Implementlng
Oracle® HRMS
(US)

RELEASE 11i
November 2001

ORACLE



Implementing Oracle HRMS (US) Release 11i
The part number for this book is A75314-02.
Copyright © 1996, 2000, 2001 Oracle Corporation. All rights reserved.

Contributing Authors: Louise Raffo, Juliette Fleming, John Cafolla and Alison Chambers.
Contributors: Bill Kerr, John Thuringer and Janet Harrington—Kuller.

The Programs (which include both the software and documentation) contain proprietary
information of Oracle Corporation; they are provided under a license agreement containing
restrictions on use and disclosure and are also protected by copyright, patent and other
intellectual property law. Reverse engineering of the Programs is prohibited. No part of this
document may be reproduced or transmitted in any form or by any means, electronic or
mechanical, for any purpose, without the express written permission of Oracle Corporation.

Program Documentation is licensed for use solely to support the deployment of the
Programs and not for any other purpose.

The information contained in this document is subject to change without notice. If you find
any problems in the documentation, please report them to us in writing. Oracle Corporation
does not warrant that this document is error free. Except as may be expressly permitted in
your license agreement for these Programs, no part of these Programs may be reproduced or
transmitted in any form or by any means, electronic or mechanical, for any purpose, without
the express written permission of Oracle Corporation.

If the Programs are delivered to the US Government or anyone licensing or
using the Programs on behalf of the US government, the following notice is
applicable:

RESTRICTED RIGHTS NOTICE

Programs delivered subject to the DOD FAR Supplement are ‘commercial
computer software’ and use, duplication and disclosure of the Programs
including documentation, shall be subject to the licensing restrictions set forth
in the applicable Oracle license agreement. Otherwise, Programs delivered
subject to the Federal Acquisition Regulations are ‘restricted computer software’
and use, duplication and disclosure of the Programs shall be subject to the
restrictions in FAR 52.227-19, Commercial Computer Software — Restricted
Rights (June 1987). Oracle Corporation, 500 Oracle Parkway, Redwood City, CA
94065.

The Programs are not intended for use in any nuclear, aviation, mass transit,
medical, or other inherently dangerous applications. It shall be licensee’s
responsibility to take all appropriate fail-safe, back—up redundancy and other
measures to ensure the safe use of such applications if the Programs are used for
such purposes, and Oracle disclaims liability for any damages caused by such
use of the Programs.

Oracle is a registered trademark, and Oracle Financials, Oracle Discoverer,
OracleMetalink, PL/SQL, and SQL*Plus, are trademarks or registered
trademarks of Oracle Corporation. Other names may be trademarks of their
respective owners.



Contents
Preface Preface . ... xiii
Audience for ThisGuide .............. ... ..., Xiv
How ToUse ThisGuide .......... ..., Xiv
Do Not Use Database Tools to Modify Oracle
ApplicationsData ........... .. .. i xxiii
AboutOracle ....... ... XXiii
Your Feedback ........ ... ... XXiV
PART I IMPLEMENTATION
Chapter 1 Planning Your Implementation ........................... 1-1
Implementation Steps ... 1-2
Implementation Checklist . ........... . ... . ... . ... . ..., 1-4
Implementation Flowchart ............. ... . ... . ... .. .... 1-5
Chapter 2 Implementation Steps .......... .. 2-1
PostiInstall Steps . ... 2-2
Datalnstall ........ ... ... . . 2-2
AutoPatch (adpatch) ......... ... ..o 2-4
US Federal HR PrintReports . .. ...t 2-6
Administration ........ ... 2-7
Key Flexfields . ........ . o i 2-1
Descriptive Flexfields ............ ... ... ... ... ... ..... 2-22

Contents iii



Extra Information Types (EITS) ......................... 2-25

System Administration ............ ... i 2-26
Application Data Exchange (ADE) Optional Step ......... 2-27
WOrK StruCtures . ... o 2-28
Define Organization Structures ... ...................... 2-28
Defineldobs ....... .. i 2-32
Set Up Workflow for Transactions ...................... 2-32
Enable Position Control . ............. ... .. ... .. ... ... 2-36
Setup POSItIONS . ... ..o 2-36
Define Grade Related Information ...................... 2-38
Define Payroll Information ............................ 2-40
Compensation and Benefits ............... ... ... ... ... ... 2-42
Define Input Value Validation .......................... 2-42
Define Compensation and Benefits ..................... 2-43
Define Earnings and Deductions for Payroll Processing ... 2-44
Configure the Generated Definitions .................... 2-48
Salary Administration .............. ... ... ... . .. 0. 2-50
Absence Management and Accruals of Paid Time Off (PTO) 2-52
Element Sets and Batch Control Totals . .................. 2-55
BasicBenefits .......... ... 2-56
Total Compensation ............. . i, 2-59
Administration ... .. 2-59
Benefits Eligibility ....... ... .. ... .. . 2-59
Derived Eligibility Factors ............................. 2-60
Eligibility Profiles . ........ ... ... i i 2-62
Define Life Events (Advanced Benefits) ................. 2-62
Program Setup ... 2-63
Enrollment Requirements ............... ... ... ........ 2-65
Activity Rates and Coverage Calculations ............... 2-66
Reporting Groups . ... 2-68
Flex Credit Calculations (Advanced Benefits) ............ 2-68
Administration .......... .. . 2-69
Define Online Benefits Services . ........................ 2-69
People and Assignments ............. ... i, 2-70
Person Types and Assignment Statuses .................. 2-70
Special Personal Information (Personal Analysis Key
Flexfield Structures) ........... .. ... ... 2-70
Medical Assessments, Disabilities and Work Incidents .... 2-73
Specific Business Functions . . ............ .. ... .. i 2-74
New HireReporting ........... ... ... .. 2-74
Workers Compensation ................c i, 2-74
Human Resource Budgets ................ ...t 2-76

iv  Implementing Oracle HRMS (US)



Set Up Workflow for Budget Worksheets ................ 2-178

Evaluation Systems . ........... . i 2-79
RequirementsMatching ............................... 2-80
Career and Succession Management ........................ 2-81
Recruitment .......... ... . 2-81
Career Management ..............cco it 2-81
Evaluationsand Appraisals ............ ... . ... . ... .. 2-84
Career and SuccessionPlanning ........................ 2-85
Control ... 2-87
Define Reports . ... ... 2-87
Standard Letter Generation .............. ... .. ... .. ..., 2-88
Configure the People Management Templates ............ 2-91
Configure Oracle HRMS ... ... ... ... .. ... .. ... ... 2-92
Create Task FIOwsS . ... ... . 2-93
DefineMenus . ... 2-96
DefineUser Security ..., 2-97
Define AuditRequirements ............................ 2-102
PART II TECHNICAL ESSAYS
Chapter 3 DateTrack ..........c.c 3-1
How DateTrack Works . .......... ..o 3-2
Behavior of DateTracked Forms ........................ 3-2
Table Structure for DateTracked Tables .................. 34
Creating a DateTracked Tableand View ................. 3-5
Restricting Datetrack Options Available to Forms Users ... 3-7
Create and Modify DateTrack History Views ................ 3-10
What Can You Create and Modify? ..................... 3-10
What Happens When You Request DateTrack History? . ... 3-10
Rules for Creating or Modifying DateTrack History Views . 3-11
Using Alternative DateTrack History Views .............. 3-12
List of DateTrack History Views ........................ 3-15
Chapter 4 BatchElementEntry ........ ... ... i, 4-1
PayMIX VIBWS . .. 4-2
Renaming of PayMIX Tables ................ ... ... .... 4-2
Views From PayMIX Tables to BEE Tables ............... 4-2
PayMIX Windows inRelease 11i .. ...................... 4-3

