ELIGIBLE EMPLOYEES NOT ENROLLED BOBIJ
REPORT DESCRIPTION BO151 | WEB INTELLIGENCE

The purpose of this Report Description is to explains how to generate a report of employees who are eligible
for benefits but have not enrolled.

Report Description:

This report shows the employees who are eligible for specified benefit plans but not enrolled as of selected
Calendar Month/Year by Personnel Area, Employee Group, Employee Subgroup, Original Hire Date and Plan.
This Report is associated with two reporting Views.

The Summary Reporting tab provides the summary of Number of Employees by Plan.

Report Location:
BN: Benefits

Report Uses:
e Analyze employees who are offered a benefit plan.

e Agency could use the Report during open enrollment or anytime to determine Employees who are not
enrolled in Current Plans

How to generate this report
Mandatory Prompts
Optional Prompts

Initial Layout

Available Objects

O 00 N U1 N N

Special Report Considerations/Features
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Report Description BO151 — Eligible Employees Not Enrolled

How to generate this report

Prompts

Available prompt variants

+

*  F Calendar Monthy/Year (Single Valve, Mandstory)
+__* Fian Type(s) (Mandston)

%  Plan(s) - (Optional)

% Employes{s) Persha. - (Optional)

* Reguired prompts

b

OK will be Grey until all
the Mandatory Prompis

are Selected

C Cancel

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 in a green check mark (v).

=>» *Organizational Unit: To select data for this prompt:
e Make sure the “Organizational Unit” prompt is selected (1).
e C(Click the “Refresh Values” icon to see the list of Org Units (2).
e Navigate down to select the desired Org Unit (3).
e C(Click the right arrow to add it to the selection box (4).

Prompts 2.4
Available prompt variants 5l [u_],
1
= L . -
@ = Organizationsl Unit Health and Human Servic 2 |Refrech Values b2 Organizational plan\State of North Carclina\Governor's |
+ ¥ Calendar MonthyYear (Single Value Mandsfory) -
= pjz e ZHMMM_ORGUNIT
i n Type(s) (Mandatory) + Juvenile Justice Delinguency <
&  Plan(s) - (Optional) =
P Empl Paran Optional Es State Personnel N
mployee(s) Persho. - (Optional) + Administration
+ Environment Natural Resources
+ Wildlife Resources Commission
3 |= Health and Human Services v
+ Correction
£ >
september 12, 2016 8:53:30 AM GMT-04:00 < OK will be Grey until all
”t] - the Mandatory Prompts
are Selected
£ >
* Required prompts
Cancel
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Report Description BO151 — Eligible Employees Not Enrolled

=>» *Calendar Month/Year (Single Value, Mandatory): To select data for this prompt:

e Make sure the Calendar Month/Year (Single Value, Mandatory) prompt is selected (1).

e If you don’t want to search for a date, enter the date directly in the text box in the MM/YYYY
format (2a) and skip steps 2b-4; go straight to step 5.

e Click “Refresh Values” to see the list of dates (2b).

e Narrow down the date selection by using the wildcard *YYYY format in the search box and press
the enter key (3).

e Select the date (4).

e Click on the right arrow button (5).

Prompts i
Available prompt variants - & _:d
2a
% ¥ Organizations! Unit Health and Human Servic D3f2015l - pEp—
| B
&  Plan(s) - (Optional) ZCMSM_CALMONTH <
%  Employes(s) PersMo. - {Opticnal)
4 APR 2016
AUG 2016

OK will be Grey until all
September 12, 2016 9:06:54 AM GMT-04:00 the Mandatory Prompts
*2016 o ’t} - are Selected

< 2>
* Reguired prompts

Cancel

NOTE: Although other historical months may appear when you click ‘Refresh Values,’” data for
this report has been restricted to the previous three years and current year. Selecting a month
outside this restriction will render no data.
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Report Description BO151 — Eligible Employees Not Enrolled

= *Plan Type(s) (Mandatory): To select data for this prompt:
e Make sure the “Plan Type(s) (Mandatory)” prompt is selected (1).
e C(Click the “Refresh Values” icon to see the list of Plan Types (2).
e Click the key icon (3) to see the key value for each Plan Type.

e Select the desired Plan Type (4).

e OR, if the Plan Type key or Plan Type name is known, steps (2) through (4) and enter it directly in

(5).

e Click the right arrow to add the Plan Type to the selection box (6).
e |f no other prompts are required, click the “OK” button to run the report.

