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Introduction

Effective Dating

The Effective Date indicates when an action or event is in effect or valid. Each employee record

is effective dated. PeopleSoft is designed to automatically perform certain functions based on the
Effective Date. Effective Dating provides a mechanism for determining if a transaction is current,
history, or future.

Some pages will display the word Current, History, or Future so you can always tell what type
of transaction you are viewing. Every action taken on an employee will have an effective date.
Because we have been in production for multiple fiscal years there may be more than one record
associated with an employee. Future dated actions may be in the system but PeopleSoft does not
act on that information until the actual day of the effective date.

Current: Closest to but not exceeding today's date.
Future: Greater than today's date.
History: Prior to current date effective date.

Note: It is very important to use the correct date for new hires, rehires, and terminations as
these dates impact benefits and compensation.

Multiple Actions

It is necessary to use Effective Sequencing when more than one action occurs on the same
Effective Date.

Examples:

1. When an employee's position is reclassified, the first entry (sequence 0) is inserted to indicate
the Job Reclassification Position Change with a reason of Job Reclassification (Action
Reason [JRC])).

A row is then inserted, using the same effective date with Effective Sequence 1 to update the Job
Information with the appropriate Personnel Change (Action/Reason, Job Code, Salary, etc.)

2. When an employee moves from an Intermittent/Temporary Position to a Regular Position,
the first entry (sequence 0) is made to update the Job Information with the appropriate Personnel
Change (Action/Reason, Job Code, Salary, etc). A row is then inserted, using the same
effective date with Effective Sequence 1, to indicate a Data Change from
Intermittent/Temporary to Regular (Action Data Change, Action Reason [ITR]).

Position Data Override

The position Data Override feature located on the Work Location panel may be used when the
employee information differs from the defaulted Position information.

This is a toggle button. The default is to Override Position Data. When you click it, the button
will change to activate Use Position Data.

The following fields on the Job Information panel may be changed as necessary:
Job Code; Full/Part; Standard Hours; FTE

Do not toggle of Override Position Data if no data is actually being overridden. None of the
fields on the work location panel may be changed.
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After entering the override data, you must save the record with the Use Position Data button still

displayed. This indicates that employee job information differs from the information on the

position record. This information is needed for reporting purposes.

Important: Never turn on the Position Data Override feature if none of the job information is

different.

Hires, Rehires, Transfers, Promotions, and Demotions

Hire a New Employee

Procedure

Step

Action

1.

[ wiarkforce Administration|

Click the Workforce Administration link.

PeopleSoft.

tion
[» Personal Information
[» Job Information
> Global Assignments
> Headcount FPS
[> Labar Adrministration
[> Absence and Vacation
[» Leawe Administration USF
I Benefit Infarrmation NLD
[ Flexible Service EG
[> Tenure FPS
[» Collective Processes
[» Self Service Transactions
I Workforce Reports

ﬁ Workforce Administration

Hire employees, add non-employees, maintain personal and job dats, sdminister global assignments, lakor relations, ahsence and vacetion.

Personal Information
Maintain information ahout a person regardiess

4

'erson Ore@nizational Summary
& More:.

Headcount FPS
Cortains pages to set up the headcount

P

[ Benefits management system (define CAECS, Finance
> Campensation Act and budget lines), manags the commitment
> Stock

aecourting entty (allocation, deallocation,
stamps), and celculste the workforce
CiManzoe CAE
[ Caleulste Headeourt
[ Review Headeourt

2 More:

(> Time and Labor

> Payroll for Morth America

> Global Payroll & Absence
Momt

> Payroll Interface

- Workforce Developrment

- Organizational Deweloprment

[ Enterprise Learning

- YWarkforce Monitoring

> Pension

- Carnpus Community

> Student Recruiting

> Student Admissions

[ Records and Enrollment

> Curriculum Management

> Financial Aid

[+ Student Financials

- Acadernic Adwising

[ Contributor Relations

> Set Un HRMS

> Setlp SACR

- Enterprise Components

[ Wiorklist

> Application Diagnostics

> Tree Manager

> Reporting Tools

> PeopleToals

> Packaging

| ool init

Leave Ad ation USE
LS Federal Leave Administration

Cimanage Leave Information
CiReports

ﬁ Tenure FPS
Contains pages to calculate tenure dates,
ickertifie: smployses with an ending prokation
period, validate the probation period and
assion & new status
=] Calculste Tenure Date

slculste Future Tenures
Trainees to be Given Tenures
2 More.

Workforce Reports
General Warkforce Reporting
mplovee Turnover Analysis

)

P

e

Job Information
Mairtain information about & person tied to &
specific job record
=] dob Data
= Review Statfing Azsignments:
= Add Employment Instance
55 More:

Labor Administration
Administer workforce agresments, layoits,
recalls and disciplinary actions.
[E=Union Warkiorze WMamt Center
[ vvane Procression
O Layotts and Recalls
10 More..

Benefit Infor mation NLD
Aiminister additional benett and salary
information for employess in The Netherlands
in order to collect the informetion you need to
pass to extemal payrall products for further
processing.
(3 Maintain General Information
[ Enrollin Benefits
(3 Assign Earnings snd Deductions

2More..

Collective Processes
Processes that affect mutiple people

= Reiresh Compensation
=l Process Automated Actions USE
= Process WGl Auto Action USF

16 More..

P

P

e

Edit "Workforee Administration” Folder

Global Assignmernts

Track assignment dats, Maintsin assignee
qualifications, educational alowances and
other educstion relsted information.

[ Track Assignment

[ Assionee Qualificetions

[CIEducational Alowances

Absence and Vacation
Idertifies abssnce and vacation, including
specific types of leave. Ao allows working
time: monitoring
[CiTrack Absence History
[CiCreate Wacation Schedule
[ Absence Renorts
3 More.

Elexible Service EG
Mairtain flexible service rules; Calculats and
print employee service data
ElDetine Service Rules
ElFlexiole Service
=l Service History
7 More..

Self Service Transactions
Administer Self Service workflow
transactions

= viarkflow Inguiry

iorcflovy Inguiry (USF

Full Time/Part Time Changes

10 Maore...

of 24 - Clipboard
dllected.

| £] Done

| Trusted sies

Step

Action

Click the Add a Person button.
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ersonal Infarmation

[ Bingraphical

[ Organizational
Relationships

[ Persanal Relationships

I Citizenship

[» Disahility

[» OEE Wvorkforce Survey
CAMN

[ Diversity Compliance

LD

— Modify a Person
— Eerson Organizational
Summary
— Search fnr Pennle
[> Job Infarmation
I Global Assignments
[> Headcount FPS
[> Labor Administration
[» Abgence and Wacation
[> Leave Administration USF
[» Benefit Information NLD
[+ Flexible Service EG
[» Tenure FPS
[> Collective Processes
[» Self Service Transactions
> Wiorkforce Reports
> Benefits
- Compensation
[ Stock
1> Tirme and Labor
> Payroll for Morth America
> Glohal Payroll & Absence
Mamt
> Payroll Interface
[ Workforce Development
> Organizational Development
> Enterprise Leaming
I Workforce Monitaoring
[ Pension
- Campus Community
- Student Recruiting
> Student Admissions
> Records and Enroliment

=l

Add Person

Mew Window | Help | Custornize Pags | &5,

PersonID:

MNEW

Add the Person

Search for Malching Persons

Item collected,

€l

[T T T [@rrusted sies

Step

Action

Click the Add the Person link.
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PeopleSoft.

= Personal Information

[> Biographical

[» Organizational
Relationships

> Personal Relationships

I Citizenship

> Disability

[» OEE Wvorkforce Survey
CAN

- Diversity Compliance

LD

— Modify a Person
— Parson Organizational
Surmmary
— Search for People
[> Job Information
> Global Assignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leawe Administration USF
[» Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports
[ Benefits
> Compensation
[ Stock
(> Time and Labor
> Payroll for Morth America
> Global Payroll & Absence
Momt
- Payroll Interface
- Workforce Developrment
> Organizational Develapment
- Enterprise Learming
- YWarkforce Monitoring
> Pension
> Campus Community
> Student Recruiting
[+ Student Admissions
[ Records and Enrollment

Biographical Details

“Effective Date:

jv

‘Format Type:
Display Name:

htEn

Mew Wiindow | Help | Custornize Page |

Person ID:

Add Name

Biographic Information

Dateof Birth: | 0 Yeas ( Months

Birth Country: ~ |USA Q United States

Birth State: [ e

Birth Location: ‘ Waive Data Protection [~

-

I Full-Time Student

Language Code:

Alternate ID:

Biographical History — @l - 5 -
*Effective Date: 061372007 [

‘Gender: Unknown =

“Highest Education Level: | #-NotIndicater =

‘Marital Status: [single = asof: | i

~ National ID

I

First E 1of 1 E Last
’7

e

&) save | [=] netity | &) Previous tak | =8 Mext tab | 4 Refresh | Ehadd LlpdateJD\sp\ayl £ Include History | [E# Correct History |

Bingraphical Details | Contact Information | Regional | Of

1al Relationships

of 24 - Clipboard
ollectad.

@

|@ Trusted sites

Action

Enter the effective date of hire into the *Effective Date field.

If the format type does not default, select English from the list.

Click the Add Name link.
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= Personal Information =
[> Biographical
[» Organizational .

Relationships Edit Name

> Personal Relationships

English Name Format

I Citizenship
[ Disahility Prefix: I -
[» OEE Wvorkforce Survey
CAN First Name: | Middle Name:
DDlE;rsw Compliance Last Name: |
— Add a Person Suffix: | =l
— Modify a Person o .
— Person Organizational @  Display Name:

Summary
— Search for People
[> Job Information

Formal Name:

Name:

MuttiChannel C

Mewilndow | Helo | Custornize Page | &

——

> Global ignment:

[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leawe Administration USF
[» Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports
[ Benefits
> Compensation
[ Stock
(> Time and Labor
> Payroll for Morth America —
> Global Payroll & Absence
Momt
- Payroll Interface
- Workforce Developrment

OK Cancel Refresh

> Organizational Develapment
- Enterprise Learming

- YWarkforce Monitoring

> Pension

> Campus Community

> Student Recruiting

[+ Student Admissions

[ Records and Enrollment

[ 21 of 24 - Clipboard
Ttem collected.

@Dnne‘

|@ Trusted sites

Step | Action

7. Enter the employee's first name into the First Name field.

8. Enter the middle name or initial into the Middle Name field.

9. Enter the employee's last name into the Last Name field.

10. Click the Suffix list.

| =

11. Select Jr from the list.

lur I

12. Click the OK button.

Last changed on: 6/26/2007 11:21:00 AM




ORACLE Training Guide
er Produstviy Gt Workforce Administration for Quasi Agencies v8.9

PeopleSoft.

= Personal Information
[> Biographical
[» Organizational
Relationships
> Personal Relationships

Biographical Details | Contact Infafmation Regional

I Citizenship
> Disability o |
[» OEE Wvorkforce Survey
CAN ‘Effective Date: 080407 [H =
[ Diversity Compliance Sy
Diversity Comp “Format Type: -

— Add a Persan Display Name: Add MName
— Modify a Person

— Person Organizational Biographic Information

Summary P

 Geah i Panale Date of Birth: 0 Years 0 Months
I> Joh Infarmation Birth Country: usa Q United States
> Global Assignments N
I Headcount FPS Birth State: %
b Labor Administration Birth Location: | Waive Data Protection [~
[> Absence and Yacation
I» Leave Administration USF Biographical History v |
[ Benefit Information NLD
I Flesibls Sarice EG ‘Effective Date: 0611372007 [ =

I Tenure FPS . Unknown =
Gender:

[> Collective Processes

[ Self Service Transactions “Highest Education Level: [Atiot ngicated |
> l;::g;gorce Reperts “Marital Status: [singte =] asot: | ]
[ Compensation Language Code: English hd
[ Stock ,7
(> Time and Labor Alternate ID:
> Payrol| for Morth America — I Full-Time Student
> Global Payroll & Absence
Mgmt ~ National ID Customize | Find | st (M 1or1 0 et

- Payroll Interface “Coul “National ID Type National ID F—— ’7’7
- Warkfarce Development [Eny —
- Organizational Develapment usa  Q Social Security Number = v =

- Enterprise Learming
- YWarkforce Monitoring

&) save | [=] netity | &) Previous tak | =8 Mext tab | 4 Refresh | Ehadd LlpdateJD\sp\ayl £ Include History | [E# Correct History |

> Pension

> Campus Community Bingraphical Details | Contact Information | Regional | O 15l Relationships

> Student Recruiting T e —
> Student Admissions et uH ; ipboar
- Records and Enroliment ~| Item collected.

| &] bone [ [ [ [ [@ trustedsites

Step | Action

13. | Enter the employee's date of birth into the Date of Birth field..

14. | Enter the effective date of hire into the *Effective Date field for Biographical
Information. .

15. | Select the employee's gender from the list of values.

16. | Select the employee's highest education level from the list of values.
|D-50me College |

17. | Select the employee's Marital Status from the list.
IMarried |

18. | Enter the employee's social security number into the National 1D field.

19. Click the Contact Information tab.

act Information
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PeopleSoft.

= Personal Information =
[> Biographical
[» Organizational
Relationships
> Personal Relationships
I Citizenship
> Disability
[» OEE Wvorkforce Survey
CAN
- Diversity Compliance
LD

Modif; 8 Person
— Parson Organizational
Surmmary
— Search for People
[> Job Information
> Global Assignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leawe Administration USF
[» Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports
[ Benefits
> Compensation
[ Stock
(> Time and Labor
> Payroll for Morth America —
> Global Payroll & Absence
Momt
- Payroll Interface
- Workforce Developrment
> Organizational Develapment
- Enterprise Learming
- YWarkforce Monitoring
> Pension
> Campus Community
> Student Recruiting
[+ Student Admissions
[ Records amj Emml\mem ~|

Mew wilndaw | Help | Custornize Page |

Contact Information

Dale Eamhardt Person ID: MEWY

Email Addresses Find

jv

EISave| ElNumy| Prewuustahl Next(ahl @Re|resh| Ekadd UpdatEID\s‘playl ,Elllncluueﬂmury| [ Carrect History

Biographical Details | Contact Information | Regional | Organizational Relationships

|52 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

@lavasmpt sl wmm(du(ument winl, ADDRESS_TVPE_Ywi$hpers$0; [ [ [ [ [@ trustedsites

Step

Action

20.

Click the Edit/View Address Detail link.

Last changed on: 6/26/2007 11:21:00 AM
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PeopleSoft.

= Personal Information =
[> Biographical
[» Organizational
Relationships
> Personal Relationships

Address History

b Citizenshin Address Type: Home
> Disability
[ OEE Workforce Survey Address History

CAN

‘Effective Date Country ‘Status

pesarzoor [ Usa QU 4 @

- Diversity Compliance
LD

Hiome.

Mew Window | Help | Custormize Page | 5,

Find  First [ 400 1 [P Last
Address: =
Add Address

— Parson Organizational
Summary @Le
— Search for People
[> Job Information
> Global Assignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leawe Administration USF
[» Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports
[ Benefits
> Compensation
[ Stock
(> Time and Labor
> Payroll for Morth America —
> Global Payroll & Absence
Momt
- Payroll Interface
- Workforce Developrment
> Organizational Develapment
- Enterprise Learming
- YWarkforce Monitoring
> Pension
> Campus Community
> Student Recruiting
[+ Student Admissions
[ Records and Enrollment

| Canne\l Refreshl

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

oo

[0 [T [ | mrusted sites

Step | Action

21. Click the Add Address link.

@ To view a list of address abbreviations go to:
http://www.usps.com/ncsc/lookups/abbreviations.html#sta tes
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PeopleSoft.

= Personal Information =
[> Biographical

[» Organizational

Relationships

> Personal Relationships
I Citizenship
> Disability
[» OEE Wvorkforce Survey
CAN
- Diversity Compliance
LD

— Parson Organizational
Surmmary
— Search for People
[> Job Information
> Global Assignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leawe Administration USF
[» Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports
[ Benefits
> Compensation
[ Stock
(> Time and Labor

> Payroll for Morth America —

> Global Payroll & Absence
Momt

- Payroll Interface

- Workforce Developrment

> Organizational Develapment

- Enterprise Learming

- YWarkforce Monitoring

> Pension

> Campus Community

> Student Recruiting

[+ Student Admissions

[ Records and Enrollment

Edit Address

Country: United States

ne | Wiorklist | MuttiChe

Address 1: ”

Address 2: ‘

Address 3: ‘

city: \

State:

County: ‘

0K Cancel

Mewilndow | Helo | Custornize Page | &

Postal:

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

@Dnne‘

|@ Trusted sites

Step

Action

22.

Enter the employee's address into the Address 1 field.

23.

Enter the employee's city into the City field.

24.

Enter the employee's state into the State field.

25.

Enter the employee's zip code into the Postal field.

26.

Enter the county of residence into the County field.

27.

Ok |

Click the OK button.
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PeopleSoft.

= Personal Infarmatian = Mew Window | Help | Custormize Page | 5,
[> Biographical

[» Organizational
Relationships

> Personal Relationships

I Citizenship Address Type: Hormne

> Disability

[» OEE Warkforce Survey Address History 4 First 401 ¥

CAN -
> Diversity Compliance ‘Effective Date Country ‘Status Address: =
LD :

06/04/2007 [ UsA O WQ 1253 Hendricks Ln

Indianapolis, IN 46250
Mation

Address History

— Modify 3 Person

— Person Organizational
Summary Ok | Cancel | Refresh |
— Search for People
[> Job Information
> Global Assignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leawe Administration USF
[» Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports
[ Benefits
> Compensation
[ Stock
(> Time and Labor
> Payroll for Morth America —
> Global Payroll & Absence
Momt
- Payroll Interface
- Workforce Developrment
> Organizational Develapment
- Enterprise Learming
- YWarkforce Monitoring
> Pension
> Campus Community [ 22 of 24 - dlipboard
> Student Recruiting Tkem not Collected: Delete
> Student Admissions items to increase available
I Records and Enrallment EEEED

= [0 [T [ | mrusted sites

Step | Action

28. Click the OK button.
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[ Benefits

> Compensation
[ Stock

(> Time and Labor
> Payroll for Morth America —
> Global Payroll & Absence

- Payroll Interface

- Workforce Developrment

> Organizational Develapment
- Enterprise Learming

- YWarkforce Monitoring

> Pension

> Campus Community

> Student Recruiting

[+ Student Admissions

[ Records and Enrollment

@Dm&_,..””wd [0 [T [ | mrusted sites

PeopleSoft.

ne | Wiorklist | MuttiChe

= Personal Infarmatian = Mew Window | Help | Custormize Page | 5,
[> Biographical

[» Organizational

Relationships

Bingraphical Details Contact Information EBesional Organizational Relationships

E Eis;'::’:llse\auuﬂsh\ps Person ID: NEW
E gg;wg‘ikfnme Survey ClarentAddreanes Customize | Find B rist aor g D ot
A [Address Type [AsOfDste  [Status |Address
> Diversity Compliance 1253 Hendricks Ln .
LD Horne 060472007 A Indianapolis, IN 45250 Egg\‘?m"’w =
Marion =

— Person Organizational EionelivaCmetion
Summary “Phone Type
— Search for People
[> Job Information
> Global Assignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leawe Administration USF

Cellular
Dormitary

[ Benefit Information NLD
[> Flexible Service EG

[ Tenure FPS

[> Collective Processes

[> Self Service Transactions
> Warkforce Reports

Lem
(=]
E
S

Pravious tab | (=8 Mext tah | 7 Refresh | B el Llpdatel[)\splayl Z Include History | [ Correct History

=
-
w
b=}
T
&)

tInformation | Regional | Organizational Relationships

Momt

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

Step

Action

29.

Click the appropriate phone type from the list.
|H|:|me I

30.

Enter the employee's telephone number into the Telephone field.

31.

Select the email type from the list.
[Business |

32.

Enter the employee's email address into the *Email Address field.

@ State Personnel will be utilizing home and business email addresses to
contact employees in the future regarding important events (i.e., Open
Enrollment). Please be sure to collect an email address from as many
employees as possible.

Step

Action

33.
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PeopleSoft.

= Personal Infarmation ﬂ Mew Wiindow | Help | Custornize Page |
[> Biographical

[» Organizational
Relationships

> Personal Relationships "
> Citizenship Dale Eamhardt Person ID: MEW

> Disability -
[» OEE Wvorkforce Survey gusn

can i ot [0 414 ] Lo
[ Diversity Compliance Eind A First 514 of 4 L2 Last
LD

Regional

Regulatory Region: USA Q United States “Ethnic Group: Q =

™ Primary

— Modify 3 Person
— Person Organizational

Summary
— Search for People ’—
[> Job Infarmation Effective Date: 0B/04/2007
[ Global Assignments Date Entitled to Medicare: [ Wilitary Status: | =l
[ Headcount FPS
I Labor Administration Citizenship (Proof 1): Citizenship (Proof 2):
DS N BT F# Eligible to Work in U.S.

[» Leawe Administration USF
[» Benefit Information NLD

I Flexible Service EG -
I Tenure FPS Smoker History i | Fincl First ] 10f 1 [H Last

[> Collective Processes ‘Smoker “As of
[> Self Service Transactions I—Ll ’—
> Warkforce Reports ! =
[ Benefits
> Compensation
Ii?\‘runc:ann LT B save | [=] Watity | () Previous tab | (5 et tab | s Refresh | Eiddd | FUpdateDisplay | ) Include Histary | [# Correct History
> Payroll for Morth America
> Global Payroll & Absence
Momt
- Payroll Interface
- Workforce Developrment
> Organizational Develapment
- Enterprise Learming
- YWarkforce Monitoring
> Pension
> Campus Community [ 22 of 24 - Uipboard
> Student Recruiting Tkem not Collected: Delete
> Student Admissions items to increase available
I Records and Enrallment EEEED

[@loere T [t

" Biographical Details | Contact Inforrmation | Regional | O 1al Relationships

Step | Action

34. | Click the Look up Ethnic Group (Alt+5) button.

=

35. | Select the appropriate value from the list.

36. | Click the Organizational Relationships tab.
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PeopleSoft.

= Personal Information =
[> Biographical
[» Organizational
Relationships
> Personal Relationships

Organizational Relationships

- Diversity Compliance
LD

I” Person of Interest

— Modify 3 Person

Summary
— Search for People

Mew Window | Help | Custormize Page | 5,

I Citizenship Dale Eamhardt Person ID: NEW
[> Disability Choose Org Rel;
[» OEE Wvorkforce Survey

CAN

Add the Relationship

— Person Organizational Checklist Code: | 4| Go to Person Checklist

[> Job Information

I Global Assignments & save | [=] hatity | & Previous tah | illexttats | | s Retresh | B Add UpdateJD\smayl 2 Includde History | 5% Correct History

[ Headcount FPS
[» Labor Administration Biographical Details | CantactInformation | Redional | drgani; 1al Relationships
[» Absence and Wacation
[» Leawe Administration USF
[» Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports

[ Benefits

> Compensation

[ Stock

(> Time and Labor

> Payroll for Morth America —

> Global Payroll & Absence
Momt

- Payroll Interface

- Workforce Developrment

> Organizational Develapment

- Enterprise Learming

- YWarkforce Monitoring

> Pension

> Campus Community

> Student Recruiting

[+ Student Admissions

[ Records and Enrollment

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

[@ooe

|@ Trusted sites

Step | Action

37. | Click the Employee option.

38. | Click the Add the Relationship button.
| addthe Relationship |
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PeopleSoft.

= Personal Information
[> Biographical
[» Organizational
Relationships
> Personal Relationships

Work Location

Dale Eamhardt EMP 1D: 10000248235 EmplRed#

I Citizenship
E gg;?/ug‘ikfme Survey [Woark Lacation g
N gﬁ:rsw Compliance HR Status: Active Payroll Status:  Active Caleulate Status and Dateq
LD ‘Effective Date: 06/04/2007 [ Sequence: o “Job Indicater | Primary Job j'
ion / 9 Hire l
— Modify a Parson Action / Reason: @
— Person Organizational Current
Summary Last Start Date: 081372007 Termination Date:
— Search for People
= JUEEI:['SPW";;':? s Expected Job End Date
[> Global Assignments Position Number: Q Position Entry Date: B
[» Headcount FPS Gvermde Position Data I~ Position Management Record
[» Labor Administration
[ Absence and Vacation *Regulatory Region: usA G United States
[» Leawe Administration USF ’70\
[ Benefit Information NLD: ‘Company:
I;‘T‘::LELEFB;SMBE =9 *Business Unit: STIND State of Indiana
[ Collective Processes ‘Department: Q Department Entry Date:
I Self Service Transactions . ’70\
[ Workforce Reports Location:
- Benefis Establishment ID: S
> Compensation
[ Stock 9
[ Time and Labor Date Created: 06132007
> Payroll for Morth America —

> Global Payroll & Absence Job Data Ermployment Data  Earnings Distribution Benefits Prograr Participation
Momt

- Payroll Interface

- Workforce Developrment

> Organizational Develapment 0K

- Enterprise Learming

- YWarkforce Monitoring

> Pension

| Cancel Apply = Previous 1 | EBNesttah | i Refresh

Wirk Location | Job Infarmation | Job Labor | Payroll | Salar Plan | Cor

|58 22 of 24 - Clipboard

> Campus Community
> Student Recruiting
[+ Student Admissions

Item not Collected: Delste
items to increase available

[ Records and Enrollment space
| &] bone [ [ [ [ [@ trustedsites

Step | Action

39. | Enter the appropriate reason code into the reason field.

40. Enter the PCN into the Position Number field.

41. | Press [Tab].

42. Click the Job Information tab.

43. | Select the appropriate Empl Class from the list.

Quasi

S lntarn

44, Click the Job Labor tab.
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PeopleSoft.

= Personal Information
[> Biographical
[» Organizational =

Relationships Job Labor

b Personsl Relationships Dale Eamharct EMP ID: 10000248235  EmplRed
I Citizenship
> Disability
[» OEE Wvorkforce Survey

CAM Effective Date: 06/04/2007 Effective Sequence: 1} [ Job Indicator:  Primary Joh
- Diversity Compliance
LD

Action / Reason: Hire Replace Incumbent

Current

— Modify 3 Person
— Person Organizational
Summary

_ Search for People Labor Agreement Entry Dt:
[> Job Information -
 Global Assignments r Stop Wage Progression
[ Headcount FPS -
[» Labor Administration "/ Pay Union Fee
[» Absence and Wacation
> Leave Administration USF I~ Position Management Record
[» Benefit Information NLD
[ Flexible Service EG Union Code: ao BU 00 - Exempt Union Seniority Date:
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions

[> Workforce Repons Labor Facility 1D: & Labor Facility Entry Date:

Bargaining Unit: Q

[ Benefits

> Compensation Exempt from Layofft [~ ayoff Exemption Reason: Q

[ Stock

I Time and Labor Assigned Seniority Dates Find Il First [ 10f 1 O] Last

> Payroll for North America | Control Value “Labor SeniorityDate | Ouerride [Override Reason

> Global Payroll & Absence |
Momt

- Payroll Interface

- Workforce Developrment Recalculate Seniority Dates

> Organizational Develapment
- Enterprise Learming

> Wiorkforce Monitoring Union Membership Details
I Pension I 5 3 I—Ll

'Membership Status: | Inactive . .
- Campus Community B |52 22 of 24 - Clipboard
> Student Recruiting WMember Category: Position Held: Ttem not Collected: Delets
I Student Admissions items to increase available
I Records and Enrollment | _ Comment: [ =1 space i
|l T [ retedsies

Step | Action

45. | Enter the effective date of hire into the Union Seniority Date field.

46. | Click the Payroll tab.
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PeopleSoft.

[> Biographical

[» Organizational
Relationships

> Personal Relationships

I Citizenship

> Disability

[» OEE Wvorkforce Survey
CAN

- Diversity Compliance

LD

— Modify a Person
— Parson Organizational
Surmmary
— Search for People
[> Job Information
> Global Assignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leawe Administration USF
[» Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports
[ Benefits
> Compensation
[ Stock
(> Time and Labor

= Personal Information =

> Payroll for Morth America —
> Global Payroll & Absence
Momt

- Payroll Interface

- Workforce Developrment

> Organizational Develapment
- Enterprise Learming

- YWarkforce Monitoring

> Pension

> Campus Community

> Student Recruiting

[+ Student Admissions

[ Records and Enrollment

Mew Wiindow | Help | Custornize Page |

Dale Eamhardt EP ID: 10000248235 EmplRed#
Payroll Information Find
Effective Date: 06042007 Effective Sequence: 1] B Job Indicator:  Primary Job
Action / Reason: Hire Replace Incumnbent current
*payroll System: [Payrall far Narth America =l
Payroll for North America
Pay Group: Q Holiday Schedule: Q
Employee Type: Ela Excep Hrly Tipped: Not Tipped ¥
Tax Location Code: 599 Q. INEmp Tax FICA Status: Suhject d
GL Pay Type:
Combination Code:  1000-100300 2 Edit CharfFields
Joh Data Employment Data  Earnings Distribution Benefits Program Participation ‘
ok | | cancal apply | @ Previoustab | ENextiah | | iRetresh

Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Cor ]

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

@

[ [ | trusted sites

Step

Action

47.

Verify the pay group defaulted correctly. If necessary,
Pay Group field.

enter the pay group into the

48.

Click the Compensation tab.
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PeopleSoft.

= Personal Information =
[> Biographical
[» Organizational
Relationships
> Personal Relationships
I Citizenship
> Disability
[» OEE Wvorkforce Survey
CAN
- Diversity Compliance
LD

— Modify a Person
— Parson Organizational
Surmmary
— Search for People
[> Job Information
> Global Assignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leawe Administration USF
[» Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports
[ Benefits
> Compensation
[ Stock
(> Time and Labor

> Payroll for Morth America

> Global Payroll & Absence
Momt

- Payroll Interface

- Workforce Developrment

> Organizational Develapment

- Enterprise Learming

- YWarkforce Monitoring

> Pension

> Campus Community

> Student Recruiting

[+ Student Admissions

[ Records and Enrollment

New Window | Hel | Custornize Page | B

Compensation

Dale Eamhardt EMP 1D: 10000248235 EmplRed#

Compensation First 4] 4 or 1 [ Lot
Effective Date: 0642007 Effective Sequence: 1] D Job Indicator:  Primany Job
Action / Reason: Hire Replace Incumbent current

Compensation Rate: g4s00% USD QU ‘Frequency: B QL Biweekly

» Comparative Information

| Eind First (4] 1 cr 1 [Pl Last

Currency Frequency Percent
Juso & B Q [=]

Pay Components

T
Py | o

848.000000 5]

Calculate Compensation |

Job Data Employment Data  Earnings Distribution

Benefits Program Participation ‘

QK | Cancel Apply (& Previous tab | =Bibesd tah | s Refresh

‘Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Cor 1

|52 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

[@ooe

|@ Trusted sites

Step

Action

49.

Enter the bi-weekly compensation rate. When finished, click the Calculate
Compensation button.

If applicable, click employment data and enter the probation date.

| Caleulate Compensation

50.

Click the Benefits Program Participation link.

[Benefits Program Patticipation]

Last changed on: 6/26/2007 11:21:00 AM

20




ORACLE Training Guide
er Produstviy Gt Workforce Administration for Quasi Agencies v8.9

PeopleSoft.

= Personal Infarmatian = Mew Window | Help | Custormize Page | 5,
[> Biographical
v g;g::ggz;:g;;l Benefit Program Participation
[ Personal Relationships Dale Eamhardt EMP D 0000245235 EmplRed# O
I Citizenship
> Disability
[ OEE Wiorkforce Survey Benefit Record Number: b
CAN

Finc F'EtE|Df|ELCEY
- Diversity Compliance Finct i &
LD

Effective Date: 0B/04/2007 Effective Sequence: o

3 Action / Reason: Hire Replace Incumbent
— Modify 3 Person Current
— Person Organizational

Summary ‘Benefits System: Benefits Administration :I' Benefits Employee Status:  Active

— Search for People . i
I Job Information Annual Benefits Base Rate: ~=1UsD
[> Global Assignments Benefits Administration Eligibility
[ Headcount FPS
> Labor Adrinistration BAS Group ID: Q

[» Absence and Wacation _ _ -
I Leave Administration USF Elig Fid 1: Elig Fid 2: Elig Fid 3:
[ Benefit Information LD Elig FId 4: Elig FId 5: Elig FId 6

[> Flexible Service EG
[> Tenure FPS Elig Fld 7: Elig Fld 8: Elig Fld 9:
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports = =

[ Bernefts ‘Effective Date ‘Benefit Program currency Code =

Benefit Program Participation

I Compensation nBi4r2007 MNON QU b7 Egs < 50% uso
[ Stock

(> Time and Labor
> Payroll for Morth America —
> Global Payroll & Absence
Momt

- Payroll Interface

- Workforce Development aK | Cancel Apply 4 Refresh
> Organizational Develapment
- Enterprise Learming

- YWarkforce Monitoring

> Pension

> Campus Community [ 22 of 24 - dlipboard
> Student Recruiting Tkem not Collected: Delete
> Student Admissions items to increase available
I Records and Enrallment EEEED

[@loee T [t

Job Data Ermployment Data  Earnings Distribution Benefits Program Participation

Step | Action

51. | Enter the BAS Group ID into the BAS Group ID field.

52. Click the OK button.

53. End of Procedure.

Entering a Rehire

Procedure

Step Action

1. Click the Workforce Administration link.

[ Warkforce Administration]

2. Click the Modify a Person button.

Modify & Person

3. Enter the employee id number into the Personal Information field.
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Action

4.

Click the Search button.

PeopleSoft.

