Web

Intelligence

BOBJ REPORT DESCRIPTION

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

* Organizational Unit
» * Fom Day (Single Value, Mandatory)
* To Day (Single Value, Mandstory)

Mandatory

W Employes Group(s) - (Optional)
W Employes Subgroup{s) - (Optional)
W Employes{s) PersMa. - (Optional)
W Reason(s) - (Optional)

Optional

Ok will be gray until all the
mandatory prompts are

selected.

* Required prompts

Cancel
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BOOS51 DISCIPLINARY WARNINGS

Mandatory Prompts

Mandatory prompts have a red arrow indicator (9) 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

).
= *QOrganizational Unit: To select data for this prompt:
e Make sure the “Organizational Unit” prompt is selected (1).
e Click the “Refresh Values” icon to see the list of Org Units (2).
e Navigate down to select the desired Org Unit (3).
e Click the right arrow to add it to the selection box (4).
' * Qrganizational Unit Judicial Branch | | 2 JRefresh Values 7 Organizational plan\State of North Carolina\Ju |
% From Day (Single Valus, Mandstory) - =4 ‘
» ¥ To Day (Single Value. Mandatary) ZHMMM_ORGUNIT — J
v Personnel Area(s) - (Optional) HHS 50 SOHF CRH CD DMD P P
v Employes Group{s) - (Optional) COR 50 DS2 CCDIRECTOR A
W Employes Subgroup(s) - (Optional) = State of N-orth Carolina
W Employes(s) PersMo. - (Optional) 3 2 '_ 2 =
v Reason(s) - (Optional)

* Reguired prompts

overnors Cabinet & Agenc v
Not Assigned Organizational Unit (&
< >
October 19, 2015 5:59:54 AM GMT-04:00

5 -

Ok will be gray until all the
mandatory prompts are
selected.

oK Cancel
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BOOS51 DISCIPLINARY WARNINGS

= *From Day (Single Value, Mandatory): To select data for this prompt:
e Make sure the “From Day (Single Value, Mandatory)” prompt is selected (1).
e Enter a date using the ‘mm/dd/yyyy format in the direct entry field (2).
e 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).

Prompts 2)
v ¥ Organizational Unit Judicial Branch - —
. 10/1/2015 2]
W *FromDav(SmgleVahe,Handator-,-)11_],f241 =
= ¥ To Day (Single Value, Mandatory) 3J October 2015 -
W Personnel Area(s) - (Optional) S M TWTF s
v Employes Group(s) - (Optional) AT 2 3
W Employes Subgroup(s) - (Optional) =1 —
W Employes(s) PersMo. - (Optional) 45 8 7 &8 510
¥ Resson(s) - (Optional) 11 12 13 14 15 16 17

18 1% 20 21 22 23 24

25 26 27 28 29 30 31

Today

£ >
* Reguired prompts
Cancel
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BOOS51 DISCIPLINARY WARNINGS

= *To Day (Single Value, Mandatory): To select data for this prompt:
e Make sure the “To Day (Single Value, Mandatory)” prompt is selected (1).
e Enter a date using the ‘mm/dd/yyyy’ format in the direct entry field (2).
e 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).

Prompts 20
v * Organizational Unit Judicial Branch . —
- 10/18/2015 9
v * From Day (Single Value, Mandatory) 10/1/2C — -
“ *To Day (Single Value, Mandatory) 10/1 1 201 October 2015 |7
W Personnel Areals) - (Optional) S M T W T F 5
W Employes Group{s) - (Optional) 103 3
v Employes Subgroup(s) - (Cptional)
v Employes(s) PersMo. - (Optional) 456 7 8 810
% Reason(s) - (Optional) 11 12 13 14 15 16 17

4
18 (18] 20 21 22 23 24

25 26 27 28 25 30 31

Today

< >
* Required prompts
OK Cancel

I~ Note: To Day must be a later date than From Day.
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BOOS51 DISCIPLINARY WARNINGS

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.

v Personnel Area(s) - (Optional): To select data for this prompt:
e Make sure the “Personnel Area(s) - (Optional)” prompt is selected (1).
e 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).
e Click on the right arrow to add the Personnel Area to the selection box (7).

