TIME TO FILL POSITIONS WITHIN THE SELECTED RANGE BOBJ
REPORT DESCRIPTION B0O054 | WEB INTELLIGENCE

The purpose of this Report Description is to explain how to generate the report that lists only positions that
were filled within the selected date range, and it calculates how many days it took to fill them.

Report Description:

This report lists only positions that were filled within the selected date range, and it calculates how many
days it took to fill them. It provides the number of days vacant and the number of workdays vacant for each
position that was filled within the selected date range.

Report Location:

OM: Vacant-Filled Position Analysis

Report Uses:

Agencies will use this report to determine how long it took to fill a position from the time it became vacant
until the time it became filled.

This report can be used to identify positions that are hard to fill by analyzing the Number of Days Vacant on
the report. If the Number of Days Vacant was longer than expected, agencies can determine if other factors
can be improved upon to decrease the time it takes to fill a position, such as recruiting, budgeting, or hiring
processes.

Data Load Frequency:

The data for this report is loaded every weekday morning, excluding holidays. This report will include any
changes that were made to the data on the previous day, including retroactive changes.
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

How to generate this report

Prompts

Available prompt variants r| . . x

#Y Organizational Unit

Promptz Summary

= |* Organizational Unit Mandatory {? Selected Value(s)

+ * Calendar Filled Date [; ]

b Per=zonnel Area(s) - (Optional)
& Job(s) - (Optional)

& Position(s) - (Optional)
'b Exclude Employee Group (Temps) O X
# Exclude Employee Subgroup (Temps) 15; 25; 35; 4... Exclusion

OK will be gray until all
the Mandatory Prompts
are selected

m
]
T
%
T
[
'yl
[
T
=]
4

OK | Cancel |

* Required prompts
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

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 you have “Organizational Unit” prompt selected (1).

e C(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 2.3
Available prompt variants - 5] H

# *Organizational Unit Administration | 71 | 3 Organizational plan|State of North Carolina
% *Calendar Filled Date =
#  Personnel Area(s) - (Opticnal) ZERIN e o < Cahi -
®  3Job(s) - (Optional) Gl:n'.remorls Cabinet £ <
®  Position(s) - (Optional) Governor's Office /™
% Exclude Employee Group {Temps) O;X JS:;::”:!E JLEDEEI Deli
L] Exclude Employes Subgroup {Temps) 15;25;35;45;; 3
M AELE] uralv
wildlife Resources C
< >
February 20, 2018 10:13:30 AM GMT-05:00 OK will be gray until all
ﬁb - the Mandatory Prompts
are selected
£ >
* Required prompts ¢
OK Cancel
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

=> *Calendar Filled Date: To select data for this prompt:

e Make sure the “Calendar Filled Date” prompt is selected (1).

e Type in the Start date (2).

e ORclick or click on the calendar icon to select the Start date (3).

e Type in the End date (4).

e ORclick on the calendar icon to select the End date (5).
Prompts Z
Available prompt variants -| & :1:!,
#  * Organizational Unit Administration Start value
+ *Calendar Fll=d Date | 1] NTITR | f— 3
%  Personnel Area(s) - (Optional) “ b J
&% Job(s) - (Opticnal) End valus
&  Position(s) - (Opticnal) M/dfyyyy | 4 T 5] — 5
#  Exclude Employes Group (Temps) 0;X —
(/]

Exclude Employse Subgroup (Temps) 15;25;35;45; -

OK will be gray until all
the Mandatory Prompts

are selected

£ >
* Required prompts
oK Cancel
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

Optional Prompts

Optional prompts are indicated with a green check mark (¥') 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 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 C(Click the search icon (3).

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

e Select the desired Personnel Area (5).
e OR, if the Personnel Area key or Personnel Area name are known, skip steps 2 through 5 and

enter it directly in (6).

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

Prompts

Available prompt variants

* Organizational Unit State of North Carolina
* Calendar Filled Date 01/01/2017;12/31/2017
: Personnel Arzals) - (Optional) Administration: 1
Jobi{s) - (Optional)
Position(s) - (Optional)
Exclude Employee Group [Temps) O;X
Exclude Employee Subgroup {Temps) 15;25;35;45;

coo0QaQ0

< >
* Required prompts

1300 &

Personnel Area <
Mot assigned ()

Judicial Branch (0201) N

State Budget & Management (0310)

Justice - SBI (0905)

Administration (1301) 5

State Controller (1401
Transportation (1501)

Public Safety (1901)

Health Human Services (2001) W
Correction (4201)
March 8. 2018 3:15:11 PM GMT-05:
= 2

=i
4
(]

Cancel
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

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

e Make sure the “Job(s) - (Optional)” prompt is selected (1).