Prompts

Available prompt variants

@  * Plan Type(s) (Mandatory) MEDI |
&  Plan(s) - (Optional)
®  Employes(s) Persho. - (Opticnal)

* Required prompts

%  * organizations! Unit Health and Human Services
& Calendar Month/Year (Single Value, Mandatory) 032016

- _J _Ed
5
MEDI = MEDI
2 IF'.efresh Values ?;I I I > I 6
ZCMMM_PLANTYPE <
Hith Pln PrePd (MED) A
Hith Pln Refund (MEDR)

Hith&ssmnk Cred (HACO)

Maonsmoker Cred (SMED)
PCP Credit (PCPO

September 12, 2016 2:53:02 AM GMT-

04:00
Dt] -

0K

Cancel
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Report Description BO151 — Eligible Employees Not Enrolled

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 Plan(s) - (Optional): To select data for this prompt:
e Make sure the “Plan(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 Plan (2).

e Click on the search icon (3).

e C(Click the key icon (4) to see the key value for each Plan.

e Select the desired Plan (5).

e ORif the Plan key or Plan name is known, skip steps (2) through (5) and enter it directly in (6).
e C(Click on the right arrow to add the Plan to the selection box (7).

Prompts

Available prompt variants

& * Organizational Unit Health and Human Services

# = Calendar Month/Year (Single Value, Mandatory) 03/2016
&  * pPlan Type(s) (Mandatory) MEDI

& Plan(s) - (Optional) ENHC 1

#  Employes(s) Parsha. - (Optional)

* Required prompts

-

= &3
6
ENHC] ® ENHC
o |
.
Flan s

Traditional 70/30 Plan (MCBASE]
Consumer_Driven Plan

September 12, 2016 10:09:23 AM GMT-

04:00
3

= 2

oK Cancel
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Report Description BO151 — Eligible Employees Not Enrolled

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).
e  Click the search icon drop down arrow and select “Search in key” (3).
e C(Click the search icon (4).
o Click the key icon (5) to see the employee number.
e Select the desired Employee (6).
e ORif the employee number is known, skip steps (2) through (6) and enter it directly in (7).
e Click the right arrow to add the Employee to the selection box (8).

Prompls
Bvailable prompt variants 1 Ll _d
F
€ ™ Organizational Unit Health and Human 5cn"f|:ts 12345678 Jane Doe [12345678)
& * Calendar Month/Year [Singls Value, Mandatory) MAR 2016 5 I:I
& = Plan Typa(s) (Mandatory) Medical
& Plan(s) - (Optional) Enhanced 8020 Plan Employes =
@ Employes(s) Pershlo. - (Optioral) Jane Doe {ame Dom 12 E010)
6
September 12, 2016 10:25:23 AM GMT-
04200
4
—_— ot iMatch cass
Search in key 3 ok || conce
5 it

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:

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 BO151 — Eligible Employees Not Enrolled

Initial Layout

This report has two report tabs as well as the Report Info tab.

l [2] B0151 Eligible Employees Not Enrolled Report [<] Summary

e BO0151 Eligible Employees Not Enrolled Report: This report tab displays the employees who are eligible
for specified benefit plans but not enrolled:

[B0151: Eligible Employees Not Enrolled Report as of MAR 2016

Executon Date - 91416

Employes Empilayee
Hame PersHo.

