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Comment: Master copy of generic Preface passed to Kevin 13 Jan. MO

Preface

Welcome to the Oracle® Human Resources North American User’s Guide,
Release 11.

This guide includes the information you need to set up Oracle Human
Resources to meet the requirements of your enterprise. It describes
how you can represent your enterprise structures, policies and people
on the system and use this information to manage your payroll. It
contains detailed information about the following:

» Overview and reference information
+ Oracle Human Resources implementation suggestions

+ Specific tasks you can accomplish using Oracle Human
Resources

- How to use Oracle Human Resources forms and windows
+ Oracle Human Resources programs, reports, and listings
- Oracle Human Resources functions and features

This preface explains how this user’s guide is organized and introduces
other sources of information that can help you.

Preface i



About This User’s Guide

The first part of this guide explains how you can set up Oracle Human
Resources to represent your enterprise structures and policies, and how
you relate these to the people in your system.

+ Chapter 1 describes the requirements of human resource and
payroll management, and the processes they involve. This
provides the context for the information model you can construct
in Oracle HRMS.

« Chapters 2 through 5 explain how to represent your enterprise
structures, including organizations, jobs and positions, grades,
and payrolls.

- Chapter 6 describes three models appropriate to three different
types of enterprise It covers the set up of each of these
structures. explains how to set up the system to collect costing
information during a payroll run.

« Chapters 7 through 9 explain how you can represent your
compensation and benefit policies in the system and enter and
report on compensation and benefit information for your
employees.

Once you have set up this key information in the system, you can
consider how to use Oracle Human Resources to help you with the
main HR management tasks.

« Chapters 10 through 12 cover setting up and using salary
administration, cost control and human resource budgets.

« Chapters 13 and 14 explain how you can enter people on the
system, assign them to work structures, and hold various kinds
of information about them. These chapters also introduce you to
the basics of hiring, redeploying, and termination of
employment.

» Chapters 15 through 25 cover the key management processes
and how you might use Oracle HRMS to support them. These
include:

Absence and attendance

Manpower planning and budgeting

Cost control

Recruitment

Training administration and other special information
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Skills matching

Succession planning

Career planning

— Job evaluation

Government Mandated HR Reporting

The final chapters of the guide focus on tasks for the system
administrator and setup team.

Chapter 28 explains how to set up person types and assignment
statuses, and how to define special information types.

Chapter 29 describes the role of the System Administrator.

Chapters 30 and 31 explain how you can customize the way
information is entered and extracted from the system. This
includes:

— customizing inquiry windows and writing reports

— using batch input

— customizing the user interface

— adding your own fields to windows

Chapter 32 explains how to set up QuickCodes and user tables to
add lists and tables of valid values to the system.

Chapters 33 through 35 look at how you can integrate Oracle
Human Resources with Oracle Payroll, and use it with other
software such as word processors and spreadsheets. These
chapters also consider how you control security of access, set up
security, and set up an audit trail.

The Appendixes provide a reference source about the default menus,
and about flexfields and database items in Oracle HRMS. Appendix D
provides a template SQL*Plus script for use with standard letters.

Audience for this Guide

This guide assumes you have a working knowledge of the following:

- the principles and customary practices of your business area

Oracle Human Resources
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If you have not yet used Oracle Human Resources we suggest
you attend one or more of the training classes for this product
available through Oracle Education.

- the Oracle Applications graphical user interface.

To learn more about this, read the Oracle Applications User’s
Guide.

See Other Information Sources below for further details of Oracle
Applications product information.

Do Not Use Database Tools to Modify Oracle Applications Data

iv

Oracle provides powerful tools you can use to create, store, change,
retrieve and maintain information in an Oracle database. But if you use
Oracle tools like SQL*Plus to modify Oracle Applications data, you risk
destroying the integrity of your data and you lose the ability to audit
changes to your data.

Because Oracle Applications tables are interrelated, any change you
make using an Oracle Applications form can update many tables at
once. But when you modify Oracle Applications data using anything
other than Oracle Applications forms, you may change a row in one
table without making corresponding changes in related tables. If your
tables get out of synchronization with each other, you risk retrieving
erroneous information and you risk unpredictable results throughout
Oracle Applications.

When you use Oracle Applications forms to modify your data, Oracle
Applications automatically checks that your changes are valid. Oracle
Applications also keeps track of who changes information. But, if you
enter information into database tables using database tools, you may
store invalid information. You also lose the ability to track who has
changed your information because SQL*Plus and other database tools
do not keep a record of changes.

Consequently, we STRONGLY RECOMMEND that you never use
SQL*Plus, Oracle Data Browser, database triggers, or any other tool to
modify Oracle Applications tables, unless we tell you to do so in our
manuals.
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Other Information Sources

Online Documentation

Related User’s Guides

You can choose from many sources of information, including
documentation, training, and support services, to increase your
knowledge and understanding of Oracle Human Resources.

All Oracle Applications user’s guides are available online, in both
HTML and Adobe Acrobat format. Most other Oracle Applications
documentation is available in Adobe Acrobat format.

The paper and online versions of this manual have identical content,
and you can use whichever format is more convenient.

The HTML version of this book is optimized for on-screen reading,
and lets you follow hypertext links for easy access to books across our
entire library. You can also search for words and phrases if your
national language is supported by Oracle’s Information Navigator.
The HTML documentation is available from the Oracle Applications
toolbar, or from a URL provided by your system administrator. Note
that the HTML documentation is translated into over twenty
languages.

You can order an Oracle Applications Documentation Library CD
containing Adobe Acrobat versions of each manual in the Oracle
Applications documentation set. Using this CD, you can search for
information, read it on-screen, and print individual pages, sections, or
entire books. When you print from Adobe Acrobat, the resulting
printouts look just like pages from an Oracle Applications hardcopy
manual.

Most Oracle Applications documentation is available in Adobe Acrobat
format on the Oracle Applications Documentation Library CD. We supply
this CD with every software shipment.

If this guide refers you to other Oracle Applications documentation,
use only the Release 11 versions of those books unless we specify
otherwise.

Oracle Human Resources shares business and setup information with
other Oracle Applications products. Even if you have not installed
them as separate products, your Oracle Human Resources application
includes some forms and functionality from other Oracle Applications.
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Vi

Therefore, you may want to refer to other user’s guides when you set
up and use Oracle Human Resources.

If you do not have the hardcopy versions of these manuals, you can
read them by choosing Library from the Help menu, or by reading
from the Oracle Applications Document Library CD, or by using a web
browser with a URL that your system administrator provides.

Oracle Payroll User’s Guide

This guide is aimed at Payroll managers and explains how to set up
and use Oracle Payroll to pay your employees and meet necessary
legislative requirements.

Oracle Human Resources User’s Guide

This guide is aimed at HR managers and explains how to set up and
use Oracle Human Resources to meet the requirements of your
enterprise. It describes how you can represent your enterprise
structures, policies, and people on the system and use this information
to manage your human resources.

Oracle Training Administration User’s Guide

This guide explains how you can use OTA with Oracle HR to support
each part of your enterprise’s training cycle.

Application Data Export User’s Guide

This guide is aimed at end-users, system administrators and
consultants. It describes how you can use ADE to export data from
Oracle Human Resources into either a spreadsheet or mail merge
application. It also contains information on how to install ADE.

Oracle HRMS Implementation Guide

This guide includes modular implementation flowcharts and checklists
to assist with your project planning. It contains a summary of the
sequence of recommended steps for implementing Oracle Human
Resources and Oracle Payroll. Full instructions for each
implementation step are contained in the User’s Guide.
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Oracle Applications User’s Guide

This guide explains how to navigate, enter data, query, run reports, and
introduces other basic features of the graphical user interface (GUI)
available with this release of Oracle Applications. It also includes
information on setting user profiles, as well as running and reviewing
reports and concurrent requests.

You can access this guide online by choosing ”Getting Started with
Oracle Applications” from any Oracle Applications help file.

Oracle Applications Flexfields Guide

This guide provides flexfields planning, setup, and reference
information for your implementation team, as well as for users
responsible for the ongoing maintenance of Oracle Applications
product data. This guide also provides information on creating custom
reports on flexfields data.

Oracle Workflow Guide

This manual explains how to define new workflow business processes
as well as customize existing Oracle Applications—embedded workflow
processes. You also use this guide to complete the setup steps
necessary for any Oracle Applications product that includes
workflow-enabled processes.

Oracle Alert User’s Guide

Use this manual to define periodic and event alerts that monitor the
status of your Oracle Applications data.

Country-Specific Manuals

Use these manuals to meet statutory requirements and common
business practices in your country or region. They also describe
additional features added to Oracle Human Resources to meet those
requirements. Look for a User’s Guide appropriate to your country.
For example, Oracle user’s guides for Japanese users exist in the
Japanese language.

Oracle Applications Implementation Wizard User’s Guide

If you are implementing more than one Oracle product, you can use the
Oracle Applications Implementation Wizard to coordinate your setup
activities. This guide describes how to use the wizard.
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Oracle Applications Developer’s Guide

This guide contains the coding standards followed by the Oracle
Applications development staff. It describes the Oracle Application
Obiject Library components needed to implement the Oracle
Applications user interface described in the Oracle Applications User
Interface Standards. It also provides information to help you build your
custom Developer/2000 forms so that they integrate with Oracle
Applications.

Oracle Applications User Interface Standards

This manual contains the user interface (Ul) standards followed by the
Oracle Applications development staff. It describes the Ul for the
Oracle Applications products and how to apply this Ul to the design of
an application built by using Oracle Forms 4.5.

Installation and System Administration

viii

Oracle Applications Installation Manual

This manual and the accompanying release notes provide information
you need to successfully install Oracle Financials, Oracle Government
Financials, Oracle Manufacturing, or Oracle Human Resources in your
specific hardware and operating system software environment.

Oracle Applications Upgrade Manual

This manual explains how to prepare your Oracle Applications
products for an upgrade. It also contains information on finishing the
upgrade procedure for each product. Refer to this manual and the
Oracle Applications Installation Manual when you plan to upgrade your
products.

Oracle Applications System Administrator’s Guide

This manual provides planning and reference information for the
Oracle Applications System Administrator. It contains information on
how to define security, customize menus and online help, and manage
processing.

Oracle HRMS Technical Reference Manual

This manual contains database diagrams and a description of Oracle
HRMS database tables, forms, reports, and programs. This information
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helps you convert data from your existing applications, integrate
Oracle HRMS with other non-Oracle applications, and write custom
reports.

