Bl Reporting Job Aid

Reduction in Force (RIF

Reduction in Force
While job security is important to everyone, it is sometimes necessary for the state to reduce the
number of people it employdueof lack of work, loss of funding, reorganization or other similar
reasons. If a reduction in force (RIF) occurs, every effort will be made to assist employees
securing another job.
Agencies must give employees at least 30 calendar days notice opanding reduction in
force. This notice must be in writing and should contain the reasons for the reduction in force, the
expected date of separation from state government, information on priority reemployment rights
and any applicable appeal rights.

Two reports are available teview and analyzdata related ta Reduction in Force, RIFThis
job aid provides an overview of those reports, their intended use, and navigation tips. The reports
are:

e BO0020: RIF Verification

e B002: Employees Eligible for RIPriority

Selection criteriareexplained foithe BO020report in this job aidAdditional navigation tips,
such as how to filter, total, and move columns on the reports are included in the section for the
B0O020 report. These navigation tips can be uiseany of the reports.

BO020 1 RIF Verification (starts on pagé?2)
This report lists alactionsfor an employeeB0021 is designed as follows:

References infotype 004Date Specifications to see if there is a value of R6tification of
RIF.

B0021 7 Employees Eligible for RIF Priority (starts on pag@é?)

This report lists employsenvho have been separated due to. Riifncludes the date they were
notified about being placed on RIF and the date when their RIF Priority 20021 RIF

Priority EndDate calculation was changed to use the following logic:

If notify date < 07/01/2009 then Priority End Date is 12 months after notification date.

If notify date is between 07/01/2009 AND 06/30/2011 then Priority End Date is 24 months after
notificationdate.

If notify date > 06/30/2011 then Priority End Date is 12 months afigfication date.

*NOTE: While this document contains real examples of the rgparery effort has been taken

to protect the privacy of the individuals whose datatilized. In order to achieve this, the screen
shots that contain salary information have been taken from an unidentified agency and do not
match the positions and jobs which are shown.
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INCID - ]
|Password - [ ]

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.
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d Personnel Admin
[0

| Detailed Navigation

~0 Cross Agency Verification
= B0020: RIF Verification
- BO157: Verify Employment

administration
DEV Updates! ‘)
Report Alert -

There are 39 Personnel Administration reports
currently available for reporting!

Ranort Meet our Subject Matter Experts

3. Click onPersonnel Admin

Reports
Personnel Admin

141
| Detailed Navigation =

~a Cross Agen

ca
- B0020: RIF Verification

- BO15T: Verify Employment

administration
DEV Updates! ‘)
Report Alert -

There are [39 Personnel Administration reports
currently available for reporting!

Ranaort Meet our Subject Matter Experts

4. Select Report from the workset on the left.
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Reports i
Personnel Admin

Detailed Navigation ]

» 3 Cross Agency Verification

administration

. I DEV Updates!
“m N

N

5. Click onCross Agency Verificationfolder (click on the black arrow to expand folder).

Reports
Personnel Admin

141 v
| Detailed Navigation i

~ra1 Cross Agency Verification
< - B0020: RIF Verification >
= BO157 Verfy Employment

administration
DEV Updates! ‘)
Report Alert -

There are 39 Personnel Administration reports
currently available for reporting!

Ranart Meet our Subject Matter Experts

6. Click onB0O020RIF Verification .
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Variable Entry

Available Variants: | Save || Save As... || Delete | Show Variable Personalization
General Variables
Variable = Current Selection Description

* | Last 4 Digits of SSN (XX - Sing
* | Last Name of Employee in UPPEI

D [h

7. Enterthe Last 4 Digitof SSNby clicking on theld! icon to search foa SSN or by
keying a4-Digit number directly into the box.

8. Enter aLast Name in UPPERCASHby clicking on the 3! icon to search foa name
or by keying a Last Name directly into the box.

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

9. Click the button and wait fothereport to be displayed.

B0020: RIF
Verification

Mo exceptions are

defined
[}’ Hours per . Schematic  Effective
Personnel Area Employee week Employee's Name Job Code _—
MOUSE, Personnel

State 1234567  40.00 MICKEY Analyst | 30000997 1821 01/01/2008

Action Reason = Position = Pos Pay Level = Pos County = Emp Pay Level= Annual ..
Salary ~

01 CONVERSION-Withdrawn 99999999 99999999 # # Not assigned 59 0
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To access B0O0021: Empl oyees Eligible for RIF
via a report to report interface.