= Personal Information

[ Bingraphical

> Crganizational
Relationships

[» Personal Relationships

I Citizenship

I Disability

> OEE Wiorkfarce Surey
CAN

[> Diversity Compliance
NLD

— Add a Person

— Person Organizational
Summary
— Search for Peanle
[+ Job Information
> Global Azsignments
[ Headcount FPS
[» Labor Administration
[> Absence and Vacation
[> Leawe Administration USF
[> Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
I Gollective Processes
[» Self Service Transactions
[ Workforce Reporte
[+ Benefits
> Compensation
[+ Stock
(> Time and Labor
1= Payroll for Morth America
> Global Payroll & Absence
Mamt
- Payrall Interface
- Warkforce Developrment
- Oryanizational Developrment
> Enterprise Leaming
[ Workforce Monitoring
[ Pension
> Campus Community
> Student Recruiting
[+ Student Admissions
[ Records and Enrollment

Mewswindow | Help | Custorize Paae | & =

Biographical Details

Person ID:

James Goen

10000063494

[ 8

"Effective Date:

‘Format Type: English -

Dhsplay Name: Back
isplay Name: James Goen Edit Mame s

Biographic Information

Save Backaround A5,..

Date of Birth: n5i04/1843 g4 Years 1 Months Date of Death: Set a5 Backaround
- C Copy Backaraund
Birth Country: a Set a5 DEskbop e,
Select Al
Birth Locati \ Waive Data Protection  pasie

Biographical History

Create Shortut
Add to Favorites. .

06i04/2007 [+ [

‘Effective Date: Views Source
“Gender: Male z
: j Encoding »
*Highest Education Level: |HrSnme Graduate School = o e—————
Prink
‘Marf 2 Martied >| asor -
Marital Status: I J ‘ Refresh

-

I Full-Time Student

Language Code:
guag Export ko Microsoft Excel

Alternate ID:

Properties

First (4] 4 of 1 0 Last

~ National ID | Find I

LISA QU Social Security Number  *

EISave| QRE{umtuSear:hl ElNumy| Prevmus(ahl Next(ahl Q)Re'reshl b add UpdateJD\smayl &l\ncludeH\sﬁryl E4S

w407 2 [=]

Biographical Details | Contact Information | Regional

BN

hakll | »

Eoune

[T T T [ rrusted sies

Action

Enter the effective date of rehire into the *Effective Date field.

Edit Matne

Click the Edit Name link and enter any necessary changes to the employee's name.
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PeopleSoft.

= Personal Infarmatian = Mew Window | Help | Custormize Page | 5,
[> Biographical

[» Organizational

Relationships
[ Personal Relationships English Name Format
I Citizenship
[ Disahility Prefix:
[» OEE Wvorkforce Survey

CAN First Name: [James Middle Name: W

DDlE;rsw Compliance Last Name: |Gneﬂ

— Add a Person Suffix: | ﬂ

Edit Name

— Person Organizational ‘o Display Name: Jarmes Goen

Summary Formal Name: James Goen
— Search for People
[> Job Information Name: GoenJames M
> Global ignment:
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leawe Administration USF
[» Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports
[ Benefits
> Compensation
[ Stock
(> Time and Labor
> Payroll for Morth America —
> Global Payroll & Absence
Momt
- Payroll Interface
- Workforce Developrment
> Organizational Develapment
- Enterprise Learming
- YWarkforce Monitoring
> Pension
> Campus Community
> Student Recruiting
[+ Student Admissions
[ Records and Enrollment

[@loere T [t

OK Cancel Refresh

Step | Action

7. Click the OK button.
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PeopleSoft.
= Personal Infarmation = New window | Help | Customize Page | B, 2|
[> Biographical
[» Organizational m " "
Relationships Biographical Details
[ Personal Relationships
» Crtaanenin ’ James Goen Personll: 10000063494
> Disability
[» OEE Wvorkforce Survey
CAN ‘Effective Date:  |06/04/2007 [
[ Diversity Compliance lﬁ
WLD W " *Format Type: English hd
Display Name: James Goen
— Person Organizational Biographic Information
Summal P
e eanale Date of Birth: 05i04/1843 G4 Years 1 Months Date of Death:
I Job Infarmation Birth Country: Q
> Global Assignments
[ Headcount FPS
b el AR Birth Location: | Waive Data Protection [#
[» Absence and Wacation
> Leave Administration USF Biographical History First [ 1 of 1 ] Last
[» Benefit Information NLD
I Flesibls Sarice EG ‘Effective Date: 06i04/2007 i)
[» Tenure FPS Male —
[> Collective Processes ‘Gender:
[ Self Service Transactions “Highest Education Level: [H-8ome Graduate School |
[> Wiorkforce Reports P ) — .
1> Benefits Marital Status: [married =lasor: | El
[ Compensation Language Code: English hd
[ Stock ,7
> Time and Labor Alternate ID:
> Payrol| for Morth America — I Full-Time Student
> Global Payroll & Absence
Mgmt ~ National ID |Find First 4 1 or 1 0 Last
I'; \:fwlfr” ‘”'ED"“E‘ . “Country “National ID Tyne [ D Primary ID
orkforce Development
- Organizatiorsl Developrent usa (@ |Social Security Numper ¥ a7 e =
- Enterprise Learming
E‘;’;;gz:e Monitaring B save | LReturnto Seamhl =] Matity | 2 Previous tab | (=5 Next tab | ) Refresh | B dd Updste!D\sp\ayl & Include Histary | BFc
[ Campus Community Bingraphical Details | Contact Information | Regional
> Student Recruiting |
[+ Student Admissions -
[ Records and Enrollment ~[4] { |
[&] [ [ [ [ [@ trustedsies
' . R
8. Make any necessary changes to the employee's gender, highest education level, and/or

marital status.

9. Click the Contact Information tab.
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[ Bi

R

> Jok

[ Payroll

Momt
- Payroll

> Organi

[ Camp!

PeopleSoft.

[» Organizational

> Personal Relationships
I Citizenship

> Disability

[» OEE Wvorkforce Survey

Summary
— Search for People

> Global Assignments

(> Time and Labor

> Global Payroll & Absence

- Workforce Developrment

- Enterprise Learming
- YWarkforce Monitoring
> Pension

> Student Recruiting
[+ Student Admissions
[ Records and Enrollment

= Personal Information =

agraphical

elationships

CAN
[ Diversity Compliance 345 Carter Blvd
D Horne 0BISI007 A Seyrmour, IN 47274 i’VD‘—'—;";‘AMESSE [=]
Jackson
348 Carter Blvd
erson Organizaiional Mailing 04072000 A Seymour, IN 47274 AR =

Hiome.

Mew Wiindow | Help | Custornize Page |

Person ID: 10000063494

Detail

Jackson

Infarmation

Phone Information

e | Find

[ Headcount FPS lﬁ
[» Labor Administration Home Z ‘81 2522-TH1R '7 =l
> Ahsence and Yacation — X
[» Leawe Administration USF |Ma|n J ‘81 2522TEIE ‘ L =
> Beneft Information NLD [ater =l [msazTee [ r =
[ Flexible Service EG
[> Tenure FPS Email Addresses
[> Collective Processes
[> Self Service Transactions
> Warkforce Reports
[ Benefits
Eg‘uurgkpensalmn ﬁSavEl L Returnto Sear:h' [=] atity | PrEvmus(ahl Next(ahl 3 Refresh | [Eradd UpdateJD\Smayl ] Include Histary | [5# Con

| for North America

| Interface

izational Development

us Community

I Biographical Details | Contact Information | Regional

| »

EDDnE‘

|@ Trusted sites

Step

Action

10.

Verify the address is correct. To change the address, click the Edit/View Address

Detail link.
iewy Addrass

Dretait

11.

Click the Add a new row at row 1 (Alt+7) button to add a new address.

12.

Enter the effective date of rehire into the Effective Date field.

13.

Click the Update/View Address link.

Add Address

14.

Make any necessary changes to the employee's address.
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Q-9 & e a3 o

I Personal Information = Mew Window | Help | Custornize Page | 18
[ Job Infarmation

I» Global Assignments
[ Headcount FPS
[> Labor Administration
I> Absence and Yacation Courtry: United States
[» Leave Administration USF
[» Benefit Information NLD Address 1: 348 Carter Bl
[+ Flexible Service EG
[> Tenure FPS
> Collective Processes Address 3:
[» Self Service Transactions
I Wiorkforce Reparts City: Seymour state: IN QN Postal: 47274

[+ Benefits

> Compensation County: Jackson

[ Stock

1> Time and Labor ok | _canel |

- Payroll for Morth America

- Global Payrall & Absence
Mamt

- Payrall Interface

[ Workforce Development

> Organizational Development

> Enterprize Leaming

[ Workforce Manitaring

[ Pension

> Campus Community

> Student Recruiting

- Student Admissians

[ Records and Enrollment

> Curriculum Managerment

> Financial Aid

> Student Financials

1 Acadermic Advising

> Contributor Relations

> Set Lp HRMS

[ Set Up SACR

> Enterprize Components

[+ Worklist

> Application Diagnostics

> Tree Manager

> Reporting Tools

> PeopleTools

- Packaging

- ESUnit

| araces

|&] bone [ [ [ [ [@ trustedsites

Edit Address

Address 2:

Step | Action

15. | Click the OK button.
If there is a mailing address as well, be sure to update the effective date to reflect the
date of rehire.
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Q-0 HNMRAGIL,Kk@IZwa K3

L/
i

[» Personal Information =
[ Job Infarmation
I» Global Assignments
[ Headcount FPS

Regional

Mew Window | Help | Custormize Page | 5,

[> Labor Administration
[» Absence and Wacation
> Leave Administration USF -

[» Benefit Information NLD Eusa
[+ Flexible Service EG

[> Tenure FPS

[» Self Service Transactions
> Warkforce Reports

James Goen Person ID:

I Collective Processes Regulatory Region: Y54 X United States “Ethnic Group: "WHITE Qe

10000063494

¥ Primary

FH[E=

[+ Benefits

> Compensation

[ Stock

[> Time and Labor Effective Date: 0B/04/2007

| T A el Date Entitled to Medicare: ] Wilitary Status:

- Global Payrall & Absence

- Payrall Interface
[ Workforce Development
> Organizational Development

|Nntmd\caled

Marnt Citizenship (Proof 1): Citizenship (Proof 2):

¥ Eligible to Work in U.S.

> Enterprize Leaming -
1> Warkforce Monitoring Smoker History

> Campus Community
I Student Recruiting 1 j'

| Finel

First E 1of 1 El Last
,—

b Pansion T ™ e

- Student Admissians
[ Records and Enrollment
> Curriculum Managerment

> Contributor Relations
> Set Lp HRMS

[ Set Up SACR

> Enterprize Components
[+ Worklist

> Application Diagnostics
> Tree Manager

> Reporting Tools

> PeopleTools

- Packaging

- ESUnit

L s ~[4l

I Financial Aid ESave| L\Returnta Sesr:hl otity Pvavmustahl Nexttahl 1 Refresh | [Es A UpdateJD\sp\ayl ] Includs Histary | [5# Con
> Student Financials
- Acadermic Advising Bingraphical Details | Contact Information | Regional

|&] bone

| | @ Trusted sites

Step | Action

16. | Click the Regional tab.

legional

17. Click the Save button.

18. Click the Job Information link.
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PeopleSoft.

il

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

- Reports

— Job Data

— Review Staffing
Assignments

— Add Employment
Instance

— Add Contingent Wiorker
Instance

— Other Paves

— Add Additional
Assignment

— Assign Additional Job

— Additianal Appointrient

ﬁ Job Information

Maintain information about & person tied to & specific job record

E" Job Data
Enter job information including work location
and compensation details

Eﬁ" Add Contingent Worker Instance
Create a new cortingent warker
organizational instance for a person

Assign Additional Job
20t an additionel Job record for a person

E" Concurrent Hire USF

— Hire Emplayee LUSF

— Cancurrent Hire USF

— CurrentJob

— EavRate Chanae

— Cost Rate JPN

— Calculate Compensation

— Emploves Request USE

— Superisor Request USE

— 1st Rgst Authorization
Usk

— 2nd Rgst Authorization
USF

— Approve Request USF

— HR Processing USF

— Carrect Personnel Action

USF

= Cancel Personnel Attion
LsE

— Correct |IRR Supplement

— Supplement o IRR USF

Enter addtional appoirtment information for a
Federal employee already hired.

ﬁ Cost Rate JPN
Distriute the cost of 2 main appointment
between it= additional appointments

E Supervisor Request USE
Review details of a Personnel Action Request
submitted by the supervisor

Contract Admi i}

Mairitain contracts or other written agresments

with their employees and contractors
= Undate Contracts
= Define Cortract Types
= Define Cortract Clauses
11 bore,

— Cho Civil Service
Positinn FPS

=l Correct Personnel Action USE
Carrect & Persannel Action Reuest

E Review Staffing Assi
Review Staffing Sssignments

E Other Payee
Add other pavee instance in the Job Record

E Ad: al App it JPN

2dd new additionel appointments, change
additional appointment information, and
release addiional sppointments

E Mairtain data about & current jok

E Calculate Compensation
Calculate compensation for & group of
employees or for all employees.

E 1st Rqst Authorization USF
Review a Personnel Action Request that
requires 1st level authorization

E" Approve Request USF
Review details of & Personnel Action Request
that requires approval

E Cancel a Personnel Action Request

Ecit "Job Information” Folder

E" Add Employiment Instance
Acid & new employment organizational
instance for & person.

E" Add Additional Assigriment
Creste an additional assignment record for a
person's organizational instance

E" Hire Employee USE

Hire & Ferderal employee

E“ Pay Rate Change
Create pay rate changes

E Emplovee Request USF
Rewigw detalls of a Personnel Action Request
submitted by the employee.

E 2nd Ryst Authorization USF
FReview a Personnel Action Request that
requires 2nd level authorization

E" HR Processing USF
Undste Personnel Action Reguests with
compensation and employment information

ect IRR plement USE
Carrect information for an employes's
Inddivicual Retirement Record (IRRY e

[T |@ Trusted sites

Step | Action

19.

Job Data|
Enter job ir

Click the Job Data button.

20.

Enter the employee's id number into the Employee 1D field.

21.

Click the Search button.
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PeopleSoft.

= Joh Information

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

Work Location

James Goen

[Work Location

Hiome.

— Apnrove Reguest USE

EEEWEHWJ”“ Information HR Status: Inactive Payroll Status:  Terminated
eports
a *Effective Date: psnas2n06 Sequence: o *Job Indicator | Primary Job j‘
— Review Stafiing Action / Reasom: Termination | |RSY Q. Resignation/EFR
Assignments I t
— Add Employment urren
Instance Last Start Date: 1112811396 Termination Date: 0454182008
— Add Conlingent Wiorker Job End Date
Instance
— Other Payas — | Last Date Worked: 051 8i2006 I” override Last Date Worked
— Add Additional o o
Assignment Position Number: 10010007 A Broad Band Executive Position Entry Date: 11/04/2001
— Assign Additional Jab Override Fosition Data I~ position Management Record
— Additional Apgointment B}
= Regulatory Region: USA United States
— Hire Employee USF
_ Concurrent Hirs USE Company: 501 State of Indiana
— Current Job Business Unit: 00g00 IN Dept of Transporation
— Pay Rate Change . .
— Cost Rate JPN Department: 065182 INDOT - Administration Department Entry Date: 11/04/2001
— Caleulale Compensation Location: 0000000452 DOT Seymaour Dist
— Employee Request USF
— Supenisor Request USF Establishment ID: 5001 Q
— 1st Rost Authorization
UsE Date Created: 06/06i2008
— 2nd Rost Authorization
=== Joh Data Employment Data  Earnings Distribution Benefits Program P:

— HR Processing USE
— Correct Personnel Action
USF

— Cancel Personnel Action

B save | E\Return to Search | [=] Notity

@EPrevioustah | | @ Nexttab | | Refresh | | FEUpdateDispiay ﬂln:\uuemsmryl [E# Correct History

USF
— Correct IRR Supplement

- Supolement to IRR USF
— Ch Civil Service

~[4l

‘Work Location | Job Information | Job Labor | Payroll | Salary Plan | Cor

|@ Trusted sites

Step | Action

22.

Click the Add a new row at row 1 (Alt+7) button.

23.

Enter the effective date of rehire into the *Effective Date field. .

24.

Select Rehire from the list.

IRehire

25.

Enter the reason code into the Reason Code field. Enter "rpl".

26.

Enter the PCN into the Position Number field.

27. | Press [Tab].

28.

1 an

Click the Job Information tab.
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= Joh Information

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

I* Reports

— Beview Staffing
Assignments

— Add Employment
Instance

— Add Conlingent Wiorker
Instance

— Other Payee

— Add Additional
Assignment

— Assign Additional Jab

— Additional Appointrient
JEN

— Hire Ernplovee LSE

— Concurrent Hire USF

— Current Job

— Pay Rate Change

— CostRate JPM

— Calculate Compensation

— Employee Request USF

— Supenisor Request USF

— 1st Rost Authorization
USF

— 2nd Rost Authorization

— Apnrove Reguest USE

— HR Processing USE

— Correct Personnel Action
UsE

— Cancel Personnel Action
USF

— Correct IRR Supplement

- Supolement to IRR USF
— Ch Civil Service

Job Information

EMP

ID: 10000063494

Empl Red

Effective Date: 0BM4/2007 Effective Sequence: 1] D Job Indicator:  Primary Job

Action | Reason: Rehire Rehire - Replace Current

Job Code: 003LD2 Clerical Assistant 2 Entry Date: 0B/04i2007

Supervisor Level:

Supervisor ID:

Reports To:

RegularTemporary: Regular FullPart: Full-Time

Empl Class: Mon-Merit j' *Officer Code: Maone hd

Reqular Shift: Shift Rate: i ,7
Classified Indc: Orig WT

Standard Hours

Standard Hours: Quasi
gum Intern

Work Period: Termporary
Trainee

FTE: HOrig WT
HPrormo WT

[¥ Adds to FTE Actual Count?

I~ Encun

nbrance Override

Contract Number:

Q
MNext Contract Murnber

Contract Type:

r s

Job Data

Employment Data

Eamings Distribution

Benefits Program Participation

bRl

» [

|@ Trusted sites

Step

Action

29.

Select the employee class from the list.

30.

Click the Job Labor tab.
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= Joh Information =

PeopleSoft.

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA -

> Review Job Information Effective Date: 060472007 Effective Sequence: 1] B Job Indicator:  Primary Joh

[ Reponts

Job Labor

James Goen EnP ID: 10000063484  EmplRed# 0

Labor Information

Action / Reason: Rehire Rehire - Replace Current

— Beview Staffing
Assignmerts . . a
_ add Employrent Bargaining Unit:
Instance

— add Contingent Wiorker Labor Agreement Entry Dt:
Instance
— Other Payee b
— Add Additional _
Assignment ™ Pay Union Fee
— Assign Additional Jab
— Additional Appointrient ™ Position Management Record
JEN
— Hire Emplovee USE Union Code; 00 BU 00 - Exempt Union Seniority Date; 114251996
— Concurrent Hire USF
— Current Job
— Pay Rate Change
— Cost Rate JPN Labor Facility ID: Q Labaor Facility Entry Date:
— Calculate Compensation
— Employes Request USF Exempt from Layofft [~ ayoff Exemption Reason: Q
— Supenisor Request USF
- 15t Rust Authorization Assigned Seniority Dates 2 Y First (44 ot 1 (M Lset
3

r Stop Wage Progression

USF
— 2nd Rost Authorization

— Apnrove Reguest USE

— HR Processing USE Recalculate Seniority Dates

— Correct Personnel Action
USF

— Cancel Personnel Action Union Member ship Details

USE ! i | Inactive d
— Correct IRR Supplernent U TS

=or Member Category: Position Held:
— Supplemnent to IRR LUSF

— Che Civil Service Cammant I =1
i | » [

]

Peine Cr =4
[0 [T [ | mrusted sites

Step

Action

31.

Enter the effective date of rehire into the Union Seniority Date field.

32.

Click the Compensation tab.

Last changed on: 6/26/2007 11:21 AM




Training Guide
Workforce Administration for Quasi Agencies v8.9

ORACLE’

User Productivity Kit

PeopleSoft.

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

[ Reponts

— Beview Staffing
Assignments

— Add Employment
Instance

— Add Conlingent Wiorker
Instance

— Other Payee

— Add Additional
Assignment

— Assign Additional Jab

— Additional Appointrient
JEN

— Hire Ernplovee LSE

— Concurrent Hire USF

— Current Job

— Pay Rate Change

— CostRate JPM

— Calculate Compensation

— Employee Request USF

— Supenisor Request USF

— 1st Rost Authorization

3

USF
— 2nd Rost Authorization
— Apnrove Reguest USE
— HR Processing USE
— Correct Personnel Action
UsE
— Cancel Personnel Action
USF

— Correct IRR Supplement
USF
— Supplemnent to IRR LUSF

= Joh Information =

E==all Pavy Components

— Che Civil Service

New Window | Hel | Custornize Page | B

Compensation

James Goen EMP 1D: 10000063484  EmplRed# 0

Compensation

0 3

Effective Date: 0642007 Effective Sequence: Job Indicator:  Primany Job
Action / Reason: Rehire Rehire - Replace Current
Compensation Rate: g4s00% USD QU ‘Frequency: B QL Biweekly

» Comparative Information

| Eind First (4] 1 cr 1 [Pl Last

Currency Frequency Percent
Juso & B Q [=]

s T
Py | o

848.000000 5]

Calculate Compensation |

Job Data Employment Data  Earnings Distribution Benefits Program Participation

i Previousteh | |SiMexttab | | s Refresh | | FEUpdateDisplay E]Inc\udeHls‘tnrvl [E# Correct History

&) save | L\Return to Search | [Z7] Notify

Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Cor 1

~[4l

|@ Trusted sites

Step

Action

33.

If necessary, update the bi-weekly compensation rate. When finished, click the
Calculate Compensation button.

| Caleulate Compensation I

34.

Click the Employment Data link.
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PeopleSoft.

= Joh Information =

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

[ Reponts

— Beview Staffing
Assignments

— Add Employment
Instance

— Add Conlingent Wiorker
Instance

Employment Information

Mew Window | Help | Custornize Page | 5, =

James Goen

Organizational Instance

Organizational Instance Red:
Last Start Date:
Termination Date:

Org Instance Service Date:

EMP

0 Original Start Date: 1112511886 ™ ovenide
1142511998 First Start Date: 117251996
05/18/2008 Years Months Days

11/26(1896

I override ¥ a 5 23

ID: 10000063434  EmplRed# 0

— Other Payee b

— Add Additional
Assignment

— Assign Additional Jab

— Additional Appointrient
JEN

— Hire Ernplovee LSE

— Concurrent Hire USF

— Current Job

— Pay Rate Change

— CostRate JPM

— Calculate Compensation

— Employee Request USF

— Supenisor Request USF

— 1st Rust Authorization

Instance Record

Organizational Assignment Data

Last Assignment Start Date:
Assignment End Date:
HomeHost Classification:
Company Seniority Date:
Benefits Service Date:

USF
— 2nd Rost Authorization
— Apnrove Reguest USE
— HR Processing USE
— Correct Personnel Action
UsE
— Cancel Personnel Action
USF

— Correct IRR Supplement
USF

- Supolement to IRR USF
— Ch Civil Service

06/04¢2007
05f18i2008
Home

040211887 [ ¥ override
06/04/2007 [ ¥ Override

First Assignment Start: 1172571986

Years Months Days Time Reporter Dats
K a 1 16
bl

1} 1} 1}

Probation Date: 05/251987 51 Date Last Increase: 1201212004 [
Professional Experience Date: E&] Last Verification Date: E\]
Title: ClerAsst2 Paosition Phone:
P Eysp

Job Data

Employment Data

Eamings Distribution

Benefits Program P: ‘

= save | E\Returnto Search Hotity

4 Refresh

upuateﬂmsplay| 2 Includs History | 7 Correct History |

]

|@ Trusted sites

Step | Action

35.

Enter the adjusted accrual date into the Company Seniority Date field.

Click the R

36.

efresh button.

37.

Enter the effective date of rehire into the Benefits Service Date field.

38.

Benefits Praogramm Pard

ation|

Click the Benefits Program Participation link.
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= Joh Information

PeopleSoft.

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

Assignments
— Add Employment
Instance

— Add Conlingent Wiorker
Instance

— Other Payee

— Add Additional
Assignment

— Assign Additional Jab

— Additional Appointrient
JEN

— Hire Ernplovee LSE

— Concurrent Hire USF

=

Benefit Program Participation

New Window | Hel | Custornize Page | B

James Goen

EMP

1D: 10000063494

[t}

Benefit Record Number: !

Effective Date:

Action { Reason: Rehire

0G/04/2007

Effective Sequence:

o

Rehire - Replace

‘Benefits System:
Annual Benefits Base Rate:

Benefits Administration Eligibility

Benefits Administration =

% usp

Benefits Employee Status:

BAS Group ID: [DOT @ Department of Transpartation

Elig Fld 1: EE Elig Fld 2: ] Elig Fld 3:
Elig Fld 4: 1 Elig Fld 5: 1 Elig Fld 6:
EligFld 7: 1 Elig Fld 8: ] Elig Fld 9:

Current

— Current Joh
— Pay Rate Change "
_ Cost Rale JPH Benefit Program Parti
— Calculate Compensation ‘Effective Date “Benefit Program Currency Code =
— Employee Request USF 0BI04i2007 |5 yiNON
— Superisor Request USF ] U PTEes < 50% UsD
— 1st Rust Authorization
USF Job Data Ermployment Data  Earnings Distribution Benefits Program Participation

- Ind Rest Autharization

— Apnrove Reguest USE

— HR Processing USE

— Correct Personnel Action
UsE

— Cancel Personnel Action
USF

— Correct IRR Supplement

- Supolement to IRR USF
— Ch Civil Service

& save | SReturnto Sear:hl [=] matity | U Refresh

UpdalelDlsplayl ] Include History | [E Correct History |

]

|@ Trusted sites

Step

Action

39.

Enter the BAS ID into the BAS Group ID field.

40.

Click the Add a new row at row 1 (Alt+7) button.

41.

Enter the effective date of rehire into the *Effective Date field. .

42.

Enter the NON into the *Benefit Program field.

43.

Click the Save button.

44,

End of Procedure.
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Entering an Employee Transfer

Procedure

Step Action

1. Click the Workforce Administration link.

[ winrkforce Administration]

PeopleSoft.

ian
[» Personal Information
[> Job Information
I» Global Assignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[» Leave Administration USF
[» Benefit Information NLD
[ Flexible Service EG
> Tenure FPS
[ Collective Processes
[» Self Service Transactions ﬁ

ﬁ Workforce Administration

Hire employess, add non-employses, maintain personal and job dats, sdminister global assignments, labor relations, absence and vacation

Personal Information

ocify & Person
Person Oroanizational Summary
& More...

Headcount FPS

I Workdorce Reports arains peges to set up the headeount

[+ Benefits

> Compensation

> Stock

> Time and Labor

- Payrall for North America
- Global Payrall & Absence

accourting entity (allocation, desliocation,
stamps), and calculate the warkforce.
[CiManane CAE

(1 Caleuigte Headcount

Mamt [ Review Headcourt
> Payrall Interface 2More..
[ Workforce Development Leave Ad "
P Orpanizational Development ﬁ US Federal Leave Administration

> Enterprise Leaming

[ Workforce Manitaring

[ Pension

> Campus Community

- Student Recruiting

> Student Admissians

> Records and Enrollment
- Curriculum Management
> Financial Aid

[ Student Financials

> Academic Adwising

[ Contributor Relations

I Set Up HRMS

[ Set Up SACR

> Enterprize Components
[+ Worklist

> Application Diagnostics —
> Tree Manager
- Reporting Tools
- PeapleTools

- Packaging

| oarint =l

[ Manae Leave Information
CiReports

ﬁ Tenure FPS
Cortains pages to calculate tenure dates,

idertifie employees with an ending prokation
period, validats the probation period and
assign a new status
= Calculate Tenure Date

slculste Future Tenures
Trainees to be Given Tenurss
ZMore...

Workforce Reports
General ¥orkforce Reparting

mployes Turnoyer Anakysis

Maintain information about & person regartless

management system (define CAECS, Financs
et and budget lines), manage the commitmert

Job Information
Mairtain informeation sbout & person tisd to &
specific job record

=l Job Data

Review Staffing Assignmerts

el Employment Instance

55 More..

stration

ﬁ Labor Adi
Administer workforce agresments, layoffs,

recals and disciplinary actions
(= Union Worktorce Mt Certer
[ Wage Progression
[ Layofts and Recalls

10 More

ﬁ Acminister additional benefit and salary
information for smployess in The Netherlands
in orcler to collect the information you nesd to
pass to external payrall products for further
processing
([ Maintsin General Information
(3 Enrollin Bensfits
[ Assign Earnings and Deductions

2 Mare:

ﬁ Collective Processes
Processes that attect muttiple peogls
Refresh Compensation
Process Automated Actions USF
=l Process WG| Auto Action USF

16 More

~

P

i~

)

Edit "orkforce Administration” Folder

Global Assignments

Track assignment data; Maintain assignes
qualifications, ecucational alowances and
other education related information

[ Track Assignment

[ Assignes Qualifications

[ Educationsl &llowances

Absence and Vacation
Idertifies absence and vacstion, including
specific types of leave. Akso allows working
lime monitoring
[ Track Absence History.
[CiCreate Wanation Schedule
[ Absence Reports
3 More..

Hexible Service EG
Wairtain flexible service rules; Calculate and
print employes service data
Define Service Rulss
Flexible Service
=|Service History
7 hore:

Self Service Transactions
Administer Self Service workflow
transactions.

hioricflon Ineuiry

ik flov Induiry (LISF

Full TimesPart Time Chances
10 More:

Trem collected.

|@ Trusted sites

Step | Action

2. Click the Job Data button.

3. Enter the employee id into the Search field.

4, Click the Search button.
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PeopleSoft.

Sign out
= Jub Information - Mew Window | Help | Custormize Page | 5,
[» Cantract Administration
[» Temporary

Work Location

Assignments
[> French Public Sector
Jobs Dale Eamhardt EMP 1D: 10000248235  Empl Red
> Employment
Categorization [TA

I Review .Jok Information HR Status: Active Payroll Status:  Active
I* Reports

A *Effective Date: 0B/04/2007 Sequence: 0 o “Job Indicator | Primary Job j'
Stafling Action / Reasom: Hire | |REP & Replace Incumbent

Assignments
— Add Employment Current

Instarnce Last Start Date: 06/0412007 Termination Date:
— Add Conlingent Wiorker Job End Date

Instance
— Other Payee — | Position Number: 10000033 QU Clorasstz Position Entry Date: 0B/04/2007

— Add Additional Overmde Pasition Data I~ position Management Record
Assignment

— Assian sddttional Job Regulatory Region: USA United States
— Additional Appointrient
JEN Company: 501 State of Indiana
B Business Unit: 00030 Gavernor's Office
— Concurent Hire USE
— Current Job Department: 001002 GVR - State Government Oper Department Entry Date: 0BI0&/2007
— Pay Rate Change -
— CostRate JPM Location: 0000000809 Gavernors Office
— Calculate Compensatian Establi 1D: 00001 QU State of Indiana
— Employee Request USF
— Supenisor Request USF
— 1st Rost Authorization

[Work Location

Date Created: 0601 3i2007

USF
— 2nd Rost Authorization

Job Data Employment Data  Earnings Distribution Beneiils Program F i ‘
— Apnrove Reguest USE
— HR Processing USE
— Carrect Personnel Action B save | L\ Returnto Search | [Z] Notify | (& Previous tab Mexttah | i Refresh | | FUndateDispiay | 2] Include Histary | [E# Correct History
USF

— Cancel Personnel Action Wark Location | Job Infarmation | Job Labor | Payroll | Salary Plan | Car !
USF
— Correct IRR Supplement

- Supolement to IRR USF % 13 of 24 - Clipboard
— Ch Civil Service Trem collected.

T ~[4l 3

|&] bone [ [ [ [ [@ trustedsies

Step | Action

5. Click the Add a new row at row 1 (Alt+7) button.

Enter the transfer effective date into the *Effective Date field.

Click the Employee Status list.
IHire j|

8. Select Transfer from the list of Action codes.

[Transter _1

9. Click the Look up (Alt+5) button.
[&]

10. | Select the appropriate reason code from the list.
SGH Transfer TalFrom SGH Agency |

11. Enter the PCN into the Position Number field.

12. | Press [Tab].

13. Click the Job Information tab.

Job Inform

Last changed on: 6/26/2007 11:21:00 AM

36




37

ORACLE’

User Productivity Kit

Training Guide
Workforce Administration for Quasi Agencies v8.9

PeopleSoft.

= Joh Information =

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

I* Reports

— Beview Stafling

Job Information

Dale Eamhardt EP ID: 10000248235  EmplRed

o O

Effective Date: 0672072007

Transfer

Effective Sequence: Job Indicator: Primary Joh

Action { Reason: Transfer To/From SGB Agency

Future

Assignments

— Add Employment
Instance

— Add Conlingent Wiorker
Instance

— Other Payee b

— Add Additional
Assignment

— Assign Additional Jab

— Additional Appointrient
JEN

— Hire Ernplovee LSE

— Concurrent Hire USF

— Current Job

— Pay Rate Change

— CostRate JPM

— Calculate Compensation

— Employee Request USF

— Supenisor Request USF

— 1st Rost Authorization
USF

— 2nd Rost Authorization

— Apnrove Reguest USE

— HR Processing USE

— Correct Personnel Action
UsE

— Cancel Personnel Action
USF

— Correct IRR Supplement

- Supolement to IRR USF
— Ch Civil Service

Job Code: SGESNT Senate Employee Entry Date: 0B/20/2007
Supervisor Level:
Supervisor ID:

Reports To:

RegularTemporary: Regular

FullPart:
Empl Class: Quasi A *Officer Code: Maone j'

I )

Full-Time

Legislativ &
Mon-Merit
Qrig WT
Perm Stat

rorma T

Reqular Shift: Shift Rate:
Classified Inde:

Standard Hours

Standard Hours:

gum Intern
Temparary ehly
Trainee

FTE: HOrig WT
HPrormo WT >

Work Period:

[¥ Adds to FTE Actual Count? ™ Encumbrance Override

Contract Number: Q.
MNext Contract Murnber

Contract Type:

r s

Job Data Employment Data  Earnings Distribution Benefits Program Participation

Trem collected.

T bRl

|3 24 of 24 - Clipboard

¥

|@ Trusted sites

Step

Action

14.