You can order a technical reference manual for any product you have
licensed. Technical reference manuals are available in paper format
only.

Other Information

Training

Oracle Education offers a complete set of training courses to help you
and your staff master Oracle Applications. We can help you develop a
training plan that provides thorough training for both your project
team and your end users. We will work with you to organize courses
appropriate to your job or area of responsibility.

Training professionals can show you how to plan your training
throughout the implementation process so that the right amount of
information is delivered to key people when they need it the most. You
can attend courses at any one of our many Educational Centers, or you
can arrange for our trainers to teach at your facility. In addition, we
can tailor standard courses or develop custom courses to meet your
needs.

Support

From on-site support to central support, our team of experienced
professionals provides the help and information you need to keep
Oracle Human Resources working for you. This team includes your
Technical Representative, Account Manager, and Oracle’s large staff of
consultants and support specialists with expertise in your business
area, managing an Oracle server, and your hardware and software
environment.

Finding the Latest Information

For information about any new features that were not available when
this user’s guide was printed, look at the What’s New? section on the
main Help menu. This information is updated for each new release of
Oracle Human Resources HTML Help.
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About Oracle

Oracle develops and markets an integrated line of software products
for database management, applications development, decision support,
and office automation, as well as a complete family of financial,
manufacturing, and human resource applications.

Oracle products are available for mainframes, minicomputers, personal
computers, network computers, and personal digital assistants,
allowing organizations to integrate different computers, different
operating systems, different networks, and even different database
management systems, into a single, unified computing and information
resource.

Oracle offers its products, along with related consulting, education, and
support services, in over 140 countries around the world. Oracle
Corporation is the world’s leading supplier of software for information
management, and is the world’s second largest software company.

Thank You

Thank you for using Oracle Human Resources and this user’s guide.

We value your comments and feedback. At the end of this manual is a
Reader’s Comment Form you can use to explain what you like or

dislike about Oracle Human Resources or this user’s guide. Mail your
comments to the following address or call us directly at (650) 506—7000.

Oracle Applications Documentation Manager
Oracle Corporation

500 Oracle Parkway

Redwood Shores, CA 94065

U.S.A.

Or, send electronic mail to appsdoc@us.oracle.com.
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CHAPTER

Introduction

O racle Human Resource Management Systems is the family name
for an integrated group of applications that support the management of
people. This chapter reviews the business needs of human resource
management and how they are met by Oracle HRMS. It provides an
introduction to key components and special features of the system.
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Human Resource Management

People Management

Company Culture

The term Human Resource Management owes much to the view that
employees are an asset to be managed in the same way as other,
non-human, assets.

When the emphasis is on Resource Management, then in the formal
accounts of any enterprise, people appear only as costs. However, they
can also be thought of as assets in the sense that they are a productive
resource, requiring proper maintenance and renewal.

The management of people within any enterprise involves a complex
and dynamic inter—relationship of management and personal skills.
This complexity results in a unique set of structures and policies within
each enterprise.

This unique identity is often referred to as the culture of the enterprise,
and as the enterprise develops so does its unique culture.

The organizational structures of an enterprise, the ways in which its
employees work, and its compensation policies all reflect its unique
culture. This culture is also evident in more subtle ways, including

enterprise policies on information sharing and decision making.

The cultural diversity of enterprises is reflected in their implementation
and use of information systems. It is generally true that all companies
need a human resource information system. However, the information
they require, its structure, and the means by which they obtain it,
produce a different system in every case.

Packaged systems solutions like Oracle HRMS provide a core system,
which each enterprise customizes to meet its own needs.
Customization involves the definition of special information
requirements, structures, and processes. It also involves analysis of the
working practices associated with day-to—day maintenance and use of
the system.

Changing Role of Human Resource Management

Human resource management was originally an administrative and
welfare role within an enterprise. This often included recruitment and
record-keeping functions.

This role was primarily reactive in nature. Human Resources responded
to the needs of both managers and employees, but did not anticipate
them.
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In the last few decades, human resource management has evolved and
assumed a more proactive role. This reflects the recognition of the
importance of managing people in the successful achievement of
enterprise objectives.

The result now is that this function within many enterprises
encompasses responsibilities that include a wide ranging spectrum of
activities.

Payroll Management

In contrast, payroll management has traditionally been a function of the
Finance Group in most enterprises. It has been responsible for the
correct payment of employees in line with local and national legislation
as well as company policy.

Often this has been a reactive and operational role in which payroll
staff responded to the needs of both line managers and employees.

Separate v. Integrated HRMS Systems

Traditionally, Human Resources and Payroll groups have both been
responsible for holding and managing human resource information —
often in separate systems.

There is growing acknowledgement of the importance of complete,
accurate, and timely information about the people within an enterprise.
This has led to a greater demand for information derived from both
Human Resources and Payroll sources.

Historically this was achieved by the development of Interface products,
which allowed technical specialists to transfer data between the two
systems.

Many systems attempt to simplify the transfer of data between two
systems. Oracle HRMS is one of the first to provide a truly integrated
system, which both functions can genuinely share. At the same time, it
is flexible enough to be implemented for use in a human resources only
or a payroll only environment. In each case you have access to the full
range of functionality associated with human resources or payroll.
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Human Resources and Payroll Activity Cycles

Figure1-1
Human Resources Cycle

We can look at the range of human resource activities as an
inter—related cycle of functions, as shown in Figure 1 - 1.

Define Roles and Manage
the Job Evaluation Process

Define Staffing Plan and
Set Headcount Budget

Define and Maintain
Organization Structures

Set Objectives
— Reporting

— Ad hoc Reporting

— Exception Reporting
— Documentation
Processing

Define Compensation
and Benefits Policy

Identify & Manage Vacancies

Manage Employee Manage Recruitment

Development

Maintain Employee Records

Manage Training Records

Maintain Absence Records

The payroll user is concerned with operational and legislative aspects,
which introduce a number of external factors that the information
system must deal with. These include legislative requirements,
auditing requirements and payroll costing. We can look at the
operational factors and the effects of the external factors as an
interrelated cycle of functions, as shown in Figure 1 - 2.
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Figure1-2
The Payroll Cycle

Define and Administer
Earnings & Deductions

Maintain Employee Records

— Legislation: Tax and
Insurance

— Statutory Reporting

—Auditing

— Ad hoc Reporting

Define and Administer
Payrolls

Define and Maintain
Organization Structures

Process Payrolls

Set Objectives

Reconcile Payrolls

Cost Payroll Transactions
and Transfer to
External Systems
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Introduction to the HRMS Model

With Oracle HRMS you can define your own human resource model to
reflect your own enterprise structures and policies. This information
model lets you record the personal, work, and pay information for all
the people you want to hold and process.

The model is both flexible and adaptable. It is flexible, so that you can
reflect the needs of different companies, or different groups within the
same company. It is adaptable, so that you can easily change the basic
model as your enterprise changes.

See: Managing Change Over Time: page 1 -9

Figure1-3
Modelling Human Resource
Information PEOPLE
. Employee
Employee and Applicant Compensation and
Assignment History Benefits History
WORK COMPENSATION
STRUCTURES AND
BENEFITS
Compensation
Entitlement, Rules,
and Conditions
People

In Oracle HRMS, you can hold information about current and former
employees, applicants, external contacts such as contractors, and
employee contacts such as relatives and dependents.
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Work Structures

In addition to standard information such as addresses, nationality,
interview records, qualifications, and absence information, you can
define any other special information you need to hold for people. For
example, you can define what information to hold on medical history,
previous employment, or outside interests.

See:
Entering Personal Information: page 13 -4

Entering Special Information: page 13 — 26

Work structures represent the different ways in which employees can
work within your enterprise. They provide the framework for defining
the work assignments of your employees. They also enable you to
manage the information about your enterprise that is independent of
your employees.

The work structures include your internal organizations (such as
departments or divisions), payrolls, jobs or positions, grading
structures, and any special employee groupings that you use in your
enterprise.

See:

Representing the Employer: Business Groups: page 2 — 4
Representing the Employer: GREs: page 2 -9
Representing Organizations: page 2 — 14

Representing Jobs and Positions: page 3 -2

Representing Grade Structures: page 4 -2

Representing Payrolls: page 5 — 2

Representing Other Employee Groups: page 5 - 10

Compensation and Benefits

In Oracle HRMS you can define your own types of compensation and
benefits, and the business rules you want to apply to them. As you
change policies, move people within your enterprise, and adjust their
individual remuneration packages, the system maintains their
compensation and benefit history.

For example, suppose you want to define a special type of payment
and make this available only to employees who work at a particular
location. In Oracle HRMS you use a compensation element to represent
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Assignments

the payment. You define the business rule as a link between the
element and the specific location. Then when you assign employees to
the location, they automatically become eligible for the payment.

See:

Overview of Elements: page 7 - 2

Using Elements: page 7 -6

Grade Relationships to Compensation and Benefits: page 4 — 6

Salary Administration and Performance Reviews: page 9 — 2

In Oracle HRMS, the assignment describes employees’ places within
the enterprise: the organization for which they work, their role, grade,
location, and so on. As you change the assignment information for an
employee, you automatically build up his or her work history.

Your compensation eligibility rules link compensation and benefits to
work structures, such as jobs or grades. The assignment places
employees within the work structures of the enterprise. In this way, an
employee’s assignment determines his or her eligibility for
compensation and benefits.

You can use assignments to identify major employee groups within the
enterprise for management, for reporting and costing, and for
compensation and benefit planning and administration.

See: The Employee Assignment: page 14 -4
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Managing Change Over Time

Work Structures

A key requirement for any enterprise is the ability to manage change
confidently and effectively. Typical enterprise changes include
corporate restructuring, departmental reorganization, mergers and
de-mergers of companies, centralization or decentralization of control
and decision making, employee development and turnover.

In Oracle HRMS, you can change each of the major parts of your
enterprise model without having to redefine the other parts.

You can attach dates to your work structures to manage different
versions over time. You retain previous versions for historical
information and you can create future-dated versions to prepare for
reorganization in advance.

You can also set up in advance the business rules, including
compensation and benefits, associated with the new structures. These
become effective on the date you specify, avoiding a workload peak.

People, Assignments, and Compensation and Benefits

In contrast to work structures, which are simply dated, other key
dynamic information in Oracle HRMS is datetracked. This includes
information on employees, assignments, and compensation and
benefits. DateTrack allows you to maintain a continuous history of the
information over time.