Employes Original

Personnel Area
by Subgroup Hire Date

Employee Group

Health Human Senaces 508, ALICE 12121212 SPAEmployees FT S-FLSAOT P 21172002 Consumer_Driven Flan
Enhanced 8020 Plan
Tradifional 7030 Plan

DOE, JANE 13131312 SPAEmployees ;:-:.i-FLE e 111572008  Consumer_Driven Plan
Enhanced 8020 Plan
Traditional 70/30 Plan

FT N-FLSAOT

HANCOCK, JOHN 14141414 SPAEmployees Perm 4111998 Consumer_Driven Plan

Traditional T30 Flan

SMITH, JAMES 15151515  SPAEmployees FT S-FLSADT Parm 3172002 Consumar_Driven Plan

Enhanced 8020 Plan

Traditipnal 7030 Plan

e Summary: This report tab provides the summary of the Number of Employees who are eligible for but
are not enrolled by Plan.

Summary Execution Date - 8/14/16

Humber of

Employees
IConsumer_Driven Plan 4
EFnhanced 30/20 Plan 3
Traditional 70,30 Plan 4
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Report Description BO151 — Eligible Employees Not Enrolled

e Report Info: This report tab displays the information about the prompts entered.

RED‘U‘” |I"IfD Execution Date : 9M14M6

|Prompt Input

rganizational Unit Health and Human Services
~alMonth/Year MAR 2016
Plan Typ& M edical
Plan
Employee(s) Persho. Bob Alice; Jane Doe; John Smith; Bob Roe

Available Objects

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

= _jj BO151: Eligible Employees Mot Enrolled Report ]
= 1st Program Grouping = Personnel Area
% 1st Program Grouping - Key (Mot Compounded) % Personnel Area - Key
= 2nd Program Grouping = Personnel Subarea
% 2nd Program Grouping - Key (Not Compounded) % Personnel Subarea - Key (Mot Compounded)
= Age = Flan
% Age - Key % Plan - Key (Not Compounded)
+ Employes = Plan Option
= Employee's Name % Plan Option - Key (Not Compounded)
% Employee's Name - Key = Plan Type
= Employee Group % Plan Type - Key (Not Compounded)
% Employee Group - Key Mo. Particip. EEs
= Employee Subgroup = Variables
% Employee Subgroup - Key Cal Mthr
= Employment Status Employes Persio.
% Employment Status - Key Flan Mot Enrolled
= Ethnic Origin Prompt Responss Cal Mthr
% Ethnic Origin - Key (Not Compounded) Prompt Response Employes PersMo
Gender Prompt Responss Organizational Unit
Organizational Unit Prompt Responss Plan
= Criginal Hire Date Prompt Response Plan Type
% Original Hire Date - Key Mumber of Employess
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Report Description BO151 — Eligible Employees Not Enrolled

Special Report Considerations/Features

e Although any single month can be selected at runtime, data is restricted to previous three years
through current year. Selecting any month outside this restriction will render no data.

e Only active employees are included on this report.
e No Benefits (NOB) in 1% Program Grouping is excluded from this report.
e Plan Category E (Miscellaneous Plan) is excluded from this report.

e Only Active Plans are included on this report. (Please check the list of Active Plans at the bottom of the
document)

e A Default Filter is applied to the Report in both Reporting Tabs to display only employees who are
eligible for specified benefit plans but not enrolled.

Please do not change the default Report Filter as the change will affect the Report Results.

0 To check the default filter on the first report tab:
> Hover mouse outside the crosstab table (1).
> Right-Mouse click to bring up the context menu; select Filter (2), then Edit Filter (3).

B0151: Eligible EmplﬂviigMEnrnlled Report as of MAR 2016

Personnel Area

Employee Group

o Edit Filter 3

¥ Remowe Filter

Heaith Human 5 : FT S-FLEAQT PR
Services Insert ¥ SPA Employees Perm e Enhanced S00,20 Plan
= Refresh Ciri+i E s FT S-FLSAQT P
i SPA Employees TL Pres 11508 Enhanced 50720 Plan
Show Structere  Cirled
= FT S-FLSACT S
¥ Show Resdts  Cule2 SPA Employees pmsm L2 V1703 ST
r
g et O EPA 195 110 i FT N-FLSAOT BEEs
[_ Filter ¥ 5t i e P - Enhanced 80020 Pian
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Report Description BO151 — Eligible Employees Not Enrolled

> When the Edit screen pops up, you can see the default filters applied.