Select the appropriate Employee Class from the list.

15.

Click the Job Labor tab.
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= Joh Information =

PeopleSoft.

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

Job Labor

Dale Eamhardt EP ID: 10000248235 EmplRed#

Labor Information

> Review Job Information Effective Date: 06/20/2007 Effective Sequence: 1] =B Job Indicator:  Primary Joh
I* Reports

Action / Reason: Transfer Transfer To/From SGB Agency Future

— Beview Staffing
Assignmerts . . a
_ add Employrent Bargaining Unit:
Instance
— add Contingent Wiorker Labor Agreement Entry Dt:
Instance -
— Other Payes I} r Stop Wage Progression
— Add Additional (ml _
Assignrment Pay Union Fee
— Assign Additional Jab
— Additional Appointrient ™ Position Management Record
JEN
— Hire Emplovee USE Union Code: il BU 00 - Exempt Union Seniority Date: 08i0412007
— Concurrent Hire USF
— Current Job
— Pay Rate Change
— Cost Rate JPM Labor Facility 1D: Q Labeor Facility Entry Date:
— Calculate Compensation
— Emplovee Request USF Exempt from Layofft [~ ayoff Exemption Reason: Q
— Supenisor Request USF
- 1stFRgst Authorization Assigned Seniority Dates ¢ First [l 10f 1 O] Last

Seniority Date Control Value “Labor Seniority Date _Dllerr

USF
— 2nd Rost Authorization

— Apnrove Reguest USE

— HR Processing USE Recalculate Seniority Dates

— Correct Personnel Action
UsE

— Cancel Personnel Action Union Member ship Details

USE ‘Membership Status: | Inactive hd

— Correct IRR Supplement
=== Member Category: Position Held: 2 i
— Bupplement to IRR USF 3 24 of 24 - Clipboard

— Cha Civil Service Camment: [ =1 Ttem collected.

T -4 v

]

[0 [T [ | mrusted sites

Step

Action

16.

Verify the Union Seniority Date reflects the initial date of hire or rehire.

0Bi04/2007

17.

Click the Payroll tab.
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PeopleSoft.

= Joh Information =

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

[ Reponts

— Beview Staffing
Assignments

— Add Employment
Instance

— Add Conlingent Wiorker
Instance

— Other Payee b

— Add Additional
Assignment

— Assign Additional Jab

— Additional Appointrient
JEN

— Hire Ernplovee LSE

— Concurrent Hire USF

— Current Job

— Pay Rate Change

— CostRate JPM

— Calculate Compensation

— Employee Request USF

— Superisor Request USF

Mew Wiindow | Help | Custornize Page |

Dale Eamhardt EMP ID: 10000248235 EmplRed#
Payroll Information

Effective Date: 062072007 Effective Sequence: 1] B Job Indicator:  Primary Job

Action / Reason: Transfer Transfer To/From SGB Agency Future

Payroll System: Payrall for North America

Payroll for North America
Pay Group: Q

S0l Qg0

Holiday Schedule:

Employee Type: [Ela Excep Hry

Tax Location Code: 398 Q1 |NEmpTax FICA Status: [supest =]
GL Pay Type: ’—

Combination Code: 1000-100040 @ Edit ChariFields

Job Data Employment Data  Earnings Distribution

Benefits Program Participation ‘

ave | | CARsturn to Searcl ity revious tal et tal efres JEUpdate Display Incluce History orrect Histary
E L\ Return to Search Natify | =P tab | (@Mexttab | iRefresh | FUpdateDispl Incluce Hist Correct Hist

Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Cor ]

— 1st Rost Authorization

USF
— 2nd Rost Authorization
— Apnrove Reguest USE
— HR Processing USE
— Correct Personnel Action
UsE
— Cancel Personnel Action
USF

— Correct IRR Supplement

- Supolement to IRR USF
— Ch Civil Service

T ~[4l 3

28 24 of 24 - Clipboard
Ttem collected.

|@ Trusted sites

Step

Action

18.

Verify the pay group is entered correctly. If necessary, enter the desired information
into the Pay Group field.

19.

Click the Compensation tab.
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PeopleSoft.

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

[ Reponts

— Beview Staffing
Assignments

— Add Employment
Instance

— Add Conlingent Wiorker
Instance

— Other Payee

— Add Additional
Assignment

— Assign Additional Jab

— Additional Appointrient
JEN

— Hire Ernplovee LSE

— Concurrent Hire USF

— Current Job

— Pay Rate Change

— CostRate JPM

— Calculate Compensation

— Employee Request USF

— Supenisor Request USF

— 1st Rost Authorization

3

USF
— 2nd Rost Authorization
— Apnrove Reguest USE
— HR Processing USE
— Correct Personnel Action
UsE
— Cancel Personnel Action
USF

— Correct IRR Supplement
USF
— Supplemnent to IRR LUSF

= Joh Information =

E==all Pavy Components

— Che Civil Service

New Window | Hel | Custornize Page | B

Compensation

Dale Eamhardt EMP 1D: 10000248235 EmplRed#

Compensation

0 3

Transfer To/From SGB Agency

Effective Date: 06/20/2007 Effective Sequence: Job Indicator:  Primany Job

Transfer Future

Compensation Rate: 0005 USD QU ‘Frequency: B QL Biweekly

» Comparative Information

| Eind First (4] 1 cr 1 [Pl Last

Action / Reason:

Currency Frequency Percent
Juso & B Q [=]

s T

1 [MABWLY [ o =

Calculate Compensation |

Job Data Employment Data  Earnings Distribution

Benefits Program Participation ‘

ave | | CReturn to Searc ity revious tal lext tal efres JFUpdate Display. Include History orrect Histary
E £LReturn to Search Motify | =P tab | | SMextiah | | AyRefresh | | FUpdateispl Incluce Hist Correct Hist

Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Cor 1

|52 24 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

~[4l 3

|@ Trusted sites

Step

Action

20.

Enter the bi-weekly compensation rate into the Comp Rate field.

21.

Click the Calculate Compensation button.

| Caleulate Compensation I
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PeopleSoft.

= Joh Information =

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

I* Reports

— Beview Staffing
Assignments

— Add Employment
Instance

— Add Conlingent Wiorker

Instance
— Other Payee b
— Add Additional

Assignment
— Assign Additional Jab
— Additional Appointrient

JEN
— Hire Ernplovee LSE
— Concurrent Hire USF
— Current Job
— Pay Rate Change
— CostRate JPM
— Calculate Compensation
— Employee Request USF
— Supenisor Request USF
— 1st Rust Authorization

Employment Information

Mevewindow | Helo | Customize Paae | W5 |

Dale Eamhardt

Organizational Instance Red:

EMP ID: 10000248235 EmplRed#
Organizational Instance
0 Original Start Date: 060412007 ™ ovenide
06/04/2007 First Start Date: 06/04/2007

Last Start Date:
Termination Date:

Org Instance Service Date:

06/04¢2007

I override ¥ 0 0 10

Years Months Days

Instance Record

Organizational Assignment Data

Last Assignment Start Date:
Assignment End Date:
HomeHost Classification:
Company Seniority Date:
Benefits Service Date:

Probation Date:

Title:

USF
— 2nd Rost Authorization
— Apnrove Reguest USE
— HR Processing USE
— Correct Personnel Action
UsE
— Cancel Personnel Action
USF

— Correct IRR Supplement
USF
— Supplemnent to IRR LUSF

Professional Experience Date:

0BI04i2007
Home

060412007 I Override
0Bi04/2007 I Override

[
]

ClerAgst 2

First Assignment Start: 06/04/2007

Years Months Days
“ o o 10
R BT

El
El

Date Last Increase:
Last Verification Date:

Pasition Phone:

» Eysa

Job Data

Employment Data

Eamings Distribution

Benefits Program P:

= save | S\Returnto Search | | [S] Notity

4 Refresh

— Che Civil Service

|58 24 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
ElUpciateisplay | J Inchude Histary | [ spacs

]

|@ Trusted sites

Step | Action

22.
ID.

[Benefits Program Particination|

Click the Benefits Program Participation link. If necessary, update the BAS Group
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PeopleSoft.

= Joh Information
[» Cantract Administration
[» Temporary
Assignments
[> French Public Sector
Jobs
> Employment
Categorization [TA
[ Review Job Information
[ Reponts
ita
— Beview Staffing
Assignments
— Add Employment
Instance
— Add Conlingent Wiorker
Instance
— Other Payee
— Add Additional
Assignment
— Assign Additional Jab
— Additional Appointrient
JEN
— Hire Ernplovee LSE
— Concurrent Hire USF

=

Benefit Program Participation

Hiome.

Mew Window | Help | Custormize Page | 5,

Dale Eamhardt

EMP

1D: 10000248235

Empl Red #

[t}

Benefit Record Number: |0

Effective Date:

Action { Reason: Transfer

0G/20/2007

Effective Sequence:

o

Transfer ToiFrom SGB Agency

First E 1

Future

‘Benefits System:
Annual Benefits Base Rate:

Benefits Administration Eligibility

Benefits Administration =
= uso

Benefits Employee Status:

BAS Group ID: [5G Q  Quasi Separate Governing Bady

Elig Fld 1: ] Elig Fld 2: ] Elig Fld 3:
Elig Fld 4: 1 Elig Fld 5: 1 Elig Fld 6:
EligFld 7: 1 Elig Fld 8: ] Elig Fld 9:

Active

— Current Joh
— Pay Rate Change "
_ Cost Rale JPH Benefit Program Parti
— Calculate Compensation ‘Effective Date “Benefit Program currency Code
— Employee Request USF 0BI04i2007 |5 yiNON
— Superisor Request USF ] U PTEes < 50% UsD
— 1st Rust Authorization
USF Job Data Ermployment Data  Earnings Distribution Benefits Program Participation

- Ind Rest Autharization

— Apnrove Reguest USE

— HR Processing USE

— Correct Personnel Action
UsE

— Cancel Personnel Action
USF

— Correct IRR Supplement

- Supolement to IRR USF
— Ch Civil Service

& save | SReturnto Sear:hl [=] matity | U Refresh

UpdalelDlsplayl ] Include History | [E Correct History |

|58 24 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| €] javascript:submitAction_winD{document.wind, JOB_BAS_GROUP_IDfprompt§0’;

|@ Trusted sites

Step

Action

23.

Click the Save button.

24,

End of Procedure.

Entering a Promotion

Procedure

Step

Action

1.

Click the Workforce Administration link.

[ wiarkforce Administration|

Click the Job Data button.

Enter the Employee ID Number into the Search field.

Click the Search button.
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PeopleSoft.

= Joh Information =

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs Dale Eamhardt EMP 1D: 10000248235 EmplRed#

> Employment
Categorization [TA

I Review .Jok Information HR Status: Active Payroll Status:  Active

"Effective Date: 06/04/2007 Sequence: 0 = *Job Indicator | Primary Job j'

Action / Reason: Hire =] |REP Q. Replace Incumbent

Work Location

[Work Location

Assignments
— Add Employment
Ingtance Last Start Date: 0BI04i2007 Termination Date:

Current

— Add Conlingent Wiorker Job End Date
Instance

- Other Payee — | Position Number: 10000033 QU clerasstz Position Entry Date: 0B/04/2007

— Add Additional Overmde Pasition Data I~ position Management Record
Assignment

— Assian sddttional Job Regulatory Region: USA United States
— Additional Appointrient
JEN Company: 501 State of Indiana
B Business Unit: 00030 Gavernor's Office
— Concurent Hire USE
— Current Job Department: 001002 GVYR - State Gowernment Oper Department Entry Date: ORI04/2007
— Pay Rate Change -
— CostRate JPM Location: 0000000809 Gavernors Office
— Calculate Compensatian Establi 1D: 00001 QU State of Indiana
— Employee Request USF
— Supenisor Request USF

— 1st Rost Authorization

Date Created: 0601 3i2007

USF
— 2nd Rost Authorization

Job Data Employment Data  Earnings Distribution Beneiils Program F i ‘

— Approve Request USE
— HE Processing USE
— Correct Personnel Action Es:avel L Returnto Search | [Z]Notify | iPrevioustan | SiMexttab | | Refresh | | UpdsteiDispiay | ] Include History | [E# Correct History

USF
— Cancel Personnel Action ‘Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Cor 1

USF
— Carrect IRR Supplernent [8 24 of 24 - Clipboard
Ttem nat Collected: Delete
— Supplemnent to IRR LUSF items to increass available
= Chy Givil Service EpAce]

T ~[4l 3

|&] bone [ [ [ [ [@ trustedsies

Step | Action

5. Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date of the promotion into the *Effective Date field.

Click the Employee Status list.
IHire j|

8. Select Promotion from the list.

[Fromotion ]

9. Click the Look up (Alt+5) button.

=

10. | Select the appropriate reason code from the list of values.

P& Prormotion - Same Agency]

11. Enter the PCN into the Position Number field.

12. | Press [Tab].

13. Click the Job Information tab.
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PeopleSoft.

= Joh Information

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

[ Reponts

— Beview Staffing
Assignments

— Add Employment
Instance

— Add Conlingent Wiorker
Instance

— Other Payee

— Add Additional
Assignment

— Assign Additional Jab

— Additional Appointrient
JEN

— Hire Ernplovee LSE

— Concurrent Hire USF

— Current Job

— Pay Rate Change

— CostRate JPM

— Calculate Compensation

— Employee Request USF

— Supenisor Request USF

— 1st Rost Authorization

3

[EE]
— 2nd Rost Authorization
— Apnrove Reguest USE
— HR Processing USE
— Correct Personnel Action

Job Information

Dale Eamhardt

Job Information

EMP

ID:

New Window | Hel | Custornize Page | B

10000248235  Empl Red #:

Effective Date: 0B/15/2007 Effective Sequence: 1] D Job Indicator:  Primary Job

Action { Reason: Promotion Promotion - Same Agency Future

Job Code: 003D Clerical Assistant 1 Entry Date: 0B 5i2007

Supervisor Level:

Supervisor ID:

Reports To:

RegularTemporary: Regular FullPart: Full-Time

Empl Class: Quasi A *Officer Code: Maone hd

Reqular Shift: 1 Shift Rate: i ,7
Classified Inde: Unclassifd

Standard Hours

Standard Hours:

Work Period:
FTE:

37.50

Wy
1.000000

Weekly

[¥ Adds to FTE Actual Count?

™ Encumbrance Override

Contract Number:

Q
MNext Contract Murnber

Contract Type:

USF
— Cancel Personnel Action

USE » Eysa
— Carrect IRR Supplement [ 24 of 24 - Clipboard

b Collected: Delet

— supplerentto IRR USE Job Data Employment Data  Earnings Distribution Benefits Program Participation ;::,T;TD m:r:acs:avaﬁailz
= Chy Givil Service EpAce]

YT - |47 v

|&] bone [ [ [ [ [@ trustedsies

14.

Select the appropriate Empl Class from the list of values.

15.

Click the Job Labor tab.

16.

17.

IMpPen

Click the Compensation tab.
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PeopleSoft.

= Joh Infarmation = Mew wilndaw | Help | Custornize Page |

[» Cantract Administration
[» Temporary m
Assignments Compensation
[ French Public Sector
Jobs Dale Eamhardt EMP 1D: 10000248235 EmplRed#
I» Employment Compensation

Categorization [TA D
I> Review Joh Information Effective Date: 06142007 Effective Sequence: o Job Indicator:  Primary Job

> Reports Action { Reason: Promation Promotion - Same Agency Future

— Beview Staffing
Assignments Compensation Rate: 933007 USD QU ‘Frequency: B L Biweekly

— Add Empl it - .
|n51aﬂTE . * Comparative Information
A Contnentaiorier

Instance
— Other Payee E==all Pay Components Ci Finc First [ 1of 1 [¥ Last
— Add Additional I urts TR T o
%iana\ ot *Rate Code Seq c Currency Frequency Percent
— Assign Additional Job
— Additional Appaintrnent 1 |MABWLY [ 1} 933.000000 5] usD QL B QU [=1
JEN
— Hire Emplovee USE Calculate Compensation |
— Concurrent Hire USF
—-C it ok
- %an & Job Data Employment Data  Earnings Distribution Benefits Program Participation ‘
— CostRate JPM

— Calculate Compensatian
— Employee Request USF
— Superisor Request USF &) save | L\ Returnto Search | [=] Notify | @i Previoustab | nflexttab | i Refresh | | FUpdateDispiay | Include History | [E# Correct History

— 1st Rost Authorization
3

Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Cor 1

USF
— 2nd Rost Authorization
— Apnrove Reguest USE
— HR Processing USE
— Correct Personnel Action
UsE
— Cancel Personnel Action
UsE
— Correct IRR Supplement
USF

|52 24 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available

- Supolement to IRR USF
— Ch Civil Service El spare ;
- = e

|@ Trusted sites

]

Step | Action

18. | If necessary, update the bi-weekly compensation rate.

933.000000

19. | Click the Calculate Compensation button.
| Caleulate Compensation I

20. Click the Save button.

21. End of Procedure.
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Entering a Demotion

Procedure

Step Action

1. Click the Workforce Administration link.

[ winrkforce Administration]

2. Click the Job Data button.

Enter the employee id number into the Search field.

Click the Search button.

PeopleSoft.

= Jah Infarmation =
> Contract Administration
[ Ternparary
Assignments
[ French Public Sector
Jobs

Work Location

Dale Eamhardt

EMP ID:

10000248235

Mew Window | Help | Custornize Pags | &5,

Empl Red # 0

> Employment
Categorization [TA
E 29‘”9;‘”““ Information HR Status: Active Payroll Status:  Active =
eports
= a ‘Effective Date: 06152007 [ equences o “Job Indicator | Primary Job j'
— Beview Stafing Action / Reason: Promation ~| PSA QU Promotion - Game Agency
AsSINments
- Add Emplovrent IR
Instance Last Start Date: 06/04i2007 Termination Date:
— add vonlingentviorker
r\nnadlacmsz‘m entiiorker Expected Job End Date [
— Other Payee | Position Number: 10000052 A clerasst Position Entry Date: DB/15/2007
— Add Additional Override Position Data I~ position Management Record
Assignment
— Assign Additional Job Regulatory Region: usA United States
— Additional Appaintrment
JER Company: 501 State of Indiana
— Hire Emplovee USF . _ .
_ Corcurrent Hire USE Business Unit: 00030 Gavernor's Office
— Current Job Department: 00100z GWR - State Gowernment Oper Department Entry Date: 06/04/2007
— Pav Rate Chanae .
_ CostRate JPM Location: 0000000809 Govermors Office
— Calculate Compensatian Establi 1D: 00001 Q  gtate of Indiana
— Employee Request USF
— Superisor Request USE 3
— 1st Rust Authorization Date Created: 0Bi1412007
USF
— 2nd Rost Authorization Joh Data Employment Data  Earnings Distribution Benefits Prograrm P: ‘
USF

— Approve Request USF
— HE Processing USF

— Carrect Personnel Action B save | S\ Return to Sesr:hl [=] notity | = Previous tab | | 3 Next tab

) Refrash | UpdmeDisp\syl £ Inclute History | [E# Correct History

LISF
— Cancel Personnel Action Work Location | Job Information | Job Labor | Payroll | Salary Plan | Cor 1
USE

— Correct IRR Supplement

— Supplement o IRR USF

[ 24 of 24 - Clipboard
Ttem not Collected: Delete
items to Increase available

— Cho Civil Service " q | space J
EE I |@ Trusted sites
Step Action

5. Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date of the demotion into the *Effective Date field.

Select Demotion from the list.

|Demntion |
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Step Action

8. Select the appropriate reason from the list of values.
DSP Derma - Same Agey wiPay Chanqe|

PeopleSoft.

= Job Information = Mewilndow | Helo | Custornize Page | &

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

b Review Jok Information HR Status: Active Payroll Status:  Active

I* Reports
"Effective Date: 06/30/2007 Sequence: 0 = *Job Indicator | Primary Job j'

— BEeview Stafling ol -
B L Action / Reason: z Q
Assignments -

— Add Employment il
Ingtance Last Start Date: 0BI04i2007 Termination Date:

— Add Conlingent Wiorker Job End Date

Instance
- Other Payee — | Position Number: 10000032 QU clerasst Position Entry Date: 06/15/2007

— Add Additional Override Position Data I~ position Management Record
Assignment

— Assign Additional Job Regulatory Region: USA United States
— Additional Apgointment
JEN Company: 501 State of Indiana
b finr LED Business Unit: 00030 Gavernor's Office
— Concurrent Hire LUSF
— Current Job Department: 001002 GVYR - State Gowernment Oper Department Entry Date: ORI04/2007

— Pay Rate Change -
— CostRate JPM Location: 0000000808 Governors Office

— Calculate Compensation Establi 1D: 00001 2 State of Indiana

— Employee Request USF

— Supenisor Request USF Date Created:

— 1st Rost Authorization pmee S
3

Work Location

Dale Eamhardt EMP 1D: 10000248235 EmplRed#

[Work Location

Job Data Employment Data  Earnings Distribution Beneiils Program F

[EE]
— 2nd Rost Authorization
- rove Request USE
— HE Processing USE
— Carrect Personnel Action Es:avel L Returnto Search | [Z]Notify | iPrevioustan | SiMexttab | | Refresh | | UpdsteiDispiay | ] Include History | [E# Carrect Histary
USF
— Cancel Personnel Action Wark Location | Job Infarmation | Job Labor | Payroll | Salary Plan | Car !
USF

— Correct IRR Supplement
USF

|58 24 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space
-4l 3
[0 [T [ | mrusted sites

- Supolement to IRR USF
—Chg Service

Step | Action

9. Enter the PCN into the Position Number field.

10. | Press [Tab].

11. Click the Job Information tab.
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PeopleSoft.

= Joh Information =

[» Cantract Administration

[» Temporary
Assignments

[> French Public Sector
Jobs

> Employment
Categorization [TA

[ Review Job Information

I* Reports

— Beview Staffing
Assignments

— Add Employment
Instance

— Add Conlingent Wiorker
Instance

— Other Payee b

— Add Additional
Assignment

— Assign Additional Jab

— Additional Appointrient
JEN

— Hire Ernplovee LSE

— Concurrent Hire USF

— Current Job

— Pay Rate Change

— CostRate JPM

— Calculate Compensation

— Employee Request USF

— Supenisor Request USF

— 1st Rost Authorization
USF

— 2nd Rost Authorization
— Apnrove Reguest USE
— HR Processing USE

— Correct Personnel Action

Job Information

Dale Eamhardt EP ID: 10000248235  EmplRed

Job Information

Effective Date: 063072007 Effective Sequence: 1] D Job Indicator:  Primary Job

Action { Reason: Cemotion Demo - Same Agey wiPay Change Future

Job Code: 003Lo? Clerical Assistant 2 Entry Date: 0Bf30/2007

Supervisor Level:

Supervisor ID:

Reports To:

RegularTemporary: Regular FullPart: Full-Time

Empl Class: Quasi A *Officer Code: Maone j'

Reqular Shift: 1 Shift Rate: i ,7
Classified Inde: Unclassifd

Standard Hours

Standard Hours: 37.50
Work Period: W Weekly

FTE: 1.000000 [¥ Adds to FTE Actual Count? ™ Encumbrance Override

Contract Number: Q Contract Type:
MNext Contract Murnber

USF
— Cancel Personnel Action

USE » Eysa
— Carrect IRR Supplement [ 24 of 24 - Clipboard

b Collected: Delet

— supplerentto IRR USE Job Data Employment Data  Earnings Distribution Benefits Program Participation ;::,T;TD m:r:acs:avaﬁailz
= Chy Givil Service EpAce]

YT - |47 v

|&] bone [ [ [ [ [@ trustedsies

12.

Change the employee class if necessary.

13.

Click the Compensation tab.
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PeopleSoft.

= Joh Infarmation = New Window | Hel | Custornize Page | B
[» Cantract Administration
> Temporary =
Assignments Compensation
[ French Public Sector
Jobs Dale Eamhardt EMP 1D: 10000248235 EmplRed#
I Employment Compensation
Categorization [TA D
I Review Jok Information Effective Date: DE/30/2007 Effective Sequence: o Job Indicator:  Primary Job
> Reports Action | Reason: Demotion Demn - Same Agcy wiPay Change Future
— Beview Staffing
Assignments Compensation Rate: g4a007 USD QU ‘Frequency: B L Biweekly
— Add Employ it ™ T
Inalamrcne HHmE » Comparative Information
A Contngent Worer
Instance
— Other Payee E==all Pay Components - Fingl First (1] 1o 1 ] Last
— Add Additional I urts TR T o
Assignment

*Rate Code Seq = [ Frequency Percent
— Additional Appaintrnent 1 |MABWLY [ 1} 848.000000 5] usD QL B QU [=1

— Assign Additional Jab

JEN
— Hire Emplovee LUSF Calculate Compensation |
— Concurrent Hire USF
— Current Job
— Pay Rate Change
— CostRate JPM
— Calculate Compensation
— Employee Request USF
— Superisor Request USF &) save | L\ Returnto Search | [=] Notify | @i Previoustab | nflexttab | i Refresh | | FUpdateDispiay | Include History | [E# Correct History
— 1st Rost Authorization

3

Job Data Employment Data  Earnings Distribution Benefits Program Participation ‘

Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Cor 1

[EE]
— 2nd Rost Authorization
— Apnrove Reguest USE
— HR Processing USE
— Correct Personnel Action

UsE
— Cancel Personnel Action
UsE
— Carrect IRR Supplement [ 24 of 24 - Clipboard
USF Ttem nat Collected: Delete
— Supplernent to IRR USF items to increase available
= Chy Givil Service EpAce]
Fromitioe T ~[4l 3
| €] Done [ [ [ [ [@ trustedsies

Step | Action

14. | If necessary, adjust the bi-weekly

843.000000

15. | Click the Calculate Compensation button.
| Caleulate Compensation I

16. Click the Save button.

17. End of Procedure.
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Updating Personal Information

Updating Biographical Information

Procedure

Step

Action

1.

Click the Workforce Administration link.

[ Warkforce Administration]

Click the Modify a Person button.

Enter the employee id number into the Personal Information field. Enter
"10000240692".

Click the Search button.

=

I

> O

PeopleSoft.

& Citizenshin Jennifer Aniston Person ID: 10000240692
& Disability Primary Name First (4] 1 of 1 0 Lact
[» OEE Wvorkforce Survey
CAMN Effective Date: 0471272007 =l
[ Diversity Compliance
LD Format Type: English
— Add a Person Display Name: Jennifer Anistan Hiew Mame
— Person Organizational Biographic Information
Summal -
_ m‘r Ponale Date of Birth: 04i01/1880 [ 27 Years 1 Months Date of Death: [31)
[> Job Infarmation Birth Country: usa Q United States
I Global Assignments B
I» Headcount FPS Birth State: Q
L Leomr Rl siieiiem Birth Location: Waive Data Protection [
[» Abgence and Wacation
[ Leave Administration USF Biographical History ind | First [ 1 o1 1 [ Last
[» Benefit Information NLD
I Flesible Sarice EG ‘Effective Date: 0441272007 [ =
> Tenure FPS Female —
[ Collactive Processes “Gender:
I Self Service Transactions ‘Highest Education Levet: | D-5ome Callege =
[> Workforce Reports " A
| Bt B “Marital Status: [single =] asor: [oan 22007
[ Compensation Language Code: English =
[ Stock ,7
> Time and Labor Alternate ID:
> Payrall for North America I—! ™ Full-Time Student
> Glohal Payroll & Absence

> Payroll Interface

[ Workforce Development
rganizational Development usa  Q Social Security Number =

> Enterprise Leaming

';‘;‘;;gﬂre Monitoring B 5eve | | QRetuntoSearch | [ENatty | | Eiprevioustan | |@inesttab | | s Retesh | | Evadd | | Epdstermisoiay | | 2incude History | | B2 c
- Carnpus Community Biographical Details | Contact Information | Redional

> Student Recruiting “4 19 of 24 - Clipboard
[ Student Admissions o lected i

R Ttem collected. .

Hoime MutiChannel Consols Sign out
Fersonal Informatian = Mew Window | Help | Custornize Pags | & =
[ Bingraphical
[ Organizational
Relationships
[ Persanal Relationships

omt ~ National ID

[Country  [MationalD Tvpe |

ecords and Enraliment ~ |4l

€1

[T T T [@rrusted sies

Step

Action

To make a name change, click the Add a new row at row 1 (Alt+7) button.
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Step | Action

6. Enter the effective date into the *Effective Date field. Enter "050107".

7. Click the Edit Name link.

PeopleSoft.

= Personal Infarmation =
[ Bingraphical
> Crganizational

Relationships Edit Name
[ Personal Relationships English Name Format
I Citizenship
b Disability Prefix: I
> OEE Wiorkfarce Surey

CAN First Name: [Jennifer Widdle Name: E
b Diversity Compliance Last Name: |Ani5mn

NLD

Suffix: | ﬂ

— Persan Organizational s Display Name: Jennifer Aniston

Summary Formal Name: Jennifer Aniston
— Search for Peanle

[> Joh Information Name: Aniston Jennifer E

> Global ignment:

[ Headcount FPS

[» Labor Administration

[> Absence and Vacation

[> Leawe Administration USF
[> Benefit Information NLD
[ Flexible Service EG

[> Tenure FPS

I Gollective Processes

[» Self Service Transactions
[ Workforce Reporte

[+ Benefits

> Compensation

[+ Stock

(> Time and Labor

1= Payroll for Morth America —
> Global Payroll & Absence
higmt

- Payrall Interface

- Warkforce Developrment

- Oryanizational Developrment
> Enterprise Leaming

[ Workforce Monitoring

[ Pension

> Campus Community

> Student Recruiting "
- Student Admissions (3 22 of 24 - Clipboard
[ Records and Enrollment - Ttem collected.

EDUnE | [ [ [ | @ rrustedsies

QK Cancel Refresh

Step Action

8. This example reflects a change in the employee's last name. Enter the last name into
the Last Name field.

9. Click the OK button.
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PeopleSoft.

= Personal Infarmatian = Mew Window | Help | Custornize Page | & =2
[> Biographical
b gg:gﬁ:g&l Biographical Details Contact Infarmation Begional
[ Personal Relationships . . -
b Citizenship Jennifer Anistan-Vaughn Person ID: 10000240692
EEIEEE?/‘\:WM . d First H] 102 O Last
Orkforce Survey

CAN ‘Effective Date;  |05/01/2007 [5) =
[ Diversity Compliance

LD & i *Format Type: English j'

— Add a Person Display Name: Jennifer Aniston-Yaughn
on

— Person Organizational Biographic Information
Summal P
e eanale Date of Birth: 04i01/1880 27 Years 1 Months Date of Death:
1> Joh Infarmation Birth Country: usa @ United States
> Global Assignments N
> Headcount FPS HithSlate: @
b el AR Birth Location: | Waive Data Protection [
[» Absence and Wacation
I Leave Administration USF Biographical History ind | View A First B 1 of 1 D) Last
[> Benefit Information MNLD 7
I Flesibls Sarice EG ‘Effective Date: 04/12/2007 [ =
[> Tenure FPS
. Female B
> Collective Processes ‘Gender: Choose a date (Alt+5)
[ Self Service Transactions *Highest Education Level: [D-50me College =
[> Wiorkforce Reports P " — .
| B Marital Status: [single =l asof: [n4n22007 5
[ Compensation Language Code: English hd
[ Stock ,7
(> Time and Labor Alternate ID:
> Payrol| for Morth America — I Full-Time Student
> Global Payroll & Absence

Mgmt ~ National ID e | Find st (M 1or1 0 et

I'; C\Ianv:’lff!r‘nn:g:\izm et “Country “National ID Tyne Primary ID

- Organizational DE:E\OWM usa @ [Social Security Number ¥ 309-55-5551 2 =

- Enterprise Learming
- YWarkforce Monitoring
> Pension

> Campus Community

Es:avel LLReturn to Seamhl =] netity | Prevmus(ahl Nemahl 3 Refresh | Ehadd | | FlupdsteDisplay | & Include History =44

Bingraphical Details | ContactInformation | Regional
> Student Recruiting aren I I

[ Student Admissions IL:§=24I|I]ff4df Clipboard
- Records and Enroliment ~[4] e collacted, -
| &] javascript:DatePrompt_winD{PERS_DATA_EFFDT_EFFDT$0, PERS_DATA_EFFDT_EFFDTprompth0’, 450" False); [0 [T [ | mrusted sites

Step | Action

10. | To make a change to the employee's gender, highest education level, or marital status,
click the Add a new row at row 1 (Alt+7) button in the Biographical History section.

11. | Enter the effective date of the change into the *Effective Date field.

12. | Click the *Highest Education Level list.
lD-Snme Caollege jl

13. Select the correct education level.
G-Bachelor's Level Degree —I

14. Click the *Marital Status list.
lSingIe jl

15. Select the correct marital status.
|Married |

16. | Enter the effective date of the marital status change into the As of field.

17. Click the Contact Information tab.

act Information
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PeopleSoft.

= Fersonal Infarmation - Mew Window | Heln | Customize Page | B
[> Biographical
[» Organizational
Relationships
> Personal Relationships

Bingraphical Details | Contact Information Regional

b Citizenship Jennifer Anistar-Vaughn Person ID: 10000240692
[> Disahility - ]
b GEE Worklorse Survey Current Addresses iy | Eingd
CAN Address Type |As OfDate  |Status |Address
[ Diversity Compliance 1234 Beach Front Avenue b
LD Horne 041 22007 A Indianapolis, IN 45250 I =

Detal

— Add a Persa Mation
o

Phone Information

Surnmary “Phone Type
[ Global Assignments Email Addresses
[> Absence and Yacation
I: Flexible Service EG & save | E\Returnto Seamhl [=] Notity | (&) Previous tab | (= Mext tab | 4 Refresh | [Es Add UpdateJD\sp\ayl # Include Histary [EF Cont
[> Self Service Transactions

— Search for People
[ Headcount FPS #W,ﬁ’f’f
[» Leawe Administration USF
[> Tenure FPS
> Warkforce Reports

[> Job Information
“E
[» Labor Administration
Business = |test1ester@hmma\\ com
[» Benefit Information NLD
> Collective Processes Bingraphical Details | Contact Information | Regional
[ Benefits

> Compensation
[ Stock
(> Time and Labor

> Payroll for Morth America —

> Global Payroll & Absence
Momt

- Payroll Interface

- Workforce Developrment

> Organizational Develapment

- Enterprise Learming

- YWarkforce Monitoring

> Pension .