When reviewing, entering, changing or deleting datetracked data, you
can set an effective date in the past or future. The system uses only
information in effect as of that date for whatever you do. When you
make a change, you can choose whether it is a correction to the last
update or a new update to be recorded in the history of the record.
You can use DateTrack History to view a report of every update ever
made to a record.

You can identify windows containing datetracked, rather than dated,
information by the presence of a region labelled Effective Dates.
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Dated Information and Hierarchy Versions

The information in Oracle HRMS about your locations, organizations,
jobs, positions, grades, payrolls and other work structures is dated
information. All dated information has From and To dates, that is,
dates from and to which it is in effect in your enterprise. For example,
when defining a position, you enter a date from which it starts. To
close it down, you give it a date to which it remains valid.

Oracle HRMS does not permit you to assign employees to structures on
dates earlier than their Date From, or later than their Date To.

Similarly, the system protects you from building eligibility rules for
compensation and benefits based on work structures that have not yet
gone into effect, or are out of date.

3~ Suggestion: Consider using a fixed date, such as

@ 01-JAN-1901 as the start date for all your initial work
structures. By choosing a date like this you can immediately

identify all of your implementation definitions. You should use

accurate dates for all subsequent definitions.

Dated Versions of Hierarchies

DateTrack

You can structure the organizations and positions you enter in Oracle
HRMS into organization or position hierarchies that serve various
purposes. Reporting hierarchies, for example, reflect reporting lines
within your enterprise.

You maintain both dates and version numbers for these hierarchies, to
keep a history of your hierarchies as they change over time.

To build a new version of a hierarchy, you can copy an existing one and
make the necessary changes to it. When you save the new version the
system automatically gives the previous version an end date.

All important dynamic information in Oracle HRMS is datetracked,
including information about people, assignments, payrolls, and
compensation and benefits.

You can enter datetracked information or make changes to it at any
time. When you set an effective date for your work, DateTrack ensures
that only information effective on that day is used for any processing,
validation, and reporting you carry out. You can view a history of
every change made to datetracked information.
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Setting Your Effective Date

When you log on to Oracle HRMS, your effective date is always today’s
date. To view information current at another date, or to make
retrospective or future—dated changes, you need to change your
effective date.

There is a DateTrack:Date Security user profile option, which
determines whether you can change your effective date. Your system
administrator sets this profile option. You can check its value on the
Personal Profile Values window. There are four possible values:

+ All: You can change to any other effective date.

« Future: You can change between today’s date and any future
dates.

» Past: You can change between today’s date and any past dates.

+ Present: You cannot change to a date other than today.

AIter Effective Date

Effective Date I 1-JAN-1335 Today's Date |l]E—FEB—1 996

0OK I Reset | Cancel |

p To set your effective date:

1. Save any outstanding information you have entered or changed,
then choose the Alter Effective Date icon from the Toolbar.

The Alter Effective Date window opens.
2. Enter a new effective date and choose OK.

If your current window is a "top-level” window (one called directly
from the Navigator), your new effective date remains in place until you
reset it or exit Oracle HRMS. If your current window is not a top-level
window, your new effective date only applies while you are working in
the current window and any windows subsidiary to it. When you
return to a top—level window, your effective date is reset to its previous
value.

Note: In certain special cases, when you change your effective
date on a subsidiary window, Oracle HRMS returns you to the
previous window, and you may have to requery the records
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Effective Date Reminder

1-12

you want to view or update. This protects the integrity of
these records.

So long as your effective date remains different from today’s date, it is
displayed in the title bar of every window.

When you are new to DateTrack, you may find it useful to be reminded
of your effective date whenever you open a window that contains
datetracked information. The reminder appears in a Decision window
and asks whether you want to change your effective date. If you
choose Yes, the Alter Effective Date window displays.

There is a user profile option called DateTrack:Reminder that
determines when the Decision window appears. There are three
possible values for this profile option:

« Always
+ Never
+ Not Today

The Not Today value causes the reminder to appear when you navigate
to a datetracked window and your effective date is not today’s date.

You can set the value of this profile option in the Personal Profile
Values window.
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Viewing Datetracked Information and History

Oracle HRMS maintains a continuous record of changes made to
datetracked information. When you view a record in a datetracked
window, it shows you a snapshot of the information on your effective
date. The Effective Dates region on the datetracked window shows
you the dates between which the snapshot is valid.

Suppose you are viewing an assignment with an effective start date of
01-JAN-1987 and no effective end date. This means that the
assignment was created or last changed on 1 January 1987, and the
snapshot information you are viewing is still valid. There have been no
changes to the assignment since 1 January 1987, and there are no future
dated changes.

To find out whether the assignment existed before 1 January 1987, you
should use DateTrack History.

If there is an effective end date, you know that the record was either
deleted or changed on the next day. To find out whether the record
continues to exist, you can set your effective date to the day after this
end date, or use DateTrack History.

Viewing the History of Datetracked Information

To see all the changes made to a datetracked record over time, use
DateTrack History.
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To view DateTrack History:

1. Choose the DateTrack History icon from the Toolbar.

The DateTrack History Change Field Summary window opens.
Each row shows which fields were changed on the From date.

2. Choose the Full History button if you want to open a DateTrack
History folder showing the value of each field between the effective
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dates. The row for the current snapshot (corresponding to your
effective date) is highlighted.

You can use the Folder menu to select the fields to view in the
folder.

Note: Itis possible to customize the information displayed in
the Folder by modifying the DateTrack History view for the
underlying table.

See: How To Create and Modify DateTrack History Views,
(Oracle HRMS Implementation Guide)

Updating and Correcting Datetracked Information

Updating a New Record

When you update datetracked information, you are prompted to
choose between Update and Correction.

If you choose Update, Oracle HRMS changes the record as from your
effective date, but preserves the previous information. If you choose
Correction, Oracle HRMS overrides the previous information with
your new changes. The start and end dates of the snapshot you have
corrected remain the same.

Example

Suppose you hire two new employees, Jack Lee and Julie Summers. A
few weeks later Julie gets married. At the same time you discover an
error in Jack’s record relating to his nationality.

You update Julie’s information by setting your effective date to the date
of her wedding and entering her new married status, her change of
name, and new next of kin information. Her previous personal
information, which was valid until her wedding, remains in her record.

You correct Jack’s wrong nationality by setting your effective date to his
hire date and entering the correct nationality. By choosing Correction,
you put the record right, from the beginning. You should check
whether there is an end date in the Effective Dates region of Jack’s
record. If there is, you have only corrected the first snapshot of the
record. Set your effective date to the day after the end date, and make
the correction again. Continue in this way until the To field is blank,
indicating that you have reached the last snapshot of this record.

You cannot create a record and then update it on the same day. If you
try to do this, Oracle HRMS warns you that the old record will be

1-14 Oracle Human Resources North American User’s Guide



overridden, and then changes Update to Correction. This is because
DateTrack maintains records for a minimum of a day at a time.

Future Updates

Using DateTrack, you can make future updates. For example, suppose
you are relocating an employee, with six months notice. You decide to
enter the relocation on the system straight away. So you set your
effective date to the first day when the employee will be at the new
location, and change the location on the assignment.

Later that month you promote the employee to a new grade. So you
set your effective date to today’s date and change the grade on the
assignment. Oracle HRMS checks to see whether the record has a
future update scheduled. It finds that the location changes in the
future and prompts you for the type of update you now want to make.
You have two choices:

« Insert: This simply inserts the change before the next scheduled
change. This is the correct choice for the example. The
employee would be promoted from today. The future-dated
relocation still takes place in six months time.

+ Replace: This change replaces all future—dated changes. In the
example, the employee would be promoted from today.
However, the record of the relocation would be completely
removed from the system.

Deleting Datetracked Information

When you delete datetracked information, Oracle HRMS prompts you
with the following options:

- End Date: This ends the record on your effective date. When
you requery the record, this end date displays in the To field.

« Purge: This totally removes the record from your database.

If there are any future updates to the record after your effective date,
Oracle HRMS may prompt you with another two options:

« All: This removes all future updates to the record. The current
snapshot is valid until you make another change.

« Next: This removes the next future update to the record. It then
resets the current snapshot’s end date to the end date of the
deleted update.
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Note: You do not always see all of these options when you
choose to delete. Some windows do not allow all four
operations.

Removing an End Date

If you have mistakenly set an end date on a datetracked record, you
can remove it.

p» Toremove an end date:
1. Setyour effective date to the day the record ends.
2. Choose Delete Record from the Edit menu.

3. Choose the DateTrack delete option Next. This removes the next
change to the record, which is the end date. Save your work.
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Work Structures and Key Flexfields

Job and Position Name

Personal Analysis

Before you begin defining your enterprise’s work structures, you set up
some key flexfields.

Key flexfields are a special feature of Oracle Applications. They help you
customize applications, by holding particular information your
enterprise needs where you need it. A key flexfield can hold as many
as 30 separate segments of information. You can determine exactly
what information to hold and how it must be entered.

Oracle HRMS includes six user—definable key flexfields. These are
especially useful in helping you build information on work structures
that suit the mission and culture of your enterprise.

Using these key flexfields, you determine the number of segments in
your job and position names or codes, and the valid values for each
segment.

For example, you may want names that are simple titles using one
flexfield segment only, such as Account Manager or Programmer. Or,
you may want multiple-segment names that convey more information,
such as Senior.Account Manager or Part-time.Trainee.Programmer.

See: Representing Jobs and Positions: page 3 -2

The Personal Analysis key flexfield is for holding information about:

. the various requirements for your jobs and positions, such as
educational attainment, certification or license types and levels,
or language skills

- the educational levels, qualifications, skills and other personal
attributes of your employees or applicants, which match your job
or position requirements

- awide range of other types of information you need to keep on
record for your workforce, for example, company car usage,
workplace accidents, and immunizations for communicable
diseases.

You can define up to 30 instances of the Personal Analysis flexfield
structure, each holding one special information type.

See: Defining Special Information Types: page 28 - 10
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Grade Name

People Group

Cost Allocation

See Also

You may want to use simple, single-segment grade names (A, B, C), or
more complex grade names (Manual.A.1, Manual.A.2, Clerical.C.1,
Clerical.C.2).

See: Representing Grade Structures: page 4 -2

The People Group key flexfield is for setting up special groupings of
employees. For example, you can set up a segment of this flexfield to
hold all the unions present at your enterprise. When you give an
employee an assignment, you can use this segment to record his or her
union membership.

As another example, you can set up a segment as Company, holding a
list of the companies comprising your enterprise. You can then use this
group to assign each employee to a company.