Report Filter X
%! Filter On B0151 Eligible Employees Not Enrolled Report T oadd Filter ¥ =
(= 3] B0151: Eligible Employees Not E
[ENEi] 50151 Eligible Employees N Mo. Particip. EEs | Equalto ~| |0

™ Vertical Tabls : Query Re

Mo. Particip. EEs Equal to

0 X

OK Cancel Apply

0 To check the default filter on the Summary report tab:
> Hover mouse outside the table (1).
> Right-Mouse click to bring up the context menu; select Filter (2), then Edit Filter (3).

Summary /1

Plan Number of X cut LU
Employees Comy Cirl4C

Enhanced 20/20 Plan 4 [T Paste Ctri+V
Insert +

52 Refresh Ctrl4+R

Show Structure  Cirl+3
v Show Results Ctri+2
3 Start Dill
7 Fiter || s e

Format Report...  Edit Filter 3

¥  Remove Filter

Filter by a New Input Contro

> When the Edit screen pops up, you can see the default filters applied.
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Report Description BO151 — Eligible Employees Not Enrolled

Report Filter R
:_ Filter On Report Summary 7 Add Filter ¥ T iz]
= 2 BO151;: Eligible Employees Not E
ERE Jsummary No. Particip. EEs | Equalto -| |0
™ Vertical Tablz : Quary Re
No. Particip. EEs Equal to
0 x|
< >
OK Cancel Apply

To change the sorting for the desired column:

By default, data is sorted in Ascending Order by Personnel Area, Employee Name, Employee PersNo., and

Plan. (This can be changed as needed).

e Select “any column” that has break applied (1).
e Click the “Analysis” tab (2).
e By default, “Display” tab is selected (3).
e C(Click the Sort “drop down” arrow as shown (4).
e Click “Remove all Sorts” (5).
e Select ascending or descending sort order as needed (6).
Fil Propsites Rapor Chamsrts Forrmathneg Cata Ao 2 I --narhﬁl Fage Setup
1= -t I - Fiters | Data Tracking [ Drspiay | Conditional | 4 nberact | Functions
o ook X @A Fiter = | (fk Rarking = | =B Inpt Controks = || G 2 - ISR Bresk | - gj.s-mf-! + Dvill = W Filter Bar ] Outine
fe ud o | =[Emplayee’s Name] o
w16
P = 8] sscending
¢t~ BO0151: Eligible Employees Not Enrolled Report as of MAR 2016 |21 oescencing
=
Employee Group
o el ALICE,BOB 1 11111111 SPA Employees Aliadiloll L s e
A S04 Cran FT S-FLSACT & A
4 DOE, JANE 13022 | Ehoamee TL Prob s Enhanced 80720 Fian
FT S-FLSAOT .,
HANCOCK, JOHN 13333333  SPAEmployees Ferm T2 Enhanced 8020 Plan
EPA 1158 11M pd FT N-FLSAOT B
ROE, BOB 14444444 o Benm Br2Bes Enhanced 80vX0 Pran
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Report Description BO151 - Eligible Employees Not Enrolled

To change the breaks in the Report while exporting the data to Excel:

By default, breaks are applied in the report on Personnel Area, Employee Name, Employee PersNo.,
Employee Group, Employee Subgroup, and Original Hire Date to avoid repeated values in the Column.

If the repeated values for columns are needed in Excel, remove breaks in the report before exporting the data
to Excel.

e Make sure the “desired column” is selected (1).
e C(Click the “Analysis” tab (2).

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

e Click the Break “drop down” arrow as shown (4).
o Click “Remove all Breaks” (5).