> Campus Community |58 24 of 24 - Clipboard
> Student Recruiting Item not Collected: Delste
> Student Admissions items to increase available
> Records and Enroliment ~al SEACE) .
| 2] javascriptisubmitAction_winD{document. wind, ADDRESS_TVPE_Vwihpers$0; [ [ [ [ [@ trustedsies

Step | Action
18. Click the Edit/View Address Detail link.
iewy Address
Dretaif

19.

Utilize the Add Address link to modify address information.

Add Address

20.

To add a telephone number, click the Add a new row at row 1 (Alt+7) button.

21.

Select the correct phone type.

|Ce|lullar j

22.

Enter the phone number into the Telephone field. Enter "6025551213".

23.

To add an additional email address, click the Add a new row at row 1 (Alt+7) button.

24.

Select the correct email type and enter the email address into the *Email Address
field.

25.

Click the Regional tab.
F EL
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PeopleSoft.

= Bingraphical Mew Window | Heln | Customize Page | B

— Add a Person

Regional

— Addilional Names
~Seanh o MtonallD | jeniter aniston Person ID: 10000240892
— Bank Accounts
— Driver's License Data B g
— Etrior Gareer Histary
— Brioryork Experience —

— Molunteer Activities Regulatory Region: 54 Q United States Ethnic Group: VWHITE Q White =l
— General Comments ¥ Primary

— Military Situation FRA
— Birthdays Repart

— Hormne Address Repaort

— Mailing Labels Report ’—
[ Organizational Effective Date: 041202007
Relationships Date Entitled to Medicare: [ Wilitary Status: [inastiva Ressre =l
> Personal Relationships
(> Citizenship Citizenship (Proof 1): Citizenship (Proof 2):
1 (BIEEy F Eligible to Workin U.S.
[+ OEE Wvorkforce Survey
CAN

[ Diversity Compliance
LD

Smoker History

— Add a Persan
— Madify 2 Person I—Ll ’—
— Berson Organizational | ! El
Summary
— Search for Peonle
[> Job Information
> Global Azsignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[> Leawe Administration USF
[> Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions

ESave| .QRatumtnSesr:hl Ewmn” Pvevmustahl Nexttahl r:,Renresh| b Addd UpdateJD\sp\ayl ﬂ\ncludeH\smwl 5 Con

Biographical Details | ContactInformation | Regional

[> Workforce Repors |2 24 of 24 - Clipboard
> Benefits Them not Collected: Delete
- Compensation ikems to increase available
> Stock | space
E=2 e haicll = el
| &] bone [ B[ [ | [@ trustedsies

Step | Action

26. | When making a personal data change, verify that the Ethnic Group field has been
populated. To record the employee's Ethnic Group, click the Look up Ethnic Group
(Alt+5) button.

[

27. Click the correct value in the list.

28. Click the Save button.

29. End of Procedure.
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Updating Emergency Contact Information

Procedure

Step

Action

1.

Click the Workforce Administration link.

[ winrkforce Administration]

Click the Personal Information button.

Personal Information
Mairtain informsation skbo

Click the Emergency Contact button.

Enter the employee id number into the EmplID field.

Click the Search button.

PeopleSoft.

> Personal Relationships d

I Citizenship

> Disability

[» OEE Wvorkforce Survey
CAMN

[ Diversity Compliance
MLD

— Add a Person
— Madify a Person
— Eerson Organizational
Surmary
— Search far People
[ Jab Information
> Global Assignments
[ Headcount FPS
[> Labar Adrministration
[> Absence and Vacation
[> Leawe Administration USF
[> Benefit Information NLD
[> Flexible Service EG
[» Tenure FPS
[» Collective Processes
[+ Self Service Transactions
[ Workforce Reports
[+ Benefits
> Compensation
> Stock
(> Time and Labor
- Payrall for North America
- Global Payrall & Absence
Mot
> Payroll Interface
[ Workforce Development
> Organizational Development
> Enterprise Leaming
[ Workforce Manitaring ed
[ Pension
- Campus Cammunity
> Student Recruiting
> Student Admissians
> Records and Enrollment
- Curriculum Management
> Financial Aid
> Student Financials

> Academic Adwising
[ ntrintar Batatinne -l

Contact Address/Phone Other Phone Mumbers

Mewswindow | Help | Custorize Paae | & =

Jennifer Aniston

Emergency Contact

Person ID:

10000240692

"Contact Name: ‘

*Relationship to Employee: Other j'

I Same Phone as Employee

I Primary Contact

" same Address as Employee

Phone:

Contact Address

Country: USA A United States

Address: Edit Address
Contact Phone

& save | | & Retumto Search | | atity |

Contact AddressiPhone | Other Phone Murmbers

2 24 of 24 - Clipboard
Ttem not Collected: Delets
items to increase available
spare

[T T T [ rrusted sies

Step

Action

Enter the contact's name into the *Contact Name field.
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Step | Action

7. Select the correct relationship.
iFather

8. Click the Primary Contact option.

[ Primary Contact

9. Click the Edit Address link.

10. Enter the contact's address into the Address 1 field.

11. | Enter the contact's city into the City field.

12. Enter the contact's state into the State field.

13. | Enter the contact's zip code into the Postal field.

14. | Enter the contact's county into the County field.

15. Click the OK button.
(0] 14 |

PeopleSoft.

= Personal Relationships
— Dependent Infarrnation
— Emergency Contact
— Depdnt Identification
Details Jennifer Anistan Person ID: 10000240692
— Emergency Contacts
Repart Emergency Contact

— Dependent Benef
Histary FPS *Contact Name: [John Anistan

E g:gﬁ'ﬁ;m ‘Relationship to Employee: Father d ¥ Primary Contact
[> OEE Workforce Survey ™ same Address as Employee

Contact Address/Phane

Other Phone Numbers

FE=

CAN I” Same Phone as Employee
Contact Address

[> Diversity Caompliance
NLD

— Add a Person LSA
— Modify a Person Country: A United States

— Berson Organizational 3 1235DaysDr e
Summary Address: Salem, I 5063 EdiAddress
— Search for People
[+ Job Information S
> Global Azsignments
[ Headcount FPS
[> Labor Administration
[> Absence and Vacation
[> Leawe Administration USF
> Beneft Information NLD EoriuctBhone
[> Flexible Service EG . ’7
I Tenure FPS Phone:
[» Collective Processes
[> Self Service Transactions

[ Workforce Reports —
[+ Benefits
> Compensation
[+ Stock
> Time and Labor
1> Payroll for Morth America
> Glohal Payroll & Absence

Mamt
- Payrall Interface
- Warkforce Developrment
> Organizational Development [ save | E\Returnto Search | [=] Natify [ 22 of 24 - Clipboard
> Enterprise Leaming Item not Collected: Delste
I Waorkforce Manitoring Contact AddressiPhone | Other Phone Murnbers items to increase available
[ Pension ~| space J

@ [ [t

Step | Action

16. | Enter the contact's phone number into the Phone field. Enter "2175558989".
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PeopleSoft.

u =
= Personal Relationships || Mew Wiindow | Help | Custornize Page | -
— Dependent Infarrnation
—Em act
— Depdnt Identification
Details Jennifer Anistan PersonID: 10000240692
— Emergency Contacts
Repart Emergency Contact
— Dependent Benef
Histors FPS *Contact Name: [Jahin Anistan

[> Citizenship “Relationship to Emplayes: Father - ¥ Primary Contact

[ Disability
[> OEE Workforce Survey ™ same Address as Employee

CAN " same Phone as Employee
[> Diversity Caompliance
NLD

Contact Address/Phane

Contact Address

— Add a Person LSA
— Modify a Person Country: A United States

— Person Qrganizational Address: 1235 Days Dr
Hummha[ o Salem, IL 51958
— Search for People
[+ Job Information S
> Global Azsignments
[ Headcount FPS
[> Labor Administration
[> Absence and Vacation
[> Leawe Administration USF
> Beneft Information NLD EoriuctBhone
[ Flexible Service EG
[ Tenure FPS (i
[» Collective Processes
[> Self Service Transactions
[ Workforce Reports —
[+ Benefits
> Compensation
[+ Stock
> Time and Labor
1> Payroll for Morth America
> Glohal Payroll & Absence
Mamt
- Payrall Interface
- Warkforce Developrment
- Organizational Development & save | L\Rsturn to Search | [=7] Notify Lf!.l 22 of 24 - Clipboard
> Enterprise Learning Tkem not Collected: Delete
1> Workforce Monitoring Contact AddressiPhaone | Other Phone Mumhbers items to increase available

> Pension EEEED

Edit Address

2175658989

[0 [T [ | mrusted sites

Step | Action

17. Click the Other Phone Numbers tab.
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PeopleSoft.

Hiome.

u
= Personal Relationships MNew Window | Help \ Customize Page LE,
— Dependent Infarrnation

Other Phone Numbers

Details Jennifer Aniston Person ID: 10000240632
— Emergency Contacts
Beport Emergency Contact First [ 1 of 1 0 Last
- Dependent Benef - =
. tut_lsm L FP3S Contact Name: John Aniston
itizenship =
b Disability Relationship to Employee: Father 7 primary Contact
B gii CRIITITD By Other Phone Numbers for Emergency Contact g First (440 1 (7] Lot
[> Diversity Compliance ‘Phone Type Phone
NLD d
— Add a Persan Campus - EHE
— Modify a Person cellular
— Person Organizational Dormitory
Summary Fax
— Search for People Home
[+ Job Information Main
> Global Azsignments " other
[ Headcount FPS Pager 1
[> Labor Administration Pager 2
[> Absence and Vacation Telex
I Leave Administration USF nz

[> Benefit Information NLD
[ Flexible Service EG
[ Tenure FPS

I> Collective Processes [ save | EReturn to Search Hotify
[> Self Service Transactions
[ Wiorkforce Reports | ContactAddressiPhone | Other Phone Mumbers
[+ Benefits
> Compensation
[+ Stock
> Time and Labor
1> Payroll for Morth America
> Glohal Payroll & Absence
Mamt
- Payrall Interface
- Warkforce Developrment
> Organizational Development [%8, 22 of 24 - Clipboard
> Enterprise Leaming Item not Collected: Delste
[ Workforee Monitoring items to increase avaiable
> Pension «| ERAce)
| &] bone [ [ [ [ [@ trustedsites

Step | Action

18. | Select the correct phone type from the list.

19. | Enter the contact's phone number into the Phone field. Enter "2172514655".

20. Click the Save button.

21. End of Procedure.
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Entering Employment Actions
Entering a Pay Rate Change

Procedure

Step | Action

1. Click the Workforce Administration link.

[ wiarkforce Administration|

2. Click the Job Data button.

3. Enter the employee's id number into the field.

Click the Search button.

ome | Wiorklist | MuttiChannel Con

L PeopleSoft.

Mewswindow | Help | Custornize Paae | &

Work Location Job Information
Lisa Tabor EMP ID: 10000207265  EmplRed# 0
First (1) 4.0t 1 ] Last
HR Status: Active Payroll Status:  Active EI
*Effective Date: 014/18/2006 Sequence: ’70 0 *Job Indicator | Primary.Job j'
Action / Reason: W VEQ ReOrganization
Current
Last Start Date: 0E/26/2000 Termination Date:
Expected Job End Date
Pasition Number: 10002817 S Frogram DirET Position Entry Date: 09/22/2003
w‘ [¥ Position Management Record
Regulatory Region: Usa United States
Company: g0l State of Indiana
Business Unit: oooro State Pergonnel Depament
Department: 045014 SPD - Training and Development Department Entry Date: 04/18/2006
Location: 0000000971 State Personnel Department
Establishment ID: 00001 Q State of Indiana
Date Created: 04/18/2008

Joh Data Ermployment Data  Earnings Distribution Benedts Program Paticination ‘

Seve | 2 Return to Search Notify | EPrevioustab | EiNexttab | Refresh | ElUpcetemisplay Include History Correct History
P

Wyork Lacation | Job Information | Job Labar | Payroll | Salary Plan | Compensation

[ 22 of 24 - Clipboard
Ttem not Collected: Delets
items to increase available
spare

|&] pere [ [ | @ trusted stes

Step Action

5. Click the Add a new row at row 1 (Alt+7) button.

6. Enter the effective date into the *Effective Date field. Enter "051407".
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Step | Action

7. Press [Tab].

8. Click the Employee Status list.
lF'Dsitinn Change j|

9. Select Pay Rate Change from the Action list.
|F'ay Rate Change

10. Enter the correct reason code into the Date Created field.

11. | Click the Compensation tab.

New window | Help | Customize Page | B

Job Labor Salary Plan Compensation
Lisa Tabor EMP 1D: 100002072656  EmplRcd# 0
Compensation Find | Yiew Al First 5] 102 O Last
Effective Date: 051 412007 Effective Sequence; 1] D Job Indicator:  Primary Joh
Action / Reason: Pay Rt Chy Adjustment- No Job Change Fulure
Compensation Rate: 1,590 755 |USD QU ‘Frequency: B QL Biweekly

» Comparative Information

Pay Components Customize |Find | B First [0 1 o1 ¥ Last

I 2mounts  TOCantrals T chai n
‘Rate Code Sen  |CompRate Currency  |Frequency  |Percent
1 [MaBwLY @ [0 1.580.7500005] [usola B Q =

Calculate Compensation |

Job Data Employment Data  Earnings Distribution Benefils Program Participation |

EsEve| EReturnto Sear:hl [=] atify | @ Previoustab | | il tah | ) Refresh | upuateﬂmsplay| A nclue History | [5# Correct History

wiork Location | Job Information | Joh Labor | Payroll | Salar Plan | Compensation

[ 22 of 24 - Clipboard
Ttem not Collected: Delete
items to Increase available
space

User Productivity Kit

|€] pene [ | @ trusted sites

Step | Action

12. | Enter the new biweekly salary into the Comp Rate field.

13. | Click the Calculate Compensation button.
| Caleulate Compensation I

14, Click the Save button.

15. End of Procedure.
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Begin Working Leader Assignment

Procedure

Step Action

1. Click the Workforce Administration link.

[ winrkforce Administration]

2. Click the Job Data button.

3. Enter the employee id number into the field.

Click the Search button.

L PeopleSoft.

Work L ocation Joh Information

Salary Plan

Jennifer Aniston EMP 1D: 10000240682  EmplRed# 0
HR Status: Active Payroll Status:  Active EI
‘Effective Date: P41 22007 [ gequence: [ o *Job Indicator | Primary Job :I'
Action / Reason: Hire ~| [REP QU Replace Incumbent
Current
Last Start Date: 0411242007 Termination Date:
Expected Job End Date
Pasition Number: 10002978 2 accountant 2 Position Entry Date: 0471212007
Override Position Deata I Position Management Record

Regulatory Region: usa United States
Company: 501 State of Indiana
Business Unit: 00300 Deptof Natural Resources
Department: 055166 DR - Manpoweryacancy Department Entry Date: 0401272007
Location: 0000000248 DNR - Central Office
Establishment ID: o001 U state of Indiana

Date Created: 05/12/2007

Job Data Employment Data  Earnings Distribution Benedits Program Participation

B save | E\Return to Search | Notity: | Frevious tab | 3 Next tab

% Refresh | upuateﬂmsplay| A nclue History | [5# Correct History

Wiork Location | Job Information | Joh Labor | Payroll | Salar Plan | Compensation

[ 22 of 24 - Clipboard
Ttem not Collected: Delete
items to Increase available
space

| £] Done |

|@ Trusted sites

Step | Action

5. Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date into the *Effective Date field.

Press the [Tab] key.

Select Pay Rate Change from the Action list.
|F'ay Rate Change i
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Step | Action

9. Click the Look up (Alt+5) button to view a list of reason codes.

[

10. | Select Position Status Change from the list of reason codes.
18 Pasifion Status Change |

L PeopleSoft.

Mew Window | Help | Custormize Page | b5

Work L ocation Joh Information
Jennifer Aniston EMP 1D: 10000240892  EmplRcd# 0
HR Status: Active Payroll Status:  Active =l
‘Effective Date: 05012007 B sequences 0 o *Job Indicator | Primary Job j'
Action /Reason: Position Change =l [STA @ Pasition Status Change
Current
Last Start Date: 04i12i2007 Termination Date:
Expected Job End Date
Position Number: 10002878 A pecountant2 Position Entry Date: 0471212007
Override Position Data ™ Position Management Record
Regulatory Region: UsA United States
Company: S0l State of Indiana
Business Unit: 00300 Deptof Natural Resources
Department: 055166 DMR - Manpowerfyacancy Department Entry Date: 04/12/2007
Location: 0000000248 DNR - Central Office
Establishment ID: oot A state of Indiana
Date Created: 051272007

Job Data Erployrment Data  Earnings Distribution Benefits Program Participation ‘

EsEve| EReturn to Searchl [=] atify | EPrevioustah | SiNedtab | G Refresh | UpdatelD\splayl 2 nclude History | [5# Correct History

Wiork Location | Job [nformation | Job Labat | Payroll | Salar Plan | Compensation

[ 22 of 24 - Clipboard
Item not Collected: Delete
items to increase available
space

| £] Done | @ rusted sites

Step Action

11. | Verify the position number is correct and change if necessary.

10002875

12. Click the Override Position Data button.

| Override Position Data I

13. Click the Job Information tab.

Jab Info
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PeopleSoft.

[ Job Infarmation

I Global Assignments
> Headcount FPS

[» Labor Administration
[» Abgence and Vacation .

b Leavs Administration USF Jennifer Anistan EMP 1D: 10000240682 Empl Red
[» Benefit Information NLD
[» Flexible Service EG

[» Tenure FPS D
I Collective Processes Effective Date: 04112/2007 Effective Sequence: 0 Job Indicator:  Primary Job
I Self Service Transactions . | "
b Warkfarce Repors Action / Reason: Hire Replace Incumbent Current
[+ Benefits
| Cotiupzri(ien *Job Code: nazRA2 O Accountant 2 Entry Date: 041202007 [
[+ Stock
I Time and Labor Supervisor Level: Q

1> Payroll for Morth America

- Glohal Payroll & Absence SupenaEonI: a
Mamt Reports To: Q
- Payrall Interface
I Workfarce Development ‘Regular Temporary: | Regular :I' ‘FullPart: Fulk-Time j'
:; g;?:rr;;:?&a;zle:;\upmem Empl Class: W *Officer Code: ,m
Shift Rate: ’7 ! ,7

> VWarkforce Monitoring ‘Regular Shift:
[ Pension

[ Campus Community "Classified Indc:
[ Student Recruiting Standard Hours

[ Student Admissions
[ Records and Enrollment
> Curriculum Managerment

Standard Hours:

> Financial Aid Work Period:
> Student Financials
[ Academic Advising FTE: ¥ Adds to FTE Actual Count? ™ Encumbrance Override

- Contributor Relations
> Set LUp HRMS

> Get Up SACR
> Enterprize Components

1> Worklist Contract Number: Q Contract Type: bl
> Application Diagnostics eyt Contract Mumber

> Tree Manager
> Reporting Tools

[ PasplaTaols | »E=usa % 24 of 24 - Cliphoard
[ Packaging Them not Collected: Delete
- ESUnit | Job Data Employment Data  Earnings Distribution Benefits Prograrm Participation ftems to Increass availabls
- Careers spacs

|_ ~hannia iy Dasewnrd -4l v

[0 [T [ | mrusted sites

Step | Action

14, Select Work Ldr from the list.

Work Ldr

15. | Click the Compensation tab.
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PeopleSoft.

1> Job Infarmation = New Window | Hel | Custornize Page | B
I Global Assignments
> Headcount FPS

> Labor Administration

Compensation

[» Abgence and Vacation

b Leave Administration USF Jennifer Anistan EWP D 10000240692  EmplReds D

[> Benefit Information MLD Compensation J First [ 4 of 1 ] Last
[» Flexible Service EG [

I Tenure FPS Effective Date: 04/12/2007 Effective Sequence: o i Job Indicator:  Primany Job

[ Collective Processes Action { Reason: Hire Replace Incumbent —

> Belf Setvice Transactions
[ Wiorkforce Reports
I Benefits Compensation Rate: 1250000 USD QU *Frequency: B QL Biweekly

> Compensation
[ Stock * Comparative Information
| el

1> Payroll for Morth America

[ Global Payroll & Absence Pay Components
Mgt s = T

o e e | || e e

I Organizational Development 1 [MABWLY [ o 1,258.000000 usD QL B Q =

> Enterprise Leaming

> Warkforce Monitoring Calculate Compensation |

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Records and Enrollment

> Curriculum Management

I Financial Aid Es:avel L\ Returnto Search | [=] Notify | @i Previoustab | nflexttab | 7 Refresh | | 5UpdateDisplay | ] Include History | [E? Correct History

> Student Financials

[ Acadermic Advising Work Location | Job Information | Job Labor | Payroll | Salary Plan | Cor 1

- Contributor Relations

> Set LUp HRMS

[ Set Lp SACR

> Enterprize Components

[+ Worklist

> Application Diagnostics

> Tree Manager

> Reporting Tools

> PeopleTaols |52 24 of 24 - Clipboard

[ Packaging Them not Collected: Delete

- ESUnit items to increass available

- Careers spacs

L s s @z ~[4l

| Eind First (4] 1 cr 1 [Pl Last

Job Data Employment Data  Earnings Distribution Benefits Program Participation

3

[0 [T [ | mrusted sites

Step | Action

16. | If necessary adjust the biweekly rate of pay in the Comp Rate field.

1,25949.000000

17. | Click the Calculate Compensation button.
| Caleulate Compensation I

18. Click the Save button.

19. End of Procedure.
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End Working Leader Assignment

Procedure

Step | Action

1. Click the Workforce Administration link.

[ winrkforce Administration]

2. Click the Job Data button.

Enter the employee into the Job Information field.

Click the Search button.

PeopleSoft.

Sign out
= Juh Infarmation = Mewswindow | Help | Custornize Paae | &
[ Contract Administration
> Temporary "
Assignments Work Location
[ French Public Sector
Jobs Jennifer Aniston EMP ID: 10000240682  EmplRed# 0
- Employment
Categorization TA
E geviexwob Inforration HR Status: Active Payroll Status:  Active =
eports -
— Job Data *Effective Date: 0401272007 Sequence: o *Job Indicator | Primary Job j‘
— Review Stafling Action / Reason: Hire ~| |REP O Replace Incurnbent
Assignments
- Add Employment et
Instance Last Start Date: 0411242007 Termination Date:
— Add Cantingentyorker
ﬁidtaﬁigm ent orker Expected Job End Date
— Other Payee — | Position Number: 10002878 Q Accountant 2 Position Entry Date: 044122007
~ Add Additional Wse Position [Jata I~ Position Management Record
Assignment
— Assign Additional Job *Regulatory Region: N United States
— Additional Appaintment
JPN Company: 501 State of Indiana
— Hire Employee LISk ‘Busi it:
Hirs Employee USF Business Unit: 00300 G Dept of Matural Resources
— Concurrent Hire USF
— Current Job ‘Department: 055166 Q DNR - Mangp acan Entry Date: 041262007 )
— Pay Rate Change - ’7
- CostRate JPN Location: 0000000248 QL pR- Central Office
— Calculate Compensation ID: 00001 Q State of Indiana
— Emplovee Request LISF
— Supenisor Regquest USF -
15t RustAUthanzation Date Created: 05/12i2007
LISE
— 2nd Rost Authorization Joh Data Employment Data  Earnings Distribution Benefits Program Padicination ‘
USF
— Approve Reguest USE
— HR Processing USF
*W B save | LA Return to Sear:hl [=] watity | fEiPrevious tah | |ShNexttak | | s Refresh | UpdalelDlsp\ayl A Include Histary | [E# Correct History

— Cancel Persannel Action
USF
— Carrect IRR Supplement

— Supplemnentto IRR LUSF
— Chao Givil Service

oY il

Wark Location | Job Inforrmation | Job Labor | Payroll | Salary Plan | Cor 1

2 24 of 24 - Clipboard

Ttem not Collected: Delste
items to increase available
space

¥

|@ Trusted sites

Action

Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date into the *Effective Date field.

Last changed on: 6/26/2007 11:21 AM
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Step | Action

7. Select Position Change from the Employee Status list.
IPositinn Change j|

8. Enter STA into the Reason Code field.

PeopleSoft.

= Job Information - New Window | Hel | Custorize Page | B, 4]
[» Cantract Administration
[» Temporary

Job Information

Assignments
[> French Public Sector

Jobs Jennifer Anistan EMP 1D: 10000240682 Empl Re 0
I» Employment Job Information
Categorization [TA
[ Review Job Information D
[ Repors Effective Date: 06/01/2007 Effective Sequence: 1] Job Indicator:  Primary Job
ita Action { Reason: Posn Chg Position Status Change Future
— Beview Staffing
Assignments
— Add Employment *Joh Code: 02RA2 O Accountant 2 Entry Date: 04/12/2007 [
Instance ,—
— Ald Confingent Worker Supervisor Level: =
_ Ig&'::;z - | | Supenvisor ID: Q
- Add Agaiional Reports To: Q
Assignment
— Ascign Additional Job ‘Regular Temporary: | Regular :I' ‘FullPart: Fulk-Time j'
— Additional Appainiment 5 - " 5 hd
j\gamonal Appointrent Empl Class: Orig WT Officer Code: Maone
~ Hire Employee USE *Regular Shift: Work Lor_=] Shift Rate: i
— Concurrent Hire LSFE N . . 1
— Current Job Classified Indc: 2
— Pay Rate Change Standard Hours 3
— Cost Rate JPHN Compressed
— Calculate Compensation Howrs: [T
— Employee Request USF OT Bonus
— Superisor Request USF Work Period: Rotating ekly
— 1st Rost Authorization
UsF FTE: ¥ Adds to FTE Actual Count? ™ Encumbrance Override
— 2nd Rost Authorization
LISF
— Approve Reguest USE Contract #
— HR Processing USE . ’7 . —
_ Correct Personnel Action Contract Number: Q Contract Type:
USF eyt Contract Mumber
— Cancel Personnel Action
USF
_ Cortest IRR Supplement » E=ygp [ 24 0of 24 - Cliphoard
Ttem nat Collected: Delete
- Supplernent to IRR USF | Joh Data Erplowrment Data  Earnings Distribution Benefits Froqram Particination Fensltolpciesselavalzbic
— Ch Clvll Service space
) e ~[4l o |
[&l [ [ [ [ [@ trustedsies

Step | Action

9. Select 1 from the list of values.

10. | Click the Compensation tab.
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PeopleSoft.

= Joh Infarmation = New Window | Hel | Custornize Page | B
[» Cantract Administration
[» Temporary

Assignments Compensation

[> French Public Sector

Jobs Jennifer Anistan EMP 1D: 10000240692  EmplRed#
I» Employment Compensation

Categorization [TA D
I Review Job Information Effective Date: 060172007 Effective Sequence: [ Job Indicator:  Primany Job
b Repots Action { Reason: Posn Chg Fosition Status Change Future
— Beview Staffin

Assignments Compensation Rate: 1250000 USD QU *Frequency: B L Biweekly

— Add Empl it - .
|n51aﬂTE . * Comparative Information
A Contnentaiorier

Instance
— Other Payee il Pay Components First (4] 1 cr 1 [Pl Last
— Add Additional I urts TR T o
Assignment
— Assign Additional Jab

*Rate Code Seq = [ Frequency Percent
— Additional Appaintrnent 1 |MABWLY [ 1} 1,259.000000 5] usD QL B QU [=1

JEN
— Hire Emplovee LUSF Calculate Compensation |
— Concurrent Hire USF
— Current Job
— Pay Rate Change
— CostRate JPM
— Calculate Compensation
— Employee Request USF
— Superisor Request USF &) save | L\ Returnto Search | [=] Notify | @i Previoustab | nflexttab | i Refresh | | FUpdateDispiay | Include History | [E# Correct History
— 1st Rost Authorization

3

Job Data Employment Data  Earnings Distribution Benefits Program Participation ‘

Wark Location | Job Information | Job Labor | Payroll | Salary Plan | Cor 1

[EE]
— 2nd Rost Authorization
— Apnrove Reguest USE
— HR Processing USE
— Correct Personnel Action

UsE
— Cancel Personnel Action
UsE
— Carrect IRR Supplement [ 24 of 24 - Clipboard
USF Ttem nat Collected: Delete
— Supplernent to IRR USF items to increase available
= Chy Givil Service EpAce]
Fromitioe T ~[4l 3
| €] Done [ [ [ [ [@ trustedsies

Step | Action

11. | Adjust the biweekly compensation rate in the Comp Rate field.

1,2599.000000

12. | Click the Calculate Compensation button.
| Caleulate Compensation I

13. Click the Save button.

14. End of Procedure.
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Permanent Status/Extend Working Test

Procedure

Step | Action

1. Click the Workforce Administration link.

[ winrkforce Administration]

Click the Job Data button.

Enter the employee id number into the field.

Click the Search button.

L PeopleSoft.

Work Location

Jennifer Anistan

EMP o:

10000240892

EmplRcd# [

HR Status: Active Payroll Status:  Active
*Effective Date: 050107] Sequence: g O “Job ndicator | Primary Job x|
Action / Reason: Hire v| |REF QL Replace Incumbent
Current
Last Start Date: 04¢12J2007 Termination Date:
Expected Job End Date
Position Number: 10002676 R accountant 2 Position Entry Date: 041122007
Override Position Dafa I” Pasition Management Record

Regulatory Region: Usa United States
Company: sol State of Indiana
Business Unit: 00200 Deptof MNatural Resources
Department: 055166 DNR - Manpowerfacancy Department Entry Date: 0411272007
Location: 0000000248 DR - Central Office
Establishment ID: 00001 Q State of Indiana

Date Created: 05/12/2007
Joh Data Ermployment Data  Earnings Distribution Benedts Program Paticination

& seve | E\Return to Search | [=] Matify | Previous tab | 5 Next tab

U Refresh | UpdatelD\splayl A nclude History | [ Correct Histary

Wyork Lacation | Job Information | Job Labar | Payroll | Salary Plan | Compensation

[ 22 of 24 - Clipboard
Ttem not Collected: Delets
items to increase available
spare

|@ Trusted sites

Step Action

Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date into the *Effective Date field. .
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Step

Action

7.

Select Data Change from the list.
nData Change |

Click the Look up (Alt+5) button.

=

Select the appropriate reason code (Completed Working Test or Extended Working
Test) from the list.
lowT Completed Working Test |

L PeopleSoft.

Work L ocation Infort Job Lahar
Jennifer Aniston EMP 1D: 10000240682  EmplRed# 0
HR Status: Active Payroll Status:  Active EI
‘Effective Date: 05112007 B Sequence: 0 o *Job Indicator | Primary Job :I'
eton R Data Change =l ewT @ Completed Working Test
Current
Last Start Date: 0411242007 Termination Date:
Expected Job End Date
Pasition Number: 10002978 2 accountant 2 Position Entry Date: 0471212007
Qverride Position Data I Position Management Record
Regulatory Region: usa United States
Company: 501 State of Indiana
Business Unit: 00300 Deptof Natural Resources
Department: 055166 DR - Manpoweryacancy Department Entry Date: 0401272007
Location: 0000000248 DNR - Central Office
Establishment ID: o001 U state of Indiana
Date Created: 05/12/2007

Job Data Employment Data  Earnings Distribution Benedits Program Participation ‘

EsEve| EReturnto Sear:hl [=] atify | [ Previoustah || GiNedtab | Refresh | upuateﬂmsplay| A nclue History | [5# Correct History

Wiork Location | Job Information | Joh Labor | Payroll | Salar Plan | Compensation

[ 22 of 24 - Clipboard
Ttem not Collected: Delete
items to Increase available
space

| £] Done [ | rrusted sites

Step

Action

10.

Click the Job Information tab.

Job Information
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L PeopleSoft.

Bayroll

Jennifer Aniston EMP

Job Information

|

Effective Date: 05172007 Effective Sequence: Job Indicator:  Primary Job

Action / Reason: Data Chg Completed Working Test Current

Job Code: 002RAZ Accountant 2 Entry Date: 0422007

Supervisor Level:

Supervisor ID:

Reports To:

RegularTemporary: Regular FullPart: Full-Time

Empl Class: Orig 'WT j' *Officer Code: Mone hd

Reqular Shift: LEQ'E'EW‘ = Shift Rate: A

Classified Indc:
it

Standard Hours

Prarno Wi
Standard Hours: Quasi
Surn Intetn
Work Period: Ternporary ekly
Trainee
FIE: KOrig WT ¥ Adds to FTE Actual Count? I~ Encumbrance Override
#Promo WT
Contract Number: Q Contract Type:
Next Contract Number

neen |

Mew Wiindow | Help | Custornize Page |

» E=usa : .
|58 22 of 24 - Clipboard
Job Data Employment Data  Earnings Distribution Benefils Program Participation ?::,T;riont‘:ﬂ;c;:ivgﬂiﬁ:
spacs
|&] bone [ [ [ [ [@ trustedsites

11.
Perm Stat

Select the appropriate employee class (Perm Status, XOrig WT, or XPromo WT).

12. | Scroll to the bottom of the page.

13. Click the Save button.

14. End of Procedure.
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Entering a Suspension

Procedure

Step

Action

1.

[ winrkforce Administration]

Click the Workforce Administration link.

PeopleSoft.

S8

ﬁ Workforce Administration

Hire employess, add non-employees, maintain personal and job data, administer global assionments, labor relations, sbsence and vacation

Personal
Mairtain informeation about & person regardiess of Jobs
I Add @ Person
=] Maclify & Person
= Person Oroenizational Summary.