Creating Control Totals for the Batch Element Entry Process ... 4-4

Contents v



Chapter 5

Chapter 6

SettingUp Control Totals . ............................. 4-4

CreatingtheSQLCode . ... ... ..., 4-4
Dependents and Beneficiaries in Basic Benefits . ............ 5-1
US Dependents and Beneficiaries .......................... 5-2

OVEIVIBW . e 5-2

DESIgN . e 5-2

Windowsand DataEntry .............. ... ... . L 5-4

Additional Notes . .......... .. i i 5-6
Payroll Processes . ... 6-1
OVEIVIBW .ot 6-2

PYUGEN ... e 6-2

Payroll Action Parameters ............... ... ... ..., 6-4

Overview of the Payroll Processes ...................... 6-4

Assignment Level Interlocks . ........... ... ... .. ..... 6-5
Payroll RUNProcess . ...t i 6-6

Determine Assignmentsand Elements .................. 6-6

Process Each Assignment ................ ... ... ........ 6-7

Create Run Resultsand Values ......................... 6-9

SetUpContexts ...t 6-9

Run ElementSkipRules .............. ... ... ... ........ 6-10

Create and MaintainBalances .......................... 6-10

RunFormulas..... ... ... i 6-13
Pre—Payments Process .............. ..o, 6-18

Setting Up Payment Methods .......................... 6-18

Preparing Cash Payments (UK Only) ................... 6-19

Prenotification (USONly) ....... ... ... it 6-20

Consolidation Sets . ......... oo 6-20

Third Party Payments . .......... ... .. i 6-20

ExchangeRates ............ ... . i, 6-21

Overriding Payment Method .......................... 6-21

The ProCess . ..o 6-22
Payment Processes ...t 6-24
Magnetic Tape Process . ...t 6-25

Running the Magnetic Tape Payments Process ........... 6-25

Running Magnetic Tape Reports .. .......... ... ...t 6-27

SRSDefinitions . ........ .o i 6-28

How the Magnetic Tape ProcessWorks .................. 6-29

The PL/SQL Driving Procedure ........................ 6-31

vi Implementing Oracle HRMS (US)



The GenericPL/ZSQL ... i 6-32

The Formulainterface ................ ... ... ... ....... 6-37
ErrorHandling ......... ... .. ... ... . . 6-39
Example PL/ZSQL .. ... 6-40
Cheque Writer/Check Writer Process . ...................... 6-44
The ProCess . ..o 6-44
Cheque Numbering .......... ... . ... i 6-47
Voiding and Reissuing Cheques ........................ 6-48
Markfor Retry . ... ... 6-49
Rolling Backthe Payments ............................ 6-49
SRW2 REPOIt ..o 6-49
Using or Changing the PL/SQL Procedure .............. 6-51
Cash PrOCESS ..ot 6-53
Payroll Action Parameters . ... .. 6-54
Action Parameter Values .............. ... .. ... ..., 6-54
Summary of Action Parameters ........................ 6-54
Parallel Processing Parameters ......................... 6-55
Array Select, Update and Insert Buffer Size Parameters . ... 6-56
Costing Specific Parameters .............. ... ... ....... 6-57
Magnetic Tape Specific Parameters ..................... 6-58
Error Reporting Parameters ............... .. .. oo, 6-58
Rollback Specific Parameters ........................... 6-59
Payroll Process Logging . ..., 6-59
Logging Parameters .............coiiiiiiiiiiiiian., 6-61
Miscellaneous Parameters ............. ... ... .. 6-62
System Management of QuickPay Processing ............ 6-63
Assignment Level Interlocks ........... ... . ... . i, 6-65
Action Classifications ........... ... ... i, 6-65
Rules For Rolling Back and Marking for Retry ............ 6-68
Transfer to the General Ledger Process . ..................... 6-70
COStING PrOCESS . .ttt e e 6-71
Example of Payroll Costs Allocation .................... 6-71
Example of Employer Charge Distribution ............... 6-72
Chapter 7 The Payroll Archive Reporter (PAR) Process ................ 7-1
PARMOES ... 7-2
Overview of the PARProcess ...............coovvivnn. 7-3
Overview of the Setup Steps . ..., 7-3
Create Database Items for Archiving .................... 7-4
WriteFormulas .......... ... 7-8

Contents vii



Write Package Procedures For Assignments And

ASSIgNMEeNt ACLIONS . ... ... 7-8
Provide an SRS Definition for the PAR Process ........... 7-10
Populate Rows in the
PAY_REPORT_FORMAT_MAPPINGS FTable ........... 7-11
Examples: INITIALIZATION_CODE and
ARCHIVE_CODE ...... ... i 7-13
Chapter 8 BalancesinOracle Payroll ................................ 8-1
Overview of Balances ........ ... i, 8-2
LatestBalances ... 8-3
Balance DIMENSIONS .. ... .. i e 8-5
Initial Balance Loading for Oracle Payroll ................... 8-9
Introduction . ........ .. . 8-9
PSS o 8-10
Balance Loading Process .............c.ccoviiiiiennann.. 8-10
LatestBalances . ...t 8-11
Setting Up an Element to Feed Initial Balances ........... 8-12
Setting Up the Initial Balance Values .................... 8-13
Running the Initial Balance Upload Process .............. 8-17
Balance InitializationSteps ........... ... .. ... ... 8-21
Including Balance ValuesinReports ........................ 8-24
The Balance Function ............. ... ... i i, 8-24
US Legislative Balance Initialization ........................ 8-27
Balance InitializationElements ......................... 8-27
Supported DIMensions . ... 8-27
Overview of Tax-related Balances ...................... 8-28
Balances That Require Initializing ...................... 8-30
Required US Legislative Balances . ...................... 8-35
Balances ReportedonW2and 941 ...................... 8-37
Chapter 9 US Payroll Tax Subsystem ............ ... .. oot 9-1
Installed Tax System . ........ .. ... i, 9-2
Earningsand Deductions . ............ ... ... 9-3
TaXES 9-4
TaxBalances . ..........co i 9-10
User Defined Reports ..., 9-14
Other FOrms . ... .. o e 9-15
Tax Implementation ............ ... ... ... ... i 9-16

viii  Implementing Oracle HRMS (US)



