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For human resources, payroll or BEACON system assistance, call 919-707-0707 in the Raleigh area,
or 1-866-NCBEST4U (866-622-3784) statewide, from 8 a.m. to 5 p.m., Monday through Friday.

For NCID assistance, contact your agency's NCID administrator,
or to reset your NCID password visit, https://ncid.nc.gov.

Customer Service | System Status | Privacy and Security | Legal

1. Access the BEACON Portal.

2. Click on theReports Tab.

Organization Mgmt

3. Click onOrganization Mgmt.
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4. Click onPaosition folder (click on the black arrow to expand folder).

x

%Iome Reports
Drganlzatlun Mgmt

|1|r
I Detailed Navigation

~ 3 Position
- BOOT7T: Position Attributes
- BO083: Position Eligibility Settings
- B0145: Exempt Positions by Type

5. Click onB0083 Position Eligibility Settingsreport.
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Variable Entry

Available Variants: i | Save || Save As.. || Delete|
Variable Current Selection Description
OrgUnit Hierarchy (Mandatory) (*) | ||
Calendar Month/'ear (Single Value, Mandatory) (*) | |
Job Famity(s) (Optional) [ [l
Job Branch(s) (Optisnal) | ]
Job(z) (Optional) | [l
Position(s) (Optional) [ [l
Employee(s) Persho. (Optional) [ [l
Jone o Trusted sites & 100% v
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6. Enter anOrg Unit Hierarchy and aCalendar Month/Year by clicking on the icon.

NOTE: As an option, you may select one or more Job Families, Job Branches, Jobs,
Positions or Employees to narrow the selection criteria. You can also filter the report
after it is displayedThis will be displayed later in the document.

NOTE: The report will only return the data for which you have security to view.
/" OSC/BEACON Employee Portal - Windows Internet Explorer provided by 0SC.

@@: v {!7 https:{fgas-mybeacon.its.state.nc.usfirjfservlet/prt/portalfprteventname/Ma ¥ TQ—I ‘j X l I P '
e e s Links [£) OSC Links 2 | CorporateTime for the Web 3.1 Signin 2 | Custamize Links » &
w ‘woscfaen.com Employee Portal ’_1 o v = v [bPage v T Tools v @)
Variable Entry

Available Variants: | |~ [save|[ save As..|[ Delete |

Variable Current Selection Description

OrgUnit Hierarchy (Mandatory) (*) [+20006406(00RGUNT) [7l] | COR SO DS2 PRIDIR AS 20006406

. Calendar Month/Year (Single Value, Mandatory) (%} 7 165/2003 7l ‘

erob Family(s) (Optional) . | [[i

| Job Branch(s) (Optional) n &

| Job(s) (Optional) I =)

| posttion(s) (Optional) | &

j Employee(s) PersNo. (Optional) ' I_ Il '

&

7. Click theOK button and wait for report to be displayed.
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The B0083 report will display all positions within the sele@&d Unit(s) which match the
selection criteria.

NOTE: The next four screens include samples of the data provided if you scroll to the right.
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Calendar
Year/Month kel
On Call On Call On Call Call Back Call Back Extended Extended Gap Hours Gap Hrs Mumber of
Elig Comp Accr Rate  Elig Accr Duty Eligib Duty Rate Eligibility Payout Pd Positions

# # oo # # # 0.86 X 365 1.00
X # oo # # X 0.00 X 30 1.00
# X 0.00 X X # 0.94 X 365 1.00
# X 0.00 X # # 0.00 X 365 1.00
X # .00 # X # 0.11 X 365 1.00
# # .00 # # X 0.00 X 365 1.00
X # .00 # # # 0.00 X 30 1.00
# X .00 X # # 0.00 x 365 1.00
# # .00 # X # 0.75 x 365 1.00