8 Mare:

ﬁ Headcount FPS

Contains paves to set up the headcourt management
system (define CAECS, Finance Act and budget lines),
manage the commitment accounting entity (allocation,
dealiocation, stamps), and calculats the workforce
[ Manage CAE
[ Calculate Headcount
[ Review Headeount

2More:

Leave Ad USFE
S Fetteral Leave Administration

[ Manage Leave Information
[ Reports

ﬁ Tenure FPS
Contains pages to calculate tenure dates, idertifie
employess with an ending probation period, validste the
probation period and sssign 3 new status
= Calculate Tenure Date
= Calculate Future Tenures
= Trainees ta be Given Tenures
2More...

Workforce Reports

General ¥orkforce Reporting
= Employes Turnover Analysis
= Pending Future Actions

= Primary Job Audit

tormation about & person tied to a specific job

=l Job Deta
= Rewvigw Staffing Assignments
=] Al Emplorviment Inestance

55 More..

istration

ﬁ Labor Admis
Acminister workioree agreements, lavoffs, recalls and
disciplinary actions
(B Linion Wiarkforoe Momt Center
[ age Progression
[ Laynffs and Recalls
10 Mare

ﬁ it Info NLD

Administer additional beneft and salary information for
employees in The Metherlands in order 1o collect the
information you need to pass ta external payroll products
far further processing.
[ Maintain General Information
[ Enroll in Benefits
[ Azsign Earnings and Deductions

2More...

ﬁ Collective Processes
Pracesses that affect multiple people
=l Retresh Compensation
=l Process Automated Actions USF
=l Process WGl Suto fction LSF
16 More

~

~

4

Edit "Wiorkforce Administration” Folder

Global Assignments

Track assignment data; Maintain assines qualfications,
educational allowances and ather education relsted
informatian

[ Track Assignment

[ Assignes Qualifications

[ Educational Allovwances

Absence and Vacation
Idertifies absence and vacation, including specific types of
leave. Alsa allows working time montaring
(1 Track Absence History
[ Creste Yacation Schedule
[ Absence Reports
3 Mare.

exible Service EG
Mairtain flexible service rules; Calculate and print employee
service data.
=l pefine Service Rules
=l Flexible Service
=l service History
I hore...

Self Service Transactions
Administer Self Service workflow transactions.
=] wiorkilow Incuiry
=l warkilow Inguiry (USF
FEIFull Time/Part Time Chanoes
10 More

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

55 More
|&] bone

@ Trusted sites

Step

Action

Click the Job Data button.

Enter the employee id into the field.

Click the Search button.
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L PeopleSoft.

Work Location
Jennifer Aniston EMP 1D: 10000240692  EmplRed#
Work Location I First 4 1 of 1 0 Last
HR Status: Active Payroll Status:  Active EI
*Effective Date: Dart 212007 Sequence: ’_D 0 *Job Indicator | Primary.Job j'
Action / Reasomn: Hire v [REP QU Replace ncumbent
Current

Last Start Date: 04112/2007 Termination Date:

Expected Job End Date

Paosition Number: ’WQ Accountant 2 Position Entry Date: 041212007

Override Position Dete I Position Management Record

Regulatory Region: USA United States

Company: 50! State of Indiana

Business Unit: 00300 Dept of Matural Resources

Department: 055166 DNR - Manpowerivacancy Department Entry Date: 041122007
Location: 0000000248 DR - Central Office

Establishment ID: 00001 QU gtate of Indiana

Date Created: 081272007

Mew Window | Help | Custormize Page | 5,

Job Data Employment Data  Earnings Distribution Benedls Program Participation

&) save | A Returnto Search | [Z] Matify | & Previoustab | SiNexttab | Refresh | EUpdateDisplay | ] Include History | [&# Correct History

Wyork Location | Job Information | Job Labaor | Payroll | Salary Plan | Compensation

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone [

[ [ | trusted sites

Step | Action

5. Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date into the *Effective Date field.

Select Suspension from the list.
|Suspensiun hd

8. Click the Look up (Alt+5) button.
[a]

9. Select the appropriate reason code from the list.
DAG Disciplinary Action |

Last changed on: 6/26/2007 11:21:00 AM

74




75

ORACLE’

User Productivity Kit

Training Guide

Workforce Administration for Quasi Agencies v8.9

Hiome.

L PeopleSoft.

Work Location

Jennifer Aniston

= [ Sign out

Work Location
HR Status: Active Payroll Status:  Suspended EI
*Effective Date: n5/m1i2007 Sequence: ’_D *Job Indicator | Primary.Job j'
Action / Reason: Suspension b mo\ Disciplinary Action
Current
Last Start Date: 04112/2007 Termination Date:
Expected Job End Date
Last Date Worked: 04i30/2007 I™ override Last Date Worked Expected Return Date:
Position Number: 10002976 A accountant 2 Position Entry Date: 0471212007
Qverride Position Data I~ Position Management Record
Regulatory Region: usa United States
Company: 50! State of Indiana
Business Unit: 00300 Dept of Matural Resources
Department: 055166 DR - ManpowerVacancy Department Entry Date: 04/12/2007
Location: 0000000248 DNR - Central Office
Establishment 1D: o001 A state of Indiana
Date Created: 05/12/2007
Job Data

Employment Data  Earnings Distribution Benedits Program Participation

& save | E\Return to Search | [=] Motify Previoustab | @SRiNexttab | ) Refresh

Jupesteisplay | ) Incluce History | [5# Correct History

Wiork Location | Job Information | Job Labor | Payroll | Salar Plan | Compensation

|&] bone

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|@ Trusted sites

Step | Action

10. Click the Save button.

11. End of Procedure.

Entering a Termination

Procedure

Step Action

1. Click the Workforce Administration link.
[ Warkforce Administration]

2. Click the Job Data button.

3. Enter the employee id number into the EmplID field.

Click the Search button.
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L PeopleSoft.

Work Location
Jennifer Aniston EMP 1D: 10000240692  EmplRed#
Work Location I First 4 1 of 1 0 Last
HR Status: Active Payroll Status:  Active EI
*Effective Date: 047122007 Sequence: ’_D 0 *Job Indicator | Primary.Job j'
Action / Reason: Hire =] [REP Q. Replace Incumpent
Current

Last Start Date: 04112/2007 Termination Date:

Expected Job End Date

Position Number: 10002876 QU accountant 2 Position Entry Date: 0471 212007

Override Position Dete I Position Management Record

Regulatory Region: USA United States

Company: 50! State of Indiana

Business Unit: 00300 Dept of Matural Resources

Department: 055166 DNR - Manpowerivacancy Department Entry Date: 041122007
Location: 0000000248 DR - Central Office

Establishment ID: 00001 QU gtate of Indiana

Date Created: 081272007

Job Data Employment Data  Earnings Distribution Benedls Program Participation ‘

&) save | A Returnto Search | [Z] Matify | & Previoustab | SiNexttab | Refresh | EUpdateDisplay | ] Include History | [&# Correct History

Wyork Location | Job Information | Job Labaor | Payroll | Salary Plan | Compensation

Mewilndow | Helo | Custornize Page | &

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| oore [

|@ Trusted sites

Step | Action

5. Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date into the *Effective Date field.

Select Termination from the list.

an

Enter the correct reason code into the Reason field.

Click the Save button.

10. End of Procedure.
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Family Status Change
Family Status Change

Procedure

Step | Action

1. Click the Workforce Administration link.

[ Warkforce Administration]

PeopleSoft.

Eilg

ﬁ Workforce Administration

Hire employees, add non-employees, maintain personal and job data, administer global assignments, labor relations, absence and vacation

for further processing

[ Maintain General Information

[ Enrol in Benetits

[ Assion Earnings and Deductions
2 Mare

ﬁ Tenure FPS ﬁ Collective Processes
Cortaires pages to calculate tenure dates, identifie Processes that aftect multiple people

employees with an ending probetion period, valdete the
probation period and assign & new status = Process Automated Actions USF
[ Caloulats Tenure Date: =] Process WG| Auta Action USF
= Calculate Future Tenures 16 More
= Trainees to be Given Tenures

2 hore

= Refresh Compensation

Workforce Reports
General Workforce Reparting
= Employee Turnover nalysis
= Pending Futurs Actions
= Primary Job Audit

58 More

ﬁ Persona at ﬁ Job Informati
Maintain information about & person regardisss of Jobs Wsintain information sbout & person tied to @ specific job
= Add & Person recond
= Modlify a Person =l Job Data
=] Person Organizational Sumimary =l Review Staffing Assionments
8 More.. =] il Employment Instance
55 More..
ﬁ Headcount FPS ﬁ abor Administration
Contains pages to set up the headeourt management Administer workforee agresments, layatts, recalls and
system (define CAECs, Finance Act and budget lines), disciplinary actions
manage the commitment accounting entity (allocation, [ Union Workforce Momt Center
dealiocation, stamps), and calculate the warkforce. [ Wane Progression
[ Manage CAE [ Lavoffs and Recalls
[ Calculate Heaticount 10 More:
[ Rewiew Headcount
2More..
ﬁ Leave Administration USF ﬁ Betlefit nformation NLD
Us Federal Leave Administration Administer additional benefit and salary information for
T e, emplayees in The Netherlands in order to collect the
i information you need to pass to external payral products

Edit "Wyioricforce Administration” Folder

Global Assignments

Track assignment data; Maintain assines gualfications,
educational alowances and other education related
informetian.

[ Track Assionmert

[ Assignes Qualifications

[ Edusational Alloveances

Absence and Vacation
Identifies absence and vacation, including specific types of
leave. Also allows working time monitoring
[ Track Absence History.
[ Create Yacation Schedule
[ Ahsence Reports
3More

Flexible Service EG
Mairtain flexible service rules; Calculate and prirt employee
service data
FElDefine Servics Rules
=l Flexble Service
[Elservice History.
7 More...

Self Service Transactions
Administer Self Service workflow transactions
=l worktlow Inuiry
=l warkflow Incuiry (LISF
=1 Full Time/Part Time Changes
10 Mars

1 22 of 24 - Clipboard
Ttem not Collected: Delete
items to increase available
spare

&

@ Trusted sites

Step Action

2. Click the Job Data button.

3. Enter the employee id number into the field.

4, Click the Search button.
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ne | Wiorklist | MuttiChe

L PeopleSoft.

Mewilndow | Helo | Custornize Page | &

Work Location Jaob Infarmation

Jennifer Aniston EMP 1D: 10000240692  EmplRed#
Work Location A First 4 1 of 1 0 Last
HR Status: Active Payroll Status:  Active EI
‘Effective Date: ’W Sequence: ’_D D "Job Indicator W
Action / Reason: Hire =] [REP Q. Replace Incumpent
Current
Last Start Date: 04112/2007 Termination Date:
Expected Job End Date
Position Number: 10002876 QU accountant 2 Position Entry Date: 0471 212007
Override Position Dete I Position Management Record
Regulatory Region: USA United States
Company: 50! State of Indiana
Business Unit: 00300 Dept of Matural Resources
Department: 055166 DNR - Manpowerivacancy Department Entry Date: 041122007
Location: 0000000248 DR - Central Office
Establishment ID: 00001 QU gtate of Indiana
Date Created: 081272007

Job Data Employment Data  Earnings Distribution Benedls Program Participation ‘

&) save | A Returnto Search | [Z] Matify | & Previoustab | SiNexttab | Refresh | EUpdateDisplay | ] Include History | [&# Correct History

Wyork Location | Job Information | Job Labaor | Payroll | Salary Plan | Compensation

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone [ [ [ [ [@ trustedsites

Step | Action

5. Click the Add a new row at row 1 (Alt+7) button.

Select Family Status Change from the list of Action codes.
|Fami|y Status Change Lﬂ

8. Click the Look up (Alt+5) button.
[A]

9. Select the appropriate reason code from the list.
Im Ermnp Marriace Eff on Event Ot |

10. Click the Save button.
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L PeopleSoft.

e window | Help | Custorize Pag Saved

Work Location Job Information
Jennifer Aniston EMP 1D: 10000240892  EmplRcd# 0
First 4] 102 O past
HR Status: Active Payroll Status:  Active =l
‘Effective Date: osr1502007 |5 Sequence: [ g o *Job Indicator | Primary Job j'
Action / Reason: [Family Staws Ghange =] MRI @ Ernp Martiage Eff on Event Dt
Future
Last Start Date: 04i12i2007 Termination Date:
Expected Job End Date
Position Number: 10002878 A pecountant2 Position Entry Date: 0471212007
Override Position Data ™ Position Management Record
Regulatory Region: UsA United States
Company: S0l State of Indiana
Business Unit: 00300 Deptof Natural Resources
Department: 055166 DMR - Manpowerfyacancy Department Entry Date: 04/12/2007
Location: 0000000248 DR - Gentral Office
Establishment ID: oot A state of Indiana
Date Created: 051272007
Job Data Emplosment Data  Earnings Distripution Berefits Program Fanicipation

] SRetunto Searchl [=] atify | EPrevioustah | SiNedtab | G Refresh | UpdatelD\splayl 2 nclude History | [5# Correct History

Wiork Location | Job [nformation | Job Labat | Payroll | Salar Plan | Compensation

[ 22 of 24 - Clipboard
Item not Collected: Delete
items to increase available
space

| £] Done

[T T T T [@ rrusted sies

Step Action

11. | Asaresult of a marriage, divorce, or death of a spouse, the employee's personal data

and marital status.

Click the Expand (Ctrl+Y) Menu button.

may require modification. In this example, the employee has submitted a family status
change due to marriage, which will require the user to update the employee's last name

12. Click the Personal Information link.

[ Personal information]
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PeopleSoft.

S8

i

ﬁ Personal Information
Mairtain information about a person regardless of Jobs

E" Add a Person
£dd a new person to the system

E Search for People
Search for people in the detabase using flexible
SearchMatch criteria

ﬁ Personal Relationships
Creste or modify the relationships thal a person has
= Dependert Informetion
= Emergency Contact
=) Depnt Idertification Detalls
2More..

ﬁ OEE Wor kforce Survey CAN

= wiorkforce Survey Result
= Otficial Lanouages
=] Gruops by Emplymt Tvoe Rpt

3 More

Track compliance with Recard Ontario Employment Equity
Commission (OEEC) workforce survey results for Canada

Modify a Person
Madify & person's basic information, such s name and
contact information

ﬁ Biographical
Maintain biographic information for & person including

names, addresses, drivers licenses, bank accourts, ete.

=] Add & Person

= Modify & Person

= Additioresl Names:
11 More..

ﬁ Citizenship
Cilizenship, Visa, Permits information for = Person
= |dentification Data
= Emplovee Presence Test USA
= Ciizenship/Courtry/viss Audt
=] Passport/visa Expiration Audit

ﬁ Diversity Compliance NLD

Track compliance with the Dutch SAMEN diversity law
=l Law SAMEN Revistration
=l Law SAMEN Report

Edit "Personal Information” Folder

ﬁ Person Organizational Summar
‘iew a summary of all the organizational relationships for a
persan

ﬁ Organizational Relationships
Create or modify the organizational relationships that &
Persan can have.
=l Mew Emplovment Instance
=l Newv Contingent Worker Instance
=l Addl 8 POI Relationshia
Ehlore...

ﬁ] Disability
Indicste if & worker is disabled and to record details of the.
disabilty

= Disabilties

= Disahilties BRA

= Disability Catenory Setup GER
ZMore...

|52 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone

|@ Trusted sites

Step | Action

13.
P=| hodify & Person

Click the Modify a Person button.

14.

Enter the employee id number into the Biographical field. Enter "10000240692".

15.

Click the Search button.
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PeopleSoft.

= Biographical =
— Add a Person

— Modify a Person

— Addilional Names

— Search by National ID

— Bank Accounts

— Driver's License Data

— Etrior Gareer Histary
=)

— Erior\ork Experience

— Yolunteer Activifies

— General Comments

— Military Situation FRA

— Birthdays Report

— Home Address Report

— Mailing Lahels Report

[ Organizational
Relationships

> Personal Relationships

[ Citizenship

[ Disability

[+ OEE Wvorkforce Survey
CAN

[ Diversity Compliance

LD

— Add a Persan
— Madify 2 Person
— Berson Organizational |
Summary
— Search for Peonle
[> Job Information
> Global Azsignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[> Leawe Administration USF
[> Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Wiorkforce Reports

Mevewindow | Helo | Customize Paae | W5 |

Biographical Details

Person ID: 10000240692

Jennifer Anistan

Effective Date: 0471272007
Format Type: English
Display Name: Jennifer Anistan e hame

Biographic Information

Date of Birth: | 04/01/1980 | 27 Years 1 Months DateofDeath: | [
Birth Country: ~ |USA Q United States

Birth State: [ e

Birth Location: ‘ Waive Data Protection [~

FwEtE\DHEL it

Biographical History

0411272007 [ =

‘Effective Date:
‘Gender: Female jv
*Highest Education Level: I D-Some College =l

=] Asof: (o4 22007 [

‘Marital Status: | Single

-

I Full-Time Student

Language Code:

Alternate ID:

First E 1of 1 E Last

~ National ID

usa Q. [Social Security Number = 309-55-5551 Il =]

Es:avel LLReturn to Seamhl =] netity | Prevmus(ahl Nemahl 3 Refresh | Ehadd | | FlupdsteDisplay | & Include History =44

Biographical Details | Contact Information | Regional

|52 22 of 24 - Clipboard
Ttem nat Collected: Delete

[ Benefits
e items to increass available
> Stock il iacve—”_
= [T T T T @ Tnustedsites

Step Action

16.

Click the Add a new row at row 1 (Alt+7) button.

17.

Enter "0515

o7".

Enter the effective date of the family status change into the *Effective Date field.

18.

Edit Matne

Click the Add Name link.
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PeopleSoft.

= Bingraphical = Mew Window | Help | Custornize Page | 18
— Add a Persan

— Additional Name Edit Name

— Search by National ID English Name Format
= Bank Accounts

— Driver's License Data Prefix: _j'

— Prior Career History N N
PS5 First Name: [Jenniter Middle Name: E

— Brioryork Experience Last Name: |aniston
— Molunteer Activities
— General Comments Suffix: I ﬂ
— Military Situation FRA o _ )
— Birthdays Report " Display Name: Jennifer Aniston
— Home Address Report :
_ Wailing Labels Reporl Formal Name: Jennifer Aniston
[» Organizational Name: Anistan Jennifer E
Relationships
> Personal Relationships oK
[ Citizenship
[ Disability
[+ OEE Wvorkforce Survey
CAN
[ Diversity Compliance
LD

Cancel Refresh

— Add a Persan
— Madify 2 Person
— Berson Organizational |
Summary
— Search for Peonle
[> Job Information
> Global Azsignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[> Leawe Administration USF
[> Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
I Wiorkforce Reparts [ 22 of 24 - dlipboard
> Benefits Them not Collected: Delete
| Compensation items to increase avaiable
> Stock Shoce)

[Eiooe [ [@ e

Step | Action

19. | Enter the last name into the Last Name field. Enter "Vaughn".

20. Click the OK button.

Last changed on: 6/26/2007 11:21:00 AM
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PeopleSoft.

— Search by National ID
— Bank Accounts
— Driver's License Data
— Etrior Gareer Histary
=)
— Erior\ork Experience
— Yolunteer Activifies
— General Comments
— Military Situation FRA
— Birthdays Report
— Home Address Report
— Mailing Lahels Report
[ Organizational
Relationships
> Personal Relationships
[ Citizenship
[ Disability
[+ OEE Wvorkforce Survey
CAN
[ Diversity Compliance
LD

— Add a Persan

— Madify 2 Person

— Berson Organizational |
Summary

— Search for Peonle
[> Job Information
> Global Azsignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[> Leawe Administration USF
[> Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Wiorkforce Reports
> Benefits

Contact Infarmation Begional

Mevewindow | Helo | Customize Paae | W5 |

Jennifer Anistan-Vaughn Person ID: 10000240692

First (1 1 o2 B Last
HE=

051152007 [

“Effective Date:
*Format Type: English -
Display Name: Jennifer Anistan-yaughn i hame

Biographic Information

Biographical History

“Effective Date:

‘Gender:
“*Highest Education Level:

‘Marital Status:
Language Code:

Alternate ID:

Date of Birth: | 04/01/1980 | 27 Years 1 Months DateofDeath: | [
Birth Country: ~ |USA Q United States

Birth State: [ e

Birth Location: ‘ Waive Data Protection [~

Find | i 41

0411212007 [H
Female d

First E 1of 1 E Last

FHE

|D-Sume College

|

[single
English B

I Full-Time Student

=] Asof: (o4 22007 [

~ National ID

First E 1of 1 E Last

[Cowntry  [Mationsimiyge  [ustionatn  pmaym | |

usa  Q

Social Security Number ¥

308-55-5551

7 e

Es:avel LLReturn to Seamhl =] netity | Prevmus(ahl Nemahl 3 Refresh | Ehadd | | FlupdsteDisplay | & Include History =44

Biographical Details | Contact Information | Regional

|58 22 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available

> Compensation
> Stock <[l ia‘f—”_
[& Il [ [ [ Trusted sites

Step Action

21.

Click the Add a new row at row 1 (Alt+7) button.

22.

Enter the effective date of the family status change into the *Effective Date field.
Enter "051507".

23.

||5ing|e

=

Select the appropriate marital status from the list.

24.

Enter the effective date of the marital status change into the As of field.

25.

Contact Information

Click the Contact Information tab and make any necessary modifications to the
employee's address, telephone, or email information.
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PeopleSoft.

= Biographical
— Add a Person

— Addilional Names

— Search by National ID

— Bank Accounts

— Driver's License Data

— Etrior Gareer Histary
=)

— Brioryork Experience

— Molunteer Activities

— General Comments

htEn

Mew Wiindow | Help | Custornize Page |

Person ID: 10000240692

First (40 1 of 1 M Lst
1234 Beach Front Avenue

Indianapolis, IN 46250
Mation

— Military Situation FRA
— Birthdays Report
— Home Address Report
— Mailing Lahels Report

[ Organizational
Relationships

> Personal Relationships

[ Citizenship

[ Disability

[+ OEE Wvorkforce Survey
CAN

[ Diversity Compliance

LD

— Add a Persan
— Madify 2 Person
— Berson Organizational
Summary
— Search for Peonle
[> Job Information
> Global Azsignments
[ Headcount FPS
[» Labor Administration
[» Absence and Wacation
[> Leawe Administration USF
[> Benefit Information NLD
[ Flexible Service EG
[> Tenure FPS
[> Collective Processes
[> Self Service Transactions
> Wiorkforce Reports

777i555-5555

Email Addresses

Type

Business =

ESavel E\Rsturn to Seamhl [=] Netity | Prewuustabl Nexttabl 4 Refresh | [Ehadd UpdateJD\sp\ayl # Include History [5# Cort

|test1ester@hmma\\ com

Biographical Details | Contact Information | Regional

> Benefits Them not Collected: Delete
- Compensation ikems to increase available
> Stock ~[4] space .

|52 22 of 24 - Clipboard

|@ Trusted sites

Step

Action

26.

Click the Save button.

27.

End of Procedure.
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Leaves of Absence
Entering a Paid Leave of Absence

Procedure

Step | Action

1. Click the Workforce Administration link.

[ Warkforce Administration]

2. Click the Job Data button.

Enter the employee id number into the EmplID field. Enter "10000240692".

Click the Search button.

ne | Wiorklist | MuttiChannel Console | Add

L PeopleSoft.

Mew Window | Help | Custornize Page | 18

Work Location
Jennifer Aniston EMP 1D: 10000240692  EmplRed#
Work Location i« A First 4 1 of 1 0 Last
HR Status: Active Payroll Status:  Active EI
*Effective Date: Dart 212007 Sequence: ’_D 0 *Job Indicator | Primary.Job j'
Action / Reason: Hire =] [REP Q. Replace Incumpent
Current

Last Start Date: 04112/2007 Termination Date:

Expected Job End Date ]

Paosition Number: ’WQ Accountant 2 Position Entry Date: 041212007

Override Position Dete I Position Management Record

Regulatory Region: USA United States

Company: 50! State of Indiana

Business Unit: 00300 Dept of Matural Resources

Department: 045166 DONR - ManpowerVacancy Department Entry Date: 0411212007
Location: 0000000248 DR - Central Office

Establishment 1D: 08001 U state of Indiana

Date Created: 061272007

Job Data Employment Data  Earnings Distribution Benedls Program Participation ‘

ave | (2 Return to Searc! ity revious tal lext tal efres! JUpdateiDisplay include History orrect Histary
S {2 Return to Search Metify | P ieh | SiMexttab | Refresh | FUpdateDispl Inciude Hist Correct Hist

Wyork Location | Job Information | Job Labaor | Payroll | Salary Plan | Compensation

|58 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone [ [ [ [ [@ trustedsites

Step | Action

5. Click the Add a new row at row 1 (Alt+7) button.

6. Enter the effective date into the *Effective Date field. Enter "050107".
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Step | Action

7. Click the Employee Status list.

IHire

-

Select Paid Leave of Absence from the Action list.

|F'aid Leawve of Absence

Click the Look up (Alt+5) button.

=

10. | Select the appropriate reason code.

F L FPaid FMLA Use Accrued Time

L PeopleSoft.

Work Location

Job Information

Jennifer Aniston 1D:

HR Status: Active Payroll Status:  Leave With Pay
‘Effective Date: 0510172007 [ Sequence: W m *Job Indicator | Frimary.Job j'
Action / Reason: [PaidLeave urApsence =] [FML © Pald FMLA Use Accrued Tims
Gurrent
Last Start Date: 04i12i2007 Termination Date:
Expected Job End Date
Last Date Worked: 04/30/2007 I Override Last Date Worked Expected Return Date: El
Position Number: 10002878 A pccountant2 Pasition Entry Date: 04/1212007
Override Position Data I Paosition Management Record

Regulatory Region: usa United States
Company: sol State of Indiana
Business Unit: 00300 Deptof Natural Resources
Department: 055166 DNR - Manpowerf/acancy Department Entry Date: 041272007
Location: 0000000248 DR - Central Office
Establishment ID: 08001 S State of Indiana

Date Created: 05/12/2007

Joh Data Erployment Data  Earnings Distribution Benedls Program Paticination

& seve | £\ Return to Search | Nty | Previous tab | 0 Next tab

U Refresh | UpdatelD\splayl 2 nclude History | [ Correct Histary

Wiinrk Lacation | Job Information | Job Labor | Payroll | Salary Plan | Compensation

[ 23 of 24 - Clipboard
Item not Collected: Delete
items to increase available
space

| £] Done

| Trusted sies

Step Action

11. | Click the Save button.

After saving, ensure that the last date worked field reflects the
worked. If the date is incorrect, check the Override Last Date
enter the correct date. Be sure to save again.

last day the employee
Worked checkbox and

12. End of Procedure.
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Entering a Return from Leave of Absence

Procedure

Step | Action

1. Click the Workforce Administration link.

[ winrkforce Administration]

2. Click the Job Data button.

Enter the employee id into the field.

Click the Search button.

L PeopleSoft.

Earall

Jennifer Anistan EMP ID: 10000240692  EmplRed# 0
First (4] 1 of 1 (7] Last
HR Status: Active Payroll Status:  Leave 'With Pay EI
*Effective Date: 050142007 Sequence: ’70 0 *Job Indicator | Primary.Job j'
Action / Reason: [PaiLeave arAbsence =] [FML Q. Paid FMLA Use Accrued Time
Current
Last Start Date: 04¢12J2007 Termination Date:
Expected Job End Date
Last Date Worked: 0413002007 I” @verride Last Date Worked Expected Return Date:
Position Number: 10002676 A accountant 2 Position Entry Date: 041122007
Override Position Data ™ Position Management Record
Regulatory Region: USA United States
Company: 80l State of Indiana
Business Unit: 00300 Deptof MNatural Resources
Department: 055166 DNR - Manpowertacancy Department Entry Date: 04/12/2007
Location: 0000000248 DMR - Central Office
Establishment ID: 00001 U state of Indiana
Date Created: 0501242007

Wiorklist | MultiChannel Lcid

Mewswindow | Help | Custornize Paae | &

Job Data Emplayment Data  Earnings Distribution

Benedts Pragram Paticipation

& seve | F\Return to Search | [=] Motify | Previous tab | 5 Next tab

U Refresh | UpdatelD\splayl 2 nclude History | [ Correct Histary

Wyork Location | Job Information | Job Labaor | Payroll | Salary Plan | Compensation

[ 23 of 24 - Clipboard
Ttem not Collected: Delets
items to increase available
spare

|&] pere |

|@ Trusted sites

Step Action

5. Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date into the *Effective Date field.

Click the Employee Status list.
IF'aid Leave of Absence j|
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Step | Action

8. Select Return from Leave from the Action list.
|Return fram Leave ;l

9. Click the Look up (Alt+5) button.
[&]

10. | Select the appropriate reason code from the list.
Iﬁ Eeturn from Paid Legwe |

L PeopleSoft.

Work Location
Jennifer Aniston EMP 1D: 10000240692  EmplRed#
Work Location as
HR Status: Active Payroll Status:  Active EI
*Effective Date: 05152007 Sequence: ’_D 0 *Job Indicator | Primary.Job j'
Action / Reason: Return from Leave =] FPL @ Returnfom Paid Leave
Future
Last Start Date: 04112/2007 Termination Date:
Expected Job End Date
Paosition Number: ’WQ Accountant 2 Position Entry Date: 041212007
Override Position Data I Position Management Record
Regulatory Region: USA United States
Company: 50! State of Indiana
Business Unit: 00300 Dept of Matural Resources
Department: 055166 DNR - Manpowerivacancy Department Entry Date: 041122007
Location: 0000000248 DR - Central Office
Establishment ID: 00001 QU gtate of Indiana
Date Created: 081272007

Job Data Employment Data  Earnings Distribution Benedls Program Participation ‘

&) save | A Returnto Search | [Z] Matify | & Previoustab | SiNexttab | Refresh | EUpdateDisplay | ] Include History | [&# Correct History

Wyork Location | Job Information | Job Labaor | Payroll | Salary Plan | Compensation

|58 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| oore [

|@ Trusted sites

Step | Action

11. Click the Save button.

12. End of Procedure.

Last changed on: 6/26/2007 11:21:00 AM

88




89

ORACLE Training Guide
Workforce Administration for Quasi Agencies v8.9

User Productivity Kit

Entering a Non-Paid Leave of Absence

Procedure

Step Action

1. Click the Workforce Administration link.

[ winrkforce Administration]

2. Click the Job Data button.

Enter the employee id number into the EmplID field.

Click the Search button.

ome | Wiorklist | MuttiChannel Console | Add

L PeopleSoft.

Mew Window | Help | Custornize Pags | &5,

Work L ocation Joh Information Job Lahar
Jennifer Aniston EMP 1D: 10000240682  EmplRed# 0
First 4] 1072 D Last
HR Status: Active Payroll Status:  Active EI
‘Effective Date: 05162007 [ Sequence: [ o *Job Indicator | Primary Job :I'
Action / Reason: Return from Leave =] [RPL QU Return from Paid Leave
Future
Last Start Date: 0411242007 Termination Date:
Expected Job End Date £
Pasition Number: 10002978 2 accountant 2 Position Entry Date: 0471212007
Qverride Position Data I Position Management Record
Regulatory Region: usa United States
Company: 501 State of Indiana
Business Unit: 00300 Deptof Natural Resources
Department: 055166 DR - Manpoweryacancy Department Entry Date: 0401272007
Location: 0000000248 DNR - Central Office
Establishment ID: o001 U state of Indiana
Date Created: 05/12/2007

Job Data Employment Data  Earnings Distribution Benedits Program Participation ‘

EﬂsEve| EReturnto Sear:hl [=] atify | [ Previoustah || GiNedtab | Refresh | upuateﬂmsplay| A nclue History | [5# Correct History

Wiork Location | Job Information | Joh Labor | Payroll | Salar Plan | Compensation

[ 23 of 24 - Clipboard
Ttem not Collected: Delete
items to Increase available
space

| £] Done [ | rrusted sites

Step | Action

5. Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date into the *Effective Date field.

Select Unpaid Leave of Absence from the list.
||Unpaid Leave of Absence j
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Step | Action
8. Click the Look up (Alt+5) button.
[a]
9. Select the appropriate reason code from the list.
I@ Health Reasons |
10. | Click the Save button.
11. | End of Procedure.
Disability
Short Term Disability with Pay
Procedure
Step | Action
1. Click the Workforce Administration link.

[ Warkforce Administration]

Click the Job Data button.

Enter the employee id into the field.

Click the Search button.
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L PeopleSoft.
3
Work Location
Jennifer Aniston EMP 1D:
Work Location
HR Status: Active Payroll Status: ~ Leave of
Absence
*Effective Date: n5/30/2007 Sequence: 0 0 *Job Indicator | Primary.Job ]'
Action / Reason: Unpaid Leave of Absence = HEA Q. Health Reasons
Future
Last Start Date: 04 zjzoo? Termination Date:
Expected Job End Date ]
Last Date Worked: 05i20/2007 I” verride Last Date Worked Expected Return Date:
Position Number: 10002876 QU accountant 2 Position Entry Date: 0471 212007
Qverride Position Data I~ Position Management Record
Regulatory Region: USA United States
Company: 50! State of Indiana
Business Unit: 00300 Dept of Matural Resources
Department: 045166 DONR - ManpowerVacancy Department Entry Date: 0411212007
Location: 0000000248 DR - Central Office
Establishment 1D: o001 U state of Indiana
Date Created: 05/12/2007
Job Data Employment Data  Earnings Distribution Benedits Program Participation ‘
& save | E\Return to Search | [ Notify Previoustab | SiNexttab | G Refresh | FUpdateDisplay | ] Include History | [& Correct History | |58 23 of 24 - Clipboard
Ttern not Collected: Delete
Wyork Location | Job Information | Job Labaor | Payroll | Salary Plan | Compensation items to increase available
space
|&] bone [ [ [ [ [@ trustedsites

Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date into the *Effective Date field.

Select Short Term Disability with Pay from the Action list.
|Short Term Disability with Pay ]

Enter the appropriate reason code into the Reason field.

Click the Save button.

10.

End of Procedure.
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Long Term Disability with Pay

Procedure

Step | Action

1. Click the Workforce Administration link.

2. Click the Job Data button.

Enter the employee id into the field.

Click the Search button.

L PeopleSoft.