Chapter 10 FastFormula ......... ... . 10-1

The FastFormula Application Dictionary .................... 10-2
Entities in the Dictionary ............. ... ... ... ... ..., 10-2
Defining New Database ltems . ......................... 10-5

Calling FastFormula from PL/SQL ............. ... ... ..... 10-14
The Execution Engine Interface . ........................ 10-14
ChangesinRILi ... oo 10-16
ServerSidelInterface .......... ... .. ... . . i, 10-16
ClientSide Call Interface ............ ... ... ... ........ 10-21
Special Forms Call Interface ............... ... ... ..... 10-24
Logging Options ... ...t 10-26

Chapter 11 Validation of Flexfield Values . . ................. ... ....... 111
Referencing User Profile Options ....................... 11-2
Referencing Form block.field Items ..................... 11-4
Referencing FND_SESSIONSROW . ..................... 11-5
Incomplete Context Field Value Lists . ................... 11-6

Chapter 12 Extending Security inOracle HRMS . ...................... 12-1
Security Profiles . ........ ... . 12-2
SECUNItY PrOCESSES . ..ot e 12-8
SecuringCustom Tables ..., 12-11

Chapter 13 APIsinOracle HRMS .. ... ... .. ... 13-1
APIOVEIVIEW ... 13-3
Understanding the Object Version Number (OVN) ....... 13-6
APLParameters .............oiiiiii 13-8
APILFeatures . ... ... 13-23
Flexfieldswith APIS ........ ... . i 13-24
Multilingual Support ....... ... ... . . 13-25
Alternative APIS ... ... 13-26
APIErrorsandWarnings ..., 13-28
Example PL/SQL Batch Program . ...................... 13-30
WHO Columnsand Oracle Alert ....................... 13-33
APLUSer HOOKS ... ... 13-34
Using APIs asBuildingBlocks . ........................ 13-55
Handling Object Version Numbers in Oracle Forms ... . ... 13-56

Contents ixX



Chapter 14

Chapter 15

Chapter 16

Oracle HRMS DataPump .......... ..., 14-1

OVEIVIBW .o 14-3
UsingDataPump .......... ... .. .. .. 14-7
Running the Meta—Mapper ........... ... .o, 14-8
Loading Data Into the Batch Tables ..................... 14-14
Running the Data Pump Process ....................... 14-17
Finding and Fixing Errors ............. ... .. ... 14-18
PurgingData ..............0 i 14-22
Sample Code . ....... .. 14-23
Notes on Using The Generated Interfaces ................ 14-26
Utility Procedures Available With DataPump ............ 14-29
Table and View Descriptions ........................... 14-31
Oracle Generic Third Party Payroll Backfeed ............... 15-1
OVEIVIBW .ot 15-4
Setting Up the Generic Payroll Backfeed .................... 15-5
Installing the Oracle Generic Third Party Payroll Backfeed . 15-5
Payment Information .................... ... ... ... ... 15-7
Balance Types . ..o 15-7
APIS L 15-9
SettingUp DataPump ........ ... ..., 15-9
Deciding Which Upload OptiontoUse .................. 15-10
Setting Up DataUploader ............................. 15-11
Using Backfeed to Upload Payroll RunResults . .............. 15-16
Creating an Upload Workbook ......................... 15-16
Using the Load SheetsMacro .......................... 15-17
Using the Save SheetsMacro ........................... 15-18
Running DataUploader . ........... .. ... ... it 15-19
RunningDataPump ........... .. .. it 15-19
Viewing Third Party Payroll Results in Oracle HRMS ......... 15-21
Reference Information ............ ... ... ... .. L, 15-23
Data Pump Functions for Backfeed ..................... 15-23
Table Descriptions . ... 15-25
Data Pump Generated Packages and Views .............. 15-30
Business Process APIs Used by Backfeed ................ 15-37
SOQL Trace ..ot 16-1
USINgSQL Trace .....ovviiit et 16-2
Enabling SQL Trace ... 16-3
Locatingthe TraceFile ............... ... ... .. oot 16-7

X Implementing Oracle HRMS (US)



Whatis TKPROF? . ... ... s 16-8

Formatting a Trace File using TKPROF .................. 16-9
TKPROF SOrtOptions . . .....ovii e 16-11
Understanding a TKPROF Report ...................... 16-12
Raw SQL Trace FileExample . ............ ... ... ... .... 16-19
Advanced SQL Tracing Using Event 10046 .. ............. 16-19
Glossary
Index

Contents Xi



xii Implementing Oracle HRMS (US)



Reader’'s Comment Form

Implementing Oracle HRMS (US), Release 11i
A75314-02

Oracle Corporation welcomes your comments and suggestions on the quality and usefulness
of this publication. Your input is an important part of the information we use for revision.

Did you find any errors?

Is the information clearly presented?

Do you need more information? If so, where?

Are the examples correct? Do you need more examples?

What features did you like most about this manual? What did you like least about it?

If you find any errors or have any other suggestions for improvement, please indicate the topic, chapter,
and page number below:

Please send your comments to:

Oracle Applications Documentation Manager
Oracle Corporation

500 Oracle Parkway

Redwood Shores, CA 94065

Phone: (650) 506—7000 Fax: (650) 506—7200

If you would like a reply, please give your name, address, and telephone number below:

Thank you for helping us improve our documentation.






Preface



Audience for This Guide

How To Use This Guid

Welcome to Release 11i of Implementing Oracle HRMS (US)

This guide assumes you have a working knowledge of the following:
« The principles and customary practices of your business area.
+ Oracle HRMS

If you have never used Oracle HRMS, Oracle suggests you
attend one or more of the Oracle HRMS training classes available
through Oracle University.

« The Oracle Applications graphical user interface.

To learn more about the Oracle Applications graphical user
interface, read the Oracle Applications User’s Guide.

See Other Information Sources for more information about Oracle
Applications product information.

e

This guide contains the information you need to implement Oracle
HRMS.

This preface explains how this user guide is organized and introduces
other sources of information that can help you. This guide contains the
following information:

- Part | provides you with implementation information:

— Chapter 1 is designed to help you plan your
implementation. It includes flowcharts showing the major
stages of an implementation and a summary checklist.

— Chapter 2 contains a step-by-step implementation sequence
summarizing the decisions and tasks required for each
stage. It also describes any post-install steps you must
perform before you implement Oracle HRMS.

