EMPLOYEE PERSONAL DATA BOBIJ
REPORT DESCRIPTION BO037 | WEB INTELLIGENCE

The purpose of this Report Description is to explain how to display Employee Personal Data in the Integrated
HR-Payroll System.

Report Description

The BO037: Employee Personal Data report provides a list of employees who are currently active within the
organizational unit selected. This report provides personal details about an employee such as home address,
emergency contact information, and birth date.

Report Location

PA: Employee Details

Report Uses

e This report can be used to obtain the permanent addresses for employees if there is a need to mail
information to employees’ home addresses.

e It can be used to obtain emergency contact information for an individual employee or for all employees
within an org unit in the event of a disaster or a state of emergency.

e This report contains date of birth, so it can be used in circumstances where there is a business need to
gather this information for a group of employees.

e The report also contains only the month and day of birth date, and it can be used to compile a birthday
list for employees within an org unit.
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Report Description B0037 — Employee Personal Data

How to generate this report

Prompts

Available prompt variants

Employee(s) PersNo. - (Optional)
Employee County(s) - (Optional) ke bkt
Address Type(s) - (Optional) Permanent residence] <
Personnel Area(s) - (Optional)

Employment Status(es) - (Optional)

Job(s) - (Ootiopal)

oo oooaF]

Exclude Employee Subgroup(s) - (Optional) G1
l <+ OK is grey because
“LJ - mandatory prompt has

not been completed

* Required prompts

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)
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 ) X%
Available prompt variants | & _a_}. ¢

. o 2 .
o% . 1_' Refresh Values %5 Organizational plan\State of North Carolina\Governor’
&  Employes(s) PersNo. - (Optional) -
&  Employes County(s) - (Optional) ZHMMM—OEGUNI-E.,_,_..‘, e —— - 4 ‘
@  Address Type(s) - (Optional) Permanent residence + © State Human Resources o w—
&  Personnel Area(s) - (Optional) 3 |
&  Employment Status(es) - (Optional) ® Administration ™™™
@  Job(s) - (Optional) ¥ © ADMIN Secretary's Office
&  Exclude Employee Subgroup(s) - (Opticnal) G1 < >
December 8, 2016 8:52:56 AM GMT-05:00
" - < >
* Reqguired prompts
ok || cancel
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Report Description B0037 — Employee Personal Data

Optional Prompts

Optional prompts are indicated with a green check mark (v’) but are not required. Sometimes they are pre-
filled with a default value. They are used to assist with limiting the amount of data that is retrieved into the

body of the report.

v" 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, you can skip steps 2 through 6 and
enter it directly in (7)

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

Prompls

Availsble prompt varants

* Orgarazateconal Unit Administration
Employesis) Persho. - (Opticnal} 4 |
Erployes County(s) - (Opticnal)
Addrass Typeals) - (Optional) Permanent residence
Personrel Areals) - (Optioral)
Erplesymant Stabusles) - (Oplicnal)
Jobis) - (Opticnal)
Exchuds Employes Subgroupls) - (Opbional) G1

CO0O0000

* Reguired prompts

12345678

Ermplcrysa

John Doe (12345578)

D E[ John Doe (12345678)

6

—

w
Becember B, 2016 5:31:37 AM GHIT-0%: :
12345678
2 | £
Matich case
¥ Sewchinkey 3 |
2 ’ ok | | Cencel

NOTE: Since we have many 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:

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 B0037 — Employee Personal Data

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

e Make sure the ‘Employee County(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 County (2)

e Click the search icon (3)

e Select the desired Employee County (4)

e OR, if you know the Employee County name, you can skip steps 2 through 4 and enter it
directly in (5)
Note: Must enter name in ALL CAPs.

e Click the right arrow to add the Employee County to the selection box (6)

Prompts
Available prompt variants | & .J:_!. ;
o = Organizational Unit Administration HAYWOOD ® HAYWOOD
&  Employea(s) PersNo. - (Optional) y “ 3
@  Employee County(s) - (Optional) HAYWOOD ) —
&  Address Type(s) - (Optional) Permanent residence :;Trfr:?ﬁe Coundy S - |
@  Personnel Area(s) - (Optional) HAYOOD A '
&  Employment Status(es) - (Optional) HAYWOOD 4 F
@  Job(s) - (Optional) HENDETSON
o - = = HENRICO

Exclude Employee Subgroup(s) - (Optional) G1 HERTFORD v

HOKE

- Ky -
$ ) v
J 3
* Reqguired prompts —
ok || cancel

7/7/2022 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER Page 4 of 12



Report Description B0037 — Employee Personal Data

v Address Type(s) - (Optional): This prompt defaults to Permanent residence.
To remove the default (this will allow all Address Types to render in report):
e Make sure the ‘Address Type(s) - (Optional)’ prompt is selected (1)
e Select “Permanent residence” in the right box (2)
e Click the left arrow to remove from the selection box (3)