Prompts .
* L )
v ¥ Organizational Unit State of North Cara 1301 6} Administrati
¥ * From Day (Single Value, Mandatory) 91 — 4 . | | Agriculture Consumer Services
v ¥ To Day (Single Value, Mandatory) 1019 - T_,
W Personnel Area(s) - (Optional) Adm ‘1_.!] Personnel Arsa . <
v Employes G - (Optional 1)
mployee Group(s) - (Op ona_] Agriculture Consumer Services (1001) ] 5
W Employes Subgroup{s) - (Optional) FaT H=sources T9o0TT -
W Employes{s) PersMo. - (Optional) Environment Natural Resources (1601)
v  Reason(s) - (Optional) 2| | Health ﬁumap Services (2001)
i | Laber {1101)

Public Safety (1901)
State Human Resources (7101
Transportation (1501)

October 19, 2015 7:35:38 AM GMT-04:00
il | 13

£ >
* Required prompts
OK Cancel
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BOOS51 DISCIPLINARY WARNINGS

v Employee Group(s) - (Optional): To select data for this prompt:
e Make sure the “Employee Group(s) - (Optional)” prompt is selected (1)
e 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).
e Click the right arrow to add the Employee Group to the selection box (7).

Prompts 2 5
v * Organizational Unit State of Morth Caroli F'| ﬁ_l % SPA Bi-Weekly

% * From Day (Single Value, Mandatory) 101 -— 4_| - 2

v * To Day (single Value, Mandatory) 1019/ — -

v Personnel Areals) - (Optional) Administrz Employes Group =

v Employes Group(s) - (Optional) s *_Bi-w A SrWeeh 5]

¥ Employee Subgroup(s) - (Optional) SPA La\-wllJ ;?Grceﬁént (8)

W Employee{s) PersMa. - (Optional) Supplemental Staff (0)

W Reason(s) - (Optional) -

October 18, 2015 9:43:28 AM GMT-D4:00
ll | 3

£ >
* Reguired prompts
oK Cancel
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BOOS51 DISCIPLINARY WARNINGS

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

Prompts

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).

* Organizational Unit State of North Caroli |

v Al 6y FT N-FLSAQT Perm
v * Fram Day (Single Value, Mandatory) 101 4 o 7 ‘
v * Tg Day (Single Value, Mandatory) 10/19/ =4 -
v Personnel Areals) - (Optional) Administrz Employze Subgroup <
v Employes Group(s) - (Optional) SPA Bi-W A Pfom < 5)
w A Prob (A7)
v [\ EmployesSubgraup(s)=(Optional] 1 JNSE | | 1 5 F1LSAOT Perm (B1)
W Employee{s) PersNo. - (Optional) FT 5-FLSAOT Prob (B2)
%  Reason(s) - (Optional) <| | FT 5-FLSAQT Parm -
*| | Temp FT 5-FLSAOT (G8)
October 19, 2015 9:54:13 AM GMT-04:00
ol ichd BY
£ >

* Required prompts

oK Cancel
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BOOS51 DISCIPLINARY WARNINGS

v Employee(s) PersNo. - (Optional): To select data for this prompt:
e 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).
e Click on the right arrow to add the Employee to the selection box (8).

Prompts 21N
v ¥ Organizational Unit State of Morth Caroli 12345678 7
v ¥ From Day (Single Value, Mandatory) 1/1/) - 5 = Mickey Mouse(12345678)
v ¥ To Day (Single Value, Mandatory) 1019/ - 8
W Personnel Area(s) - (Optional) Administrz Employse =
¥  Employes Group(s) - (Optional) SPA Bi-W | | Mickey Mouse(12345678) 6 A
W Employes Subgroup(s) - (Optional) FT N-F
W Employea(s) PersMo. - (Opticnal) - b
v Reason(s) - (Optional)
W
October 19, 2015 10:01:55 AM GMT-04:0
. a3
12345678 2| i | B
Match case
- )
< > Search in key 4 |
¥ Search on database

* Reguired prompts
| OK | Cancel

= 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
Iimit. 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-:
o  Mickey*Mouse*
o  *Mouse

If you know the employee number, it is best to use the manual entry field (in step 7) to
enter your selection.

8/9/18 North Carolina Office of the State Controller Page 8 of 12



BOOS51 DISCIPLINARY WARNINGS

v Reason(s) - (Optional): To select data for this prompt:
e Make sure the “Reason(s) - (Optional)” prompt is selected (1)
e 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).
e Click the right arrow to add the Reason(s) to the selection box (7).