- Part Il provides technical essays which may be required by the
implementation team for initial data loading, configuring Oracle
HRMS, or integrating it with other applications or processes.
Chapters 3 to 15 include essays on these subjects:

— Chapter 3: DateTrack
— Chapter 4: Batch Element Entry

Xiv Implementing Oracle HRMS (US)



— Chapter 5: Dependents and Beneficiaries in Basic Benefits
— Chapter 6: Payroll Processes

— Chapter 7: Payroll Archive Reporter Process

— Chapter 8: Balances in Oracle Payroll

— Chapter 9: US Payroll Tax Subsystem

— Chapter 10: FastFormula

— Chapter 11: Validation of Flexfield Values

— Chapter 12: Extending Security in Oracle HRMS

— Chapter 13: APIs in Oracle HRMS

— Chapter 14: Oracle HRMS Data Pump

— Chapter 15: Oracle Generic Third Party Payroll Backfeed
— Chapter 16: SQL Trace

Documentation Accessibility

Our goal is to make Oracle products, services, and supporting
documentation accessible, with good usability, to the disabled
community. To that end, our documentation includes features that
make information available to users of assistive technology. This
documentation is available in HTML format, and contains markup to
facilitate access by the disabled community. Standards will continue to
evolve over time, and Oracle Corporation is actively engaged with
other market-leading technology vendors to address technical
obstacles so that our documentation can be accessible to all of our
customers. For additional information, visit the Oracle Accessibility
Program web site at http://www.oracle.com/accessibility/.

Accessibility of Code Examples in Documentation

JAWS, a Windows screen reader, may not always correctly read the
code examples in this document. The conventions for writing code
require that closing braces should appear on an otherwise empty line;
however, JAWS may not always read a line of text that consists solely
of a bracket or brace.

Accessibility of Links to External Web Sites in Documentation

This documentation may contain links to web sites of other companies
or organizations that Oracle Corporation does not own or control.
Oracle Corporation neither evaluates nor makes any representations
regarding the accessibility of these web sites.
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Other Information Sources

Online Documentation

Related User’s Guides

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

If this guide refers you to other Oracle Applications documentation,
use only the Release 11i versions of those guides.

All Oracle Applications documentation is available online (HTML and
PDF).

« Online Help — The new features section in the HTML help
describes new features in 11i. This information is updated for
each new release of Oracle HRMS. The new features section also
includes information about any features that were not yet
available when this guide was printed. For example, if your
administrator has installed software from a mini—pack as an
upgrade, this document describes the new features. Online help
patches are available on Metalink.

« 11i Features Matrix — This document lists new features available
by patch and identifies any associated new documentation. The
new features matrix document is available on Metalink.

- Readme File— Refer to the readme file for patches that you have
installed to learn about new documentation or documentation
patches that you can download.

Oracle HRMS shares business and setup information with other Oracle
Applications products. Therefore, you may want to refer to other user
guides when you set up and use Oracle HRMS.

You can read the guides online by choosing Library from the
expandable menu on your HTML help window, by reading from the
Oracle Applications Document Library CD included in your media
pack, or by using a Web browser with a URL that your system
administrator provides.

If you require printed guides, you can purchase them from the Oracle
store at http://oraclestore.oracle.com.
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Guides Related to All Products

Oracle Applications User’s Guide

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

You can access this user’s guide online by choosing ”Getting started
with Oracle Applications” from any Oracle Applications help file.

Oracle Alert User’s Guide

This guide explains how to define periodic and event alerts to monitor
the status of your Oracle Applications data.

Oracle Applications Developer’s Guide

This guide contains the coding standards followed by the Oracle
Applications development staff. It describes the Oracle Application
Object Library components needed to implement the Oracle
Applications user interface described in the Oracle Applications User
Interface Standards for Forms—Based Products. It also provides information
to help you build your custom Oracle Forms Developer 6i forms so that
they integrate with Oracle Applications.

Oracle Applications User Interface Standards for Forms—Based

Products

This guide 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 Formes.

Guides Related to This Product

Using Oracle HRMS - The Fundamentals

Use this guide to learn about representing your enterprise on your
application. This includes setting up your organization hierarchy,
recording details about jobs and positions within your enterprise,
defining a payroll, and also how to manage your costs.
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Managing Your Workforce Using Oracle HRMS

Use this guide to learn about all aspects of managing your workforce.
This includes how to represent your workforce on your application,
recruiting new employees and developing their careers, and also
defining and managing budgets.

Running Your Payroll Using Oracle HRMS

This user guide provides information about wage attachments, taxes
and social insurance, the payroll run, and other processes.

Managing Total Compensation Using Oracle HRMS

Use this guide to learn about setting up the application to store and
process information on your total compensation package, including
salary administration, other earnings, deductions, benefits, absence
management and PTO accrual plans.

Configuring, Reporting and System Administration in Oracle HRMS

This guide provides information about extending and configuring
Oracle HRMS, managing security, auditing, information access, and
letter generation.

Implementing Oracle HRMS

This guide explains the setup procedures you need to carry out in order
to successfully implement Oracle HRMS in your enterprise.

Implementing Oracle Self-Service Human Resources (SSHR)

This guide provides information about setting up the self-service
human resources management functions for managers and employees.
Managers and employees can then use an intranet and Web browser to
have easy and intuitive access to personal information and career
management functionality.

Using Oracle FastFormula

This guide provides information about writing, editing, and using
formulas to configure your system. Oracle FastFormula provides a
simple way to write formulas using English words and basic
mathematical functions. For example, Oracle FastFormula enables you
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to specify elements in payroll runs or create rules for PTO and accrual
plans.

Using Oracle Training Administration (OTA)

This guide provides information about how to set up and use Oracle
Training Administration to facilitate your training and certification
business.

Using Oracle SSP/SMP

This guide provides information about setting up and using Oracle
SSP/SMP to meet your statutory sick pay and statutory maternity pay
obligations.

Using Application Data Exchange

This guide provides information about using Application Data
Exchange to view HRMS data with desktop tools, and upload revised
data to your application.

Oracle Business Intelligence System Implementation Guide

This guide provides information about implementing Oracle Business
Intelligence (BIS) in your environment.

BIS User Guide 11i

This guide is provided as online help only from the BIS application and
includes information about intelligence reports, Discoverer workbooks,
and the Performance Management Framework.

Using Oracle Time Management

This guide provides information about capturing work patterns such as
shift hours so that this information can be used by other applications
such as General Ledger.

Installation and System Administration

Oracle Applications Concepts

This guide provides an introduction to the concepts, features,
technology stack, architecture, and terminology for Oracle Applications
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Release 11i. It provides a useful first book to read before an installation
of Oracle Applications. This guide also introduces the concepts behind
Applications—wide features such as Business Intelligence (BIS),
languages and character sets, and Self-Service Web Applications.