Work Location Job Infarmation Joh Lahor EBayroll

Jennifer Aniston EMP 1D:

HR Status: Active Payroll Status:  Leave 'With Pay
*Effective Date: psratizo07 Sequence: g

Action / Reason:

10000240892

EmplRcd# [

*Job Indicator | Frimary Job j'
Short Term Disahility with Pay = STD @ Short Term Disahility With Pay

Last Start Date: 04 2jz007 Termination Date:
Expected Job End Date
Last Date Worked: 05i29/2007

Paosition Number: 10002878 QU accountant 2
Override Position Data

Regulatory Region: usAa

I Position Management Record
United States

Company: 80l State of Indiana

Business Unit: 00300 Deptof MNatural Resources
Department: 055166 DMNR - ManpowerfYacancy
Location: 0000000248 DMR - Central Office
Establishment ID: 00001 U state of Indiana

Expected Return Date:

Position Entry Date:

Department Entry Date:

Date Created:

Future

[ =

0401212007

047122007

051272007

Job Data Emplayment Data  Earnings Distribution

Benedts Pragram Paticipation

& seve | F\Return to Search | [=] Motify | Previous tab | 5 Next tab

U Refresh | UpdatelD\splayl 2 nclude History | [ Correct Histary

Wyork Location | Job Information | Job Labaor | Payroll | Salary Plan | Compensation

[ 23 of 24 - Clipboard
Ttem not Collected: Delets
items to increase available
spare

|&] pere

|@ Trusted sites

Action

5. Click the Add a new row at row 1 (Alt+7) button.

6. Enter the effective date into the *Effective Date field.
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Step | Action

7. Click the Employee Status list.
| Short Term Disability with Pa = |

8. Select Long Term Disability with Pay from the Action list.
[|Long Term Disabilly with Pay |

9. Enter the appropriate reason code into the Reason field.

10. Click the Save button.

11. End of Procedure.

Workforce Reports
Staffing Report by BU

Procedure

Step Action

1. Click the Workforce Administration link.

[ Warkforce Administration]

2. Click the Workforce Reports button.

Workforce Reports
General Workforce Re

3. Scroll to the bottom of the page.

4. Click the Staffing report by BU button.

E" Staffing report by BU
Statfing report by Busin
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PeopleSoft.

Eaiorkforce Reports =

— Emplovee Turnover
Analvsis

— Pending Future Actions

— Primary Job Audit

— ReguestAd hoc Process

— Create As-of-Date Mass
Report

— Create As-of-Date
Request

— Department Action
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP =

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst
Rejected FPS

— iafnrk Time - Rennest the |

$0I Staffing By Business Unit

Enter any information you hawe and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search by: Run Control ID begins with |

[” case Ssensitive

Searth | advanced Search

Find an Existing Value \ Add a New Value

Sign out

Mew Window | Heln | 15

|58 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| 2] javascript:Select{"HC_WORKFORCE_REPORTING',"http:/jdevhr . gmis.in.gowjpsc/hrupl [EMPLOYEE{HRIMS{s[WEBLIE_PT_NAY ISCRIPT1 FieldForm

|@ Trusted sites

Action

If you have previously run this report, enter the Run Control ID into the search field.

If you do not have an established Run Control ID, click the Add a New Value tab.

Enter the desired value into the search field.

Add

Click the Search (Alt+1) button.
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PeopleSoft.

= Wiorkforce Reports

— Emplovee Turnover
Analvsis

— Pending Future Actions

— Primary Job Audit

— ReguestAd hoc Process

— Create As-of-Date Mass
Report

— Create As-of-Date
Request

— Department Action

hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

=

S0I Staffing Report by BU

Run Control ID:  run

Report Request Parameters

C ]
BT @

Business Unit:

Hiome. MuttiChannel C

Mew Wiindow | Help | Custornize Page |

Run |

ReporiManager  Process Monitor

Englis

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst

Rejected FPS
— Wk Time - Renest the

& save | [=] Notify

Ehadd | FlUpdateDisplay

|5 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone

|@ Trusted sites

Step

Action

Enter the desired information into the As Of Date field. Enter "050107",

10.

Enter the desired information into the Business Unit field. Enter *00070".

11.

Run

Click the Run button.
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PeopleSoft.

= Wiorkforce Reports
— Emplovee Turnover
Analvsis
— Pending Future Actions
— Primary Job Audit
— ReguestAd hoc Process
— Create As-of-Date Mass

Report

— Create As-of-Date
Request

— Department Action
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst

Rejected FPS
— Wk Time - Renest the

=

Process Scheduler Request

User ID: LTABOR

Mew Wiindow | Help | Custornize Pag Saved

Server Nome: NN | Run Date:
Recurrence: j' Run Time:
Time Zo Q

V¥ 50! Staffing Repart by BU

QK Cancel

333:28PM Resetlo Current Date/Time

Weh PDF ~| Distribution

|2 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| | @ Trusted sites

Step

Action

12.

Click the Ok (Enter) button.
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= Workforce Reports =
— Emplovee Turnover

Enan § 501 Staffing Report by U |
— Pending Future Actions SULStatng HeportkviEl

— Primary Job Audit
— Request Ad hoc Process Run Control ID:  run
— Create As-of-Date Mass

Report Language:

English B
— Create As-of-Date

Reguest Report Request Parameters
— Department Action
D5/01/2007

Motices As Of Date:
o070 @

Mew Wiindow | Help | Custornize Page |

ReporiManager  Process Monitor e

Process Instance:454333

— Create Calendar Year
Beguest 3 it:

_ Database Audit Business Unit:

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP =

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL

File ESP

— ¥MLFile Confirmation
ESF & save | [=] Matify

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

Ehadd | FlUpdateDisplay

— Aszsignment - Request
the FPS
— Assignment - Ryst

|2 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available

Rejected FPS Space

—fork Time - Paniect the |
| €] Process Instance: 454333 [ [ [ [ [@ trustedsites

Step | Action

13. Click the Process Monitor link.
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PeopleSoft.

= Wiorkforce Reports - New Window | Hel | Custornize Page | B
— Emplovee Turnover
Analysis
— Pending Future Actiong

ey [View Process Requestfor |

_ Reauest Ad hoc Process View Process Request For

— Create As-of-Date Mass I j Last: ’_1 m
Report

~ Creae As-of-Date server: [ =] name: | Q. istance: |
Request istribuii

— Department Action gm j g:sm:mm" I j
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP =

— AFI Report ESP

— Create AF| File ESP

Review AFI File ESP

— Create Contrati@ XL
File ESF Go back to SOI Staffing By B Unit

— ¥MLFile Confirmation
Esb

— Establish Save Natit
Synchronization FRA LI M

— First Day Motification Procese List | Server List
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

User ID: [LTABOR Q, Type:

454333 SQR Report 5010088 LTABOR 05/12i2007 3:38:28PM IND Initiated NiA Details

— Agzsignment - Request |52 23 of 24 - Clipboard
the FPS Ttem not Collected; Delete
— Assignment - Ryst items to increass available
Rejected FPS Space
—fork Time - Paniect the |
| €] Process Instance: 454333 [ [ [ [ [@ trustedsites
Step Action

14.

Click the Refresh button until the run status is success and the distribution status is
posted. .

15.

Click theDetails link.
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7} staffing report by BU - Microsoft Internet Explorer =0 x| 4]

Fle Edt Vew Favortes Tooks Help ‘ o
3 e "3 jnt
@Batk = Q = B @ ¥h ‘ piear(h 5.7 Favoritss @ | ﬁ:{,‘v Q;. ] - _J ﬁ ‘3
agdress [&] hetpijidevhr. gmis.in.gov/pspihrup] JEMPLOYEE/HRMS(ciS0T_MENU.501_RUN_SOID0B5.GBLAPORTALPARAM_PTCHAY=S01_RUM_5010088_GBLAECRP. SChode=HRMSAEOL™ | Go
PeopleSoft. —
Sion out
(=13
Mew window | Help | Customize Page | 5} 4]
Process Detail
Instance: 454735 Type: S0OR Report
Name: 5010088 Description: S0I Stafing Report by BU
Run Status:  Success Distribution Status: Fosted
R e Pracess
Run Control ID: ryn © Hold Request
Location: Server  Queue Request
[}
Server: PSNT C ancel Reques‘l
 Delete Request
Recurrence: 1 Restart Request
T ——
Request Created On: 05222007 9:09:27AM IND Parameters Transfer
Run Anytime After:  05/22/2007 9:09:25AM IND Messane Log
BeganProcess At: 05222007 9:03:42AM IND Batch Timings
Ended Process At: 05222007 9:09:56AM IND View Log/Trace
0K Cancel
x| _canee | ,
% 4 of 24 - Clipboard
[&] Process Instance:454735 [T T T T @ mnem collected.
istart| | @ @ (0] > | [3]inbox - Mcrosoft outlock |[ & Staffing report by BU ... (ol

Step

Action

16.

Click the View Log/Trace link.
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2} staffing report by BU - Microsoft Internet Explorer ) | ﬂﬂ
Fle Edt Vew Favortes Tooks Help ‘ >

eﬁatk - Q - B @ (h‘piear(h *Favnntes @| D;g‘v ;, ] - L‘J i3

Agdress [&] hetpijidevhr. gmis.in.gov/pspihrup] JEMPLOYEE/HRMS(ciS0T_MENU. 501_RUN_SOI00B5.GBLAPORTALPARAM_PTCHAY=S01_RUM_5010088_GBLAECRR. SChode=HRMsaE0l ™ | (£ 6o

PeopleSoft.

Sign out
(=13
-
Mews iindaw | Help | Custornize Page | & =
View LogiTrace
Report
ReportID: 392058 Process Instance: 454735 Higssane Tog
Name: 5010088 Process Type: SOR Report

Run Status: Success

S0l Staffing Repart by BU
Distribution Details
Distribution Node: HTTP Expi

ion Date: 05/29/2007

File Size (bytes)  |Datetime Created

S0I0088 454735 PDF 31,322 05/22/2007 9:09:56.433000AM IND

TraceFile ] 05/22(2007 9:09°56 4330004M IND

£0I0088 454735 CSV.CEY 52395 05/22/2007 9:09:56.433000AM IND

S0I0088 454736 THITHT 43524 0512212007 9:0956 4330004M IND

Message Loy 1,569 05/22/2007 9:09:56.433000AM IND

Distribute To

Distribution ID Type

User LTABOR

5 '
. 3 50l 24 - Clipboard

|&] Process Instance:454735 [T T T T @ mnem collected.
@istart| | @ @ (0] > | |0]inbox- Mirssoft Outiook |[] Staffing report by BU .. ol

Step | Action

17. | Click the PDF URL link.
[E0I0088 454735 POF]
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2 http:/ /devhr.gmis.in.gov/psreports /hrup1 /392058,/5010088_154735.FDF - Microsoft Internet Explorer (o x|
Fle Edt GoTo Favorites Help ‘ o

eﬁatk - ev B @ @‘piear(h *Favnntes ®| @v %% D ﬁ 3

Agdress [{&] hetpijidevhr. gmis.in.gov/psreports/hrup] }332058/5010085_454735 FOF

B EREE

| Commerts “{_attachments

=

| Hisaveacoy (= @ g search

iaks | Search Web | BT

[ € Ivsees i@~ [] @ - @ [iCh-

»

[ Al s T bl e @

r\ () ) minl
% 6 of 24 - Clipboard

|pownioaded (7.12 MB of 7.50 ME) :

R

|unkne teerm colscted.

Wstart| | B &

» | |5 inbox - Microsoft Outlock. | & staffing report by EU—Mml &] http://devhr.gmis.in... RO]@.F @:1am

Step

Action

18.

The report generates as a PDF file. Click File, then print, then ok to print a copy of the

staffing report.

19.

End of Procedure.
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Job Code

Procedure

Step | Action

1. Click the Workforce Administration link.

PeopleSoft.

3
ﬁ Workforce Administration Edit "Wvorkforce Administration” Folder
Hire employess, add non-smployees, maintain personal and job data, sdminister global assignments, labor relations, absence and vacation
Personal ati ﬁ Global Assignments
Mairtain informeation about & person regardiess of Jobs formation sbout & person tied to & specific job Track assignment data; Maintain assines qualfications,
= Add & Person educational allowances and ather education relsted
=) Moty @ Person =] Job Dsta information
=] Person Orgarizational Sunmar [E] Review Staffing Assignments [ Track Assignment
& More: =] Al Emplorviment Inestance [ Assignes Qualifications
55 More.. [ Educational Allovwances
ﬁ Headcount FPS ﬁ Labor Administration ﬁ Absence and Vacation
Contains pages to set up the headeount management Acminister workioree agreements, lavoffs, recalls and Idfertifies absence and vacation, including specific types of
system (define CAECS, Finance Act and budget ines), disciplinary actions leatve. Also allows working fime manitoring
manage the commitment accounting entity (allocation, (B Lnion Worktorce Mot Certer [ Track Absence History
dealiocation, stamps), and calculats the workforce [ age Progression [ Creste Yacation Schedule
[ Manage CAE [ Laynffs and Recalls [ Absence Reports
[ Caleulate Heatcount 10 More 3 Mare
[ Review Headcourt
2 Mare:
Leave Ad USE ﬁ it Info NLD K] Flexible Service EG
S Fetteral Leave Administration Agiminister additional benefit and salary information for Mairtain flexible service rules; Calculate and print employee
I irisrlemalhime employees in The Netherlands in arder to callect the service data.
[ Reports information you need to pass to external payroll products =] Define Service Rules
for further processing, =l Flexible Service
[ Maintsin General Information =l service History
[ Enroll in Benefits I hore...
[ Assign Earmings and Deductions
ZMore..
ﬁ Tenure FPS ﬁ ollective Processes ﬁ Self Service Transactions
Contains pages to calculate tenure dates, identifie Pracesses that affect multiple people Administer Self Service worldlow transactions.
employess with an ending probation period, validste the T —— T .
S e s talte = Process Automated &ctions USE =] workflow Inouiry (USF)
= Calculate Tenure Date: =] Process WG| Auto Sction LISF FEIFull Time/Part Time Chanoes
= Calcuate Future Tenures 16 More 10 Mars
= Trainees to be Given Tenurss
2More..
Workforce Reports
General Wiaricforce Reporting § .
= Emploves Turnover Analysis [ 23 0f 24 - Cliphoard
B e Ttem nat Collected: Delete
ey items to increase avallable
Primary Job Audt
56 hore LD J
|&] bone [ [ [ [ [@ trustedsites

Step | Action

2. Click the Workforce Reports button.

Workforce Reports
General Workforce Re

3. Release the mouse button.

4. Click the Job Code Listing - Alpha button.

E Job Code Listing - Alphaj
Job Code Listing - Alpha
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Step | Action

5. Enter the desired information into the Workforce Reports field. Enter "run".

6. Click the Search button.

PeopleSoft.

Home Sion out

< Workforce Reports -
— Emplovee Turnover

Analysis
— Pending Future Actions HuncHazordate

— Primary Job Audit
— ReguestAd hoc Process Run Control ID:  run ReporiManager  Process Monitor YD |

— Create As-of-Date Mass
Report Language: ]'

— Create As-of Date
Reguest Report Request Parameter(s)

— Department Action
Motices As Of Date: 05/01/2007

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Request

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Frint Contracts ESP —

— AFI Report EEP

— Create AF| File ESP

— Review AF| File EGP

— Create Contrati@ ML

New window | Help | customize Page | 8

File ESP
— #ML File Confirmation

ESP B save | L Returnta Sear:hl [=] matity | Bvacd | | FElUpdateDisplay
— Establish

Synchronization FRA
— First Day Motification
HLD
— PartTime Schedule FPS
— L8 Pasition Requestthc

EPS

— L8 Pasition - Rest
Reject FPS

— Career- Reguestthc
EPS

— Career- Request
Rejected FPS

— Assignment - Reguest |58 23 of 24 - Clipboard
the FPS Trem not Collected: Delete
— Assignment - Rost items to increass available
Rejected FPS SRED
— Wik Tirne - Reauest the | 7|
|&] pere [ [ | @ trusted stes

Step Action

7. Click the Run button.
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PeopleSoft.

= Wiorkforce Reports
— Emplovee Turnover
Analvsis
— Pending Future Actions
— Primary Job Audit
— ReguestAd hoc Process
— Create As-of-Date Mass

Report

— Create As-of-Date
Request

— Department Action
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst

Rejected FPS
— Wk Time - Renest the

=

Process Scheduler Request

User ID:

New Window | Hel | Custornize Page | B

Server Name:

Recurrence:

¥ Job Code Alpha Listing

QK Cancel

I - | i Date:

! Run Time: 340:14PM Resetlo Current Date/Time

Weh PDF ~| Distribution

|2 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone

| | @ Trusted sites

Action

Click the OK button.
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PeopleSoft.

Mew Wiindow | Help | Custornize Page |

= Workforce Reports =
— Emplovee Turnover

Enan § Runct Asofdate |
— Pending Future Actions HurHiRsoTiats

— Primary Job Audit
— Request Ad hoc Process Run Control ID:  run
— Create As-of-Date Mass
Report Language: Engish 7]
— Create As-of-Date
Reguest Report Request Parameter(s)
— Department Action
Motices As Of Date: 0&/01/2007
— Create Calendar Year
Beguest
— Database Audit
— Create From/Thru Dates
Beguest
— Social Report BEL
— Official List ESP
— Contract Printing ESP
— Print Contracts ESP =
— AFI Report ESP
— Create AF| File ESP
— Review AFI File EGP
— Create Contrati@ XL

ReporiManager  Process Monitor e

Process Instance:454334

File EGP
— ¥MLFile Confirmation

ESF B save | | QA Returnto Search | [ Motify Eeadd | | FupdateDisplay
— Establish

Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request

|2 23 of 24 - Clipboard

the FPS Ttem not Collected; Delete
— Assignment - Ryst items to increass available
Rejected FPS Space
—fork Time - Paniect the |
| €] Process Instance: 454334 [ [ [ [ [@ trustedsites

Step | Action

9. Click the Process Monitor link.
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PeopleSoft.

= Workforce Reports =
— Emplovee Turnover
Analysis
— Pending Future Actiong

Process List

— ReguestAd hoc Process

— Create As-of-Date Mass

i User ID: [LTABOR Q, Type:

New Window | Hel | Custornize Page | B

— Erimary Job Audit
Brimary Job Audit View Process Request For
=l Last: 1| [Daye =] Refresh |

— Create As-0f-Date Server: | ;I Name:

Request istribuii

— Department Action g“' I j g:‘“":mm"
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates = 454334
Beguest

— Social Report BEL [ 454333 SOR Report

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP =

— AFI Report ESP

— Create AF| File ESP

Review AFI File ESP

— Create Contrati@ XL
File ESF Lo backto.lob Code Listing - Alpha

— ¥MLFile Confirmation
Esb

— Establish Save Natit
Synchronization FRA LI M

— First Day Motification Procese List | Server List
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst
Rejected FPS

— ik Tirne - Ranyest the |

Crystal

I
[ S, Instance: | to |
| =l ¥ Save On Refresh

SOIHRO0E LTABOR 04/12/2007 3:40:14PM IND
5010088 LTABOR 04/12/2007 2:32:28PM IND

Queued

Sucress

Posted Details

Details

|52 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| €] Process Instance: 454334

|@ Trusted sites

Step

Action

10.

Click the Refresh button.

11.

Click the Process Detail link.
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PeopleSoft.

= Wiorkforce Reports
— Emplovee Turnover
Analvsis
— Pending Future Actions
— Primary Job Audit
— ReguestAd hoc Process
— Create As-of-Date Mass

=

Process Detail

Report

— Create As-of-Date
Request

— Department Action
hlotices

— Create Calendar Year
Beguest

— Database Audit

Create From/Thru Dates

Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst

Rejected FPS
— Wk Time - Renest the

Run Control ID: run

Location: Server
-
Server: PSNT Falmel Re lIeSF
el
Recurrence: € Restart Request
| Actions __________|
Request Created On: 05/12i2007 3:40:22PM IND Barameters Transfer
Run Anytime After:  05/12i2007 3:40:14PM IND Message Log

Began Process At:
Ended Process At:

OK Cancel

454334 Type:
Name: S0IHROOE
Run Status:  Success

05122007 3:40:59PM IND
05/12i2007 3:41:04FM IND

Crystal
Description: Joh Code Alpha Listing
Distribution Status: Posted

e rocess

Mew Wiindow | Help | Custornize Page |

 Hold Request
 Queue Request

Batch Timings
View Log/Trace

|52 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| €] Process Instance: 454335

=

|@ Trusted sites

Step | Action

12.

Click the View Log/Trace link.

Last changed on: 6/26/2007 11:21 AM




Training Guide
Workforce Administration for Quasi Agencies v8.9

ORACLE’
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PeopleSoft.

= Wiorkforce Reports

— Emplovee Turnover
Analvsis

— Pending Future Actions

— Primary Job Audit

— ReguestAd hoc Process

— Create As-of-Date Mass
Report

— Create As-of-Date
Request

— Department Action
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst

Rejected FPS
— Wk Time - Renest the

=

New Window | Help | Customize Page | &,
View LogiTrace
Report
ReportID: 391662 Process Instance: 454334 Message [od
Name: SOIHRO0G Process Type: Crystal
Run Status:  Success

Job Code Alpha Listing
Distribution Details

Distribution Node: HTTP 05/19/2007

Messane Lag 1} 05/12/2007 3:41:04 G33000PM IND

| BOIHRO0G 454334 PDF 122,408 051 2/2007 3:.41:04633000PM IND
PeopleSoft Trace File 458 05122007 3:41:04 A33000PM IND

User

LTABOR

Return

|2 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| €] Process Instance: 454335

=

|@ Trusted sites

Step

Action

13.

Click the SOIHR006_454334.PDF link.

[E0IHRDOG 454334 POF|
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File

Edt GoTo Favortes Hslp

eﬁatk - ev B @ @‘piear(h *Favnntes ®| @v %% D ﬁ 3

Attachments

:  Commerts

=

| Hisaveatoy (= @ i search

R —
Fr——
wms s
wne e

i
[rer——
e —
-
-
[ a——
[ ——
[ ——
G s
[P
[ ——
P p——
[ —
[ —
PR —
[rrv——
[ ——
[ ——
-
[P ——
s
sz
-
-
sz
e
sz
G s

e s

|pownioaded (7.12 MB of 7.50 ME) :

dstat]| | & &

/{devhr.gmis.in.gov/psreports /hrup1 /391662/S01HRO06_454334.PDF - Micrasoft Internet Explorer [ ﬂ!
Address [&] hetpijidevhr gmis.in.govipsreports/hrupl /331662/501HRODS_454334 FOF B EREE
[ st Gai]i &[0 14 O - @[iDt-[i 8 - @ |5
3
A AL iy -
-
. P G114 e Ea DR mea meW e s
o tame - n k34 e ma ey
[ oo e [ -
e o - w o — -
e - e - -
U [—_— . [ -
O [—_— na [ -
ro— [ i w ow -
O [— nu w om -
— [ 230f24 - [Iiphnar‘d
T 4l = b bl @ @ | | Ttem nat Colleted: Delete
R available
Ik opace
» | |] Inbox - Micrasoft Outioak. | &1 Permanent status Due - .. |[ ] http//devhr.gmisin... BoGD & @& 2o

Step

Action

14.

Click the ABS701_93.PDF object.

15.

End of Procedure.
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Permanent Status Due

Procedure

Step

Action

1.

Click the Workforce Administration link.

[ winrkforce Administration]

Click the Workforce Reports button.

Workforce Reports
General Workforce Re

Scroll to the bottom of the page.

Click the Permanent Status Due button.

Permaneri

E" Permanent Status Due

Status Due

PeopleSoft.

Ehvarkiorce Reparts -

— Employee Turnover
Analysis

— Pending Future Actions

— Primary Job Audit

— RequestAd hac Process

— Create As-of Date Mass
Benor

= Create As-of Date
Beguest

— Depariment Action
Notices

— Create Calendar Year
Request

— Database Audit

— Create Fram/Thru Dates
Reguest

— Social Repart BEL

— Official List EGP

— Cantract Printing ESP

— Print Gontracts ESF —

— AF| Report ESF

— Create AF| File ESP

— Beview AFI File ESP

— Create Contrati@ XML
File ESP

— HMLFile Confirmation
ESP

— Establish
Synchronization FRA

— First Day Motification

BLD

— Part Time Schedule FES

— S Position Request the
EPS

— 5 Position - Rust
Reject FPS

— Career - Requestthc
EPS

— Career- Request
Rejected FPS

— Assignment - Request
the FPS

— Assignment - Rost
Bejected FPE

— inrk Time - Remest e | 7|

Home

Permanent Status Due
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search by: Run Control ID begins with |

™ case Sensitive

Search | advanced Search

Find an Existing Yalue \ Add a Mew VYalue

Sign out

Plew Window | Help | &

[ 23 of 24 - Clipboard
Item not Collected: Delete
items to increase available
space

| £] javascript:Select{’HC_WORKFORCE_REPORTING', "http: /fdevhr. gmis.in. gov/psc/hrup L EMPLOYEEHRMS(5/WEELIE_PT_NAW.ISCRIPTI FieldFarm |

| Trusted sies

Step

Action

Enter the run control id into the Run Control ID field.

Last changed on: 6/26/2007 11:21:00 AM

110




111

ORACLE’

User Productivity Kit

Training Guide
Workforce Administration for Quasi Agencies v8.9

a Permanent Status Due - Microsoft Internet Explorer

=101 x|

File Edit View Favortes Took  Help ‘ 2

eﬁatk - Q - D @ ¥h‘f"-jsear(h ‘i‘t{Favnntes €Q| ﬁf{,‘v ;, ] - _J i3

Agdress [&] hetpijidevhr. gmis.in.gov/pspihrup] JEMPLOYEE/HRMS(ciS0T_MENU, 501_RUN_SOID030C. GBLPRORTALPARAM_PTCNAV=501_RUN_SOI0030C_GBLEECPP.5CHode—HRMSa!w | (£ 6o

PeopleSoft.

< Waorkiorce Reparts =] New window | Help | Custorize Page | &)
— Ermployes Turmover
Analysis

Soi Run Soi0030c

Run Control ID:  run

English hd

— Pending Future Actions

— Primary Job Audit

— RequestAd hoc Process

— Create As-of Date Mass
Report Language:

— Create As-of Date
Eeguest

— Depariment Action
Llotices

— Create Calendar Year
Request

— Dalabase Audit

— Create From/Thru Dates
Request

— Social Repart BEL

— Official List ESP

— Contract Printing ESP

— Etint Contracts ESP

—AFIREpORESP

— Create AF| File ESP

— Bewiew AF| File ESP

— Create Contral@ ML
File ESP

— XML File Confirmation
ESP. & save

— Establish
Synchranization FRA

— First Day hotification

Run |

Report Manager Process Manitar

Report Request Parameters

03/01/2007
[

From Date:

ThruDate:

BeAdd | | FUupdsteisplay

ELReturn ta Search

[=] Matity

BLD
— EartTime Schedule FES
— L8 Pasition Requestthc

EPs
— 5 Position - Rast = 3 -
[ 10 of 24 - Clipboard
| &] pene 0 |18 Tt coacted,

@istart| | @ @ (0] > | |O]inbox- Micrssoft Outook |[Z] Permanent status Du... ARO[ @ ozoam

Action

Enter the desired information into the From Date field. Enter "030107".

Enter the desired information into the Thru Date field. Enter *050107".

Click the Run button.
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PeopleSoft.

= Wiorkforce Reports
— Emplovee Turnover
Analvsis
— Pending Future Actions
— Primary Job Audit
— ReguestAd hoc Process
— Create As-of-Date Mass

Report

— Create As-of-Date
Request

— Department Action
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst

Rejected FPS
— Wk Time - Renest the

=

Process Scheduler Request

User ID:

Mew Wiindow | Help | Custornize Pag Saved

Server Name:

Recurrence:

M Permanent Status Due

QK Cancel

I - | i Date:

! Run Time: 355.01PM Resetlo Current Date/Time

Weh PDF ~| Distribution

|2 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone

| | @ Trusted sites

Action

Click the OK button.
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PeopleSoft.

= Wiorkiorce Reports = Mew wilndaw | Help | Custornize Page |
— Emplovee Turnover

Analvsis =
— Pending Future Actions Iisaidihe

— Primary Job Audit -
— ReguestAd hoc Process Run Control ID:  run Report Manager  Process Monitor (=

— Create As-of-Date Mass lﬁ
Report Language: English Process Instance 454335

— Create As-of-Date
Reguest Report Request Parameters

‘Ap;ﬁsti?:?em Actian From Date: 03/0172007 [+

— Lreate Calendar Year ThruDate: 05/01/2007
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP =

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL

File EGP
— ¥MLFile Confirmation

ESF B save | L\Returnto Searchl [=] Watity | Beadd | | FlUpdate Display
— Establish

Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Agzsignment - Request |52 23 of 24 - Clipboard
the FPS Ttem not Collected; Delete
— Assignment - Ryst items to increass available
Rejected FPS Space
—fork Time - Paniect the |
| €] Process Instance: 454335 [ [ [ [ [@ trustedsites

Step | Action

10. Click the Process Monitor link.
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PeopleSoft.

= Workforce Reports =

— Emplovee Turnover
Analvsis

— Pending Future Actions

— Primary Job Audit

— ReguestAd hoc Process

— Create As-of-Date Mass
Report

Process List

User ID: |.TABOR

j Last:

New Window | Hel | Custornize Page | B

(7] [oars ] Refresh |

— Create As-of-Date Server: |
Request

- Depatment Action P [
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates =
Beguest

— Social Report BEL ]

— Official List ESP

— Contract Printing ESP ]

— Print Contracts ESP =

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL

— ;:(L‘JIQLEFﬁZ Confirmation Go backto Permanent Status Due
Esb

— Establish
Synchronization FRA B save | [ Notity

— First Day Motification
HLD Frocess List| Server List

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst
Rejected FPS

— ik Tirne - Ranyest the |

j Distribution
Status

454335 Crystal

454334 Crystal

454333 SQR Report S010088

I
[ S, Instance: | to |
| =l ¥ Save On Refresh

S0I0030C LTABOR 041272007 3:55:01PM IND
SOIHRO0E LTABOR 04/12/2007 24001 4PM IND
LTABOR 0&/12/2007 3:38:28FM IND

Initiated
Sucress

Success

A Details
Posted Details
Fosted Details

|52 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| €] Process Instance: 454335

| | @ Trusted sites

Step | Action

11. Click the Refresh button.

12. Click the Refresh button.
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PeopleSoft.

= Wiorkforce Reports

— Emplovee Turnover
Analvsis

— Pending Future Actions

— Primary Job Audit

— ReguestAd hoc Process

— Create As-of-Date Mass
Report

— Create As-of-Date
Request

— Department Action
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst

Rejected FPS
— Wk Time - Renest the

Mew Wiindow | Help | Custornize Page |

Process List

View Process Request For
UserID: LTABOR Q@ Type: ~| Last: 1 |Davs =
server: [ =] name: [ S mstance: to

Run ~| Distribution - ¥ Save On Refresh
Status: I J Status I J

Process List C

| Fingt | I

r 454335 Crystal S0I0030C LTABOR 041272007 3:55:01PM IND Initiated iA Details
- 454334 Crystal SOIHRO0E LTABOR 04/12/2007 24001 4PM IND Success Posted Details
r 454333 SQR Report S0I10088  LTABOR 09/12/2007 3:38:28FM IND Success Fosted Details

Go backto Permanent Status Due

B save | [ natity

Process List| Server List

|52 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| €] Process Instance: 454335

|@ Trusted sites

Step | Action

13.

Click the Details link.
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PeopleSoft.

= Workforce Reports =
— Emplovee Turnover
Analysis

— Pending Future Actions Process Detall

Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
FPS QK Cancel

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst
Rejected FPS

— ik Tirne - Ranyest the |

New Window | Hel | Custornize Page | B

e |
— ReguestAd hoc Process
— Create As-of-Date Mass 454335 Type: Crystal
Report
— Create As-of-Date Hame: 5010030C Description: Permanent Status Due
Request
_Jmem Action Run Status: ~ Success Distribution Status: Posted
Kiotices e rocess
— Create Calendar Year
Eeduest Run Control ID: run © Hold Request
— Database Audit IS
= Create FromiThru Dates Location: Server s Queue Request
Request R BSNT Fallcel Request
— Social Report BEL el
— Official List ESP. Recurrence: c -
— Contract Printing ESP Restart Request
— Print Contracts ESP I~ -
— AF| Report E5F Actions __________|
— Create AF| File ESP
— Review AFI File EGP Request Created On: 05/12/2007 3:55:12PM [ND Parameters  Transfer
© pleats Conral@ KL Run Anytime After:  05/12/2007 3:55:01PM IND Messags Log
ile:
— ¥MLFile Confirmation Began Process At: 0511202007 3:55:45PM IND Batch Timings
ESF o
e B 1561 I
— Establish Ended Process At: 05/12i2007 3:56:34PM IND Wiew LoaTrace

|52 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| €] Process Instance: 454335

|@ Trusted sites

Step | Action

14. | Click the View Log/Trace link.
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PeopleSoft.

— Pending Future Actions

— Primary Job Audit

— ReguestAd hoc Process

— Create As-of-Date Mass
Report

— Create As-of-Date
Request

— Department Action
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst
Rejected FPS

= Wiorkiorce Reports = Mew wilndaw | Help | Custornize Page |
— Emplovee Turnover
Analvsis

View LogiTrace

Report
ReportID: 391663 Process Instance: 454335 Message [od
Name: 5010030C Process Type: Crystal

Run Status:  Success

Permanent Status Due
Distribution Details

Distribution Node: HTTP 05/19/2007

Messane Lag 1} 05/12/2007 3:56:34 S63000PM IND
| B0I0030C 454335 FDF 37,608 0512/2007 3.56:34.563000PM IND
PeopleSoft Trace File 458 051 2/2007 3:56:34 SA3000PM IND

— ifrk Tire - Ranyest the

User LTABOR

Return

|2 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| €] Process Instance: 454335

=

|@ Trusted sites

Step

Action

15.

Click the SO10030C_454335.PDF link.