Prompts v X

Available prompt variants ad L,

* Organizational Unit Administration B t resid 2 I
Employee{s) PersNo. - (Optional) I T ]
Employee County(s) - (Optional)

Address Type(s) - (Optional) Permanent residence
Personnel Area(s) - (Optional) 1 Bsearc ;
Employment Status(es) - (Optional) sl finishina by “a
Job(s) - (Opticnal)

Exclude Employae Subgroup(s) - (Optional) G1

CRCHORCRCRCRC R

* Required prompts
oK Cancel
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Report Description B0037 — Employee Personal Data

To select a different Address Type:

e Make sure the ‘Address Type(s)’ prompt is selected (1)

e Enter a search text with an asterisk (*) in the search box to view the list of values for
Address Type (2)

e Click the search icon (3)

e To see the key value for each Address Type, click the key icon (4)

e Select the desired Address Type (5)

e OR, if you know the Address Type key or Address Type name, you can skip steps 2 through
5 and enter it directly in (6)

e Click the right arrow to add the Address Type to the selection box (7)

Prompts E

Available prompt variants - & _ﬂ:{,

* izati ; - -
% * Organizational Unit Administration o ; — —
Employes(s) ParsMa. - (Optional) 1 4k =1 gency
Employee County(s) - (Optional) 1 | | - ;
Address Type(s) - (Optional) Emergency contagt™ | Address Type "
Permanent residence (1)

Emergency contact () 5 B
Mailing address (5)

Personnel Area(s) - (Optional)
Employment Status(es) - (Optional)
Job(s) - (Optional)

Exclude Employes Subgroup(s) - (Optional) G1 December 8, 2016 9:01:35 AM GMT-05:00

— 2 |} 3

Se00000

* Reguired prompts
oK Cancel
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Report Description B0037 — Employee Personal Data

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)

e Click on the search icon (3)

e To see the key value for each Personnel Area, click the key icon lick the search icon (4)

e Select the desired Personnel Area (5)

e 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 the right arrow to add the Personnel Area to the selection box (7)
Prompts e
Available prompt variants - & ..:.! i
@ = Organizational Unit Administration | _ PR
@  Employes(s) PersNo. - (Optional) 6} 4
@  Employes County(s) - (Optional) — _— D 7 |
@  Address Type(s) - (Optional) Permanent residence Personnd Area < —
@  Personnel Area(s) - (Optional) Administration | Insumnce A
&  Employment Status(es) - (Optional) — Mﬂm 'f 500 5 l V
@  Job(s) - (Optional) State Controller (1401) ww
& Exclude Employee Subgroup(s) - (Optional) G1 December 8, 2016 9: 02 40 AM GMT-05:00

- " -
2 § i [EV
!

* Required prompts

OK

Cancel
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Report Description B0037 — Employee Personal Data

v" Employment Status(es) - (Optional): To select data for this prompt:
e Make sure the ‘Employee Status(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

Employment Status (2)

e Click on the search icon (3)

e To see the key value for each Employment Status, click the key icon (4)

e Select the desired Employment Status (5)

e OR, if you know the Employment Status key or Employment Status name, you can skip
steps 2 through 5 and enter it directly in (6)

e Click the right arrow to add the Employment Status to the selection box (7)

Prompts

Available prompt variants

* Organizational Unit Administration
Employes(s) Persho. - (Optional)
Employes County(s) - (Optional)
Address Type(s) - (Cptional) Permanent residence
Personnel Area(s) - (Optional)
Employment Status(es) - (Optional) Active 1 I
Job(s) - (Optional)
Exclude Employes Subgroup(s) - (Opticnal) G1

Qo000 000

* Required prompts

- _1J _Ed
3 | ik IActwe
]
— 7
Employment Status I <
‘Withdrawn (0
Inactive (1

Adive (3] 5 |
December 8, 2016 3:04:02 AM GMT-05:00

] 3

OK

Cancel
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Report Description B0037 — Employee Personal Data

v Job(s). - (Optional): To select data for this prompt:
e Make sure the ‘Job(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 Job

()

e Click on the search icon (3)
e To see the key value for each Job, click the key icon (4)
e Select the desired Job (5)
e OR, if you know the Job key or Job name, you can skip steps 2 through 5 and enter it

directly in (6)

e Click the right arrow to add the Job to the selection box (7)

