Rule
Hours
“ariables
Days Diff between Approved Ot & Released Dt
Days Difference Filtter

Prompt Response Calendar Day
Prompt Response Employee Persho
Prompt Response Organizational Unit

Prompt Response # Days Diff Between Approved Dt and Release [t Greater Than

Special Report Considerations/Features

Report shows active employee information only.

e Report shows only employees’ timesheet information that are available in Beacon. This report is
applicable only for employees who enter time through ESS.
o Employees who have not entered and released their time will not show up on this report.
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Report Description B0208 — Late Arrivals

Change Log

e 8/15/2019 — The ‘Calendar Day’ prompt was modified to pre-fill with date range for previous month.
However, a different date range may still be selected if needed. Activity Abbr, Charge Object,
Element Abbr, and Sub-element Abbr data elements have been added to Available Objects.

e 8/28/2020 - Screenshots were modified.

e 9/17/2020 - Updated format, assigned reference number, and made accessible — C. Ennis and L. Lee

e 10/27/2020- Added Alt Text. -L.Lee

10/28/2020 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE9 OF 9



	Report Description:
	Report Location:
	Report Uses:
	How to generate this report
	Mandatory Prompts
	Optional Prompts
	Default Layout
	Available Objects
	Special Report Considerations/Features

	Change Log
	 8/15/2019 – The ‘Calendar Day’ prompt was modified to pre-fill with date range for previous month.  However, a different date range may still be selected if needed.  Activity Abbr, Charge Object, Element Abbr, and Sub-element Abbr data elements have...
	 8/28/2020 - Screenshots were modified.
	 9/17/2020 – Updated format, assigned reference number, and made accessible – C. Ennis and L. Lee
	 10/27/2020- Added Alt Text. -L.Lee


