EMPLOYEE LOOKUP FOR PUBLIC

INFORMATION
REPORT DESCRIPTION BP150 | WEB INTELLIGENCE

BOBJ

The purpose of this Report Description is to explain how to generate a list of all employees and their current
information based on a single Last Name lookup in the Integrated HR-Payroll System.

REPORT DESCRIPTION:

This report provides a list of all employees and their current information based on a single Last Name lookup.

REPORT LOCATION:

Public Information

REPORT USES:

Agencies use this report to look up a particular employee and then launch report ‘BP007: Public Information
Individual Employee’ to obtain the employee’s Public Information reportable action history.

How to generate this report
Mandatory Prompts
Optional Prompts

Initial Layout

Available Objects

Special Report Considerations/Features
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Report Description BP150 — Employee Lookup for Public Information

How to generate this report

e
Available prompt variants | = X
AL Crganizabic
’ Mandatory
# ¥ Last Name UPPERCASE
i =
¥ First Mame UPPERCAGE - (Optional) ;':':s:fre___:h e b 7 dlick
&  Employee(s) PersNo. - {Opticnal) omional
&  Personnel Area(s) - (Optional) ptiona
OK is grey until

all mandatory

prompts are

completed.
* Required prompts

ox

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).

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).

Prompts

Available prompt variants |

1 EHB X

Qo

=+ * Last Names UPPERCASE

%  First Name UPPERCASE - (Optional)
o Employes{s) PersMo. - (Optional)
& Personnel Arsals) - (Optional)

pts Summary
 * Organizational Unit Administration 1

2_' |Rﬂﬁesl‘iValues k23 | ,?

ZHMMM_ORGUNIT

# ¢ State Personnel

5 |
F & Environment Nab
= & Wildlife Resource:

~

Ol ot

IH

Organizational plan\state of Morth Carol

2J

L4 >
April 6, 2015 4:20:33 PM GMT-04:00
| | 'ﬁ T < >
* Reguired prompts
o
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Report Description BP150 — Employee Lookup for Public Information

=> *Last Name UPPERCASE: To select data for this prompt:

e Make sure the Last Name UPPERCASE prompt is selected (1).

e |f you are unsure of the spelling, or if the last name may be hyphenated, it is best to do a search
by typing in the search string (in uppercase) followed by a * (2); then click on the search icon (3).

e Navigate to the desired Last Name (4).

e ORif the spelling doesn’t need to be verified, skip steps 2 through 4 and enter the Last Name (in
uppercase) directly in (5).

o Click on the right arrow to add the Last Name to the selection box (6).

Prompts i
Available prompt variants | R
& ™ Organizational Unit Administration i 6 | {

s ' SMITH 5 [ _.J SMITH .
@ = Last Name UPPERCASE SMITH 1 !
&  First Name UPPERCASE - (Optional)
@  Employes(s) PersNo, - (Optional) Last Narme ‘ol <

= SMITH
&  Persornel Areals) - (Optional) SMITHMAN __
SMITHSON

April 6, 2016 4:28:29 PM GMT-04:00

SMITH® Z_J. 3]

* Required prompts
| ok || cancel
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Report Description BP150 — Employee Lookup for Public Information

Optional Prompts

Optional prompts are indicated with a green check mark (v') 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 First Name UPPERCASE - (Optional): To select data for this prompt:

e Make sure the First Name UPPERCASE - (Optional) prompt is selected (1).

e If you are unsure of the spelling, it is best to do a search by typing in your search string (in
uppercase) followed by a * (2); then click on the search icon (3).

e Navigate to the desired First Name (4).

e ORif the spelling doesn’t need to be verified, skip steps 2 through 4 and enter the First Name (in
uppercase) directly in (5).

e Click on the right arrow to add the First Name to the selection box (6).

Prompts el %
Available prompt variants - & B
& = Organizational Unit Administration J0OHN 5 l. il | O

@ = Last Name UPPERCASE SMITH

@  First Name UPPERCASE - (Optional) JOHN
&  Employes(s) PersNo. - (Optional)

@  Personnel Area(s) - {(Opticnal)

'
— First Name =
JOE

JOHN 4_'

April 6, 2016 4:53:38 PM
GMT-04:00

i 3

| ok || cancel

* Required prompts
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Report Description BP150 — Employee Lookup for Public Information

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

Prompls

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).

To see the employee number, click on the key icon (5).

Click on the desired Employee (6).

OR if the employee number does not need to be verified, skip steps 2 through 6 and enter it
directly in (7).

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

Available prompt variants - | B

& * Organizational Unit Administration

& SMITH 12345678 T | Jane Doe
= | ast Name UPPERCASE —
5 8

&  First Neme UPPERCASE - (Optional) - __L |:I _[
@ Employes(s) PersNo. - (Optional) Jane Doe 1 | Employes <
@  Personnel Areals) - (Optional) ' Jane Doe HESESIE) 6 |

April 6, 2016 5:12:31 PM GMT-04:00

12345678 2 | Lf-

Match case
* Required prompts v Searchin key 3 |
¥ Sea tat | Cancel

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 down your 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 BP150 — Employee Lookup for Public Information

v Personnel Area(s) - (Optional): To select data for this prompt:

Prompls

Make sure the Personnel Area(s) - (Optional) prompt is selected (1).

Enter a search text with an asterisk (*) in the search box to view the list of values for Personnel
Area (2).

Click on the search icon (3).

To see the key value for each Personnel Area, click on the key icon (4).

Click on the desired Personnel Area (5).

OR if the Personnel Area key or Personnel Area name are known, skip steps 2 through 5 and enter
it directly in (6).

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

Available prompt variants - 5 R

& * Organizational Unit State of North Carolina
* Last Name LPPERCASE SMITH
4 T
First Name UPPERCASE - (Optional) _.LD _J
Employee(s) PersNo - (Optiona]) REteoger en e -

Qo000

1301 E_l Administration

Agncultiine CORSurmer SEnmc My
Insurance (1201
Administration (1701 &
State Controfler {1401 —L
Tﬁéxsnwtari-:n

April 7, 2016 8:19:21 AM GMT-
04:00

= z_l iy g

* Required prompts

[ ok || cancel
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Report Description BP150 — Employee Lookup for Public Information

Initial Layout

The report lists current information for all employees corresponding to the Last Name selected. Below is a

sample rendering.

BP150: Employee Lookup for Public Information
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Report Description BP150 — Employee Lookup for Public Information

Available Objects

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

ype here to filter tree

= | BP130: Employes Lookup for Public Information

Agency Hire Date

Employes
First Mame

Job
Last Name

Organizational Unit
Original Hire Date

Personnel Area
Position

Annual salary
= Variables

Prompt Responss Employes Persho

Prompt Responss Employment Status

Prompt Response First Name UPPERCASE

Prompt Response Last Name UPPERCASE

Prompt Response Organizational Unit

Prompt Responss Personnel Area
References

Special Report Considerations/Features

e The following Employee Subgroups are excluded because they are not paid from BEACON.
0 G1 Contractor
0 G3 Volunteer
0 G4 Board Member
O G6 Federal
e ‘Current/Last Salary’ reflects the employee’s current salary or, in the case of a separated
employee, the employee’s last salary.

Change Log
Effective Date Change Description Modifier
8/27/2020 Edited Screenshots L.Lee
8/31/2020 Updated Format C.Ennis
9/21/2020 Added Alt Text L.Lee
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