# # oo # # X 0.00 X 365 1.00

Moving a column on the report using drag and drop functionality

BO0Z3: Position Eligibility Settings
Display As | Tatle | =] [ Information |[ Print Version |[ Export to Excel
~ Columns
- Calendar YearlMonth | Business area & | Org Units Supervising Employee 3 Posiion & PIIS 15 Digi Positi$ | Employee 3 | Employee Name & Supervising Postion 3 Employer
* Key Figures,
e — Correction 20006406 | COR S0 DS2 PRIDIR AS. 899509 | James B Bennett 60056858 | Budget Analyst i 454000000010005 | 1276015 | TRUE,N 60056867 | 000000010002 | FTN-FLE
° B 1276015 | NWayne True 60056890 | Technology Support Analyst 454000000010039 | 418941 HMOULD, WILLIAM 60056868 | 000000010005 | FT S-FLE
+ org Unt 80056905 | Technology Support Analyst 454000000010083 | 841568 CUMMINGS, JUDY 60056868 | 000000010005 | FT S-FLE
* Supervising Employee 80064407 | Correctional Planner I 454011000011004 | 1441859 | PRICE, CHARLOTTE 60056868 | 000000010005 | FT N-FLE
* Postion 20008412 | COR S0 D32 PRIDIR AS BO Traing Instr | 620233 | Brenda F Smith 60056856 | Correction Training Instructor | | 454000000010037 | 1475872 | GAA, DONNA 60056925 | 000000010118 | FTN-FLE
Pl ] 1475572 | Donna Mae Gaa 60058877 | Information Processing Technician | 454000000010023 | 1245731 | ADCOCK, LYNNE 60056385 | 000000010037 | FTSFLE
* Employes 60056678 | Correction Training Specialist i | 45400000001002¢ | 1072248 | DENTON, MARTHA 60056888 | 000000010037 | FTN-FLE
PECETD 60056897 | Correction Training Speciaistll | 454000000010047 | 1412587 | BRYAN, LARRY 60056888 | 000000010037 | FT N-FLE
- Supervising Position
80056901 | Correction Training Specialist Il | 454000000010053 | 439244 GARLAND, SHAWN 60056888 | 000000010037 | FTN-FLE
* Employee Subgroup
5404050305 5 oo = =
I 80073261 | Correction Training Specialist Il | 454040503053038 | 1266415 VILLIAMSON, KELLY 60056888 | 000000010037 | FT N-FL
+ Working Week 20008413 | COR 50 D32 PRIDIR AS BO AS 620233 | Brenda F Smith 60056859 | Accounting Specialist I 454000000010038 | 700407 CREECH, SYLVIA 60056925 | 000000010118 | FTN-FLE
- EE Time Mngt Status 700407 | Sylvia E Cresch 60056874 | Accounting Clerk V 454000000010020 | 587015 HOCUTT, MARLENE 60056359 | 000000010035 | FTSFLE
= Personne! Subarea 60064438 | Accounting Technician I 454013000013006 | 1276170 | HORRELL, BENJAMIN 60056389 | 000000010038 | FTSFLE
* OTEig 20006420 | COR S0 DS2 PRIDIR AS BO AS Acctg Tech | 700407 | SywiaE Creech 60056919 | Accounting Technician I 454000000010083 | 854207 YARBROUGH, BARBARA | 60056889 | 000000010038 | FT S-FLE
* OT Immed Payout 854207 | Barbara Michelle Yarbrough 80084362 Accounting Clerk IV 454020200022003 | 1677382 HUNTER, BETHANY 60056919 | 000000010093 | FT S-FLE
° T 20008421 | COR SO DS2 PRIDIR AS BO 620233 | Brenda F Smith 80056923 Officer | 10108 | 783130 ROBERTS, LUANN 60056925 | 000000010118 | FTN-FLE
PIzED 60065622 | Office Assistant V 454030100030075 | 1002079 | JOHNSON, ANN 60056925 | 000000010118 | FTSFLE
* Hol immed Payout
e “): 60072820 | Personnel Assistant 454040403550242 | 480560 HEAD, MARY B0056925 | 000000010115 | FTSFLE
* Hol Payoul
— 1276015 | HWayne True 60056925 | Business Officer I 454000000010118 | 620233 SMITH, BRENDA 60056365 | 000000010005 | FTN-FLE
o BT TR 20007656 | COR SO DS2 PRIDIR AS Tech Supp Analyst | 847830 | Scott Efton Pierce 60056898 | Technology Support Analyst 454000000010048 | 475275 HIRT, TROY 60064585 | 015000015031 | FTS-FL
- NS Prem Elig 80056899 | Technology Support Analyst 454000000010049 | 1314536 | MURPHY, MICHAEL 60064585 | 015000015031 | FTS-FLE
« NS Prem Rate 1276015 | HWayne True 80064586 | Technology Support Analyst 454015000015031 | 847830 PERCE, SCOTT 60056868 | 000000010005 | FTN-FLE
* E Shift Frem Elig Overall Resut
* EShift Prem Rate

1. Click on the column heading and drag it to the position on the report to where you want it
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(watch for the dark black line), then let go of the mouse button. In this example we will
drag the Supervising Employeelfl to the right of the Supervising Position field.

Notice that now the Supervisor Position, Supervising Employee, Employee and Employee Name
have all been moved to the left. Now this report is sorted by Supervisors and their direct reports,
within Org Unit.

The report now serves as a Supervisor/Reporting Relationships report.
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