See: Representing Other Employee Groups: page 5 - 10

The Cost Allocation key flexfield is for maintaining data needed to
transfer information on employee costs from your payrolls to the
general ledger, and to labor distribution systems.

For example, you might define one segment of the Cost Allocation
flexfield to hold a list of your cost centers, another to hold GL account
codes, and a third to hold labor distribution codes.

You would then make choices from these lists to tell the system how to
collect payroll costs. For example, when you enter a department into
Oracle HRMS, you could select the cost center against which to collect
the employee costs of the department.

If you are using Oracle General Ledger, you can map segments of the
Cost Allocation flexfield to segments of the GL Accounting flexfield.

See: Costing in Oracle HRMS: page 11 - 2

Oracle Applications Flexfields Guide
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The Employer and
Other Organizations

CHAPTER

T his chapter explains how to represent your enterprise in Oracle
HRMS, and how to set up default information applicable across the
enterprise.

It further explains how to represent:
« the physical work locations of your employees

- organizations internal to your enterprise, such as companies,
departments, divisions, units, and if needed, retirement
organizations

- external organizations of importance to human resource
management, such as recruitment agencies, insurance providers
and tax authorities

+ reporting lines and other relationships among these
organizations. You represent these relationships by building
organization hierarchies.
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Site Locations

In Oracle HRMS, you set up each physical site where your employees
work as a separate location. Similarly, you enter the addresses of
external organizations that you want to maintain in your system, such as
employment agencies, tax authorities, and insurance or benefits carriers.
When setting up internal or external organizations, you pick from a list
of these locations.

This approach has these advantages:

+ You enter information about each location only once, thereby
saving data entry time.

- Central maintenance of locations ensures consistency of address
standards.

« Your work sites exist as separate structures identifiable for
reporting purposes, and for use in the rules that determine
employee eligibility for various types of compensation and
benefits.

Setting Up Site Locations

Enter site addresses in the Location window.

Locations are shared across Business Groups in Oracle HRMS and with
two other Oracle applications: Inventory and Purchasing. Oracle HRMS
does not use some of the fields in the Location window. These fields are
disabled for HRMS users.
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Marme

Irventary Organization

Description  |Business Office Location

Address Style  |United States
Address 1000 Main Stl.. .Somers.NY.10589 Westchester.U

Contact
Ship-To Location
[T Ship-To Site [T Eill-To Site
[ Office Site [ Intermal Site
[T Receiving Site
Tax Mame
Inactive Date [ |_ ]

» Toenter awork location and its address:
1. Enter the name of the location, and a description if required.
2. Select a national address style from the list.
A window opens with the address format for the country you select.

3. Enter address information in this window and choose the OK
button.

== Additional Information: Default address styles are predefined
| for many countries. You can add address styles for other
countries, if required.

Removing Site Locations

You cannot delete locations, but you can make them inactive.

p Toremove an address from the Location list:

m  Enter an inactive date from which the location is no longer in use in
your enterprise.
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Representing the Employer: The Business Group

The largest organizational unit you set up in Oracle HRMS to represent

your enterprise as an employer is the Business Group. A Business Group
may correspond to a company or corporation, or in large enterprises, to
a holding or parent company or corporation.

By default, all employees you enter in Oracle HRMS receive an
assignment to their Business Group. When you give them assignments
to internal organizations such as divisions or departments, these replace
the default assignment, but their records continue to exist within the
Business Group.

Within a Business Group, you set up one or more Government Reporting
Entities (GRES). A GRE represents an employer the federal government
recognizes as being responsible for paying employees and for filing a

variety of reports government agencies require, and is distinguished by
having a unique IRS (Internal Revenue Service) identification number).

A Business Group with companies or divisions that have their own IRS
identification numbers includes a GRE for each one. However all these
GREs use the body of information on work structures and employees,
and the single set of key flexfields, established for the entire Business
Group.

Representing the Employer: Government Reporting Entities (GRES):
page2-9

Key Flexfields for the Business Group

Key flexfields are a special feature of Oracle Applications. Unlike regular
information fields that hold just one unit of information, key flexfields
can hold as many as 30 separate units, or segments, of information. The
ability to hold multiple segments of information in a field is one of the
features of Oracle Applications that facilitates localization of the
software in different countries, and customization of the software at for
each enterprise using it. Oracle HRMS includes six key flexfields:

. Job, Position, and Grade
- People Group

+ Personal Analysis

+ Cost Allocation.

Key Flexfields for Job, Position, and Grade Names

These three key flexfields give you the option of using either simple
(single segment) or more complex (multiple segment) names for jobs,
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positions, and grades, depending on the particular requirements and
policies of your Business Group.

For example, you can decide on names for your jobs or positions such as
Programmer and Machinist, or on names incorporating additional
information, such as Machinist.Certified.Level3 or Programmer.Trainee.
Likewise, you can use grade names such as A, B, and C, or names
providing more information, such as Manual.A.1, Manual.A.2,
Clerical.C.1, Clerical.C.2.

See:
Job and Position Names: page 3-5

Representing Grade Structures: page 4 -2

The People Group Key Flexfield

This key flexfield provides an easy way to set up whatever special
groupings of employees the Business Group requires. For example, a
segment of this flexfield can hold all the unions employees belong to.
When you give employees assignments, you can select their union from
this segment.

Similarly, a segment of this flexfield can hold a list of the companies in a
multi-company Business Group. You select from this segment each
employee’s company, which can in turn control the employee’s
eligibility for elements of compensation and benefits.

See: Setting Up the People Group Flexfield: page 5 - 10

The Personal Analysis Key Flexfield

This key flexfield holds special types of information about:

« the Business Group’s employees or applicants, as for example
their educational levels, qualifications, and skills that may match
job or position requirements

« requirements for the Business Group’s jobs and positions, for
example, educational attainment, certification or license types and
levels, and foreign language ability

- awide range of other matters on record for the Business Group’s
workforce, for example, information on company cars, workplace
accidents, and employee requests for accommodations for
disabilities.

The Personal Analysis flexfield structure can hold as many as 30
different information topics.
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See:

Defining Special Information Types: page 28 — 10
Entering Special Information: page 13 — 26

Entering Job and Position Skill Requirements: page 3 - 17

The Cost Allocation Key Flexfield

This key flexfield is used to collect information on labor costs within a
Business Group. For example, an enterprise can define segments of this
flexfield as follows:

- one segment to hold cost center codes, such as Sls (Sales), Eng
(Engineering), and Prd (Production).

- another segment to hold GL account codes, for accounts such as
Wages, Production Bonus or Union Dues Deduction.

+ athird segment to hold codes used in a labor distribution system,
such as 31, 32, and 33 (for product lines 31, 32, and 33).

After this flexfield is set up, you can access it at a number of points in
the system. For example, when entering a department into Oracle
HRMS as an internal organization, you can select from the flexfield the
cost center to which the employee costs of the department go. When
giving employees their assignments, you have the option of selecting
from the flexfield the product lines they work on, and entering the
percentage of time on each.

At installations including Oracle Payroll, the payroll run collects labor
costs using the codes in the Cost Allocation key flexfield, for transfer to
the general ledger and labor distribution or project management
systems. Enterprises using both Oracle Payroll and Oracle General
Ledger can map segments of the Cost Allocation flexfield to segments of
the GL Accounting flexfield.

See: The Oracle HRMS Cost Allocation Key Flexfield: page 11 — 2
See: Costing in Oracle HRMS: page 11 -2

See Also

User Definable Key Flexfields: page B - 2
Oracle Applications Flexfields Guide

Single or Multiple Business Groups

Each Business Group can have just one particular set of segments
defined for its Job, Position, Grade, Employee Group and Cost

2-6 Oracle Human Resources North American User’s Guide



Allocation key flexfields. You set up the key flexfields for a Business
Group before setting up the Business Group itself.

Many enterprises decide to use a single Business Group to hold ’live’
information, so they can display, report and manage information from
all parts of the enterprise at the same time.

Note: You cannot view information online for more than one
Business Group at a time.

However, there are reasons for setting up multiple Business Groups in
the same installation, such as the following:

+ You want to have a copy of your live system with example
records for training or testing purposes.

+ You are a holding company or a corporation with a number of
subsidiary companies. Each subsidiary has its own structures,
employees, and compensation and benefit policies. If your
subsidiaries are in different countries you also have to deal with
local legislative requirements.

- You are acquiring a company or merging with another company,
and you want to maintain separate structures and compensation
and benefits during the transition process.

The Startup Business Group

Oracle HRMS comes with one Business Group supplied as startup data.
You can use this Business Group and its default definitions as the
starting point for your own Business Group, or you can create a new
Business Group.

If you create a new Business Group, you must create a new
responsibility (or edit the default responsibility) to allow access to it,
before beginning to create other work structures.

See Also
Accessing Business Groups: page 2 — 18

Defaults for the Business Group

You can enter certain types of information for the Business Group to
appear as defaults throughout your enterprise structures:

+ You can select a default currency.
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You can enter a default for the value each assignment contributes
towards each staffing budget that you define. For example, by
default an assignment may count as one for a headcount budget.

You can enter default working hours for all the employees in the
Business Group. You can override these defaults at organization,
position, and assignment levels.

For certain HR reporting purposes you can register for the
Business Group, Reporting Categories and Reporting Statuses. These
include employment categories such as Full Time or Part Time
that cover employees who are not temporary workers, and
assignment statuses such as Active or Paid Leave that cover
employees who are not at a terminated status.

You can register for the Business Group, the names of the
segments of its Cost Allocation key flexfield that hold cost center
and labor distribution codes. This customizes the names that
appear as field prompts in your PayMIX Windows.

Employee and Applicant Identification Numbers

When defining a Business Group, you choose a method of creating
identifying numbers for its employees and applicants. The choices are:

automatic number generation
manual entry

for employees only, automatic use of a national identifier, such as
the US social security number or the UK National Insurance
number.

Note: Once you save an automatic number generation method,
you can later change only to manual entry.
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Representing the Employer: GREs

After defining one or more Business Groups for your enterprise, you set
up one or more Government Reporting Entities (GRESs) within each
Business Group. The GRE is the organization that federal, state and
local governments recognize as the employer who:

+ issues pay to employees

- withholds taxes from employees’ pay and is liable for employer
taxes and tax reporting

« provides other government-mandated reporting, such as EEO-1,
OSHA, and New Hire reports.

Each GRE has a unique 9-digit number (sometimes called the employer
identification number or taxpayer identification number) issued by the IRS.
Your enterprise may have just one such number, in which case your
Business Group and GRE are the same organization.