Prompts

Available prompt variants

@ = Organizational Unit Administration

(CRCROHCRCRCRC

Employee(s) PersNo. - (Optional)

Employee County(s) - (Optional)

Address Type(s) - (Optional) Permanent residence
Personnel Area(s) - (Optional)

Employment Status{es) - (Optional)

Job(s) - (Optional) Accounting Technician IT 1
Exclude Employee Subgroup(s) - (Optional) G1

* Required prompts

Mail Clerk 1T (30000011
Mail Center Supenasor III (30000014

~
Accounting Technician 11 (30000056) & '

b | Accounting Technician III (3000005

Accounting Technician IV (3 ) |V
Data Processina Assistant II 3
g >

December 8, 2016 9:05:17 AM GMT-05:00

~— 2 | 31

- JE ]
<

Accounting Technician IT

‘|

Cancel
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Report Description B0037 — Employee Personal Data

Exclusion Prompts

Exclusion prompts are also indicated with a green check mark (v) but are generally prefilled with a specific
set of data values. They are provided to exclude specified data by default while allowing customers the
flexibility of changing them when necessary. Any rows containing data values listed in the exclusion selection
box will not be fetched into the report.

v Exclude Employee Subgroup(s) - (Optional) G1: To remove this exclusion:
e Make sure the Exclude Employee Subgroup(s) prompt is selected (1)
e Select the G1 value in the right box (2)
e Click the left arrow icon to remove the G1 exclusion (3)

Prompts il
Available prompt variants - H B X
@ = Organizational Unit Administration Gl 2 l’
&  Employes(s) PersNo. - (Optional) - =
@  Employee County(s) - (Opticnal) — —
@  Address Type(s) - (Optional) Permanent residence Employee Subgroup |
&  Personnel Area(s) - (Optional) FEM:TLSACTE Perm ADA (61 I 3—.'

FT N-FLSAOT Perm (A1) ~
&  Employment Status(es) - (Optional) | | FT N-FLSAOT Prob (a2)
@  Job(s) - (Optional) FT N-FLSAOT TL (A3

Exclude Employee Subgroup(s) - (Optional) G FT N-FLSAOT TL Prob (A4

@ s~ ( . 1 I FT S-FLSAOT Perm (B1) v

| FT S-FLSAOT Prob (B2)

December 8, 2016 9:07:11 AM GMT-05:00
* Required prompts

OK Cancel

Initial Layout

The report is generated with a list of employees who have a valid current address in the system for the
organizational unit selected. Below is a sample rendering.

BO037: Employee Personal Data

Employee’s Name Employee  Address Type Address Line 1 Contact Name Address Line 2
DOE, JOHN 100 Permanent residence 1 way
Continued....

Address

Change
Postal Code  Telephone#  Date

Raleigh NC 27609 # 4/21/08
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Report Description B0037 — Employee Personal Data

Available Objects

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

= 3.1B0037: Employee Personal Data

® @ Addr Change Date + | State
# # Address Line 1 + 1 Telephone =
# ¥ Address Line 2 + o valid To
#H @ Address Type = Variables
= @ City | Address Line2
# # Contact Name ! Age
* ' Date of Birth | Contact Nme
* ¢ pos(MM/DD) | Emp County
#H # Employes | Prompt Response Address Type
# # Employee's Name | Prompt Response Employee County
# @ Employee County | Prompt Response Employee PersNo
+ ' Employee Group | Prompt Response Employment Status
+ ' Employee Subgroup | Prompt Response Exclude Employee Subgroup
# ' Ethnic Origin | Prompt Response Job
* 7 Gender | Prompt Response Organizational Unit
+ ' Job | Prompt Response Personnel Area
#+ ' Job Family
# ' Length of Service
+ ' Org Unit
+ | Personnel Area
+ ' Personnel Subarea
# ¥ Postal Code
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Report Description B0037 — Employee Personal Data

Special Report Considerations/Features

The report defaults to generating list of all employees who have a current address with a valid to high-
date of 12/31/9999.

The data is refreshed daily and is current as of the close of business from the previous business day.
Contractors are excluded by default. This can be changed.

‘EE Telework Eligible’ and ‘EE Telework Type’ can be added to report by expanding the Employee
attributes (expanded list) in Available Objects.

Change Log

12/16/2015 — Initial version

12/8/2016 — New Prompt on Personnel Area added

12/8/2016 - Age and Length of Service added to Available Objects

3/31/2021 — Added EE Telework Eligible and EE Telework Type to Employee attributes (expanded list) in
Available Objects

3/31/2021 — Updated format and added ALT text. L.Lee

7/7/2022 Added National Guard Status to Employee Attributes (expanded list) in Available Objects
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