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1. Access the BEACON Portal. 

 

2. Click on the Reports Tab. 

 
 

3. Click on Organization Mgmt. 
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4. Click on Position folder (click on the black arrow to expand folder). 

 
 

5. Click on B0083 Position Eligibility Settings report. 
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6. Enter an Org Unit Hierarchy and a Calendar 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 displayed. This will be displayed later in the document. 

 

NOTE: The report will only return the data for which you have security to view. 

 
 

7. Click the OK button and wait for report to be displayed. 
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The B0083 report will display all positions within the selected Org 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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- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Moving a column on the report using drag and drop functionality 

 
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 Employee field 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. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 