[E0l0030C 454335 POF
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Fle Edt GoTo Favorites Help

| &

Oﬁatk - - d @ _h ‘ /ﬂj Search *Favnntes €43| 2~ ; = _J ﬂ 3

Address [&] hetpijidevhr gmis.in.gov/psreports/hrup] 1331663/5010030C_454335.FOF

B EREE

éSaanCupy = GlJ ) search \‘1‘":! T select

[l er= oo lie

RepordD: SO10030C

| Pages

PERSONNEL DEPARTMENT 051212007

LIST OF EMPLOYEES DUE FOR PERMANENT STATUS

BusinessUnit. 00415 Evansville Psyeh Childrens Cir
ZEmploves

Agency Name Swmtus SSNO.

00415 Jacqueline Anderson A 307642131

Attachments

Commernts

3

1

|5 23 of 24 - Clipboard

=

‘ 4 4 Lofs bowl

0 9]

Item not Collected: Delste
i taincrease available

|pownioaded (7.12 MB of 7.50 ME) :

ok space

@istart| | B @ (0] > | |0 inbox- Mirasoft Outook | &1 Permanent status Due - ... [[ ] http//devhr.gmisin...

BOGDBUE suem

Step | Action

16. | The report displays as a PDF document.

17. End of Procedure.
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Permanent Status Past Due

Procedure

Step | Action

1. Click the Workforce Administration link.

[ wirkforce Administration]

PeopleSoft.

ﬁ Workforce Administration Edit "winricforce &dministration” Folder
Hire employees, add non-emplayees, maintain personal and joh deta, administer global assignments, labar relations, absence and vacation
ﬁ Personal Information Job Information ﬁ Global Assignments
Meintain information about & person regardiess of Jobs. Wsirtain information ahout @ persan tied to & specific jok Track assignment data; Maintain assignes aualifications,
. record educational alowances and other education relatsd
=] Modify & Person = Job Data information.
O i GRS =] Review Staffing Assionments [ Track Assiorment
8 More.. =] Add Emplovment Instance [ Assiones Gualifications
I 55 More [ Eusational Alloveances
ﬁ Headcount FPS ﬁ abor Adi ﬁ Absence and Vacation
Contains pages to set up the headcourt managemert Aiminister worktorce agresments, layatts, recalls and Idertifies absence and vacation, including specific types of
system (define CAECs, Finance Act and hudget lines), disciginary actions. leave. Also allows working fime montaring
marnage the commitment accourting entity Callocation, 25 Union Wiorkforce Mot Certer [ Track Absence History
dealiocation, stamps), and calculate the warkforce. [ pade Procyession [ Create Vacation Scheduls
[ Manane CAE [ Layatts and Recalls [ Asence Renorts
[ Calculate Headcount 10 More... 3 More...
[ Rewievy Headtount
2More
ﬁ Leave Administration USF ﬁ Benefit Infor NLD ﬁ Hexible Service EG
US Federal Leave Administration Agminister additional benefit and salary information far Wairtain flexihle service rules; Calculate and prirt employee
e e employees in The Netherlands in order to collect the service data
[ Renots. infarmation you need to pass to external payral products FlDefine Service Rules
for further processing =l Fleble Service
[ Meintsin General Information =l Service History
[ Enrall in Benstits 7 Mare
23 Assign Earmings and Deductions
2 More
Tenure FPS ﬁ Collective Processes K] Self Service Transactions
Contains pages fo calculate tenure dates, idertifie Frocesses that atfect multiple peopls Administer Self Service workflow transactions
emplayees with an ending prokstion period, validste the Bl Refresh Comperrsation B orkflow Inouir
[l e s = @ e S Pl Process Automated Actions USE FE] orktlow Inguiry (USF)
=l Calculste Tenure Date =] Process Wil Auto Action LISF [=IFull Time/Part Time Changes
=] Caloulats Future Tenures 16 More., 10 More.,
= Trsinees to be Given Tenures
2 More:
Workforce Reports
General Workforse Reporting
= Emplovee Turnover Analvsis 58 23 of 24 - Clipboard
= Fending Future Adfions Ttem not Collected: Delete
ST A items to increase available
58 More .. bpace
| £] Done | @ rusted sites

Step Action

2. Click the Workforce Reports button.

Workforce Reports
General Workforce Re

3. Scroll to the bottom of the page.

4, Click the Permanent Status Past Due button.

E" Permanent Status Past Due
Permanert Status Past Dus
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Menu O]

MuttiChannel

Mew Window | Heln

Permanent Status Past Due
Enter any information you hawe and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search by: Run Control ID begins with |

[” case Ssensitive

Searth | advanced Search

Find an Existing Value \ Add a New Value

|58 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| 2] Gpening pags http:/Jdevhr . gmis.in.gow/psc/hrup1 [EMPLOYEE {HRIMS{s[WEBLIE_PT_NAY ISCRIPT FieldFormula. [Script_PT_MNAY_INFRAMEZc=ry [0 [T [ | mrusted sites

Step | Action

5. Enter the run control id into the Run Control ID field.
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Aiorkforce Reports

— Emplovee Turnover
Analvsis

— Pending Future Actions

— Primary Job Audit

— ReguestAd hoc Process

— Create As-of-Date Mass
Report

— Create As-of-Date
Request

— Department Action
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst

Rejected FPS
— Wk Time - Renest the

=

Mew Window | Help |

Permanent Status Past Due
Enter any information you hawe and click Search. Leave fields blank for a list of all values

Search by: Run Control ID begins with | run|

[” case Ssensitive

Searth | advanced Search

Find an Existing Value \ Add a New Value

|52 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone

[0 [T [ | mrusted sites

Action

Click the Search button.
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= Workforce Reports =
— Emplovee Turnover
Analvsis
— Pending Future Actions
— Primary Job Audit
— ReguestAd hoc Process
— Create As-of-Date Mass
Report
— Create As-of-Date
Request
— Department Action
hlotices
— Create Calendar Year
Beguest
— Database Audit
— Create From/Thru Dates
Beguest
— Social Report BEL
— Official List ESP
— Contract Printing ESP
— Print Contracts ESP =
— AFI Report ESP
— Create AF| File ESP
Review AFI File ESP
— Create Contrati@ XL
File EGP
— ¥MLFile Confirmation
Esb
— Establish
Synchronization FRA
— First Day Motification
HLD
— Part-Time Schedule FPS
— C5 Position Reguest the
EPS
— C5 Pasition - Rgst
Beject. FRE
— Career- Requestibc
EPS
- Career- Request
Eejected FPS
— Aszsignment - Request
the FPS
— Assignment - Ryst
Rejected FPS
— iafnrk Time - Rennest the |

New Window | Hel | Custornize Page | B

Run Control ID:  run

& save | SReturnto Searchl [=] hetity |

.................... Run

Eradd | | FEUpdsteDisplay

|52 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone

|@ Trusted sites

Action

Click the Run button.
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= Wiorkforce Reports

— Emplovee Turnover
Analvsis

— Pending Future Actions

— Primary Job Audit

— ReguestAd hoc Process

— Create As-of-Date Mass
Report

— Create As-of-Date
Request

— Department Action
hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates
Beguest

— Social Report BEL

— Official List ESP

— Contract Printing ESP

— Print Contracts ESP

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL
File EGP

— ¥MLFile Confirmation
Esb

— Establish
Synchronization FRA

— First Day Motification
HLD

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

— Aszsignment - Request
the FPS

— Assignment - Ryst

Rejected FPS
— Wk Time - Renest the

=

Process Scheduler Request

User ID: LTABOR

Mew Wiindow | Help | Custornize Page |

Server Name: I | . pate:

Recurrence:

Time 2 Q4

~ Permanent Status PastDue 2010050C

QK Cancel

4:04:03PM Resetlo Current Date/Time

Run Time:

Weh ~| |FDF ~| Distribution

|2 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone

|| | @ Trusted sites

Step | Action

8. Click the OK button.
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= Workforce Reports =
— Emplovee Turnover
Analvsis
— Pending Future Actions
— Primary Job Audit
— ReguestAd hoc Process
— Create As-of-Date Mass
Report
— Create As-of-Date
Request
— Department Action
hlotices
— Create Calendar Year
Beguest
— Database Audit
— Create From/Thru Dates
Beguest
— Social Report BEL
— Official List ESP
— Contract Printing ESP
— Print Contracts ESP =
— AFI Report ESP
— Create AF| File ESP
Review AFI File ESP
— Create Contrati@ XL
File EGP
— ¥MLFile Confirmation
Esb
— Establish
Synchronization FRA
— First Day Motification
HLD
— Part-Time Schedule FPS
— C5 Position Reguest the
EPS
— C5 Pasition - Rgst
Beject. FRE
— Career- Requestibc
EPS
- Career- Request
Eejected FPS
— Aszsignment - Request
the FPS
— Assignment - Ryst
Rejected FPS
— iafnrk Time - Rennest the |

New Window | Hel | Custornize Page | B

Run Control ID:  run

& save | SReturnto Searchl [=] hetity |

Eeport Manager

Process Monitar 2un

Process Instance: 454338

Eradd | | FEUpdsteDisplay

|52 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| €] Process Instance: 454338

|@ Trusted sites

Step

Action

Frocess Manito

Click the Process Monitor link.
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= Workforce Reports =
— Emplovee Turnover
Analysis
— Pending Future Actiong

— Erimary Job Audit
Brimary Job Audit View Process Request For

— ReguestAd hoc Process

— Create As-of-Date Mass :[TaBOR | 3 [ Fliast =] Refresh
Bepor UserID: LTABOR Q@ Type: Last: 1/ |Davs
— Create As-of-Date server: [ =] name: [ G mstance: to

Benuest Run Distribution [~
- hd il v Save On Refresh
Department Action Statu I J Statu I J

hlotices

— Create Calendar Year
Beguest

— Database Audit

— Create From/Thru Dates = 454338
Beguest

— Social Report BEL [ 454337 SOR Report SOIPER10 LTABOR 05/12/2007 4:0242PMIND  Processing  MNis Details

— Official List ESP

— Confract Printing ESP r 454336 Crystal S0I10050C LTABOR 08/12/2007 4:0Z:21FM IND Processing  MiA Details

— Print Contracts ESP =

— AFI Report ESP

— Create AF| File ESP

— Review AFI File EGP

— Create Contrati@ XL

— ;:(L‘JIQLEFﬁZ Confirmation Go backto Permanent Status Past Due
Esb

— Establish
Synchronization FRA B save | [ Notity

— First Day Motification
HLD Frocess List| Server List

— Part-Time Schedule FPS

— C5 Position Reguest the
EPS

— C5 Pasition - Rgst
Beject. FRE

— Career- Requestibc
EPS

- Career- Request
Eejected FPS

Mew Wiindow | Help | Custornize Page |

Process List

Crystal S0I0050C LTABOR 04/12/2007 4:04:03PM IND Queued TiA Details

— Agzsignment - Request |52 23 of 24 - Clipboard
the FPS Ttem not Collected; Delete
— Assignment - Ryst items to increass available
Rejected FPS Space
—fork Time - Paniect the |
| €] Process Instance: 454338 [ [ [ [ [@ trustedsites

Step | Action

10. Click the Refresh button.

The report is accessed using the same key strokes as reviewed in previous report
directions:

Click the Details link.
Click the View/Log Trace link.
Click the PDF hyperlink.

The report will appear as a PDF file.

11. End of Procedure.
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Turn Over

Procedure

Step

Action

1.

Click the Workforce Administration link.

[ winrkforce Administration]

PeopleSoft.

(3

[

P

P

Workforce Administration

Meintain information about & person regardiess of Jobs.
=] Adld & Person
=] Maoify @ Persan
= Person Organirational Summary.
B More..

Headcount FPS
Cortairs pages to set up the headcount maragement
system (define CAECs, Finance Act and hudget lines),
marage the commitment accounting entity allocation,
desliocation, stamps), and calculate the workforce.
O Manage CAE
[ Calculate Headcount
[ Revigw Headoount

2More..

Leave Ad USE
US Federal Leave Administration

[ Maniage Leave Information

[CReports
Ter EPS

Contains pagss to calculate tenure dates, identifis
employees wih an ending probetion period, valiete the
probation perind and assign & new status
= Calculate Tenure Date
= Calculats Futurs Tenures
= Trainees to be Given Tenures

2 More

Workforce Reports
General Workforse Reporting
I Emplovee Turnaver Analysis
=] Pending Future Actions
=) Brimary Job Audit

56 More

P

7

2

disciplinary action
adrinister workforce agresments, layoffs, recalls and
disciplinary actions.

[ Lavoffs and Recalls
10 More..

Hire employees, add non-employees, maintain personal and job deta, administer global assignments, labor relations, absence and vacation

Job Inf
Maintain information ahout & person tied to @ specific job
recard
=] Job Data
=] Review Staffing Assignments
= Acid Employment Instance

55 Mare

i

P

Labor Administration
Administer workforce agresments, layoits, recalls and

~

B
Aciminister additional beneft and salary information for
employees in The Netherlands in order to collsct the
information you need 1o pass to external payrol products
for further processing
[ Msitsin Genersl Information
[ Enroll in Benefts
[ &ssign Earnings and Deductions

2 More

P

Collective Processes
Frocesses that atfect multiple peopls
= Refresh Compensation
EIProcess Automated Actions USFE
=l Process ViGl Auto Action UISE

16 More

Ediit "Wyioricforce Administrati

Global Assignimernts

Track sssignment date; Mairtain assignee qualifications,
educational allowancss and cther education relatsd
informetion.

3 Track Assignment

[ Assignes Qualifications

[ Educational Allavvances

Absence and Vacation
Identifies absence and vacation, including specific types of
leave. Also allows warking time monitoring
[ Track Absence History.
[ Create Vacation Schedule
[ Abzence Reports

3 More...

Hexible S e EG
Maintain flexile service rules; Calculate and print employes
service data
=l Define Service Rules
ElFlexible Service
=] Service History
7 More

Self Service Trans IS
Administer Self Service workflow transactions

=l worktiow Inuiry.

[l workilow Inguiry (USF)

I Ful Time/Part Time Chanves
10 More..

[ 23 of 24 - Clipboard
Item not Collected: Delete
items to increase available
space

| £] http://devhr.gmis.in.gow/pscihrup [EMPLOYEEHRIMS/WEBLIE_PTPP_SC.HOMEPAGE FiekdFarmula. IScript_AppHP?scname=HC_WORKFORCE_ADMIN | |

| Trusted sies

Action

Click the Workforce Reports button.

Workforce Reportg
General Workforce R

Click the Employee Turnover Analysis button.
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nu
Aviorkforce Reports
Err T

Employee Turnover Analysis
— Pending Future Actions
— Primary Job Audit Enter any information you have and click Search. Leave fields blank for a list of all values
— RequestAd hot Process
— Create As-of-Date Mass
Eeport
— Create As-otDate
Reauest Search by: Run Control ID begins with |
— Depariment Action I case Sensitive
otices

— Create Calendar Year
Reauest Search | advanced Search
— Database Audit

— Create From/Thru Dates
Request

— Social Report BEL

— Official List EEP

— Cantract Printing ESP

— Etint Contracts ESP

— AFIReport ESFE

— Create AF| File ESF

— Beview AFI File ESP

— Create Contrati@ XML
File ESP

— HMLFile Confirmation
EsP

— Establish
Synchronization FRA

— First Day Motification
NLD

— Fart Time Schedule FES

— L8 Pasition Requestthc
EPS

— 5 Position - Rast
Beject FPS

— Career - Requestthc
EPS

— Career- Request
Rejected FPS

— Assignment - Request |52 23 of 24 - Clipboard
the FPS Ttern not Collected: Delete

— Assignment- Rast items to Increass availsble

Find an Existing Value

Find an Existing Value \ Add a New Value

Rejected FPE < space
| &] javascript:Select{"HC_WORKFORCE_REPORTING',"http:/jdevhr . gmis.in.gowjpsc/hrupl JEMPLOYEE{HRIMS{s[WEBLIE_PT_NAY ISCRIPT1 FieldForm [0 [T [ | mrusted sites

Step | Action

4, Enter the run control id into the Run Control ID field.
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Aviorkforce Reports

— Pending Future Actions

— Primary Job Audit

— RequestAd hot Process

— Create As-of Date Mass
Benor

— Create As-of Date
Reguest

— Depariment Action
otices

— Create Calendar Year
Request

— Database Audit

— Create From/Thru Dates
Request

— Social Report BEL

— Official List EEP

— Cantract Printing ESP

— Etint Contracts ESP

— AFIReport ESFE

— Create AF| File ESF

— Beview AFI File ESP

— Create Contrati@ XML
File ESP

— HMLFile Confirmation
EsP

— Establish
Synchronization FRA

— First Day Motification
NLD
EartTime Schedule FPS

— L8 Pasition Requestthc
EPS

— 5 Position - Rast
Beject FPS

— Career - Requestthc
EPS

— Career- Request
Rejected FPS

— Assignment - Request
the FPS

— Assignment - Rost
Bejected FPE

Employee Turnover Analysis
Enter any information you hawe and click Search. Leave fields blank for a list of all values

Search by: Run Control ID hegins with|run

[” case Ssensitive

Searth | advanced Search

Find an Existing Value \ Add a New Value

|52 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|@ Trusted sites

Action

Click the Add (Alt+1) button.
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enu
= Wiorkforce Reports
—En T

Mew Wiindow | Help | Custornize Page |

— Pending Future Actions

— Primary Job Audit

— Request Ad hot Process Run Control ID:  run Report Manager Process Monitor

— Create As-of Date Mass
Benor

— Create As-of Date
Reguest

— Depariment Action From Date: 03/01/2007 [
otices

— Create Calendar Year Thiu Date: 05/01/2007 [
Request

— Database Audit

— Create From/Thru Dates
Request

— Social Report BEL

— Official List EEP

— Cantract Printing ESP

— Etint Contracts ESP

— AFIReport ESFE

— Create AF| File ESF

— Beview AFI File ESP

— Create Contrati@ XML
File ESP

- ing; Fils Confirmation [E save | LReturnto Search | [=] Notify Er2cd | | FElUpdste/Display

— Establish
Synchronization FRA

— First Day Motification
NLD

— Fart Time Schedule FES

— L8 Pasition Requestthc
EPS

— 5 Position - Rast
Beject FPS

— Career - Requestthc
EPS

— Career- Request
Rejected FPS

— Assignment - Request |52 23 of 24 - Clipboard
the FPS Ttern not Collected: Delete

— Assignment- Rast items to Increass availsble
Rejected FPE space

|&] bone [ [ [ [ [@ trustedsites

Run |

Language:

Report Request Parameter(s)

Step | Action

6. Click the Run button.
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enu
= Wiorkforce Reports

— Pending Future Actions

— Primary Job Audit

— RequestAd hot Process

— Create As-of Date Mass
Benor

— Create As-of Date
Reguest

— Depariment Action
otices

— Create Calendar Year
Request

— Database Audit

— Create From/Thru Dates
Request

— Social Report BEL

— Cantract Printing ESP

— Etint Contracts ESP

— AFIReport ESFE

— Create AF| File ESF

— Beview AFI File ESP

— Create Contrati@ XML
File ESP

— HMLFile Confirmation
EsP

— Establish
Synchronization FRA

— First Day Motification
NLD

L Time Schedule FES

— L8 Pasition Requestthc
EPS

— 5 Position - Rast
Beject FPS

— Career - Requestthc
EPS

— Career- Request
Rejected FPS

— Assignment - Request
the FPS

— Assignment - Rost
Bejected FPE

Process Scheduler Request

New Window | Hel | Custornize Page | B

User ID: LTABOR Run Contrel ID: run
Server Name: N | Ronpate: 051272007

Recurrence: j' Run Time:

Time Zor Q4

r Employee Turnaver Analysis

r Ermploves Turnover SOl Only

QK Cancel

Process Name Process Type

FERO10 SGR Report
SOIPERTO S0R Repart

4:05.43PM Resetlo Current Date/Time

Weh ~| |FDF ~| Distribution
Wb ~| |PDF ~| Distribution

|2 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

|&] bone

| | @ Trusted sites

Action

Click the Process List option.

Click the Ok (Enter) button.
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enu
= Wiorkforce Reports
—En T

Mew Wiindow | Help | Custornize Pag Saved

Employee Turnover Anal

— Pending Future Actions
— Primary Job Audit

— RequestAd hot Process Run Control ID:  run ReporiManager  Process Monitor LR
— Create As-of Date Mass ~
Language: Engish 7] Process Instance:454333

Benor

— Create As-of Date
Reguest

— Depariment Action From Date: 03/01/2007 5
otices

— Create Calendar Year Thiu Date: 05/01/2007 [
Request

— Database Audit

— Create From/Thru Dates
Request

— Social Report BEL

— Official List EEP

— Cantract Printing ESP

— Etint Contracts ESP

— AFIReport ESFE

— Create AF| File ESF

— Beview AFI File ESP

— Create Contrati@ XML
File ESP

- ing; Fils Confirmation [E save | LReturnto Search | [=] Notify Er2cd | | FElUpdste/Display

— Establish
Synchronization FRA

— First Day Motification
NLD

— Fart Time Schedule FES

— L8 Pasition Requestthc
EPS

— 5 Position - Rast
Beject FPS

— Career - Requestthc
EPS

— Career- Request
Rejected FPS

— Assignment - Request |2 23 of 24 - Clipboard
the FPS Ttern not Collected: Delete

— Assignment- Rast items to Increass availsble
Rejected FPE space

| €] Process Instance: 454333 [ [ [ [ [@ trustedsites

Report Request Parameter(s)

Step | Action

9. Click the Process Monitor link.

Last changed on: 6/26/2007 11:21 AM

131



Training Guide
Workforce Administration for Quasi Agencies v8.9

ORACLE’

User Productivity Kit

PeopleSoft.

— Pending Future Actions

— Primary Job Audit

— RequestAd hot Process

— Create As-of Date Mass
Benor

— Create As-of Date
Reguest

— Depariment Action
otices

— Create Calendar Year
Request

— Database Audit

— Create From/Thru Dates
Request

— Social Report BEL

— Official List EEP

— Cantract Printing ESP

— Etint Contracts ESP

— AFIReport ESFE

— Create AF| File ESF

P

— Create Contrati@ XML
File ESP

— HMLFile Confirmation
EsP

— Establish
Synchronization FRA

— First Day Motification
NLD

— Fart Time Schedule FES

— L8 Pasition Requestthc
EPS

— 5 Position - Rast
Beject FPS

— Career - Requestthc
EPS

— Career- Request
Rejected FPS

— Assignment - Request
the FPS

— Assignment - Rost

Bejected FPE

Process List

New Window | Hel | Custornize Page | B

View Process Request For

User ID: |.TABOR O Type: [ “liast | 1 [Days x] Refresh
server: [ =] name: [ G, mstance: | to |

Run ~| Distribution -

Statt I J Statt I J ¥ Save On Refresh

[~ 454338 SGR Report
I~ 454338 Crystal
[T 454337 SGR Report
T 45433 Crystal

Go hackto Emplovee Turnover Analysis

& save | [ natity

Process List| Server List

SOIPER1D0 LTABOR 04/12/2007 4:05:43PM IND

S0I0050C LTABOR 04/12/2007 4:04:03PM IND
SOIPERT0 LTABOR 08/12/2007 4:02:42FM IND
S010050C LTABOR 05/12/2007 4:02:21PM IND

Queued
Processing
Processing

Processing

TiA
TMiA
INiA
TiA

Details
Details
Detalls

Details

|52 23 of 24 - Clipboard
Ttem nat Collected: Delete
items to increase available
space

| €] Process Instance: 454333

|@ Trusted sites

Step

Action

10.

Click the Refresh button.

11.

directions:

Click the Refresh button.

Click the Details link.

Click the PDF hyperlink.

Click the View/Log Trace link.

The report will appear as a PDF file.

The report is accessed using the same key strokes as reviewed in previous report

12.

End of Procedure.
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Appendix

Appendix A — Glossary of Workforce Administration Terms

Accommodations - Accommodations are efforts your organization is able to make
for employees or applicants with disabilities, such as purchasing special
equipment or making structural changes to a work environment.

Action Reason - The reason for updating data for an employee. Enter the Action
Reason in two parts. Part 1 is a personnel action, including a promotion,
termination, or transfer from one pay group to another. Part 2 is a reason for the
action. PeopleSoft Human Resources, PeopleSoft Benefits Administration, and
the COBRA Administration feature of PeopleSoft Base Benefits use the Action
reason.

Applicant Hire Process - The procedure of hiring an applicant previously tracked
and administered in the Recruitment panels. Once the system assigns an
Employee ID, the system uses recruitment data to fill in the fields in the Personal
Data panels.

Benefit / Deduction Program - Sets of benefits and deductions that are valid for
an employee or group of employees. A single company may have any number of
programs. An individual employee may belong to only one program; the
deductions and benefits contained in the program are the only valid deductions
and benefits for the employee.

Current Date - See System Date.

Drop down Box - A field on a panel that has a black triangle pointing downward
immediately to the right of the field. This allows personnel to enter valid values
for the field by clicking the triangle and choosing the correct value from the
provided list, or by using the Search Option.

Effective Date - A method of dating information in your system. You can predate
information to add historical data to your system, or postdate information in order
to enter it before it actually went into effect.

FTE (Full Time Equivalent) - This is the percent of a full time person the
employee would normally work in this position.

Incumbent - An employee currently assigned to a position.
Job Posting ID - The numeric designation of the year and week in which the Job

is opened and posted. The year is two digits. The week is also digits.
Example: Job Requisition has a Date Opened of July 13, 1998. That date is in

Last changed on: 6/26/2007 11:21 AM



Training Guide ORACLE
Workforce Administration for Quasi Agencies v8.9 er Produstviy Gt

the 29" week of 1998. The Job Posting ID is 9829.
Job Requisition has a Date Opened of February 22, 1999. This date is in the
eighth week of 1999. Therefore, the Job Posting ID appears as 9908.

Name Field Format - PeopleSoft requires a specific format when entering names
into the system. It is Lastname,Firstname Middlename or Initial. There is always
a comma and no space between the Last and First names. The first character of
both the Last and First names, as well as the Middle Initial are upper case. All
other characters are generally lower case. The system allows combines as in
McGuire or McDonald.

NOTE: Any deviation from this format will cause an error message and prohibit
saving the current record until you correct the entry.

NOTE: Never, ever, use a period anywhere in the Name field!

NOTE: Name mus match Social Security Card.

NOTE: Type Jr (Junior), Sr (Senior), Il (the Second), lll (the Third), etc., in the
Suffix field.

EXAMPLES:Smith Jr,John R or Smith Jr,John Raymond ;Smith Ill,John R
National ID Number - Most countries use some form of number for identification
purposes. For example, Canadian citizens have a Social Insurance Number, and
US residents have a Social Security Number. Each type of National ID has its
own unique formatting requirements.

Pay Calendar - Payroll processing cycle for a given pay group.
Pay Group - A set of employees grouped together for benefits processing.

Percent Compensation Change - The change entered as a percentage, usually
less than 10, with two decimal positions. Enter a 3.2% increase as 3.20. Entera
1% pay reduction as -1.

Personnel Action - Changes to employee data or status resulting from activities
such as promotions, transfers, terminations, salary increases, or leaves of
absence.

(Tele)Phone - Enter the ten digits as one continuous string. The system
automatically formats the field when you press the tab key.

Reason Code - A code explaining a personnel action, such as leaves of absence,
hiring, or terminations.

Regulatory Region - Any region (country, province or state) where there are
specific laws and regulations addressed by any function in PeopleSoft.
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Security Clearance - Security Clearances (Classified, Secret, Top Secret) are
granted to employees by government agencies. They are usually associated with
jobs that bring employees into contact with classified or sensitive materials.

Shift - The block of hours that an employee works in a day, such as first, second,
or third. Shifts may be constant, rotating, repeating, or split. Any given shift may
or may not have an associated Shift Differential or Bonus

NOTE: The State of Indiana uses this field to show employee’s status as a
Working Leader.

System Date - The date supplied by the PC you are using.

Translate table - An edit table that stores codes and translate values for the
miscellaneous fields on the database that do not warrant individual edit tables of
their own. Generally, PeopleSoft maintains the Translate table.

VETS-100 Federal Contractor Report - This report is required of employers in the
United States. It lists federal job classifications and the number of employees
and new hires in the last 12 months who are special disabled military veterans or
Vietnam era military veterans. It also provides totals for each job classification of
both veterans and non-veterans who hold these jobs.
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Appendix B — Address Format Guide

GENERAL RULES

Enter all data using proper upper case and lower case (e.g., “Kansas City” - not
‘KANSAS CITY.”) Do not use all Capital Letters. The system automatically
formats any field that requires information in all capital letters (State
abbreviations, table Codes, etc.)

NOTE: NEVER USE A PERIOD OR OTHER PUNCTUATION EXCEPT
HYPHANATED NAMES IN ANY FIELD!

NOTE: Applicant/D and Empl/D - NEVER USE THE SOCIAL SECURITY
NUMBER! The system will automatically assign this number.

Name:

PeopleSoft format is Lastname,Firsthame Middlename or Initial! Always type
names with upper case for first letter of each name; lower case for all other
letters. Enter Jr (Junior), Sr (Senior), Il (the Second), Il (The third), etc., in the
suffix fields.

Address:
Address 1 - Enter the Street address without using periods (i.e. St - not St.)

NOTE: Do not enter PO Box Number in the Address 1 field, except when it is the
ONLY address provided.

Address 2 - Type Post Office Boxes, Apartment Numbers, etc.
Address 3 - Type in-care-of (C/O) information

City - Type complete name of the City.

Special Exceptions: Fort is Ft Saint is St

Spell out the words New, North, South, East, and West when part of a city’s
name.

Standardized Address Formats

NO PERIODS OR OTHER PUNCTUATION EXCEPT FOR HYPHENATED
NAMES ARE TO BE USED IN THE ADDRESS.

Street address: The proper name of the street should be spelled out, with the
exception of numerical names. Abbreviate direction indicators and type of street
as listed below.