[ ]

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

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

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

Available prompt variants - &l C:L];
% * Organizational Unit State of North Carolina 30000290 B P g AEak ¥
% * Calendar Filled Date 01/01/2017;12/31/2017 Il | N | -
%  Personnel Area(s) - (Optional) |4 |
@ Jobls) - (Optional) Processing Assistant Vi 1 | 79 =
. ) - Mot assigned (00000000)
@ Pasitin(s) - (Optional) Office Assistant TV ( N
o Exclude Employee Group [Temps) O;X Executive Assistant T (3
%  Exclude Employee Subgroup {Temps) 15;25;35;45; - | Processing Assistant IT (3
.| | Processing Assistant IIT [
Processing Assistant IV (20000222
Processing Assistant V (2000029
Right Of Way Appraiser IT (3000 )
Administrative Officer I (30000803)
March g, 20_1.3 3:50:08 PM GMT-05:00
* - 2 . Wt] g y
< >
* Required prompts
OK Cancel
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

v’ Position(s) - (Optional): To select data for this prompt:
e Make sure the “Position(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 Position (2).
e Click on the search icon (3).

e To see the key value for each Position, click on the key icon (4).

e Click on the desired Position (5).

e ORif you know the Position key or Position name already, then you can skip steps 2 through 5
and enter it directly in (6).
e C(Click on the right arrow to add the Position to the selection box (7).

Prompts i
Available prompt variants - & _ﬁ:!,
- — ) _
®  * Organizaticnal Unit State of North Carolina 60015772 6 B T
% = Calendar Filled Date 01/01/2017;12/31/2017 L -
®%  Personnel Area(s) - (Optional) 4 7
_ : Pesition <
@ JobFs_] {Gptlonal_) . . g Deputy Clerk (6U003257]
& - Position(s) - (Optional) Processing Assistant 1 Stats Budget Officer (50008560 A
&  Exclude Employes Group (Temps) 0;X |'| | Chemist II (500106
#  Exclude Employes Subgroup (Temps) 15;25;35;45; | | =ummer Intem (S0

Public Safety Officer (&
Processing Assistant IV

Office Assistant TV (60
Transportation Supervisor B2 W
Transportation Worker (600 )
£
March 9, 2018 3:55:18 PM GMT-05:00
. T
2 i} 3

< >
* Required prompts
oK Cancel

NOTE: Since the system has 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 the search by using the wildcard with specific text strings when
looking for an employee by name such as:

e Building*
e  *Assistant*
e Admin*

If the position number is known, it is best to use the manual entry field (in step 6) to enter your selection.
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

Exclusion Prompts

Exclusion prompts also are indicated with a green check mark (v') but are generally prefilled with a specific
set of data values. They are provided as a way 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 Group (Temps): To remove this exclusion
e Make sure the “Exclude Employee Group (Temps)” prompt is selected (1).
e Select one or more Employee Group(s) to remove from the box on the right (2).
o Click the left arrow icon to remove the desired Employee Group(s) (3).

Prompts 2

Available prompt variants - & B

* Organizational Unit State of Morth Carolina a
* Calendar Filled Date 01/01/2017;12/31/2017
Personnel Area(s) - (Optional)
Job(s) - (Optional)
Position(s) - (Optional)
Exclude Employes Group (Temps) 0;X 1
Exclude Employee Subgroup (Temps) 15;25;3oa0;

QOQQQ00

£ >
* Reguired prompts
oK Cancel
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

v Exclude Employee Subgroup (Temps): To remove this exclusion
e Make sure the “Exclude Employee Subgroup (Temps)” prompt is selected (1).
e Select one or more Employee Subgroup(s) to remove from the box on the right (2).
e Click the left arrow icon to remove the desired Employee Subgroup(s) (3).

M
Available prompt variants |
Prompts Summary
- B )
#  * Organizational Unit State of North Carolina Type values here
ES -
o Calendar Filled Date 01/01/2017;132/31/2017 Use search oriteria to retrieve values, The
%  Personnel Area(s) - (Optional) search is case sensitive. Here are
& Joh(s) - ional examples of search criteria: Search = a*
_(_:] (Opt _) -z retrieves all values starting by "a".
@  Position(s) - (Opticnal) Search = *a -»> retrieves all values
%  Exclude Employese Group (Temps) O;X finishing by "a". Search = a*a -»
O B Enplee Sbgroup (Tempe) 258524 1
by "a". Search = a*a™ -> retrieves all
values starting by "a" and containing one
more "a".
| | #y - 5E W
6E
£ >
* Required prompts
ok | | cancel

NOTE: The Employee Group and the Employee Subgroup exclusions work together as a set to exclude

temporary employees. If you want to clear the Temp exclusion, both exclusions (EE Group and EE Subgroup)
must be cleared.