Installing Oracle Applications

This guide provides instructions for managing the installation of Oracle
Applications products. In Release 11i, much of the installation process
is handled using Oracle Rapid Install, which minimizes the time to
install Oracle Applications and the Oracle8 technology stack, and the
Oracle8i Server technology stack by automating many of the required
steps. This guide contains instructions for using Oracle Rapid Install
and lists the tasks you need to perform to finish your installation. You
should use this guide in conjunction with individual product user’s
guides and implementation guides.

Upgrading Oracle Applications

Refer to this guide if you are upgrading your Oracle Applications
Release 10.7 or Release 11.0 products to Release 11i. This guide
describes the upgrade process and lists database and product-specific
upgrade tasks. You must be either at Release 10.7 (NCA, SmartClient,
or character mode) or Release 11.0, to upgrade to Release 11i. You
cannot upgrade to Release 11i directly from releases prior to 10.7.

Maintaining Oracle Applications

Use this guide to help you run the various AD utilities, such as
AutoUpgrade, AutoPatch, AD Administration, AD Controller, AD
Relink, License Manager, and others. It contains how-to steps,
screenshots, and other information that you need to run the AD
utilities. This guide also provides information on maintaining the
applications file system and database.

Oracle Applications System Administrator’s Guide

This guide 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
concurrent processing.
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Other Implementation Documentation

Oracle Applications Product Update Notes

Use this guide as a reference for upgrading an installation of Oracle
Applications. It provides a history of the changes to individual Oracle
Applications products between Release 11.0 and Release 11i. It includes
new features, enhancements, and changes made to database objects,
profile options, and seed data for this interval.

Multiple Reporting Currencies in Oracle Applications

If you use the Multiple Reporting Currencies feature to record
transactions in more than one currency, use this manual before
implementing Oracle HRMS. This manual details additional steps and
setup considerations for implementing Oracle HRMS with this feature.

Multiple Organizations in Oracle Applications

If you use the Oracle Applications Multiple Organization Support
feature to use multiple sets of books for one Oracle HRMS installation,
this guide describes all you need to know about setting up and using
Oracle HRMS with this feature.

Oracle Workflow Guide

This guide 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 Applications Flexfields Guide

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

Oracle Technical Reference Manuals

The technical reference guides are now available in electronic format
only. You can now access technical reference manuals for any Oracle
Applications product you have licensed.
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Training and Support

Oracle Manufacturing and Distribution Open Interfaces Manual

This manual contains up-to—date information about integrating with
other Oracle Manufacturing applications and with your other systems.
This documentation includes open interfaces found in Oracle
Manufacturing.

Oracle Applications Message Reference Manual

This manual describes all Oracle Applications messages. This manual is
available in HTML format on the documentation CD-ROM for Release
11i.

Training

Oracle offers a complete set of training courses to help you and your
staff master Oracle HRMS and reach full productivity quickly. These
courses are organized into functional learning paths, so you take only
those courses appropriate to your job or area of responsibility.

You have a choice of educational environments. You can attend courses
offered by Oracle University at any one of our many Education
Centers, you can arrange for our trainers to teach at your facility, or
you can use Oracle Learning Network, Oracle University’s online
education utility. In addition, Oracle Training professionals can tailor
standard courses or develop custom courses to meet your needs. For
example, you may want to use your organization structure,
terminology, and data as examples in a customized training session
delivered at your own facility.

Support

From on-site support to central support, our team of experienced
professionals provides the help and information you need to keep
Oracle HRMS 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 Oracle8i server, and your hardware and software
environment.
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Do Not Use Database Tools to Modify Oracle Applications Data

Oracle STRONGLY RECOMMENDS that you never use SQL*Plus,
Oracle Data Browser, database triggers, or any other tool to modify
Oracle Applications data unless otherwise instructed.

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 such as 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, 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 to modify your data, Oracle
Applications automatically checks that your changes are valid. Oracle
Applications also keeps track of who changes information. 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.

About Oracle

Oracle Corporation develops and markets an integrated line of
software products for database management, applications
development, decision support and office automation, as well as Oracle
Applications, an integrated suite of more than 160 software modules
for financial management, supply chain management, manufacturing,
project systems, human resources and customer relationship
management.

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.
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Your Feedback

Oracle is the world’s leading supplier of software for information
management, and the world’s second largest software company. Oracle
offers its database, tools, and application products, along with related
consulting, education and support services, in over 145 countries
around the world.

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

Oracle values your comments and feedback. This guide contains a
Reader’s Comment Form you can use to explain what you like or
dislike about Oracle HRMS 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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Implementation

PART

T his part of Implementing Oracle HRMS provides you with the
information you need for your Oracle HRMS implementation. It
includes information about:

+ Planning your implementation

« Performing implementation steps
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1 Planning Your
Implementation
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Implementation Steps

The flexibility of Oracle HRMS enables you to develop an
implementation project plan that meets your own specific business
needs for Oracle Human Resources, Oracle Payroll, Oracle Advanced
Benefits, Oracle Training Administration and Oracle Self-Service
Human Resources (SSHR).

With Oracle HRMS you choose the functions you want to implement
initially. You implement other functions when you need to use them.

For example, you might decide to implement for HR users, and then to
add payroll processing capabilities in a subsequent phase.
Alternatively, you might decide to implement payroll functions during
your initial phase. You could choose to extend your range of HR
information and functions later.

Decision making is an important part of any implementation process
and before you begin to configure Oracle HRMS you must decide how
you want to use the system.

Adopting a staged, or incremental, approach to implementation lets you
focus on those areas of the system you want to use.

Working in partnership with Oracle you can call on skilled consultants
to provide you with all of the training, and technical and professional
expertise you need. Together you can successfully implement a HRMS
system that matches your specific business needs in the most efficient
and cost—effective manner.

Before You Start

Before you begin implementing Oracle HRMS, you must ensure your
legislation—specific startup data is installed. The installation is
normally done by the MIS Manager. You need this startup data before
you use Elements, Payment Methods or Legislation Specific Flexfield
Structures.

Consult your Oracle Applications Installation Manual for more
information.

Also, check to see whether there are any post installation steps you
need to perform before you start to implement Oracle HRMS.

See: Post Install Steps: page 2 - 2.
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Oracle Applications Implementation Wizard

If you are implementing more than one Oracle Applications product,
we recommend that you use the Oracle Applications Implementation
Wizard to coordinate your setup activities. The Implementation Wizard
guides you through the setup steps for the applications you have
installed, suggesting a logical sequence that satisfies cross—product
implementation dependencies and reduces redundant setup steps.

You can use the Implementation Wizard to see a graphical overview of
setup steps, read online help for a setup activity and open the
appropriate setup window. You can also document your
implementation, for further reference and review, by using the Wizard
to record comments for each step.

See: Oracle Applications Implementation Wizard User’s Guide.
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Implementation Checklist

Use the following checklists to record which parts of Oracle HRMS you
want to use. Then refer to the implementation flowcharts to see the
high level steps you must complete for each business function you have
chosen to implement.