Prompis

Available prompt variants

* Organizational Unit State of North Caro

* From Day (Single Value, Mandatory) 11

* To Day (Single Value, Mandatory) 10/19/
Personnel Areal(s) - (Optional) Administr
Employee Group(s) - (Optional) SPA Emg
Employee Subgroup(s) - (Optional) FT N-
Employee{s) PersNo. - (Optional)
Reason(s) - (Optional) DA-Writll | Pei

CO000000

< >
* Required prompts

July 25, 2018 8:35:08 AM GMT-04:00

| & @ >

05 6 DA-WritWarnPersCond
om @

Reason <

DA-Writ Warndob Perf (01023 01)

DA-Suspens-Job Perf (01023 03)

DA-Dismissallob Perf (01023
DA-WritWamPersCond (01023 05) 5
DA-Demotion PersCond (01023 06)

DA-Suspens Pers Cond (01023
DA-DismissalPersCond (010 )
DA-WritWarnGrossInef (01023 09)

0}

&
4
(e ]

* 12

0K

Cancel
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BOOS51 DISCIPLINARY WARNINGS

Initial Layout:

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

B0051: Disciplinary Warnings

From Day - To Day : 1/1/2013 - 12/31/2015

Organizational Ethnic
Personnel Area Unit Organizational Unit Desc Employee’'s Name Employee Gender Origin
White (Mon-
Hispanic/Lat Disciplinary
Administration 22222222 ADMIM Public Relations PIG, PETUNIA 234567849 Female ino) Action
White (Non-
Hispanic/Lat Disciplinary
233333333 ADMIM Marketing MOUSE, MICKEY 12345678 Male ino) Action

Continued ...

Date : 7/2518

Effective Status - Time Status - Status - Estimated

Reason Date Valid To From Resolved At Result Comments? Costs

DA~

WritWarnPersCo

nd QMTRZ013  3NTR2015 # # # # 0.00

DA

WritWarnPersCo

nd 11202014 BH22016 # # # X 0.00
Personnel Area - Administration 0.00

Total 0.00
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BOOS51 DISCIPLINARY WARNINGS

Available Objects:

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

O FEE O E O EEFEEEEE

=l | BO051: Disdplinary Warnings

Agency Hire Date
Comments?

Date Entered

Date Settled
Effective Date
Employee

Employee's Mame
Employee Group
Employee Subgroup
Employment Status
Emp Pay Area

Emp Pay Group
Emp Pay Level

Emp Pay Type
Ethnic Origin

Gender

Grievance Mumber
Job

Military Status
Organizational Unit

I EREEFEEE R E

Original Hire Date

Personnel Area

Personnel Subarea

Position

Reason

Status - Resolved At

Status - Result

Status - Time From

Subtype

Supervisor

Valid To

Veteran Status

Estimated Costs

Variables
Prompt Response Employes Group
Prompt Response Emploves PersMo
Prompt Response Emploves Subgroup
Prompt Response From Day - To Day
Prompt Response Organizational Unit
Prompt Response Personnel Area
Prompt Response Reason
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BOOS51 DISCIPLINARY WARNINGS

Special Report Considerations/Features:
e Temporary employees are excluded by default but this can be changed.
o Report only pulls active employees.
e To change the sorting for the desired column
By default, data is sorted by Personnel Area. (This can be changed as needed).

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

Click the “Analysis” Tab (2).

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

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

Click “Remove all Sorts” (5).

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

O O O 0O O O

{sletii - BOOS1: Disciplinary W... =

¥| Properties | Report Elements | Formatting | DamAmj/lAnaIysis | 2_|=age5etup | Reading ~ | Design | ~

SE- | S| L - = || Fiters | Data Tracking 3 nditional " Tnteract | Functions

ol B X & 7 Fiter = | {}y Ranking ~ | ZB Input Controls + || Group ~ ||-= Break - | £ SD“EE Drill - 7 Filter Bar & Outline ||| &

Fc =i 3¢ o |=[Personnel Area] Hone

. . £ Ascending
B0051: Disciplinary Warnings 2| Gescending | o) Execution Date : 1011915

I Remove all Sorts |5_’

From Day - To Day : 12/1/2013 - 10/19/2015
Advanced...

Organizational Effective Status -

Personnel Area Unit Organizational Unit Desc Employee’s Name Employee Gender Date Valid To Time From

Asian
" (Non- DA-
AL U A ADMIN SO Veterans Hispanic/ Disciplinary WritWarnPers
Affairs Mickey Mouse 12345678 Female Latino) Action Cond 03/30/2015 9730116 #

e 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.

Ethnic: Effective Status - Time Status - Estimated
Employee’s Name Employee Gender Origin Subtype Reason Date Valid To  From Resolved At Comments? Costs
White (Non- DA-
HispaniciLat Disciplinary  WritWarmPersCo
PIG, PETUNIA 23456789 Female ino) Action nd 9M7/2013  3M7I2015 # # # # 0.00
White (Mon- DA-
HispaniciLat Disciplinary  \WritWarnPersCo 1
MOUSE, MICKEY 12345678 Male ino) Action nd 111212014 5M12/2016 # # # X 0.00
Personnel Area - Administration 0.00
Total 0.00

Change Log

Effective Change Description
Date

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.
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