9/2/2021 NORTH CAROLINA OFFICE OF THE STATE CONTROLLER PAGE 9 OF 13



Report Description B0054 — Time to Fill Positions within the Selected Date Range

Initial Layout

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

B0054: Time to Fill Positions within the Selected Date Range Execution Date - 319/15

Calendar Filled Date: 1/1/2017 - 12/31/2017

Number
Number  of Work

Personnel Vacant Filled Vacant of Days Days
Area Org Unit Org Unit Desc Date Date End Date Position Position Desc Vacant Vacant

Administration 21111111 Public Relations 30005047 State Employee 7107 BITNT 8I6MT 60014408 Press Secretary 3,690 2517
Total 3,690 2,517

Available Objects

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

[= | BOOS4: Time to Fill Positions within the Selected Dat= Rangs | Position End Date

+ | Business area | Position Start Date
# ! Country #®  Pos Pay Area
4 ' Employee Group # o Pos Pay Group
* ' Employee Subgroup #®  Pos Pay Level

| Filled Date @ # Pos Pay Type
- : Job # ! Reference SAP Pos
+l Job Branch ® 4 State
# ! Job Country @ ¢ Stautory Ex
# 1 Job ESG CAP ¥ Exempt Type
¥ # Job Family # | Supervising Position
4 ! lob Pay Area | Vacant Date
# 4 Job Pay Group | Vacant End Date
# 7 Job Pay Level wy Number of Days Vacant
# {1 Job Pay Type Number of Work Days Vacant
# @ Org Unit = [ Variables
# ! Personnel Area | Prompt Response Calendar Filled Date
+ | PMIS 15-Digit Positi | Prompt Response Exclude Employee Group
4 ! Pos City | Prompt Response Exclude Employes Subgroup
# ! Pos Country | Prompt Response Job
# [ Pos County | Prompt Response Organizational Unit
i : :;fuiiﬁ car | Prompt Response Personnel Area

| Prompt Responss Position
| Referances
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

Special Report Considerations/Features

e The position’s Filled Date on the report reflects the date the employee was brought into the position
with a personnel action (i.e., new-hire, promotion, etc.). A holder is an employee who is assigned to,
or “holds” a position. The “valid from” date of the position’s infotype 1001 Holder Relationship
record is updated with the first date an employee occupies the position. The Filled Date on this report
comes from the “valid from” date from the holder relationship record from infotype 1001.

e This report includes only positions with a Filled Date that falls within the calendar filled date range
selected.

Here is an example of a position that is vacated on 3/14/2008, and then filled on 6/16/2008:

Number of Number of

Position Vacant Date Filled Date DaysVacant Workdays Vacant
69999999 3/14/2008 | 6/16/2008 94 64

If the report is generated with the calendar filled dates of 06/01/2008 — 06/30/2008 for position
69999999, then the position would be included on the report, since the Filled Date of 06/16/2008 is
within the date range selected (some columns were removed from the report for this example):

B0054: Time to Fill Positions within the Selected Date Range

Calendar Filled Date: 6/1/2008 - 6/30/2008

Vacant Filled Vacant

Date Date End Date Position Position Desc

314108 6/16/08 6/15/08 69999999 Administrative Assistant 11l 94 64
Total 94 64
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

If the report is generated with the calendar filled dates of 05/01/2008 — 05/31/2008 for the same
position, 69999999, then the position would not be included on the report since the Filled Date of
06/16/2008 is not within the date range selected:

B0054: Time to Fill Positions within the Selected Date Range

Calendar Filled Date: 5/1/2008 - 5/31/2008

Retrieving Data

Filled Vacant 0 Mo data to retrieve in Query 1
Date End Date Position

e If a position is occupied by one or more employees for the entire period of the date range selected,
then it will not be included on the report.

e The “Vacant Date” is determined by one of the following:

> Position was previously occupied: If a position was previously occupied by an
employee and then vacated, and the position was later filled within the date range
selected, the “Vacant Date” is one day after the previous employee’s last day in the
position.

> Position was never occupied: If the position was never occupied prior to it being filled, and
the position was filled within the date range selected, the “Vacant Date” on the report is the
position’s start date.

e The “Number of Days Vacant” is calculated by subtracting the “Filled Date” from the “Vacant Date.”
e The “Number of Work Days Vacant” is calculated by subtracting the “Filled Date” from the “Vacant
Date” using the “US” factory calendar’s settings which includes only work days (excludes North

Carolina state holidays and weekends).

e Positions in the range 62000000 - 64999999 (Temporary Solutions Work Orders) are excluded.

e Contractor and temporary employee groups and subgroups are excluded by default, but this can be
changed.

e Address Suppl is available from Position attributes (expanded list) in Available Objects.
e Field/Home Based indicator is available from Position attributes (expanded list) in Available Objects.
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Report Description B0054 — Time to Fill Positions within the Selected Date Range

Change Record

e 3/22/2018 — Initial version of report in production

6/25/21 — Updated format and assigned reference number — C. Ennis

6/30/2021 — Added Alt text and updated font. - L. Lee

7/1/2021 — Added Address Suppl to Position attributes (expanded list) in Available Objects.
9/2/2021 - Added Field/Home Based indicator to Position attributes (expanded list) in Available
Objects.
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