Note: Refer to the Post Install Steps: page 2 — 2 to see any
steps you must perform before you implement Oracle HRMS.

[0 Administration: page 2 —7 (Required)

Includes key and descriptive flexfields, Extra Information Types
(EITs), currencies, “View All” HRMS User, lookups and
Application Data Exchange (ADE).

[1 Work Structures: page 2 — 28 (Required)
Includes organizations, jobs, positions, grades and payrolls
[l Compensation and Benefits: page 2 — 42 (Optional)

Includes compensation elements, input value validation, balances,
formulas, salary administration, absence management/accruals of
paid time off and element sets.

[0 Total Compensation: page 2 —59 (Optional)

Includes online benefits services, benefits eligibility, eligibilty
factors, life events, program setup and flex credits calculations.

[l People and Assignments: page 2 — 70 (Required)

Includes person types, assignment statuses and special personal
information.

[0 Specific Business Functions: page 2 — 74 (Optional)

Includes GRE Federal and State Identification Numbers, workers
compensation, human resource budgets, evaluation systems and
requirements matching.

[1 Career and Succession Management: page 2 — 81 (Optional)

Includes recruitment, career management, evaluation and
appraisals and succession planning.

[0 Control: page 2 — 87 (Optional)

Includes reports, letter generation, customization, task flows, user
security, audit requirements and Oracle Applications Help.
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Implementation Flowchart

Some of the steps outlined in this section are Required, and some are
Optional. Required with Defaults means that the setup functionality
comes with predefined, default values in the database; however, you
should review those defaults and decide whether to change them to
suit your business needs. If you want or need to change them, you
should perform that setup step. You need to perform Optional steps
only if you plan to use the related feature or complete certain business
functions.

Planning Your Implementation 1-5



Figure 1 -1 Implementation Flowchart for Administration
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Figure 1 -2 Implementation Flowchart for Work Structures 1
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Figure 1 -3 Implementation Flowchart for Work Structures 2
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Figure 1 -4 Implementation Flowchart for Work Structures 3
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Figure 1 -5 Implementation Flowchart for Compensation and Benefits 1
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Figure 1 -6 Implementation Flowchart for Compensation and Benefits 2

Customize the
Generated Definitions
Step 13

Write or Customize
Payroll Formulas

Step 14

Salary Administration

Step 17

Step 21

Absence Management
and Accruals of PTO

Step24

/4 N

Create or Decide on
a Salary Element

Step 18

7 ~

Review or Create
Salary Components

Step 22

e ~
Define a
Nonrecurring
Absence Element

Step 25

Define User
Balances

Step 15

/4 N
Decide How To
Validate Salary

Entries

Step 19

7 ~

Define Performance
Rating Types

Step 23

-

Link the Absence
Element

Step 26

Write Payroll
Formulas

Define Formula
Result Rules

LEGEND [ Required Step j r‘eq‘“ﬁaﬁiﬁmmj

~

Link the Salary
Element

Define a Salary Basis

4 N

Add 'Salary
Administration

4 N

Define Categories of
Absence Types

Approve' Function

Define
Absence Types and
Associate with
Absence Elements

Make Initial
Element Entries

See: Compensation and
Benefits 3 Flowchart

Optional Step

Planning Your Implementation

1-1



Figure 1 -7 Implementation Flowchart for Compensation and Benefits 3
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Administration
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Figure 1 -9 Implementation Flowchart for Total Compensation 2
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Figure 1 -10 Implementation Flowchart for Total Compensation 3
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Figure 1 -11 Implementation Flowchart for Total Compensation 4
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Figure 1 -12 Implementation Flowchart for People and Assignments
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Figure 1 - 13 Implementation Flowchart for Specific Business Functions
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Figure 1 -15 Implementation Flowchart for Control 1

Standard Letter

Define Report: i
efine Reports Generation

Step 1
e Step 4 - 10 Step 11 - 14 Step 15
Use Standard

Reports or Write ]
New Reports Create Letters Using Create Letters Using Cjﬁe;;)eli]:::ttgirrf g:{;g

Word Processors Oracle Reports Exchange

Step 2

4 Configure the People
Register Reports Management Template

as Concurrent
Programs

Step 16 - 19

Step 3 Configure the
7 N People Management
Templates

Define Report Sets

Configure Oracle HRMS
See: Control 2 Flowchart

LEGEND Required Step with

Required Step Defaults Optional Step

1 -20 Implementing Oracle HRMS (US)



Figure 1 -16 Implementation Flowchart for Control 2
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Figure 1 -17 Implementation Flowchart for Control 3
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Post Install Steps

There are two, generic post install utilities for Oracle HRMS in Release
11i:

- Datalnstall enables you to specify all the legislations that you
want to install for HR and Payroll, and HR only. This means that
when you subsequently perform an installation or upgrade, you
can install your legislations in a single operation. Datalnstall
provides a series of menus from which you can specify the
legislation and product combinations.

- AutoPatch (adpatch) applies the installation or upgrade
combinations that you have previously specified in Datalnstall.

Federal

If you are installing the US Federal HR localization, there is one
additional step to be able to produce bitmap reports.

Oracle Payroll (Canada and USA)

If you are installing Oracle Payroll (Canada and USA) you also need to
instal Quantum, a third party taxation product, produced by Vertex, that
Oracle Payroll (Canada and US) uses.

Datalnstall

Stepl  Run the Datalnstall Utility (Required)

To specify legislations using Datalnstall:
1. Run the Datalnstall utility to select legislations using the command:

jre oracl e. apps. per.Datalnstall <APPS User nane> <APPS
passwor d>

Note: In multiple sets of book installs, supply the username and
password of the first APPS account.

The Datalnstall Main Menu will be displayed.

2. Choose option 1. This displays a screen showing a list of product
localization combinations that you can choose.

For each product or localization that already has legislation data on
the database, the Action will be defaulted to upgrade. This cannot
be changed.
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If the Legislation/Verticalization is Federal HR only

If you are upgrading Oracle Federal HR, choose both Oracle Federal
HR and Oracle Human Resources from the list of product
localizations.

Select any new installations that you want to implement. For
example, if you wanted to install Canada Payroll, number 3, you
would type 3I. This would also set the action on Canada Human
Resources to Install as dependencies are maintained.

If you are installing an additional legislation, to correct a mistake
use the Clear option. If you have selected to install an additional
Payroll and HR legislation, clearing the Payroll legislation will clear
the HR legislation also.

You cannot use Force Install for upgrades. You only need to use
Force Install if you want to reapply steps in the Global Legislation
Driver that have already been applied.

If you select a localization other than US or GB, you are returned to
the main menu.

If you select a US or GB localization the Datalnstall — College Data
Option screen is displayed showing whether college data is
currently installed for US and GB localizations. The install option is
only available if you have no existing college data. If you have
existing data then the localization will default to Upgrade, though
this can be changed.