Large enterprises may include a number of different divisions or
companies each with its own identification number from the IRS, in
which case you set up a GRE for each. You can associate several GREs
together as a Tax Group, for which one of the GRESs can serve as the
common paymaster.

See: GREs, Tax Groups, and Common Paymasters: page 2 — 12

Information for Taxes, NACHA, and Reporting

Because a GRE is responsible for paying employees and withholding
their taxes, you enter for it basic rules affecting calculation of federal,
state and local taxes, and information for tax reporting. Also, each GRE
holds information required for labelling NACHA tapes used to pay
employees by direct deposit into their bank accounts.

Because a GRE also functions as a reporting unit for government
mandated reporting on matters such as employees’ work-related
injuries, equal employment opportunities, and obligations to pay child
support, you enter for it certain information required for submission of
these types of reports.

Attention: The GRE in the Oracle HRMS products is the same

|:| organization as the Legal Entity that appears in the Oracle
Financials products, holding the taxpayer identification number.
For this reason, the GRE may appear as GRE/Legal Entity on
pick lists.

Enterprises using Oracle HRMS and Oracle Financials products
should define only one GRE/Legal Entity to represent each
employer organization with a unique IRS identification number.
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See Also

Additional Information for GREs: page 2 — 25

Enterprises with One GRE

Enterprises with only one identification number from the IRS need only
one GRE in which to place all employees. In Oracle HRMS, the Business
Group and the GRE are the same organization. Appearing below is an
example organization chart for a Business Group with one GRE.

Figure2-1
Single Company Business Group/GRE

Company
Business Group
GRE
HR Organization

Dept. A Dept. B Dept. C Dept. D
HR Organization HR Organization HR Organization HR Organization

| | Management

Group Al Group A2 Group
HR Organization HR Organization HR Organization

In a company like this, some employees can have assignments to the
Business Group organization itself, if it also has the classification HR
Organization. Most have an assignment to one of the various HR
Organizations subordinate to the Business Group. All employees
belong to the same GRE, which pays them, withholds their taxes, and
provides reports on various matters concerning them to government
agencies.

N
Enterprises with Multiple GREs

For large enterprises that include several different employers with their
own IRS identification numbers, all the employees in each company
may be paid by that company, and hence all require an assignment to a
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Figure2-2

GRE that coincides with their company. In this case you set up within
the Business Group, a GRE for each separate employer, as seen below in
Figure 10-2.

In enterprises like this, all employees assigned to an HR Organization
within a company have an assignment to the same GRE, and conversely,
all employees in a given GRE belong to the same company.

GREs Coincident with Companies

Parent Company
Business Group
GRE-BG

! |

Company 1
GRE-1
HR Organization

Company 2
GRE-2
HR Organization

I
I
Sales Group
HR Organization

Dept. 2A Dept. 2B
HR Organization HR Organization

Eastern Branch
HR Organization

Western Branch
HR Organization

Western Admin. Eastern Admin.
HR Organization HR Organization

Alternative Structuring of Companies and GREs

In other large enterprises, the GREs responsible for paying groups of
employees are not the same as the companies within the Business
Group, which may be organized, for example, according to the
particular types of work or projects they undertake. Figure 10-2 still
reflects the structure of the companies in this type of enterprise. But the
GREs representing the employing organizations that pay employees
have a separate structure that is independent of the companies, as in
Figure 10-3:

In other large enterprises, the GREs responsible for paying groups of
employees are not the same as the companies within the Business
Group, which may be organized, for example, according to the
particular types of work or projects they undertake. The figure above
still reflects the structure of the companies in this type of enterprise. But
the GREs representing the employing organizations that pay employees
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Figure2-3

have a separate structure that is independent of the companies, as in the
figure below.

GREs Independent of Companies

Parent Company
Business Group
HR Organization

GREA

GREB GREC GRE D

In this type of enterprise, employees assigned to a particular GRE can
have a work assignment to any of the different companies constituting
the enterprise, and a particular company can include employees
assigned to several different GREs.

In enterprises like this, employees are clear about which company they
are working in, but may be unaware of their membership in a separate
GRE. Because the functions of GREs relate to payroll administration
and governmental reporting, they have little direct impact on
employees’ daily lives at work.

Business Groups with multiple GREs often associate some GREs
together in a Tax Group with a common paymaster

GREs and Tax Groups

Enterprises with multiple GREs can place certain GREs together in Tax
Groups. The Tax Group takes the name you give it

|:| Attention: The Tax Group name must be consistent in spelling
and case for all GREs to be included. For example, “My Tax
Group” is not the same as “my tax group.”

When multiple GREs are included in a tax group, the taxable limits for
FUTA and SS are maintained at a Tax Group Level.

Using tax groups allows employers to give employees moving within
GREs credit towards their Social Security, and Federal Unemployment
Tax Act (FUTA) taxes.

At the same time that you enter federal tax rules for a GRE, you can
place the GRE in a Tax Group.
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See Also

Additional Information for GREs: page 2 — 25
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Representing Organizations

Organization Types

In Oracle HRMS, the organizations you set up to represent your
enterprise as an employer are the Business Group, and one or more
GREs within the Business Group.

Below this level, you represent the groupings in which employees work,
such as branches, departments or sections, by means of internal
organizations. To enable the assignment of employees to an internal
organization, you classify it as an HR Organization.

You also maintain information in the system about various types of
external organizations relevant to human resources and payroll
management and administration. You can never assign employees to
external organizations, even those classified as HR Organizations.

When setting up an organization you can give it an organization type.
The type may, for example, identify the function an organization
performs, such as Administration or Service, or the level of each
organization in your enterprise, such as Division, Department or Cost
Center.

You create the organization types you require by entering values for the
QuickCode Type ORG_TYPE.

Levels of Internal Organizations

See Also

You decide for yourself the level of organization detail your enterprise
needs in Oracle HRMS.

At one extreme, a Business Group/GRE can be the only organization
defined in the system. However this will severely limit your ability to
manage and report on employee assignment and payroll information,
and to control access to HRMS records. At the other extreme, you can
define an organization for every grouping of employees, however small.
But the costs of maintaining organizations at this level will probably
outweigh the benefits.

When thinking about the internal organizations to set up for your
enterprise in Oracle HRMS, consider what your current managerial
groupings are. Then you can adjust up or down to determine the best
level or organizational detail for your enterprise to maintain.

Organization Hierarchies: page 2 - 34
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Representing Companies in Multi-Company Business Groups

When the configuration of your enterprise warrants, you can use both
internal organizations and the People Group key flexfield to represent
the entities appearing on your organization chart. For example, suppose
your enterprise includes two companies, each with its own internal
groupings and compensation and benefits policies:

Figure2-4
A Multi-Company Enterprise

Parent Company
Business Group
GRE-BG

L |
Company 1
GRE-1
HR Organization

Company 2
GRE-2
HR Organization

Sales Group
HR Organization

Western Branch
HR Organization

Eastern Branch
HR Organization

Western Admin.
HR Organization

Eastern Admin.
HR Organization

Dept. 2A
HR Organization

Dept. 2B
HR Organization

When you set up both the companies and the subordinate organizations
within each company as entities to which you can assign employees,
you can create rules governing eligibility for compensation and benefits
using both the companies and their subordinate organizations.

To represent the branches, administrative and sales groups, and
departments within the companies in Oracle HRMS, you can define
internal organizations. To represent the companies, you can use the
People Group key flexfield, defining a segment of this flexfield as
Company, and listing your companies in it:

People Group Key Flexfield
Segment 1: Company
Company 1
Company 2

This setup permits you to assign each employee both to a company and
a subordinate organization within the company, and hence to control his
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or her eligibility for elements of compensation and benefits both by
company, and by organization within the company.

See Also

Setting Up the People Group Flexfield: page 5 - 10
Using Elements: page 7 -6

Internal Organizations and Cost Centers

Depending on the structure of your enterprise and your decisions about
which organizations to represent in Oracle HRMS, there may not be a
one-to—one correspondence between your cost centers and the
organizations you enter.

When defining an internal organization, you can identify one cost center
against which the payroll costs of the employees assigned to the
organization should be collected. You simply select the cost center from
a list in a segment of the Cost Allocation key flexfield.

For example, suppose you are defining in Oracle HRMS the
organization Product Assembly, whose employee payroll costs go to the
cost center Production. When entering the organization Product
Assembly, you select Production from the list of cost centers in the Cost
Allocation flexfield:

Cost Allocation Key Flexfield

Segment 1: Cost Center
410-Accounting
425-Production
503-Public Relations

Note: If employees’ costs are charged to cost centers other than
those of their organizations, or if they work in an organization
only part time, you can enter other cost centers, and the
percentage of time to be charged to each, on their employee
assignments. Costing information entered for employee
assignments overrides that entered for organizations.

See Also

Setting Up the Cost Allocation Key Flexfield: page 11 — 11
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External Organizations

Oracle HRMS can hold basic information on organizations not part of
your own enterprise, such as training vendors, tax offices, benefits
carriers or certification bodies.

You define external organizations in the same way as internal
organizations. External organizations can appear in your organization
hierarchies together with internal organizations.

|:| Attention: The main difference in the system between internal
and external organizations is that you cannot assign people to
an external organization.
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Employer and Organization Setup

Use the Organization window to set up:
« Business Groups
« GREs (Government Reporting Entities)
- internal organizations
- external organizations

The nature of each organization is determined by the classification you
select for it. The setup information you enter for an organization
depends in large part on its classification.

You must create a Business Group and a responsibility to allow access to
it, before you create other organizations.

Accessing Business Groups

2-18

You access the startup Business Group using the default 'Oracle Human
Resources’ responsibility. A responsibility is linked to a security profile,
which determines which records you can see. The default Oracle HRMS
responsibilities allow you to see all the records for the startup Business
Group.

You can adapt the startup Business Group or create a new one for your
enterprise.

If you are creating a new Business Group, your system administrator
must create a new responsibility for it after you save it, but before you
use it. This responsibility must give access to all the records in the
Business Group. Alternatively, the system administrator can simply
update the default Oracle Human Resources responsibility by changing
the HR:Security Profile user profile option to the name of the view-all
security profile generated for the new Business Group (see steps 8 to 10
below).

To define a ”view-all” responsibility:
1. Navigate to the Responsibilities window.

2. Enter a Name for the responsibility and select the application for
which you are defining it (such as Oracle Human Resources) in the
Application field.

In the Menu field, select F4 HRMS Top Menu.

4. Inthe Report Group field, select one of the seeded report groups
(such as US HRMS Reports and Processes).
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5. Save your work.
6. Navigate to the System Profile Values window.

