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Web 

Intelligence 

 

B0051 Disciplinary Warnings 

Report Description: 

Report provides list of employees who have received a warning. 

Report Location:  

PA: Warnings (Disciplinary) 

Report uses: 

This report is used to monitor and track the status of disciplinary warnings for active employees. 
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How to run this report 
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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 

(). 

 *Organizational Unit:  To select data for this prompt: 

• Make sure the “Organizational Unit” prompt is selected (1). 

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

• Navigate down to select the desired Org Unit (3). 

• Click the right arrow to add it to the selection box (4). 
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 *From Day (Single Value, Mandatory):  To select data for this prompt: 

• Make sure the “From Day (Single Value, Mandatory)” prompt is selected (1). 

• Enter a date using the ‘mm/dd/yyyy’ format in the direct entry field (2). 

• To choose a date from a calendar, 

o Click the calendar icon (2). 

o Click the up or down arrow to view the specific month/year calendar (3). 

o Select the desired date (4).  
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 *To Day (Single Value, Mandatory):  To select data for this prompt: 

• Make sure the “To Day (Single Value, Mandatory)” prompt is selected (1). 

• Enter a date using the ‘mm/dd/yyyy’ format in the direct entry field (2). 

• To choose a date from a calendar, 

o Click the calendar icon (2). 

o Click the up or down arrow to view the specific month/year calendar (3). 

o Select the desired date (4). 

 

  Note: To Day must be a later date than From Day. 
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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. 

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

• 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 the search icon (3).  

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

• Select the desired Personnel Area (5). 

• OR, if you know the Personnel Area key or Personnel Area name, you can 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). 
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✓ Employee Group(s) - (Optional):  To select data for this prompt: 

• Make sure the “Employee Group(s) - (Optional)” prompt is selected (1)  

• Enter a search text with an asterisk (*) in the search box to view the list of values for 

Employee Group (2). 

• Click the search icon (3). 

• To see the key value for each Employee Group, click the key icon (4). 

• Navigate down to select the desired Employee Group (5). 

• OR, if you know the Employee Group key or Employee Group name, you can skip steps 

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

• Click the right arrow to add the Employee Group to the selection box (7). 
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✓ Employee Subgroup(s) - (Optional):  To select data for this prompt: 

• Make sure the “Employee Subgroup(s) - (Optional)” prompt is selected (1)  

• Enter a search text with an asterisk (*) in the search box to view the list of values for 

Employee Subgroup (2). 

• Click the search icon (3). 

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

• Navigate down to select the desired Employee Subgroup (5). 

• OR, if you know the Employee Subgroup key or Employee Subgroup name, you can skip 

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

• Click the right arrow to add the Employee Subgroup to the selection box (7). 
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✓ 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 the search icon drop-down arrow and select “Search in key” (3). 

• Click the search icon (4). 

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

• Select the desired Employee (6). 

• OR, if you do not need to verify the employee number, then you can 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). 

 

 NOTE:  Since we have a large number 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: 

• Mickey*Mouse* 
• *Mouse 

If you know the employee number, it is best to use the manual entry field (in step 7) to 
enter your selection. 
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✓ Reason(s) - (Optional):  To select data for this prompt: 

• Make sure the “Reason(s) - (Optional)” prompt is selected (1)  

• Enter a search text with an asterisk (*) in the search box to view the list of values for 

Reason(s) (2). 

• Click the search icon (3). 

• To see the key value for each Reason(s), click the key icon (4). 

• Navigate down to select to the desired Reason(s) (5). 

• OR, if you know the Reason(s) Key or Reason(s) Text, you can skip steps 2 through 5 

and enter it directly in (6). 

• Click the right arrow to add the Reason(s) to the selection box (7). 
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Initial Layout:  

The report lists all disciplinary warnings based on the prompt selections. Below is a sample of the 

initial layout rendered. 

 

Continued … 
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Available Objects: 

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

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

• Report only pulls active employees. 

• To change the sorting for the desired column 

By default, data is sorted by Personnel Area. (This can be changed as needed). 

o Make sure the “desired column” is selected (1). 

o Click the “Analysis” Tab (2). 

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

o Click the drop-down icon as shown (4). 

o Click “Remove all Sorts” (5). 

o Select Ascending or Descending sort order as needed (6). 

  

• To View B0022 Comments Report (Hyperlink) 

o Make sure the column “Comments?” is selected (1). 

o Click the X to navigate to the B0022 Comments Report (1). 

o The B0022 Comments Report populates. 

 

Change Log 

Effective 

Date 

Change Description 

11/5/2015 Initial report creation to convert from BI to BOBJ. 

4/14/2016 

 

Added Job Mininum Salary, Job Maximum Salary and Job Reference Rate as part of 

Job attributes list.  Corrected B0022 report jump after 4.1SP6P5 upgrade. 

8/9/2018 Corrected sorting issue for date objects in report. 

 


