B0207 Time Entry Other Than
9300 on Specified Holiday BOB)J

Report Description B0207 | Web Intelligence

The purpose of this job aid is to explain how to generate the Time Entry Other Than 9300 on Specified Holiday.

Report Description

This report lists any time posted with an absence/attendance type other than 9300 on the selected day.
Report Location

PT: Time Sheet Metrics

Report uses

Agencies use this report to find errors in time recording - example EE records AA9500 (time worked) and they
should have recorded holiday leave AA9300. EE would be overpaid by receiving holiday premium and would
also earn holiday comp; with Holiday comp payable to all EEs, the risk of overpaying an EE is greater now for all
Agencies

Quick Links
HOW TO GENERATE THIS REPORT

MANDATORY PROMPTS

OPTIONAL PROMPTS

INITIAL LAYOUT

AVAILABLE OBJECTS

SPECIAL REPORT CONSIDERATIONS/FEATURES
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CHANGE LOG
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Report Description B0207 — Time Entry Other Than 9300 on Specific Holiday

How to Generate this report

Prompts E

Available prompt variants | v| [ﬂ X

Prompts

*

+ = Calendar Day (Single Valus, Mandstory)
(™ Holiday Calendar(s) - (Optional)

%  Employes(s) Persho. - (Opticnal)

To === the content SFThe T ,ckthe

Refresh valuesbuttgp
Optional

IH

OK is grey until all

mandatory prompts
1 are completed.

Ny

* Required prompts

o | e

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').

=> *QOrganizational 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 Wx
Available prompt variants | '| = b4
© = Organizational Unit Environment Natural Resources 1 | 2 |[Refesh vatues B3] 9 T
+  *Calandsr Day (Single Value, Mandstory) - .
&  Holiday Calendar(s) - (Optional) ZHMMM_ORGUNIT | = | I
@  Employes(s) PersNa. - (Optional) E @ Juvenile Justice Delinquency

F © State Personnel A

& © Administration
] PR s s
i & ® Wildlife Resources Commission
® @ Health and Human Services (V]
[+ @ Correction
£ >
April 5, 2016 8:56:17 AM GMT-04:00

| % -

™

QK is grey until all

mandatory prompts
are completed.

* Required prompts
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Report Description B0207 — Time Entry Other Than 9300 on Specific Holiday

=» *Calendar Day: To select data for this prompt:
o Make sure the Calendar Day prompt is selected (1).
e Typeinin the desired date (2).
e ORclick on the calendar icon to select a date from the calendar (3).

Available prompt variants | *| = p 4
Calendar Day (Single Value, Mandatory)

g * Organizational Unit Envirenment Natural Resources . w 2 I:DE L 3

&  Holiday Calendar(s) - (Optional) &
] Employee(s) PersMo. - {Opticnal) S M TWTF S

€ 7 8 9 10 11 12
13 14 15 16 17 18 15
21121222324@25

27 28 25 30 31

* Regquired prompts
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Report Description B0207 — Time Entry Other Than 9300 on Specific Holiday

Optional Prompts

Optional prompts are indicated with a green check mark (v') 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 Holiday Calendar(s) - (Optional): To select data for this prompt:

e Make sure the “Holiday Calendar(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
Holiday Calendars (2).
Click on the search icon (3).

e Navigate down to the desired Holiday Calendar (4).
e ORif the Holiday Calendar key is known, skip steps 2 through 4 and enter it directly in (5).
e Click on the right arrow to add the Holiday Calendar to the selection box (6).
Prompts R
Available prompt variants - 5 _Ed
# * Organizaticnal Unit Environment Natural Resources N 5 | N
#  * Calendar Day (Single Value, Mandatory) 12/25/2015 ¥
@  Holiday Calendar(s) - (Optional) NC 1) _ L
%  Employea(s) ParsMo, - (Optional) Holiday Calendar <
AC
NC 4 |

April 5, 2016 9:15:06 AM GMT-04:00

- 2] [t -

* Required prompts
oK Cancel
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Report Description B0207 — Time Entry Other Than 9300 on Specific Holiday

v" Employee(s) PersNo. - (Optional): To select data for this prompt:
e Make sure the Employee(s) PersNo. - (Optional) prompt is selected (1).
e Enter an employee number in the search box to verify the employee name (2).
o 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).
e ORif the employee number is known, skip steps 2 through 6 and enter it directly in (7).
o Click on the right arrow to add the Employee to the selection box (8).

Prompts 7
Available prompt variants - & _Ed
. L ; _
# * Organizational Unit Environment Natural Resources 12345678 7 | Mickey L Mouse
#  * Calendar Day (Single Valus, Mandatory) 12/25/2015 '3 5_D .
#  Holiday Calendar(s) - (Optional) NC
<

@ Employes(s) Persho. - (Optional) Mickey L Mouse 1 | Employes
MickeyL Mouse [(12345673) 6
T

April 5, 2016 9:39:21 AM GMT-04:00
12345678 3 | L5 v| 4

- .
* Reguired prompts Search in key SJ

v Search on database
] QK | 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:

e Mickey*Mouse*

e *Mouse
If the employee number is known, it is best to use the manual entry field (in step 7) to enter your
selection.
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Report Description B0207 — Time Entry Other Than 9300 on Specific Holiday

Initial Layout

The report lists all employees who have time entry other than 9300 for the selected date. Below is a sample
rendering.

B0207: Time Entry Other Than 9300 On Specified Holiday 12/25/2015

Date Selected: 12/25/2015

Att/Abs
Organizational Time
Work Schedule Rule  Unit Organizational Unit Desc Employee Name EE Nbr Att/Abs Type Entered
MTWHF-8, 5a5-0 25555555 Communications MOUSE, MICKEY 12345678 9300 : Time Worked 8.00
WMTWHF-8, §a5-0 26666666 Public Relations PIG, PETUNIA 12345679 9300 : Time Worked 3.00

Available Objects

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

= 3] BO207: Time Entry Other Than 9300 On Specified Heliday Position
Calendar Day Position County
Day of Week Quota/Attisbs Type
EE Hrs Per Wk Supv Employee
Employes Supv Position
Employee Group Time Mgmt Status
Employes Mame Working Week
Employee Subgroup Work schedule Rule
Employment Status AttfAb=s Time Entered
Holiday Calendar = = Variables
Job Prompt Responss Calendar Day
Organizational Unit Prompt Response Employee PersMo
Personnel Area Prompt Response Holiday Calendar
Personnel Subarea Prompt Response Organizational Unit

Special Report Considerations/Features

e Data for this report is extracted twice a week on Wednesdays and Saturdays. The data pulled at time of
extraction is for previous three months up to current date.

e Contractors are excluded on this report.
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Report Description B0207 — Time Entry Other Than 9300 on Specific Holiday

Change Log

Effective 4/7/2016
e Initial creation of the report.

Effective 9/19/2019
e Update report formatting to current standards.

e Parental Leave Absence Types (9238, 9239) are included when used.

e Custodial Level Eligibility and Premium Rate added to Position attributes list. This can be seen when
expanding the Position data element under Available Objects.

Effective 9/27/2019
e Formatting Change
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