7. Select your new responsibility and query the HR:Security Profile
option.

8. Enter the name of the view-all security profile for your new
Business Group. By default this is the name of your Business
Group.

9. Save your work.

See Also

Access Control Through User Responsibilities: page 34 — 2
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Creating an Organization

- retirement organizations for retiree processing

To determine the purpose and uses in the system of each organization
you create, you give it one or more classifications:

+ For Business Groups and GREs, you use the classifications
Business Group and Government Reporting Entity.

- For internal organizations such as departments, sections, and
project teams to which employees have assignments, you use the
classification HR Organization.

- To make organizations available for use in certain types of
reporting, you use the classifications Reporting Establishment,
Corporate Headquarters, and AAP Organization.

« So that you can query or select certain external organizations at
appropriate points in the system, you use the classifications
Workers Compensation Carrier, Benefits Carrier, Beneficiary
Organization, and Payee Organization.

To set up an organization, use the Organization window.

Prerequisites for All Organizations

[1 Enter the names and addresses of your work sites in the Location
window.

If you are using Oracle Payroll, every organization to which
employees can have assignments, including Business Groups, must
have on record a location with a complete address. This is because
the system uses the location of the organization of the employee’s
primary assignment to determine employee work locations for tax
purposes.

Note: This does not apply to GREs, because the assignment to a
GRE exists in addition to the assignment to an organization.

See: Setting Up Site Locations: page 2 — 2

[l Enter organization types you need in the QuickCodes window, for
the QuickCode Type ORG_TYPE.

See: Adding QuickCode Values: page 32 -3
Prerequisites for Business Groups

[l Enable the currencies you need. Normally your system
administrator does this.

See: Enabling Currencies: page 29 -7
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Note: Oracle Payroll is capable of paying employees working in
other countries in the currencies of these countries, but does not
provide the formulas needed to process taxes for employees

paid in foreign currencies under other national legislations. You
can write your own formulas in Oracle FastFormula, or contract
with local third party vendors for the installation of tax routines.

[l Define the structures for the Job, Position and Grade Name key
flexfields, and define the structures and at least one segment for the
People Group and Cost Allocation key flexfields.

See: Key Flexfields for the Business Group: page 2 — 4

[0 Make entries for the QuickCode Types FREQUENCY and
BUDGET_MEASUREMENT_TYPE in the QuickCodes window.

See: Adding QuickCode Values: page 32 -3

Prerequisite for GREs

[ Enterprises with multiple GREs often associate some together in Tax
Groups. Plan in advance which GREs will constitute each Tax
Group, and which GRE will be the tax group leader.

See: GREs and Tax Groups: page 2 — 12

Prerequisites for HR Organizations

[l To enter cost codes for these organizations, check that the Cost
Allocation key flexfield includes a cost code segment, with a
qualifier of Organization. This qualifier must be present for the
segment to appear in the Organization window.

See: Setting Up the Cost Allocation Key Flexfield: page 11 - 11

[J In the Table Structure window, query the table COMPANY WORK
SCHEDULES, and check whether the work schedules supplied with
the system meet your requirements.

Work schedules show the number of working hours scheduled each
day of the week for employees, starting with Monday. For example,
775 means a scheduled work day of 7 hours and 45 minutes. If you
need additional work schedules, you can create them in the Table
Structures window.

See: Setting Up User Tables: page 32 - 14

Prerequisites for Reporting Establishments, Corporate Headquarters,
and AAP Organizations

See:
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Setting Up Reporting Establishments: page 16 — 15
MWS Reporting on Magnetic Tape (Oracle Payroll User’s Guide)

Setting Up a Corporate Headquarters Reporting Establishment:
page 16 - 17

Setting Up AAP Organizations: page 16 — 18
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» Tocreate a new organization:

Enter a name that is unique within the Business Group, and
optionally select an organization type.

Note: All Oracle applications you install share the information
entered in the Organization window. Therefore organization
names must be unique within a Business Group, and Business
Group names must be unique across your applications network.

Enter a start date early enough for any historical information you
must enter.

You cannot assign an employee to an organization before the start
date of the organization.

Select a location to record the site address, if one exists. You can also
enter an internal address to add more details such as a floor or office
number.

Select Internal or External. You cannot assign people to an external
organization.

Examples of external organizations that may require entry are
benefits carriers, Workers Compensation insurance carriers,
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organizations employees hame as beneficiaries of certain employee
benefits, and organizations that are recipients of third party
payments from employees’ pay.

5. Save the organization. Then select at least one classification and
enable it.

Note: Your system administrator can limit the classifications you
see to those relevant at your installation.

» Select Business Group to define a Business Group.

Attention: Classifying an organization as a Business Group is

|:| not reversible. Employees, organizations, and other data are
partitioned by Business Group. Each Business Group must be
viewed using a separate responsibility.

» Select Government Reporting Entity to define a GRE.

- Select HR Organization for all organizations (including Business
Groups and GRES) to which you intend to assign employees.

+ Select Reporting Establishment, Corporate Headquarters or
AAP Organization when defining reporting organizations, that
is, organizations required for the production of certain reports for
government agencies.

See: Reporting Organizations: page 16 -3

+ Select Benefits Carrier, Workers Compensation Carrier, or
Beneficiary Organization when defining an external organization
belonging in one of these classifications. You can then select the
organization when defining a benefit, entering information for
Workers Compensation calculations, or recording beneficiaries
employees have named for certain benefits.

See:
Benefits Administration Overview: page 10 -2

Setup Steps for Workers Compensation Calculations (Oracle
Payroll User’s Guide)

Recording Beneficiaries for Benefits: page 10 — 20

« Select Payee Organization when defining an external
organization that is the recipient of a third party payment from an
employee, for example a court-ordered payment. You can then
select this organization on the Personal Payment Method window
when entering a third party payment method.

See: Entering Payment Methods for an Employee Assignment:
page 14 - 22
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6. Save all enabled classifications for this organization.

» Toenter additional information:

Note: There is no additional information to add from the
Organization window for the classification Corporate
Headquarters, or for external organizations with the
classifications Payee Organization, Benefits Carrier, Workers
Compensation Carrier, or Beneficiary Organization.

1. Inthe Organization window, query the organization if it does not
already appear there. In the Organization Classifications region,
select the classification for which to enter additional information,
and choose the Others button to open the Additional Organization
Information window.

2. This window displays the entry options available for the selected
classification. Choose the option you want. Another Additional
Organization Information window opens. Click in a field of this
window to open a window for information entry.

3. Enter additional information for the classification.

Additional Information for Business Groups

p To enter basic, required information for the Business Group:

See: Entering Business Group Information: page 2 — 26

» To enter defaults for human resource budget values:

See: Business Groups: Entering Budget Value Defaults: page 2 — 27

» To enter defaults for work day start and end times:

See: Business Groups and HR Organizations: Work Day Defaults:
page 2 — 28

» Toregister Reporting Categories and Statuses:

p To enter training default values for Oracle Training Administration:

See: Creating a Business Group for Oracle Training Administration,
Oracle Training Administration User’s Guide.
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Additional Information for GREs

p Toenter the unique IRS identification number (EIN):
See: GREs: Entering the IRS Identification Number: page 2 — 30

» Toenter data for EEO, VETS and New Hire reporting:
See:
Entering EEO-1 Information for a GRE: page 17 -5
Entering VETS-100 Information for a GRE: page 17 — 23
Entering a New Hire Report Contact for a GRE: page 13 - 33

p To enter tax rules:
See: Entering Federal State and Local Tax Rules for GREs (Oracle
Payroll User’s Guide)

p Toenter data for wage and tax reporting:
See:

MWS (Multiple Worksite) Reporting on Magnetic Tape (Oracle
Payroll User’s Guide)

State Quarterly Wage Listings (SQWL) Reporting on Magnetic Tape
(Oracle Payroll User’s Guide)

W-2 Reporting on Magnetic Tape (Oracle Payroll User’s Guide)

p Toenter data for NACHA tapes:
See: Entering NACHA Tape Data for GREs: page 5 -5

Additional Information for HR Organizations

p To enter cost codes for collection of costing information:

See: HR Organizations: Entering Costing Information: page 2 — 30

p To place the organization in hierarchies :

See: HR Organizations: Entering Parent Organizations: page 2 — 31

» To enter default work day start and end times.

See: Business Groups and HR Organizations: Work Day Defaults:
page 2 - 28
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p Toenter a default work schedule:
See: HR Organizations: Entering a Work Schedule: page 2 - 31

L]
Additional Information for Reporting Establishments

» Toenter filing data for EEO and VETS reports:
See: Setting Up Reporting Establishments: page 16 — 15

p To place Reporting Establishments in hierarchies:

See: Placing Subordinate Reporting Organizations in Hierarchies:
page 16 -19

p To enter filing data for Multiple Worksite reports:
See: MWS Reporting on Magnetic Tape (Oracle Payroll User’s Guide)

Additional Information for AAP Organizations

» Toenter the AAP the organization represents.

See: Setting Up AAP Organizations: page 16 — 18

p To place AAP Organizations in hierarchies:

See: Placing Subordinate Reporting Organizations in Hierarchies:
page 16 - 19

Entering Business Group Information

» To enter Business Group information:

1. Inthe Organization window, query the Business Group if it does not
already appear there. In the Organization Classifications region,
select Business Group, choose the Others button, and select Business

Group Information.

2. Click in a field of the Additional Organization Information window
to open the Business Group Information window.
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3. You can enter a short name for the Business Group. Release 10 does
not use this name. It is provided for compatibility with earlier
releases, where it appeared in the header line of each form.

4. Select the method of creating identifying numbers for employees
and applicants. The choices are:

« automatic number generation
+ manual entry

» automatic use of the national identifier (for example, the social
security number in the US, and the NI number in the UK). This
option is available for employees only.

|:| Attention: Once you save your method, you cannot later change to
either of the automatic options. You can only change to manual
entry.

5. Select the names of the key flexfield structures you want to use in
this Business Group.

6. Select the appropriate Legislation Code and default currency.

The Legislation Code determines the startup data you can access
and the contents of some legislation-specific windows.

|:| Attention: Selecting the correct legislation code is essential for the
correct functioning of Oracle HRMS. You cannot change the
legislation code after entering employees against the Business
Group.

7. To maintain fiscal year balances in Oracle Payroll if your fiscal year
is different from the calendar year, enter the fiscal year start date.

8. You can enter a Minimum and Maximum Working Age for the
Business Group. When you enter or hire employees, you receive a
warning if the person’s age is outside this range.