Choose Remain if you want to keep the existing data and not apply
the upgrade, or choose Clear to set the action to null.

You cannot use Force Install at this point.

Press Return to display the main menu. Here you can select choose
option 1 to make further changes, or option 2 to exit.

When you have chosen to exit the Datalnstall Actions Confirmation
screen is displayed.

Select Y to save your changes and exit, or select N to exit without
saving your changes.

When you have exited, the Datalnstall Actions Summary screen is
displayed. This summarizes the actions that will be taken when the
program exits, or when ADPATCH is run with the Global
Legislation driver.
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AutoPatch (adpatch)

Step 2

Installing Quantum

2-4

Step 3

Run the Global Legislation Driver (Required)

The Generic HR Post Install Driver delivers the generic entity horizon
and all the selected localizations. To run it, type in the following
commands:

$ cd $PER_TOP/admin/driver

$ adpatch

Then apply the driver hrglobal.drv

After applying the Global Legislation Driver

Examine the out file hrlegend.lst. This logs any localizations selected in
the Datalnstall utility but which have not been applied by this driver.
Refer to the Installation Manual to ensure that everything has been
applied correctly, or contact World—wide Support.

Install Quantum for Oracle Payroll (Canada and US) (Conditionally

Required)
1. Setup adirectory structure to hold the Quantum product.

By default, Oracle Payroll looks for the Quantum product in the
$PAY_TOP/vendor/quantum directory, however, you can choose
where it is placed and override the default location.

s~ Suggestion: You could create a

@ $PAY_TOP/vendor/quantum_versions directory and a
$PAY_TOP/vendor/quantum symbolic link pointing to the
correct version of Quantum, since the Quantum products
release cycle may be different from Oracle Payroll.

2. Unpack the Quantum Components from the CD.

Oracle Applications provide a CD on which will be a ZIP file called
pyvendor.zip in a directory called pay. On the ZIP file will be one
directory per operating system that is supported by Oracle Payroll
(US). Uncompress the pyvendor.zip file and move the required
version into the directory structure created in Step 1. For example,
uncompress the file then do the following:

$ nmv SOLARI S/ 2. 2.4 $PAY_TOP/ vendor/ quant um ver si ons
$ I n —s $PAY_TOP/ vendor/ quant um versi ons/ 2. 2.4 $PAY_TOP/ vendor/ quant um

The extraction from the compressed file will create a directory called
(<operating system>/2.2.4) and two sub directories (lib and utils)
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along with a number of files in each directory. One of the files
created is devenvy, this devenv file is the same as the
$FND_TOP/usrxit/devenv file except that some of the lines are
uncommented. The uncommented lines relate to instructions on
how the Oracle Payroll process PYUGEN should be linked. The
lines that are uncommented are:

VND_VERTEX=" $( PAY_TCP) / vendor / quant umi
VND_LI NK=" $( VND_VERTEX)/li b/libvprt.a \

$(VND_VERTEX)/lib/libgutil.a \

$(VND_VERTEX)/li bl oc.a \

$(VND_VERTEX) /i b/1ibcb63. a’
$ I n —s $PAY_TOP/ vendor/ quant um versi ons/ 2. 2. 4 $PAY_TOP/ vendor/ quant um
VNDPAYSL="$( PAY_TOP) /| i b/ py3c. 0 $(PAY_TOP)/lib/py3v.o $(VND LI NK)’
VNDPAYPL=" $( PAY_TOP) / | i b/ py3c. 0 $(PAY_TOP)/lib/py3v.o $(VND_LI NK)’
export VND_VERTEX VND_LI NK VNDPAYPL VNDPAYSL

Note: Some of these settings relate to the location of the Quantum
product, thus if the Quantum product is hot in
$PAY_TOP/vendor/quantum this file needs to be edited.

If you have made any changes to your $FND_TOP/usrxit/devenv
file, you must merge these differences into the file. If you have not

already made any changes then you can simply copy 2.2.4/devenv
to SFND_TOP_usrxit/devenv.

3. Relink the Oracle Payroll executable PYUGEN using adrelink.
$ adrelink force=y ranlib=y ”"pay PYUGEN

Ensure that the adrelink completed successfully by checking the log
file.

4. Build the Quantum product’s data files.

To build Quantum’s data files, firstly create a directory to hold the
data files. Oracle Payroll assumes that these data files are in
$PAY_TOP/vendor/quantum/data.

Secondly, run the utility dbcreate that is in the Quantum utils
directory. This utility will show a menu of either Payroll or
Geocoder. Choose the Payroll option and at the prompt ”Enter the
Payroll datasource name:” enter the directory into which the data
files are to be placed, for example,
/apps/pay/11.5/vendor/quantum/data. Once the processing is
complete, the menu will reappear and the utility can be exited.

Note: Ensure that the file permissions of the data files are set to
readable for all the relevant users. If this is not done then Oracle
Payroll will not be able to access these files.

5. Populate the Quantum data files.
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Once the data files have been created they need to be populated
with taxation data. The taxation data is held in a file called gfpt.dat,
which will be delivered in the pyvendor.zip file. Copy this file into
the Quantum product area. Once this has been done the data file
update utility can be run. This is located in the utils directory called
vprtmupd. Select the Update Payroll Tax option from the menu, and
answer the displayed questions. The first prompts for the
datasource, this should be the location of the data files created in the
previous step. The second is the location of the gfpt.dat file. For
example:

Ent er Dat asource: /apps/[ay/11l.5/vendor/quantun data
Enter the path of the update file: [apps/pay/1l1l.5/vendor/quantum

Note: The update file supplied is a default file, it is not guaranteed
to calculate taxes correctly. Its purpose is to allow you to perform
testing prior to contacting Vertex to request the correct update file.

Register the Quantum Data Files location.

If the data files for Quantum have not been placed in the default
location ($PAY_TOP/vendor/quantum/data), then the location of
these files must be supplied to Oracle Payroll. This is performed by
placing a row in the PAY_ACTION_PARAMETERS table:

SQL> insert into pay_action_paraneters
2 values (' TAX_DATA', ’'/apps/quantum data’);

US Federal HR Print Reports

To be able to produce bitmap and postscript reports, you must relink
ar60runb.

2 -6

1.

2
3.
4

Chenv to the environment.
Make sure that FND_TOP and APPL_TOP are correct.
cd $FND_TOP/bin

adrelink.sh force=y ”fnd ar60runb”
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Administration

The administration steps are usually performed by the System
Administrator. Sign on to the system using your System Administrator
username and password. Contact your DBA if you do not know this
information.

Key Flexfields

There are six Key Flexfield Structures you must define before you can
define a business group in Oracle HRMS. These are:

« Job

» Position

- Grade

- People Group
+ Cost Allocation
+ Competence

You can also define the Collective Agreement Grades flexfield at this
time, or you can do it after defining your business group.