To jump to BO@1, rightclick on a specific row and column of interest (in tjnayarea) and
then selecGoto > BO®1: Employee Eligible for RIF Priority .

In the following example, the cursor is placed at the row wiipecificEmployeevaluein the
column then rightlick and selecGoto->B002L: Employees Eligible for RIF Priority. This
action will then launch the B@Q report and préilter the BO®1 data elements based on the
specific values coming from the BPQ@report:

B0020: RIF Verification

Display As | Table \~| | Information || Print Version || Export to Exce |

- Columns Personnel Areas Employee= Hours per week= Job= Schema
* Key Figures

~ Rows Mot assi¢ Back *D.00 Mot assigned # #
» Personnel Area Goto » B0021: Employees Eligible for RIF Priority
* Employee Filter 3
* Job Change Drilldown >
* Schematic Code Broadcast and Export »
: Egsg:\%sste Properties ’
* Action Reason BEELILIE '
« Position Sort Personnel Area  »

Based on thabove filtering, the results for BAD are shown below. The BRDreport shows
theemploye¢s) which meet the above filtering criteria.
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B0021: Employees
Eligible for RIF

Notification  Priority End

Employee's Name  Employee . Date

MOUSE, MICKEY 1234567 06/01/2008 @ 06/01/2009
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B0021 Employees Eligible for RIF Priority Report

B0021: Employees
Eligible for RIF

Notification  Priority End
Date Date
oo

MOUSE, MICKEY 1234567 06/01/2008 @ 06/01/2009

Employee's Name  Employee

The BO@1 report will display allemployes within theselectedareawhich matchthe selection
criteria.

NOTE: You may drag columns on or off the report using standard Bl reporting functionality.
Some examples of how to alter the view of the reporinataded inthis document.

Thecolumnsi n t h e bfu¢éaaddmvpiee)raea of the report cannot be moved or manipulated.
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Moving a column on the report using drag and drop functionality

Hours per .
Personnel Area Employee wE Employee's Name Job
MQOUSE,
State 1234567 4000 MICKEY
State 8910111 4000 FUDD, ELMER

Effective Action Type Action Reason
Date
CONVERSION- CONVERSION-
01/01/2008 ZW 1o o 01 Withgrawn
Re-Instatement Rtn St w/in 12 mths-
03/0812008 72\ 0 Samesic

1. Click on the column heading and dragpithe position on the reposthere you want it
(watch for the dark black line), then let go of the mouse buttothis example we will
drag theEmployesefield to the right of theHdours per Weekeld.

Personnel Area :zz:(s per Employee G’nployee's Name Job
MOUSE,

State 40.00 1234567 MICKEY

State 40.00 8910111 FUDD, ELMER

Effective Action Type Action Reason
Date
CONVERSION- CONVERSION-
01/01/2008 ZW 1o oo 01 ithdrawn
Re-Instatement Rin St wiin 12 mths-
031082008 22 o 9 Same siG

Notice that now th&mployeecolumn is to the right of theours per Weekolumn. This repot

is now arranged bigmployee within Hours per Week
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Removing a column on the report

Hours per Schematic  Effective

Personnel Area Employee e Employee's Name Job _— Tl Action Type Action Reason
MOUSE, Personnel CONVERSION- CONVERSION-
State 1234567 4000  MOUSE At 30000997 1821 0110112008 ZW TONVER 01 ONVER
State 8910111 4000  FUDD,ELMER hersomnel 30000998 1800 03/08/2008|z2 |Redrstatement 1, JRIn Stwin 12 mihs-
Analyst| (NC) Same S/G

1. Click on the column heading and drag it up to the dark blue area of the scredet ¢fren
of the mouse button. In this example will eliminate theSchematic Codeolumn by
dragging and dropping its column heading into the daalyarea.

Hours per , Effective . i
Personnel Area el Employee  Employee's Name Job — Action Type Action Reason
MOUSE, Personnel CONVERSION- CONVERSION-
State 40.00 1234567 MICKEY Analyst | 30000997 01/01/2008 ZW Withdrawn 1 Withdrawn
Personnel Re-Instatement Rin St wiin 12 mths-
State 40.00 8910111 FUDD, ELMER Analyst | 30009999 03/08/2008 72 (NC) 01 Same S/G

Notice that theschematic Codeolumn is no longer shown in the report.

Filtering the report to see only positions in a particular Employee

Subgroup

1. Rightclick on theAction Type column

2. Click onFilter > Select Filter Value
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