Ave = Avenue
Apt = Apartment
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Blvd = Boulevard
By =Bypass
Cswy = Causeway
Cir = Circle

Cr = County Road
Ctr = Center

Ct =Court

Dr = Drive

FI = Floor

Hts = Heights
Hwy = Highway
Jct = Junction

Ln = Lane

Pkwy = Parkway
Pl =Place

Plz = Plaza

Pt = Point

PO Box = Post Office Box
Rd = Road

Rt = Route

RR = Rural Route
Sq = Square

SR = State Road
St = Street

Ste = Suite

Ter =Terrace

Trl = Trail

North (N), South (S), East (E), and West (W) should be abbreviated in street
address only if it is indicating a direction and not a proper name.
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Appendix C — Action/Reason Code Guide

Action Reason  |Description

Demotion

Demotion ADA ADA Demotion

Demotion DSP Demo - Same Agcy w/Pay Change
Demotion *** DTS *** Demotion to Subsidiary ***
Demotion DSW Demo - Same Agcy w/o Pay Change
Demotion LOF Demotion in Lieu of Layoff
Demotion RTS Return to Status - Same Agency
Demotion USP Unsatisfactory Performance
Demotion VOL Voluntary Demotion

Data Change

Data Chg * CPD Correction Personal Data

Data Chg * CJD Correction Job Data

Data Chg * CPR Correction Pay Rate

Data Chg CWT Completed Working Test

Data Chg EWT Extended Working Test

Data Chg FTP Full Time to Part Time

Data Chg ITR Intermittent/Temp to Regular

Data Chg PTF Part Time to Full Time

Data Chg REL Relocation-Benefit Change

Data Chg RMW Reinstatement-Whole

Data Chg RTI Regular to Intermittent/Temp

Data Chg Inactive 1/11/05 UNC Union NonMerit Prob Complete
Data Chg Inactive 1/11/05 UNE Union NonMerit Probation Exten
Family Status Change

Family Chg ACI Acquire Dependent Effective on Event Dt
Family Chg ACQ Acquire Dependent

Family Chg DEA Death of a Dependent

Family Chg DEI Dependent Death Effective on Event Dt
Family Chg DEP Dependent Removal

Family Chg DIV Divorce

Family Chg DMI Dependent Marriage Effective on Event Dt
Family Chg DRP Drop Insurance

Family Chg DVI Divorce Effective on Event Date
Family Chg LCC Loss of Coverage Single to Family
Family Chg LClI Loss of Coverage Effective Event Dt
Family Chg LOC Loss of Coverage

Family Chg MAR Marriage of Employee

Family Chg MED Medicare Entitlement

Family Chg MRI Employee Marriage Effective on Event Dt
Family Chg oVG Overage Dependent

Hire

Hire ELC Elected or Appointed

Hire NPS New Position

Hire REH Rehire

Hire REP Replace Incumbent
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Action Reason \Description
Long Term Disability
LTD w/Pay ILTD |Long Term Disability With Pay
Pay Rate Change
Pay Rate Change ADJ Adjustment-No Job Chg
Pay Rate Change P4P Pay For Performance
Pay Rate Change GSA General Salary Adjust (04, 05, 06)
Pay Rate Change CER Certificate
Paid Leave of Absence
Paid LOA (Leave of Absence FML Family Medical Using Accrued Time
Paid LOA (Leave of Absence HEA Health Reasons Using Accrued Time
Paid LOA (Leave of Absence) MIL Military Service-Up to 15 days
Paid LOA (Leave of Absence PED Education Using Accrued Time
Paid LOA (Leave of Absence PML Military Using Accrued Time
Paid LOA (Leave of Absence) PUN Paid Union Leave (Inactive 1/11/05)
Paid LOA (Leave of Absence) TRT Tortuous Act Disability
Paid LOA (Leave of Absence) UBB Union Buy Back (Inactive 1/11/05)
Paid LOA (Leave of Absence) uLB Union Leave Bank Inactive 1/11/05)
Position Changes
Position JRC Job Reclassification
Position STA Position Status Change (Working Leader)
Promotion — Same Agency
Promotion PSA Promotion - Same Agency
Promotion *** PTS #*** Promotion to Subsidiary ***
Recall From Suspension
Recall RES Return from Suspension
Recall RTS Reinstatement Time Served Suspension
Rehire
Rehire AFF Re-Hired From SBP/BMV
Rehire ELC Re-elected or Re-appointed
Rehire RFL Recall from Layoff
Rehire (Merit Only — Re-Employ Rights) |REN Re-employment New Position
Rehire (Merit Only — Re-Employ Rights) |REP Re-employment Replace
Rehire RHN Rehire — New Position
Rehire RPL Rehire — Replace
Retirement
Retirement [RET [Retirement
Return From Disability
Return From Disability [RFD [Return From Disability
Return Leave of Absence
Return-LOA RFL Return From Leave
Return-LOA RPL Return From Paid Leave
Return-LOA REM Ret Ext Mil Ben Eff Regular
Return-LOA RML Ext Mil Ben Eff Event Date
Short Term Disability With Pay
STD W/Pay (Paid Short Term Disability)  [STD [Short Term Disability With Pay
Suspension
Suspension DAC Disciplinary Action
Suspension DSB Disorderly Behavior
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Action Reason \Description
Suspension EMG Emergency Suspension
Suspension ILA Illegal Action
Suspension TPD 30 Day Suspension Pending Dismissal
Termination
Termination AAN Attendance/NEFR
Termination AAY Attendance/EFR
Termination ATN Tardiness/NEFR
Termination ATY Tardiness/EFR
Termination DCN Discharge/NEFR
Termination DCY Discharge/EFR
Termination DEA Death
Termination DFN Misrepresentation/NEFR
Termination DFY Misrepresentation/EFR
Termination DHN Dishonesty/NEFR
Termination DHY Dishonesty/EFR
Termination DJN Job Abandonment/NEFR
Termination DJY Job Abandonment/EFR
Termination DLN |[Failure to ret from leave/NEFR
Termination DLY Failure to ret from leave/EFR
Termination DMN Misconduct/NEFR
Termination DMY Misconduct/EFR
Termination DRN Release/NEFR
Termination DRY Release/EFR
Termination DUN Unsatisfactory work/NEFR
Termination DUY Unsatisfactory work/EFR
Termination DVN Violation of Rules/NEFR
Termination DVY Violation of Rules/EFR
Termination EOT End of Term — Elected Officials ONLY
Termination GMI Gross Misconduct
Termination HFN lliness in Family/NEFR
Termination HFY lliness in Family/EFR
Termination ISN Insubordination/NEFR
Termination ISY Insubordination/EFR
Termination LOF Layoff (MERIT AGENCIES ONLY)
Termination * NML * Non-Merit Layoff — Gov Re-Organization *
Termination PCN Child Care/House/NEFR
Termination PCY Child Care/House/EFR
Termination PEN Dissatisfied /fellow EES/NEFR
Termination PEY Dissatisfied w/fellow EES/EFR
Termination PFN Family Reasons/NEFR
Termination PFY Family Reasons/EFR
Termination PHN Dissatisfied with hours/NEFR
Termination PHY Dissatisfied with hours/EFR
Termination PJN Dissatisfied/Type of Work/NEFR
Termination PJY Dissatisfied/type of work/EFR
Termination PLN Dissatisfied with Location/NEF
Termination PLY Dissatisfied with Location/EFR
Termination PMN Marriage/NEFR

Last changed on: 6/26/2007 11:21:00 AM

140




141

Training Guide

ORACLE’

er Produstviy Gt Workforce Administration for Quasi Agencies v8.9
Action Reason \Description
Termination PMY Marriage/EFR
Termination PPN Dissatisfied w/policy/NEFR
Termination PPY Dissatisfied w/policy/EFR
Termination PRN Return to School/NEFR
Termination PRY Return to school/EFR
Termination PSN Dissatisfied w/Supv/NEFR
Termination PSY Dissatisfied w/Supv/EFR
Termination PTN Transportation Problems/NEFR
Termination PTY Transportation Problems/EFR
Termination PUN Dissatisfied w/Promo Opps/NEFR
Termination PUY Dissatisfied w/promo Opps/EFR
Termination PWN Dissatisfied w/Work Cond/NEFR
Termination PWY Dissatisfied w/Work Cond/EFR
Termination QLO Quasi Agency Layoff Only
Termination REN Early Retirement/NEFR
Termination REY Early Retirement/EFR
Termination RMN Mutual Consent/NEFR
Termination RMY Mutual Consent/EFR
Termination RON Resignation other job/NEFR
Termination ROY Resignation other job/EFR
Termination RSN Resignation/NEFR
Termination RSY Resignation/EFR
Termination RTN End Temporary Emp/NEFR
Termination RTY End Temporary Emp/EFR
Termination SGB Term from Quasi Agency
Transfer
Transfer BMV Transfer To/From BMVC
Transfer CESs Transfer To/From CES Agency
Transfer PSA Promotion - Same Agency
Transfer *** PTS *** Promotion to Subsidiary ***
Transfer DSP Demo - Same Agcy w/Pay Change
Transfer DSW Demo - Same Agcy w/o Pay Change
Transfer *** DTS *** Demotion to Subsidiary ***
Transfer DDP Demote-Diff Agency/Pay Change
Transfer DDW Demote-Diff Agency w/o Pay Change
Transfer EER Employee Request
Transfer ** Inactive effective 7/10/07 INT ** Internal Transfer **
Transfer LDA Lateral, Diff Agcy
Transfer LSA Lateral, Same Agcy
Transfer MRR Manager Request
Transfer PDP Promotion — Different Agency
Transfer RDP Return to Status - Diff Agency
Transfer SGB Transfer To/From SGB Agency
Transfer *** TAF *** Transfer to Affiliate ***
Unpaid Leave of Absence
LOA (Leave of Absence) EDU Education
LOA (Leave of Absence) 9MO 9 Month School Emp-BenNoTerm
LOA (Leave of Absence) 9TR 9 Month School Emp — Ben Term
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Action Reason \Description

LOA (Leave of Absence) FML Family and Medical Leave Act
LOA (Leave of Absence) HEA Health Reasons

LOA (Leave of Absence) MIL Military Service - Extended
LOA (Leave of Absence) MLF Ext Mil Bill Family Rate

LOA (Leave of Absence) PER Personal

LOA (Leave of Absence) (Inactive 1/11/05) |UUN Unpaid Union Leave

LOA (Leave of Absence) WCP Workers Comp

* - Requires SPD approval.
** - For use with E-Recruit process only.
*** - DOC and FSSA/DCS agency use only.
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Appendix D — 8 Benefit Stoppers

S8 BENEFIT
STOPPERS

1. BLANK BIRTHDATE

2. BLANK/INCORRECT EMPLOYEE CLASS.

3. PERSONAL DATA EFFECTIVE DATE DOES
NOT MATCH THE EFFECTIVE DATE OF HIRE OR
IS NOT UPDATED TO MATCH EFFECTIVE DATE
OF REHIRE

4. BAS ID IS BLANK

5. BENEFIT PROGRAM — SHOULD ALWAYS BE
NON FOR HIRES/ REHIRES

6. GENDER BLANK

/. COMPANY SENIORITY OR SERVICE DATE
BLANK/INCORRECT

8. COUNTY OF RESIDENCE
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Appendix E - Hire a New Employee

Click the Workforce Administration link.

[ winrkforce Administration]

Click the Add a Person button.

Click the Add the Person link.

Enter the effective date of hire into the *Effective Date field.

If the format type does not default, select English from the list.
English

Click the Add Name link.

Enter the employee's first name into the First Name field.

Enter the middle name or initial into the Middle Name field.

Enter the employee's last name into the Last Name field.

10.

Click the Suffix list,
| =

11.

Select Jr from the list.

Lo I

12.

Click the OK button.

13.

Enter the employee's date of birth into the Date of Birth field..

14.

Enter the effective date of hire into the *Effective Date field for Biographical
Information. .

15.

Select the employee's gender from the list of values.

16.

Select the employee's highest education level from the list of values.
|D-50me College 1

17.

Select the employee's Marital Status from the list.
IMarried |

18.

Enter the employee's social security number into the National 1D field.

19.

Click the Contact Information tab.

[Contact Information|

20.

Click the Edit/View Address Detail link.

21.

Click the Add Address link.

22.

Enter the employee's address into the Address 1 field.
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23. | Enter the employee's city into the City field.
24. | Enter the employee's state into the State field.
25. | Enter the employee's zip code into the Postal field.
26. | Enter the county of residence into the County field.
27. | Click the OK button.
e
28. | Click the OK button.
29. | Click the appropriate phone type from the list.
[Home |
30. | Enter the employee's telephone number into the Telephone field.
31. | Select the email type from the list.
[Business |
32. | Enter the employee's email address into the *Email Address field.
33. | Click the Regional tab.
[Regional
34. | Click the Look up Ethnic Group (Alt+5) button.
35. | Select the appropriate value from the list.
36. | Click the Organizational Relationships tab.
I I
37. | Click the Employee option.
38. | Click the Add the Relationship button.
| Addthe Relationship |
39. | Enter the appropriate reason code into the reason field.
40. | Enter the PCN into the Position Number field.
41. | Press [Tab].
42. | Click the Job Information tab.
[ Job Information |
43. | Select the appropriate Empl Class from the list.
Y
44. | Click the Job Labor tab.
[Job Labor]
45. | Enter the effective date of hire into the Union Seniority Date field.
46. | Click the Payroll tab.
Payrall
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47.

Verify the pay group defaulted correctly. If necessary, enter the pay group into the
Pay Group field.

48.

Click the Compensation tab.

Compensation|

49.

Enter the bi-weekly compensation rate. When finished, click the Calculate
Compensation button.

If applicable, click employment data and enter the probation date.
| Caleulate Compensation

50.

Click the Benefits Program Participation link.

Benefits Prograrm Participation

51.

Enter the BAS Group ID into the BAS Group ID field.

52.

Click the OK button.
QI

53.

End of Procedure.

Appendix F - Entering a Rehire

Click the Workforce Administration link.

[ wiarkforce Administration|

Click the Modify a Person button.
[EIModify & Person]

Enter the employee id number into the Personal Information field.

Click the Search button.

Search

Enter the effective date of rehire into the *Effective Date field.

Click the Edit Name link and enter any necessary changes to the employee's name.

dit Mameg

M

Click the OK button.

(=]
F

Make any necessary changes to the employee's gender, highest education level, and/or
marital status.

Click the Contact Information tab.

|

10.

Verify the address is correct. To change the address, click the Edit/View Address
Detail link.

iew Address
etai

g

Last changed on: 6/26/2007 11:21:00 AM

146




147

Training Guide

ORACLE’
er Produstviy Gt Workforce Administration for Quasi Agencies v8.9
11. | Click the Add a new row at row 1 (Alt+7) button to add a new address.
12. | Enter the effective date of rehire into the Effective Date field.
13. | Click the Update/View Address link.
14. | Make any necessary changes to the employee's address.
15. | Click the OK button.
If there is a mailing address as well, be sure to update the effective date to reflect the
date of rehire.
16. | Click the Regional tab.
17. | Click the Save button.
18. | Click the Job Information link.
Job [nformation
19. | Click the Job Data button.
E" Job Data|
Enter job ir
20. | Enter the employee's id number into the Employee ID field.
21. | Click the Search button.
22. | Click the Add a new row at row 1 (Alt+7) button.
23. | Enter the effective date of rehire into the *Effective Date field. .
24. | Select Rehire from the list.
IRehire |
25. | Enter the reason code into the Reason Code field. Enter a valid value e.g. "rpl".
26. | Enter the PCN into the Position Number field.
27. | Press [Tab].
28. | Click the Job Information tab.
Job Information]
29. | Select the employee class from the list.
30. | Click the Job Labor tab.
[Jab Labor
31. | Enter the effective date of rehire into the Union Seniority Date field.
32. | Click the Compensation tab.
[Compensation

Last changed on: 6/26/2007 11:21 AM




Training Guide ORACLE
Workforce Administration for Quasi Agencies v8.9 er Produstviy Gt

33.

If necessary, update the bi-weekly compensation rate. When finished, click the
Calculate Compensation button.
| Calculate Compensation I

34. | Click the Employment Data link.
35. | Enter the adjusted accrual date into the Company Seniority Date field.
36. | Click the Refresh button.
37. | Enter the effective date of rehire into the Benefits Service Date field.
38. | Click the Benefits Program Participation link.
Benefits Prograrm Participation
39. | Enter the BAS ID into the BAS Group ID field.
40. | Click the Add a new row at row 1 (Alt+7) button.
41. | Enter the effective date of rehire into the *Effective Date field. ".
42. | Enter the NON into the *Benefit Program field.
43. | Click the Save button.
44. | End of Procedure.

Appendix G - Entering an Employee Transfer

Click the Workforce Administration link.

[ winrkforce Administration]

Click the Job Data button.

Enter the employee id into the Search field.

Click the Search button.

Click the Add a new row at row 1 (Alt+7) button.

Enter the transfer effective date into the *Effective Date field.

Click the Employee Status list.
IHire j|

Select Transfer from the list of Action codes.

|Transfer 1

Last changed on: 6/26/2007 11:21:00 AM

148




149

Training Guide

ORACLE’
er Produstviy Gt Workforce Administration for Quasi Agencies v8.9
9. Click the Look up (Alt+5) button.
10. | Select the appropriate reason code from the list.
SGH Transfer To/From SGH Agency |
11. | Enter the PCN into the Position Number field.
12. | Press [Tab].
13. | Click the Job Information tab.
Job Information]
14. | Select the appropriate Employee Class from the list.
HeTEE]]
15. | Click the Job Labor tab.
Job Labor]
16. | Verify the Union Seniority Date reflects the initial date of hire or rehire.
06f0472007
17. | Click the Payroll tab.
Payoll
18. | Verify the pay group is entered correctly. If necessary, enter the desired information
into the Pay Group field.
19. | Click the Compensation tab.
[Compensation
20. | Enter the bi-weekly compensation rate into the Comp Rate field.
21. | Click the Calculate Compensation button.
| Caleulate Compensation I
22. | Click the Benefits Program Participation link. If necessary, update the BAS Group
ID.
[Benefits Prograr Participatior]
23. | Click the Save button.
24. | End of Procedure.
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Appendix H - Entering a Promotion

1. Click the Workforce Administration link.

[ winrkforce Administration]

2. Click the Job Data button.

Enter the Employee ID Number into the Search field.

Click the Search button.

5. Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date of the promotion into the *Effective Date field.

Click the Employee Status list.

IHire j|

8. Select Promotion from the list.
|Pramaotion |

9. Click the Look up (Alt+5) button.
[&]

10. | Select the appropriate reason code from the list of values.

P& Prormotion - Same Agency]

11. Enter the PCN into the Position Number field.

12. | Press [Tab].

13. Click the Job Information tab.

H

14. | Select the appropriate Empl Class from the list of values.

15. Click the Job Labor tab.

i

16. | Click the Payroll tab and verify the pay group is correct.

[

17. | Click the Compensation tab.

H

18. | If necessary, update the bi-weekly compensation rate.

433.000000

19. | Click the Calculate Compensation button.
| Caleulate Compensation I

20. Click the Save button.
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21. End of Procedure.

Appendix | - Entering a Demotion

1. Click the Workforce Administration link.

[ winrkforce Administration]

2. Click the Job Data button.

Enter the employee id number into the Search field.

Click the Search button.

5. Click the Add a new row at row 1 (Alt+7) button.

Enter the effective date of the demotion into the *Effective Date field.

Select Demotion from the list.

|Demnti0n |
8. Select the appropriate reason from the list of values.
DSP Derma - Same Agey wiPay Chanqe|

9. Enter the PCN into the Position Number field.

10. | Press [Tab].

11. | Point to the object.

12. Click the Job Information tab.
ok Information|

13. | Change the employee class if necessary.

14. | Click the Compensation tab.
[Compensation|

15. | If necessary, adjust the bi-weekly

843.000000

16. | Click the Calculate Compensation button.
| Calculate Compensation I

17. Click the Save button.

18. End of Procedure.
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Appendix J - Updating Biographical Information

1. Click the Workforce Administration link.
[workforce Administration |
2. Click the Modify a Person link.
[Mouity & Person |
3. Click in the EmplID field to enter the Employee ID Number. Enter a valid value e.g.
"10000240692".
4. Click the Search button.
5. To make a name change, click the Add a new row (Alt+7) button.
[+]
6. Enter the effective date into the *Effective Date field. Enter a valid value e.g.
"050107".
7. Click the Edit Name link.
[Edit Name|
8. This example reflects a change in the employee's last name.
Enter the last name into the Last Name field.
9. Click the OK button.
10. | To make a change to the employee's gender, highest education level, or marital
status, click the Add a new row (Alt+7) button in the Biographical History section.
11. | Enter the effective date of the change into the *Effective Date field.
12. | Click the *Highest Education Level field drop-down menu button.
13. | Select G-Bachelor's Level Degree from the list of values.
|G—Elache|u:ur's Level Degree I
14. | Click the *Marital Status field drop-down menu button.
15. | Select Married from the list of values.
[Married |
16. | Enter the effective date of the marital status change into the As of field.
17. | Click the Contact Information tab.
L |
18. | Click the Edit/View Address Detail link.

iew Address

Detait
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19. | Utilize the Add Address link to modify address information.

Add Address

20. | To add a telephone number, click the Add a new row (Alt+7) button.

[+]

21. | After clicking on the *Phone Type drop-down menu button, select Cellular from the
list of values.
|Ce|lu|ar _]

22. | Enter the phone number into the Telephone field. Enter a valid value e.g.
"6025551213".

23. | To add an additional email address, click the Add a new row (Alt+7) button.

24. | Select the correct email type and enter the email address into the *Email Address
field.

25. | Click the Regional tab.
I

26. | When making a personal data change, verify that the Ethnic Group field has been
populated. To record the employee's Ethnic Group, click the Ethnic Group
Magnifying Glass (Alt+5) button.

=

27. | Inthis example, select the White link from the list of values.

28. Click the Save button.

29. End of Procedure.

Appendix K - Updating Emergency Contact Information

1. Click the Workforce Administration link.

[warkfarce Administration|

2. Click the Personal Information button.

3. Click the Emergency Contact button.
El

Click in the EmplID field to enter the Employee ID Number.

5. Click the Search button.

6. Enter the contact's name into the *Contact Name field.
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7.

After clicking the *Relationship to Employee field drop-down menu button, select
Father from the list of values.
iFather

8. Click the Primary Contact check box to select it.

9. Click the Edit Address link.

10. | Enter the contact's address into the Address 1 field.

11. | Enter the contact's city into the City field.

12. | Enter the contact's state into the State field.

13. | Enter the contact's zip code into the Postal field.

14. | Enter the contact's county into the County field.

15. | Click the OK button.

16. | Enter the contact's phone number into the Phone field. Enter a valid value e.g.
"2175558989".

17. | Click the Other Phone Numbers tab.
L |

18. | After clicking the *Phone Type field drop-down menu button, select Cellular from
the list of values.

19. | Enter the contact's phone number into the Phone field. Enter a valid value e.g.
"2172514655".

20. | Click the Save button.

21. | End of Procedure.

Appendix L - Entering a Pay Rate Change

Click the Workforce Administration link.

[warkforce Administration |

Click the Job Data link.
[ Ik Dista |

Click in the EmplID field to enter the Employee's ID Number.

Click the Search button.

Click the Add a new row (Alt+7) button.
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6. Enter the effective date into the *Effective Date field. Enter a valid value e.g.
"051407".

Press the [Tab] key.

Click the Action / Reason field drop-down menu button.

&

9. Select Pay Rate Change from the list of values.
|F'a3t Fate Change |

10. Enter the correct reason code into the Reason field.

11. | Click the Compensation tab.

| Gompensation |

12. | Enter the new biweekly salary into the Comp Rate field.

13. | Click the Calculate Compensation button.
| Calculate Compensation I

14. Click the Save button.

15. End of Procedure.

Appendix M - Begin Working Leader Assignment

1. Click the Workforce Administration link.

[vorkforce Administration |

2. Click the Job Data link.
[dnb Dta

3. Click in the EmplID field to enter the Employee ID Number.

Click the Search button.

5. Click the Add a new row (Alt+7) button.

Enter the effective date into the *Effective Date field.

Press the [Tab] key.

After clicking the Action / Reason field drop-down menu button, select Pay Rate
Change from the list of values.
|F'ay Rate Change |

9. Click the Reason Maginifying Glass (Alt+5) button to view a list of reason codes.
10. | Select STA Position Status Change from the list of values.
[5TA Paosition Status Change |
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11.

Verify the position number is correct and change the number if necessary.
10002373

12.

Click the Override Position Data button.

Override Position Data I

13.

Click the Job Information tab.

|

14.

After clicking the *Regular Shift field drop-down menu button, select Work Ldr
from the list of values.

Work Ldr

15.

Click the Compensation tab.
 Compensation -

==

16.

If necessary adjust the biweekly rate of pay in the Comp Rate field.

1,2449.000000

17.

Click the Calculate Compensation button.
Caleulate Compensation I

18.

Click the Save button.
Bl save

19.

End of Procedure.

Appendix N - End Working Leader Assignment

Click the Workforce Administration link.

[workforce Administration |

Click the Job Data link.

Job Data

Click in the EmplID field to enter the Employee ID Number.

Click the Search button.

Search

Click the Add a new row (Alt+7) button.

[#]

Enter the effective date into the *Effective Date field.

After clicking the Action / Reason field drop-down menu button, select Position
Change from the list of values.
|F'Dsitinn Change jl

Enter STA into the Reason Code field.
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9. After clicking the *Regular Shift field drop-down menu button, select 1 from the list
of values.
10. | Click the Compensation tab.
| Compensation |
11. | Adjust the biweekly compensation rate in the Comp Rate field.
12. | Click the Calculate Compensation button.
| Caleulate Compensation I
13. | Click the Save button.
14. | End of Procedure.

Appendix O - Permanent Status/Extend Working Test

Click the Workforce Administration link.

[#rorkforce Administration|

Click the Job Data link.
[Job Data|

Click in the EmplID field to enter the Employee ID Number.

Click the Search button.

Click the Add a new row (Alt+7) button.

Enter the effective date into the *Effective Date field. .

After clicking the Action / Reason field drop-down menu button, select Data Change
from the list of values.
|Data Change |

Click the Reason Code Magnifying Glass (Alt+5) button.

=

Select the appropriate reason code (Completed Working Test or Extended Working
Test) from the list of values.
[cwT Completed Working Test |

10.

Click the Job Information tab.

| dob Information |

11.

After clicking the Empl Class field drop-down menu button, select the appropriate
employee class (Perm Status, XOrig WT, or XPromo WT) from the list of values.

Perm Stat

Last changed on: 6/26/2007 11:21 AM




Training Guide ORACLE
Workforce Administration for Quasi Agencies v8.9 er Produstviy Gt

12.

Scroll to the bottom of the page to locate the Save button.

13. Click the Save button.
14. End of Procedure.

Appendix P -Entering a Suspension

Click the Workforce Administration link.

[wiarkforce Administration |

Click the Job Data link.

Click in the EmplID field to enter the Employee ID Number.

Click the Search button.

Click the Add a new row (Alt+7) button.

Enter the effective date into the *Effective Date field.

After clicking the Action / Reason field drop-down menu button, select Suspension
from the list of values.
[Suspension |

Click the Reason Code Magnifying Glass (Alt+5) button.
[&]

Select DAC Disciplinary Action from the list of values.
DAC Distiplinary Action |

10.

Click the Save button.

11.

End of Procedure.

Appendix Q - Entering a Termination

1. Click the Workforce Administration link.
[warkforce Administration |
2. Click the Job Data link.
[Job Datal
3. Click in the EmplID field to enter the Employee ID Number.
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Click the Search button.

Click the Add a new row (Alt+7) button.

Enter the effective date into the *Effective Date field.

After clicking the Action / Reason field drop-down menu button, select Termination
from the list of values.

Enter the correct reason code into the Reason field.

Click the Save button.

10.

End of Procedure.
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Appendix R - Family Status Change

Click the Workforce Administration link.

[workforce Administration |

Click the Job Data link.
Ik Dt |

Click in the EmplID field to enter the Employee ID Number.

Click the Search button.

Click the Add a new row (Alt+7) button.

Enter the effective date of the family status change into the *Effective Date field.

After clicking the Action / Reason field drop-down menu button, select Family
Status Change from the list of values.
[Family Status Change ]

Click the Reason Code Magnifying Glass (Alt+5) button.
[&]

Select the appropriate reason code from the list. In this example, select MRI Emp
Marriage Eff on Event Dt.
||M Emp Marriage Ef on Event Ot |

10.

Click the Save button.

11.

As a result of a marriage, divorce, or death of a spouse, the employee's personal data
may require modification. In this example, the employee has submitted a family status
change due to marriage, which will require the user to update the employee's last
name and marital status.

Click the Expand Menu (Ctrl+Y) button.

12.

Click the Personal Information link.
|F'ersona| Infnrmation|

13.

Click the Modify a Person link.
[Modify & Person]

14.

Enter the Employee ID Number into the Biographical field. Enter a valid value e.g.
"10000240692".

15.

Click the Search button.

16.

Click the Add a new row (Alt+7) button.
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17. | Enter the effective date of the family status change into the *Effective Date field.
Enter a valid value e.g. "051507".

18. | Click the Edit Name link.

19. | Enter the last name into the Last Name field. Enter a valid value e.g. "Vaughn".

20. | Click the OK button.

21. | Click the Add a new row (Alt+7) button.

22. | Enter the effective date of the family status change into the *Effective Date field.
Enter a valid value e.g. "051507".

23. | After clicking on the *Marital Status field drop-down menu button, select the
appropriate marital status from the list of values.
In this example, the status changed to Married as shown on the next screen.
[=]

24. | Enter the effective date of the marital status change into the As of field.

25. | Click the Contact Information tab and make any necessary modifications to the
employee's address, telephone, or email information.
[ I

26. | Click the Save button.

27. | End of Procedure.

Appendix S - Entering a Paid Leave of Absence

1. Click the Workforce Administration link.
[Workiorce Administration |

2. Click the Job Data link.
[Job Data |

3. Click in the EmplID field to enter the Employee ID Number. Enter a valid value e.g.
"10000240692".

4. Click the Search button.

5. Click the Add a new row (Alt+7) button.

6. Enter the effective date into the *Effective Date field. Enter a valid value e.g.
"050107".
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7. Click the Action / Reason field drop-down menu button.
=

8. Select Paid Leave of Absence from the list of values.
|F'aid Leave of Absence |

9. Click the Reason Code Magnifying Glass (Alt+5) button.
[&]

10. | Select the appropriate reason code. In this example, select FML Paid FMLA Use
Accrued Time from the list of values.
fEML Faid FMLA Use Accrued Time |

11. | Click the Save button.
Note: After saving, ensure that the last date worked field reflects the last day the
employee worked. If the date is incorrect, check the Override Last Date Worked
checkbox and enter the correct date. Be sure to Save again.

12. | End of Procedure.

Appendix T - Entering a Return from Leave of Absence

Click the Workforce Administration link.

[wirkfarce Adrministration]

Click the Job Data link.
[dnb Dta

Click in the EmplID field to enter the Employee ID Number.

Click the Search button.

Click the Add a new row (Alt+7) button.
[+]

Enter the effective date into the *Effective Date field.

Click the Action / Reason field drop-down menu button.

E|

Select Return from Leave from the list of values.
IReturn from Leave ;I

Click the Reason Code Magnifying Glass (Alt+5) button.
[&]

10.

Select the appropriate reason code from the list. In this example, select RPL Return
from Paid Leave.
||ﬂ Return frarm Faid Leave |
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11. Click the Save button.

12. End of Procedure.

Appendix U - Entering a Non-Paid Leave of Absence

1. Click the Workforce Administration link.

[Workforce Administration |

2. Click the Job Data link.
[dnb Data |

Click in the EmplID field to enter the Employee ID Number.

Click the Search button.

5. Click the Add a new row (Alt+7) button.

Enter the effective date into the *Effective Date field.

After clicking on the Action / Reason field drop-down menu button, select Unpaid
Leave of Absence from the list of values.
||Unpaid Leave of Absence j

8. Click the Reason Code Magnifying Glass (Alt+5) button.
[&]

9. Select the appropriate reason code from the list. In this example, select HEA Health
Reasons from the list of values.
||@ Health Reasons |

10. Click the Save button.

11. End of Procedure.

Appendix V - Short Term Disability with Pay

1. Click the Workforce Administration link.

[warkfarce Administration |

2. Click the Job Data link.
[Job Data |

3. Click in the EmplID field to enter the Employee ID Number.

Click the Search button.
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5.

Click the Add a new row (Alt+7) button.

Enter the effective date into the *Effective Date field.

After clicking the Action / Reason field drop-down menu button, select Short Term
Disability with Pay from the list of values.
|Shur‘[Term Disahility with F'ayl

Enter the appropriate reason code into the Reason field.

Click the Save button.

10.

End of Procedure.

Appendix W - Long Term Disability with Pay

Click the Workforce Administration link.

[warkfarce Administration |

Click the Job Data link.
[Job Datal

Click in the EmplID field to enter the Employee ID Number.

Click the Search button.

Click the Add a new row (Alt+7) button.

Enter the effective date into the *Effective Date field.

Click the Action / Reason field drop-down menu button.

1

Select Long Term Disability with Pay from the list of values.
[Long Term Disahility with Pay |

Enter the appropriate reason code into the Reason field.

10.

Click the Save button.

11.

End of Procedure.

Appendix X - Staffing Report by BU

Click the Workforce Administration link.

[\warkforce Administration |
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2. Click the Workforce Reports button.

3. Scroll to the bottom of the page to locate the Staffing report by BU button.

4. Click the Staffing report by BU button.

5. If you have previously ran this report, enter the Run Control ID into the Search By
field.

Click in the Search By field and enter

6. If you do not have an established Run Control ID, click the Add a New Value tab.
[ fdd & New Value

Enter the desired value into the Run Control ID field. Enter

Click the Add button.
Add

9. Enter the staffing report date into the As Of Date field. Enter a valid value e.g.

"050107".
10. Enter the business unit ID into the Business Unit field. Enter a valid value e.g.
"00070",
11. Click the Run button.
Run

12. Click the OK button.

13. Click the Process Monitor link.

14. | Click the Refresh button until the Run Status field changes to Success and the
Distribution Status field changes to Posted.

15.

16. | Click the View Log/Trace link.
Wiew LogTrace

17. Click the PDF URL link located under the Name field. In this example, select the
SO10088 454735.PDF link.
[ 5010088 454735.POF |

18. | The report generates as a PDF file. To print the results: click File, then Print, then
OK to print a copy of the staffing report.

19. End of Procedure.

Last changed on: 6/26/2007 11:21 AM

165



Training Guide ORACLE
Workforce Administration for Quasi Agencies v8.9 er Produstviy Gt

Appendix Y - Job Code Report

Click the Workforce Administration link.

|Wnrkfnrce Administration |

Click the Workforce Reports button.

Click the Job Code Listing - Alpha button.

If you have previously run this report, enter the Run Control ID into the Search by
field.

Click in the Search by field and enter "Ra valid value e.g. "run™.

Click the Search button.

Search

O

lick the Run button.

Run

Click the OK button.
0]

I

Click the Process Monitor link.

Frocess honitor

Click the Refresh button.
Refrash

10.

0O

lick the Details link under the Details field.

etails

i

11.

Click the View Log/Trace link.
Wiew Log/Trace

12.

Click the PDF URL link located under the Name field. In this example, select the
SOIHR006_454334.PDF link.

[E0IHROOG 454334 PDF |

13.

The report generates as a .PDF file. To print the results: click File, then Print, then
OK to print a copy of the report.

Click the anywhere on the report object.

14.

End of Procedure.
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Appendix Z - Permanent Status Due

1. Click the Workforce Administration link.

[warkfarce Administration |

2. Click the Workforce Reports button.

3. Scroll to the bottom of the page to locate the Permanent Status Due button.

4, Click the Permanent Status Due button.

Click in the Run Control ID field to enter the run control ID.

Enter the report request parameter into the From Date field. Enter a valid value e.g.

"030107".
7. Enter the report request parameter into the Thru Date field. Enter a valid value e.g.
"050107".
8. Click the Run button.
Run
9. Click the OK button.

QO

H

10. Click the Process Monitor link.

11. | Click the Refresh button until the Run Status field changes to Success and the
Distribution Status field changes to Posted.
Refresh

12.

O

lick the Details link.

Details

13. | Click the View Log/Trace link.
Wiew LogMrace

14. Click the PDF URL link located under the Name field. In this example, select the
SOI10030C_454335.PDF link.

[S0I0020C 454336 PDF]

15. | The report generates as a PDF file. to print the results: click File, then Print, then OK
to print a copy of the staffing report.

Click anywhere on the report to continue.

16. End of Procedure.
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Appendix AA - Permanent Status Past Due

Click the Workforce Administration link.

[ Wiorkfarce Administration|

Click the Workforce Reports link.
[Workforce Repots|

Scroll to the bottom of the page to locate the Permanent Status Past Due link.

Click the Permanent Status Past Due link.

Permanent Status Past Due

If you have previously run this report, enter the Run Control ID into the Search by
field.

Click in the Search by field and enter

Click the Search button.

Search

Click the Run button.

Run

Click the OK button.
0]

H

Click the Process Monitor link.

Process Monitor

10.

Click the Refresh button.

The report is accessed using the same key strokes as reviewed in previous report
directions:

Click the Details link.
Click the View/Log Trace link.
Click the PDF hyperlink.

The report will appear as a PDF file.

11.

End of Procedure.
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Appendix BB - Turn Over

1. Click the Workforce Administration link.

[workforce Administration |

2. Click the Workforce Reports link.
Workforce Reports |

3. Click the Employee Turnover Analysis link.

[Employee Turnover Analysis |

Enter the Run Control ID into the Run Control ID field.

5. Click the Search button.

Search

6 Click the Run button.
Run
7 Click the Process List checkbox under the Select field by the report to be processed.

Ol

8. Click the OK button.
QK

9. Click the Process Monitor link.

10. Click the Refresh button.
Refrash

11. Click the Refresh button.

The report is accessed using the same key strokes as reviewed in previous report
directions:

Click the Details link.
Click the View/Log Trace link.
Click the PDF hyperlink.

The report will appear as a PDF file.

12. End of Procedure.
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