He | Propertes | Beport Bements | Fomnatting | * Datahcn 2 | teahyss | * Page setvp !
- G-t AL - e | ot Ty | Candtions! nbwsct | Funchons |
a
oo AN X RBS Fier = | kL Racking = | Sf nput Cortrcls = | 3 p = | 5F Breek |=| | o ['Sort’ = | Ol - W Fiter Bar #E Outline
Fio wd' 3 4 |=[Emplyes’s Hama] 3 :
i H Pemove Braa
%j B0151: Eligible Employees Not Enrolled Report as of APR
=0 Manage Breabs... 5
Employes - inal
Personnel Area PorsMo. Empinyes Group ﬁ.':e" Date
i | Envionmentsl Cuadty | ALICE. BOB 1 ; EFA Employees A EPA Pok- 5A/E0
fa T by , 12223332 i MkingGov 401 {K) Reth Savings
} 0K} 5.]'."'/‘]5 Fian

45T Roth Savings Plan

457 Savings Plan

e The repeated values are now reported in all columns and can be export to Excel in the same

format.
V@ SO L - - | | s | ok ek | “Depiy | Condional | i
oy o & I3 [T X 22 v Fiker = | dh Fanking = | ZH Irput Controls = Croup = | “m Break - E]Su':- % Drll = W Filter Bar i Dutfine

fu ' m o =Emplires’s Nama]

£- B0151: Eligible Employees Not Enrolled Report as of APR 2016

Empoyes Original

Personnel Area Employee Group Subgroup Hire Date P10
i Envdronmental Quaity ALICE, BOB 12223333 EPAEmpicyees ;iigifm 180 £01[4) Rioth Savings
# | Emviconmental Cuality ALICE, BOB 12222333  EPAEmphnyess ;A,..E‘;’;Fn S0 £01(K) S3vings Plan
Emdronmental Cualty A |CE, BOB 12222232 EPA Empioyees :I?ﬂig-,pﬁ' SH1iB0 457 Foth Savings Plan
Emvecnmental Gualty  ALICE, BOB 12222222 EPAEmployees it m?:f':' i £57 Savings Plan
Emdronmental Cuaity  ALICE, BOB 12222222 EPAEmplayees bt S0 iy -
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Report Description BO151 — Eligible Employees Not Enrolled

List of Active Plans Included in the Report:

Change Log

Benefit Area |[Plan |Description

MNC A01K |401(K) Savings Plan

MNC A01R |401(k) Roth Savings

MNC 457 457 Savings Plan

MNC A57R |457 Roth Savings Plan

MNC ADD [MC Flex ADED Insurance

MC ADDC [MC Flex Core ADE&D Insurance
MC BASE |Traditional 70430 Plan

MNC CAMC |MC Flex Cancer Insurance

MNC CIEL |Critical lllness Member

MNC CIKL |Critical lllness - Child Plan

MC CISL |Critical lllness - Spouse Plan
MNC CJIRS |CIRS - Judicial Retirement
MNC CODR |Consumer_Driven Plan

MNC DEMNT |MC Flex Dental Plan

MNC EMHC |Enhanced 80/20 Plan

MNC FIDL |[MCSssM - Fidelity 2403(b)

MC FIDR MCSSM - Fidelity 403(b) Roth
MNC HDHP |High Deductible Health Plan
MC LEOR |LEORS - Law Officer Retirement
MC LEOS |Supplemental LEORS 401(k)
MNC LIFE MC Flex Life Insurance

M LIFK |Child{ren) Life Insurance

MNC LIFS Spouse Life Insurance

MNC TIALA |MCSSM - TIAA-CREF 403(b)
MNC TIAR [MCSSM -TIAA-CREF 403(b) Roth
MNC TRIC |[TriCare Health Plan

MNC TSER [TSERS - Retirement Plan

MNC WIS MNC Flex Vision Plan

e 10/20/2016 — Initial report creation to convert from Bl to BOBJ
e 9/17/2020 — Updated format, assigned reference number, and made accessible — C. Ennis and L. Lee
e 11/2/2020- Added Alt Text — L. Lee
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