9. Save your work.

Business Groups: Entering Budget Value Defaults

You can set up budgets for non—-monetary measures such as headcount
or full-time equivalent. When you enter employee assignments to
define the work an employee does for your enterprise, you can specify
the value of the assignment towards these budgets. For example, all
assignments typically count as one for headcount budgets, but may
count as less than one for full-time equivalent budgets.

To remove the requirement to enter these values for every assignment,
you can enter defaults for the whole Business Group. You can override
the defaults for individual assignments.
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Prerequisites

[0 Define units of measure (such as Headcount) by adding values to
the QuickCode Type BUDGET_MEASUREMENT_TYPE in the
QuickCodes window.

I Budget Value Defaults !EI E I

nits |Headcount =

“alue I -

<] b

Clear Cancel (1] 4

p To define budget value defaults:

1. Inthe Organization window, query the Business Group if it does not
already appear there. In the Organization Classifications region,
select Business Group, choose the Others button, and select Budget
Value Defaults.

2. Clickin afield of the Additional Organization Information window
to open the Budget Value Defaults window.

3. Inthe Units field, select a measurement type, such as Full Time
Equivalent or Headcount.

4. Enter a default value in the Value field.

You can enter a default value for as many budgetary units as you
plan to use for the Business Group.

See Also

Human Resource Budgets: page 12 -2

Business Groups and HR Organizations: Work Day Defaults

You can set up default working hours for all employees in the Business
Group or in an HR Organization, saving data entry at lower levels.
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When necessary, you can override the defaults at lower levels, for
example, for individual positions or employees.

The Salary Administration process uses working hours information to
prorate the salary values against which it validates any salary proposals.

To define work day defaults:

1. Inthe Organization window, query the Business Group if it does not
already appear there. In the Organization Classifications region,
select Business Group, choose the Others button, and select Work
Day Information.

= Work Day Information

Mormal Start Time  (09:00
Mormal End Tirme |17:00
‘Warking Hours (40.000

Frequency [Yeek

T T (|

2. Click in a field of the Additional Organization Information window
to open the Work Day Information window.

3. Enter the normal start and end times in 24 hour format. For
example, for 5.30 p.m., enter 17:30.

4. Enter a number in the Working Hours field, and select the
corresponding period of time in the Frequency field. For example,
enter 40 and select Week.

You can add to the list of available frequencies by making entries for
the QuickCode Type FREQUENCY, using the QuickCodes window.
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GREs: Entering the IRS Identification Number

= Employer Identification

Emplover [dentification Number ‘94‘1 847796

[ [

N N (|

» To enter the unique identification number for the GRE:

1.

3.

In the Organization window, query the GRE if it does not already
appear there. In the Organization Classifications region, select
Government Reporting Entity, choose the Others button, and select
Employer Identification.

Click in a field of the Additional Organization Information window
to open the Employer Identification window.

Enter the identification number the IRS has issued for the GRE.

Note: A Retirement Organization may have the same Employer
Identification Number as an existing GRE, if required.

HR Organizations: Entering Costing Information

2-30

p To enter costing information:

1.

In the Organization window, query the HR Organization if it does
not already appear there. In the Organization Classifications region,
select HR Organizations, choose Others, and select Costing
Information.

Click in the Additional Information window to display the segments
of the Cost Allocation flexfield set up with the qualifier of
Organization.

Select the appropriate cost code in each segment.

For individual employees, you can override these
organization-level codes by entering costing information on their
assignments.

Oracle Human Resources North American User’s Guide



See: Costing Information at the Organization and Assignment
Levels: page 11 -9

HR Organizations: Entering Parent Organizations

After you set up organization hierarchies, use the Parent Organization
window to place a subordinate organization in hierarchies by naming its
immediate parent in each hierarchy.

MName
Ronan Corporation

a

p Toenter a parent organization:

1. Inthe Organization window, query the HR Organization if it does
not already appear there. In the Organization Classifications region,
select HR Organization, choose Others, and select Parent
Organization to open the Parent Organization window.

2. Select the hierarchy name.

3. Select the name of the parent organization to which the HR
Organization is subordinate in this hierarchy.

4. To enter the HR Organization in another hierarchy, repeat steps 2
and 3.

See Also

Organization Hierarchies: page 2 — 34

HR Organizations: Entering a Work Schedule

Work schedules show the number of working hours scheduled each day
of the week for employees, starting with Monday. For example, for an
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See Also

employee who works 7 hours and 45 minutes each day Sunday through
Thursday, with Friday and Saturday off, the work schedule is:
775-775-775-775-0-0-775.

Oracle Payroll uses work schedules to prorate pay for employees who
do not submit timecards. The startup data you receive with Oracle
Payroll includes several work schedules in common use, entered in the
table COMPANY WORK SCHEDULES.

To select a work schedule for an HR Organization:

1. Inthe Organization window, query the organization if it does not
already appear there. In the Organization Classifications region,
select HR Organization, choose the Others button, and select Work
Schedule.

2. Clickin afield in the Additional Organization Information window
to open the Work Schedule window.

3. Select the default work schedule for the organization.

You can override this default for individual employees on their
assignments.

If the work schedule you need is not on the list, go to the Table Structure
window, query the table COMPANY WORK SCHEDULES, and enter
the new work schedule.

User—defined Tables: page 32 - 10
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Deleting an Organization

To remove an organization from the list of organizations available for

employee assignments, enter an end date (Date To) on the organization
record.

To entirely delete an organization from the system, you must first:

« remove any employee assignments to the organization

+ remove the organization from any hierarchies

- disable its organization classifications in the Organization
window.
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Organization Hierarchies

Figure2-5

In Oracle HRMS, organization hierarchies show reporting lines and
other hierarchical relationships among the organizations in your
enterprise.

You set up a primary reporting hierarchy reflecting the main reporting
lines in your enterprise, as established in the organization chart of your
enterprise. Below is an example of an organization chart showing the
reporting lines of a single—company enterprise.

Facilities

Chart Showing Primary Reporting Lines
Global Industries Executive
Company .
Services Production Sales
I _|_
Company HR Sales East
Finance MIS Sales West
Assembly Testing R&D
Maintenance Inventory HR

2-34
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Multiple Hierarchies

In addition to the primary reporting hierarchy, you can set up in Oracle
HRMS as many other organization hierarchies as you need.

Hierarchies for Matrix Management

Your enterprise may have a matrix management structure in which
organizations have more than one reporting line. For example, looking
at the organization chart in Figure 2 — 5, the HR organization under
Production may have a dotted-line reporting relationship to the
organization Company HR. You can set up additional hierarchies to
reflect secondary reporting relationships within your enterprise.

Security Hierarchies

As well as constructing hierarchies to reflect reporting lines, in Oracle
HRMS you use hierarchies to control access to information. For
example, in a decentralized enterprise you might want to give each
regional manager access to the records of the employees in the
organizations in his or her region.

Looking again at the organization chart in Figure 2 - 5, you want
managers in the Sales East office to have access to the records of all
employees in the eastern region sales groups. You can do this by
building a geographical hierarchy of your regions and the organizations
in each.

See: Security Profiles: page 34 -4

Hierarchies for Reporting

When you run some of the Oracle HRMS standard reports, you can
specify an organization hierarchy to determine which organizations and
employees the report covers. You can also use this approach in your
own standard or ad hoc reports. You can create additional organization
hierarchies just for analysis and inquiry purposes.

To produce reporting for government authorities, for example EEO-1
and VETS-100 reports, you build special establishment hierarchies to
obtain the correct coverage of employees.

See Also

Establishment Hierarchies: page 16 -4
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Organizational Change and Version Control

Changing your hierarchies to reflect simple changes in reporting lines is
not difficult. You create a new version of your existing hierarchy and
modify parts of its structure. The system retains earlier versions of
hierarchies for historical information.

However when you experience a major restructuring, it is often best to
create new work structures, including new organizations and reporting
lines.

s~ Suggestion: You can create future—dated versions of your

@ organization structures and use these to prepare for
reorganization in advance. You retain previous versions of your

hierarchies for historical information.

See Also

Dated Information and Hierarchy Versions: page 1 - 10
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Creating Organization Hierarchies

You can create all types of organization hierarchies in two ways:
« using the Organization Hierarchy window
+ using the Organization Hierarchy Diagrammer

The Hierarchy Diagrammer, included with Oracle HRMS, enables you
to create your organization hierarchies graphically and make intuitive
drag—-and-drop changes to them.

See: Hierarchy Diagrammers Online Help
This topic explains how to use the Organization Hierarchy window.
Always define hierarchies from the top organization down.

Prerequisites

[l Define the top organization in the hierarchy, and at least one
organization subordinate to it.

p Toset up a new organization hierarchy:

1. Enter a unique name, and check Primary if it is your main reporting
hierarchy.

2. Enter the version number and start date for the hierarchy.
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You can copy an existing hierarchy. See: To copy an existing
hierarchy, below.

Query the top organization name into the Organization block.

In the Subordinates block, select the immediate subordinates for the
top organization.

To add organizations below one of these immediate subordinates,
check the Down check box for the organization.

The Organization block now displays the organization you selected.
You can add subordinates to this organization. To return to the
previous level, check the Up check box.
Attention: The list of organizations from which you can select
in the Subordinates block includes organizations that are
already in the hierarchy. If you select such an organization, you
will move it and all its subordinates within the hierarchy.

See: Changing Organization Hierarchies: page 2 — 39

» Tocreate a new version of an existing hierarchy:

1.
2.

Query the name of the hierarchy.

In the Version field, use the Down Arrow to move through existing
versions of the hierarchy until you reach a version number for
which no other data appears. Enter the start date for the new
version.

Note: Overlapping versions of a hierarchy cannot exist. Whenever
you enter a new version of a hierarchy, the system automatically
gives an end date to the existing version. Oracle HRMS retains the
records of obsolete hierarchies so you do not lose historical
information you may need.

You can copy an existing hierarchy. See: To copy an existing
hierarchy, below.

Query the top organization name into the Organization block.

In the Subordinates block, select the immediate subordinates for the
top organization.

To add organizations below one of these immediate subordinates,
select the Down check box for the organization.

The Organization block now displays the organization you selected.
You can add subordinates to this organization. To return to the
previous level, select the Up check box.

» Tocopy an existing hierarchy:

1.

Enter or query the name and number of your new hierarchy version
and choose the Copy Hierarchy button.
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2. Select the name and version number of the hierarchy you want to
copy.

Details of this hierarchy then appear in the Organization and
Subordinates blocks. You can change these.

