Web

Intelligence

BOBJ REPORT DESCRIPTION

BP004 Employee History Lookup

Report Description:

This report provides basic employment information and a hyperlink to the BP002: Employee
Historyreport. Data returned is based on Last4 SSN and Last Name provided for prompt during
report execution.

Report Location:

Cross Agency Verification
Report uses:
This report has 2 mandatory prompts.

e SSN Last 4: Type in the last 4 digits of the employee’s Social Security Number.
e Last Name: Type in a value (all UPPERCASE) or do a search and select from a list.
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How to run this report

Prompts XK

= * 55N Last 4 (Single Value, Mandatory:
= * Last Name UPPERCASE (Single Valus, Mandatory)

Type the last four digits of
the employee's 55N
directly into the box. The
'OK' button will become
active once you have values
entered for both prompts.

* Required prompts

Cancel
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BP0O0O4 EMPLOYEE HISTORY LOOKUP

=® * 55N |ast 4 (Single Valug, Mandatory:

Name prompt supports wildcard
searches by using the * character
anywhere in the search sfring.
Examples below,
THOM* may render

THOMAS

THOMPSON

THOMPSON TR
JOMNES*SMITH* may render
JOMES - SMITH
JOMNES SMITH ITT

Last Nama UPPERCASE ==

Type value directly.

Type values here ‘ -

Use search criteria to retrieve values.
The search is case sensitive. Here are
examples of search criteria: Search =
a* -» retrieves all values starting by
"a". Search = *a -> retrieves all values
finishing by "a". Search = a*a -=
retrieves all values starting and finishing
by "a". Search = a*a* -> retrieves all
values starting by "a" and containing

Oone more a .

| -

Or type ina search

Click here after fyping in
your value or selecting
from search results. The
'OK' button will be active
ance you have avalue

entered for both prompts.

string.

NOTE: For employees that have multiple names in their last name, it is best to do a
wildcard name search and select from a list as it is difficult to know how that name is
stored (e.g., hyphens, suffixes, etc.).

-

* 25N Last 4 (Single Value, Mandatory)

B

Last Name UPPERCASE (Single Value, Mandatory)

|T',rpe values here

Highlight the value
returned from search
and click onthe right
arrow to select this.

March 19, 2015 7 g
COXCLANDY™ |3 -

Click on the search
icon after fyping in
your wildcard search

= Rﬂ]ul‘&d pmmpis SI'I"iI'Ig.
Cancel
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BP0O0O4 EMPLOYEE HISTORY LOOKUP

Initial Layout

The BP004 report renders some basic employment information along with the employee number
which acts as a hyperlink to launch the BP002: Employee History report.

BP004: Emplovee History Lookup Execution Date: 317115
Perso
Employee nnel
PersNo. Employee Full Name Gender Area Personnel Area Desc
1234567 Jane L Doe Female Administrative Assistant | 0501 Secretary of State
X,

Click on employee
number hyperlink o
launch BPOOZ report.

BP002: Employee History Execution Date: 3/17/15

Jane L Doe (1234567)

Action
Type! PositionText Employee Budget
Valid From Reason  Action Desc Job Desc Position (TimeBased) Org Unit Oryg Unit Desc Salary Amount
Legislative Increase Administrative Administrative SOSNC - Regis - CSL -
07/01/2012 112 for Position 39999999 Assistant | 69999999 Assistant | 29999999 Lic 42,523.00 42,523.00
Administrative Administrative SOSMNC - Regis - C3L -
07/01/2012 ZC22 Legislative Increase 39999999 Agsistant | 69999999 Assistant | 29999999 Lic 42,523.00 42,523.00
PMIS CONVERT Administrative ADMINISTRATIVE S0SNC - Regis - CSL -
03/31/2008 XUo1 TO BEACON 39999999 Assistant | 69999999 ABSTI 29999999 Lic 42,019.00 42,019.00
Administrative ADMINISTRATIVE S0OSNC - Regis - CSL -
07/01/2007 ZC22 Legislative Increase 39999999 Assistant | 69999999 ABSETI 29999999 Lic 42,019.00 42,019.00

Available Objects:

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

(= 4g| BPOO4: Employee History Lookup
= # Employes
Employee - Gender (Key)
Employee - Gender (Text)
Employee - Job (Key)
Employee - Job (Text)
Employee - Key
Employee - Personnel Area (Kay)
Employee - Personnel Area (Text)
Employee - Position (Key)
Employee - Position (Text)
Employee - Supervising Employee (Ke
Employee - Supervising Employee (Te:

FEE XN R
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Special Report Considerations/Features:

T —————

Prompts Summary Last Mame UPPERCASE (Single Value, Mandatory)
W *SoN Last 4 (Single Value, Mandatory) 8B88
SUPERMAN
y | |

=

June 23, 2015 2:36:38 PM GMT-04:00

" -

* Required prompts

o [ o |

v" When a Last Name entered does not exist in the system, the following error will display.

T T ————.

6 Unknown Error in 5L Service (Emmor: INF )

o |
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Last Name UPPERCASE (Single Value, Mandatory)

Type values here |SM1TH |

Use search criteria to retrieve
values. The search is case

sensitive, Here are examples of
search criteria: Search = 8% ->
retrieves all values starting by "a".
Search = *a -» retrieves all values
finishing by "a". Search = a*a ->

#| | retrieves all values starting and

4| | finishing by "a". Search = a*a* -=
retrieves all values starting by "a"
and containing one more "a”.

| -

v T 53N Last 4 (Single Valug, Mandatory) 1234

* Required prompts

ok || conce

v" When the Last4 SSN and the Last Name exist individually in the system BUT the
combination together does not exist, the following message will be displayed.

F

e Mo data to retrieve in Query 1

o |

Based on the example above, Last 4 SSN of 1234 exists in the system and Last Name of
SMITH exists in the system. However, the combination of 1234/SMITH does not exist.
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