Changing Organization Hierarchies

To add new organizations to an existing hierarchy, query the hierarchy
and version you want to change, query the parent organization for the
one you are adding, and select the new organization in the Subordinates
block.

To change the top organization of an existing hierarchy, query the
hierarchy and version you want to change, query the new top
organization, and select the previous top organization in the
Subordinates block.

You can move an organization and all of its subordinates within a
hierarchy. To move an organization, query the hierarchy and version
you want to change, query the new parent organization for the one you
want to move, and select the organization to move in the Subordinates
block.

Deleting Organization Hierarchies

To delete an organization hierarchy, you must first remove the
subordinate organizations from the hierarchy, starting at the lowest
level. You cannot delete an organization hierarchy if other versions
exist, or a security profile uses it.

Organization Hierarchy Report

Oracle HRMS includes a standard Organization Hierarchy Report to
display the relationships between organizations in a hierarchy.

You run reports from the Submit Requests window.

p Torun the Organization Hierarchy Report:
1. Inthe Name field, select Organization Hierarchy.

2. Enter the Parameters field to open the Parameters window.
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Enter the effective date for which you want to see the report.

In the Organization Structure field, select the hierarchy. If there are
multiple versions, select a version.

If the effective date lies between the version’s start and end dates,
the report shows information for the effective date. If it lies outside
these dates, the report shows information for the start date of the
version.

In the Parent Organization field, select the highest organization in
the hierarchy that you want to see on the report.

Enter Yes in the Managers Shown field to see managers’ names.

If there are more than ten managers, you see the number of
managers only.

Choose the Submit button.
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CHAPTER

Jobs and Positions

T his chapter explains the concepts of jobs and positions in Oracle
HRMS and how you can use these work structures to represent the roles
of your employees.

It further explains how to:

+ use the Job Name and Position Name key flexfields to identify
groups of employees in your enterprise

- hold information associated with jobs and positions, such as job
descriptions, and standard working hours for positions

- represent the reporting lines and other relationships among
positions. You represent these relationships by building position
hierarchies

« reorganize jobs, positions and assignments within your Business
Group.
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Representing Jobs and Positions

In many enterprises the basic management units are roles, not
individuals. In theory at least, organizations are able to continue in
unchanged existence, in spite of frequent changes in staff. However, the
definition of a 'role’ varies from one enterprise to another. Like
organization structures, it reflects the culture of the enterprise.

You define roles to represent the ways that different groups of
employees work. In Oracle HRMS you can use jobs or positions, or a
combination, to define roles.

Job A job is a generic role within a Business Group,
which is independent of any single organization.
For example, the jobs "Manager’ and 'Consultant’
can occur in many organizations.

Position A position is a specific occurrence of one job, fixed
within one organization. For example, the position
’Finance Manager’ would be an instance of the job
of ’Manager’ in the 'Finance’ organization. The
position belongs to the organization. There may be
one, many, or no holders of a position at any time.

Example

In a large structured organization, you may have a permanent
establishment of positions for most of your employees.

However, you may also have groups of employees hired to perform
specific tasks. This can be on a temporary or a permanent basis. Staff in
this category can include agency workers, consultants and contractors.
For these staff, you can define the role more flexibly as a job.
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Position Reporting Structures

If you use positions to define roles, you can define position hierarchies to
show the detailed line management reporting in each organization or
throughout the enterprise.

Position hierarchies are very like organization hierarchies. You can set
up a primary hierarchy and multiple secondary hierarchies to show
reporting lines, including ’dotted line’ reporting, and to control access to
information.

Position hierarchies are dated, so you can create future—dated versions
to prepare for reorganization in advance, and can retain previous
versions for historical information.

Figure3-1
Position Hierarchies
Managing
Director
David Anderson
I
[ [ [ |
Finance Director Director, Sales Director, Production
and Research and Director
Alasdair Marketing Development
MaclIntosh Michael
Duncan Philippa Feingold
McDonald Wilkinson
Director of Director, Plant Manager
Personnel Management .
Information Wendy Rawlins
Geoffrey Cox
** No Holders **
| | |
Plant Personnel Plant Info. Department Production
Manager Systems Head Engineering
Manager Manager
Sheelagh ** 2 Holders **
Campbell Kaz Raghu Charles Adams
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See Also

Creating Position Hierarchies: page 3 - 21
Dated Information and Hierarchy Versions: page 1 - 10

Organization Hierarchies: page 2 - 34

Deciding How to Use Organizations, Jobs, and Positions

When you plan how to model your organizations and roles, consider the
following points:

+ Positions are normally used in role-based enterprise structures
where clearly defined rules largely determine the ways
employees work, and the compensation and benefits they receive.

- To manage fixed establishments of posts that exist independently
of the employee assignment, it is best to use positions.

If you decide to use positions to represent your enterprise structures you
need to consider carefully how to use organizations.

Positions provide you with a finer degree of structural definition and
control than organizations on their own. You can use both organizations
and positions to represent your reporting structures. However, if you
define both, you must also maintain both over time. This may lead you
into duplication of effort and information.

s~ Suggestion: If you decide to use positions to represent how
@ people work in your enterprise, it is best to define most of the

detail at the level of the position. Do not duplicate this detail in
organization structures.

Use organizations to show your highest level of departments or
divisions. Use positions and position hierarchies to show the
reporting groups existing in your enterprise.

See Also

Rule Based Enterprises: page 6 — 6
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Job and Position Names

See Also

Before you define your jobs and positions, decide whether you want to
use simple names and codes, or multi-segment job and position hames
to hold more information.

The name can be a title only, as for example:
- Director
« Analyst
+ Training Manager

You can add another segment to categorize the jobs or positions. In this
way, you can use segments to identify subgroups of employees within
your enterprise. For example, a job name can comprise a title and a job
type, such as;

- Director of Finance.Director
- Assistant Director of Finance.Director
- Finance Officer.Professional

Similarly, a position name can comprise a title, a position number, and
an indicator showing whether the position is part-time. For example:

« Training Manager.020001.F/T
« Secretary to the Training Manager.020013.P/T

You define the segments of the job and position names and their valid
values by setting up the Job Name key flexfield and the Position Name key
flexfield. Normally your system administrator does this.

User Definable Key Flexfields: page B — 2
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Adding Information About Jobs and Positions

As you define roles in your enterprise, you can describe their
responsibilities, requirements, and working conditions. There are a
number of ways to add information about a role:

« For positions, you can enter in standard fields, the location,
probation period, and working hours. Entering location and
working hours for an organization provides a default for all
positions within that organization.

« You can attach documents (such as word processed documents,
spreadsheets, or simple text comments) to each job or position
record. For example, you might attach text describing the
objectives and tasks of the job or position.

See: Using Attachments: page 33 -6

« You can add up to twenty additional fields to each window to
hold extra information you require. These fields can be global
(they always appear), or context-sensitive (they appear only
when triggered by another piece of information).

For example, these fields can record the health and safety
requirements of a position, or its suitability for job share. The
additional fields appear in a descriptive flexfield.

See: Adding New Fields to Windows: page 31 -2

« You may need to add other information, such as required
qualifications or valid experience, to help match people to roles.
You define the sorts of Special Information Types you want to
hold and set them up using a special field called the Personal
Analysis key flexfield. For each job or position, you select the
requirements from your Special Information Types relevant to
that role.

See: Matching People to Vacancies: page 25 -2

Comparing and Relating Roles

You may also want to relate roles to each other and define the relative
grading of the roles. You can relate roles in the following ways:

- By forming multiple hierarchies of positions to show reporting
relationships or career paths.

See: Creating Position Hierarchies: page 3 — 21

+ By linking jobs into multiple career paths to show suggested
progression paths.
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See: Defining Career Paths: page 23 -7

By recording successor positions and relief positions (to cover in
the case of absence) against each position.

See: Defining Positions: page 3-11
By recording the grades that are valid for each job and position.
See: Valid Grades: page 3 - 16

If you use an evaluation system (such as the Hay Evaluation
System) to compare roles, you can set up fields to hold evaluation
information and an overall score for each job and position.

See: Evaluating Jobs and Positions: page 3 - 14
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Defining Jobs

You use the Job window to define jobs, the skills that jobholders require,
and the grades to which they can be assigned. You can also enter job
evaluation scores, if you have set up a job evaluation system.

Additionally, you can enter in the Further Information field of the Job
window:

- an FLSA (Fair Labor Standards Act) code indicating whether the
job is exempt from payment for overtime work

« an EEO job category, needed for production of EEO-1, AAP, and
VETS-100 reports, and a job group, line of progression and salary
code, needed for AAP reports

- information relating to the use of a job as a survey benchmark.

Prerequisites

[0 Define all the segments of the Job Name key flexfield that you want
to use for the job name.

L1 If there are one or more valid grades to enter for this job, check that
these grades are defined.

fiaob =101 x|
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Evaluation | Requirements | Valid Grades |

Work Choices |

p Todefinea job:

1. Enter a start date early enough to handle any historical information
you want to enter.

2. Enter a unique name for the job. If there is more than one segment
in the Job Name flexfield, a window opens when you enter the
Name field. You must enter a unique combination of segments in this
window.
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Click in the Further Information field to open the Further Job
Information window. Here you can:

- mark the job for use as a survey benchmark

« select an FLSA code of Exempt or Nonexempt
See The Earnings Type Overtime (Oracle Payroll User’s Guide)

» select an EEO code for the job
See: Associating Jobs with EEO Job Categories: page 17 -6

. select a job group, line of progression, and salary code for the job
See: Data for AAP Reporting: page 17 — 15

Save the job.

Choose the Evaluation button to enter evaluation information and
an overall evaluation score for the job.

Choose the Requirements button to enter job requirements, such as
required qualifications or valid experience, to help you match
people to roles.

Note: Check with your HR manager or system administrator
whether this is the right window for entering job requirements.
You use this window if requirements were defined using Special
Information Types. You use the Competency Requirements
window if you have implemented Career Management.

Choose the Valid Grades button to enter the grades to which
jobholders can be assigned.

Note: For calculation of the Workers Compensation liability of
your enterprise, you must associate this job with the work
classification code of one or more states.

See Jobs and WC State Codes and Rates (Oracle Payroll User’s
Guide)
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See Also

Entering Evaluation Information: page 3 - 15

Entering Job and Position Skill Requirements: page 3 - 17
Valid Grades: page 3 - 16

Entering Work Choices for a Job or Position: page 3 — 18
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Defining Positions

You use the Position window to define positions within your
organiz