Before you begin your implementation of these key flexfields you must
clearly specify your requirements. This specification must include the
following details for each key flexfield:

« The Structure Name and the number of Segments

+ The Flexfield Segment Names, Order, Validation Options and
Qualifiers

« The Flexfield Value Sets to be used and any lists of values

After you have completed the definition of a key flexfield, you need to
run the Create Key Flexfield Database Items process concurrent process
to generate Database Items for the individual segments of the Flexfield.

This applies to your Job, Position, Grade, Competence and People
Group Key Flexfields only.

Define Job Flexfield (Steps 1-7) Optional Steps

After you have specified your requirements to take best advantage of
the flexibility of Oracle HRMS for recording and reporting Job
information in your enterprise, the implementation sequence which
you follow is;
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Step 1

Step 2

Step 3

Step 4

Define Job Flexfield Value Sets

To validate the values which a user can enter for any segment, you
must define a specific Value Set.

The attributes of the Value Set control the type of values that can be
entered, and how many characters each segment can hold. The
attributes of the Value Set will also control how the values are to be
validated.

Value Sets can be shared by different segments of the same flexfield, or
by segments of any other flexfield.

Use the Value Set window.

See: Defining Value Sets, Oracle Applications Flexfields Guide.

Define Job Flexfield Segments

Define a structure for your Job Flexfield which contains the segments
you want to use for your business group. You will use this structure to
create your unique Job Names in the Job window.

You must enter Yes in the Allow Dynamic Inserts field. If you enter
No, you will not be able to create new job name combinations in the Job
window.

Note: You do not need to use a Value Set to validate a
segment. If you do not specify a Value Set then a user can enter
any alphanumeric value up to a limit of 150 characters.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Define Job Flexfield Segment Values

If you have chosen Independent or Dependent validation for a Value
Set used by a Job Flexfield Segment, you must define your list of valid
values for the Value Set.

Use the Segment Values window

See: Defining Segment Values, Oracle Applications Flexfields Guide.

Define Job Flexfield Cross Validation Rules

Define any Cross Validation Rules you want to use to control the
combinations of segment values which a user can enter.

You define Rules to Include or Exclude combinations of segment values.
For each segment, you can define a Low to High range of values.
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Step 5

Step 6

Step 7

Use the Cross—Validation Rule window

See: Defining Cross—Validation Rules, Oracle Applications Flexfields
Guide.

Define Job Flexfield Aliases

Define Aliases for common combinations of segment values if you
want to provide these as default options.

Use the Shorthand Aliases window
See: Defining Shorthand Aliases, Oracle Applications Flexfields Guide.

Freeze and Compile Your Job Flexfield Structure

You are now ready to freeze your Job Flexfield definition. Navigate to
the Key Flexfield Segments window. Enter Yes in the Freeze Flexfield
Definition field and save your changes. Oracle Human Resource
Management Systems now freezes and compiles your Job Flexfield
definition. Compiling the flexfield definition enables the Job Flexfield
window with the defaults, values and rules that you have defined.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Run Create Key Flexfield Database Items Process

If you want to make use of the individual segments of the flexfield as
separate Database Items you can run this concurrent process from the
Submit a New Request window. The only parameter associated with
this process is the Key Flexfield Name.

Use the Submit a New Request window
See: Submitting a Request, Oracle Applications User’s Guide.

Define Position Flexfield (Steps 8-14) Optional Steps

Step 8

After you have specified your requirements to take best advantage of
the flexibility of Oracle Human Resource Management Systems for
recording and reporting Position information in your enterprise, the
implementation sequence which you follow is:

Define Position Flexfield Value Sets

To validate the values which a user can enter for any segment, you
must define a specific Value Set.

The attributes of the Value Set control the type of values that can be
entered, and how many characters each segment can hold. The
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Step 9

Step 10

Step 11

Step 12

attributes of the Value Set will also control how the values are to be
validated.

Value Sets can be shared by different segments of the same flexfield, or
by segments of any other flexfield.

Use the Value Set window.

See: Defining Value Sets, Oracle Applications Flexfields Guide.

Define Position Flexfield Segments

Define a structure for your Position Flexfield which contains the
segments you want to use for your business group. You will use this
structure to create your unique Position Names in the Position window.

You must enter Yes in the Allow Dynamic Inserts field. If you enter
No, you will not be able to create new position name combinations in
the Position window.

Note: You do not need to use a Value Set to validate a
segment. If you do not specify a Value Set then a user can enter
any alphanumeric value up to a limit of 150 characters.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Define Position Flexfield Segment Values

If you have chosen Independent or Dependent validation for a Value
Set used by a Position Flexfield Segment, you must define your list of
valid values for the Value Set.

Use the Define Segment Values window
See: Defining Segment Values, Oracle Applications Flexfields Guide.

Define Position Flexfield Cross Validation Rules

Define any Cross Validation Rules you want to use to control the
combinations of segment values which a user can enter.

You define Rules to Include or Exclude combinations of segment values.
For each segment, you can define a Low to High range of values.

Use the Cross—Validation Rule window

See: Defining Cross—Validation Rules, Oracle Applications Flexfields
Guide.

Define Position Flexfield Aliases

Define Aliases for common combinations of segment values if you
want to provide these as default options.
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Step 13

Step 14

Use the Shorthand Aliases window

See: Defining Shorthand Aliases, Oracle Applications Flexfields Guide.

Freeze and Compile Your Position Flexfield Structure

You are now ready to freeze your Position Flexfield definition.
Navigate to the Key Flexfield Segments window. Enter Yes in the
Freeze Flexfield Definition field and save your changes. Oracle Human
Resource Management Systems now freezes and compiles your
Position Flexfield definition. Compiling the flexfield definition enables
the Position Flexfield window with the defaults, values and rules that
you have defined.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Run Create Key Flexfield Database Items process

If you want to make use of the individual segments of the flexfield as
separate Database Items you can run this concurrent process from the
Submit a New Request window. The only parameter associated with
this process is the Key Flexfield Name.

Use the Submit a New Request window

See: Submitting a Request, Oracle Applications User’s Guide.

Define Grade Flexfield (Steps 15-21) Optional Steps

Step 15

After you have specified your requirements to take best advantage of
the flexibility of Oracle Human Resource Management Systems for
recording and reporting Grade information in your enterprise, the
implementation sequence which you follow is:

Define Grade Flexfield Value Sets

To validate the values which a user can enter for any segment, you
must define a specific Value Set.

The attributes of the Value Set control the type of values that can be
entered, and how many characters each segment can hold. The
attributes of the Value Set will also control how the values are to be
validated.

Value Sets can be shared by different segments of the same flexfield, or
by segments of any other flexfield.

Use the Value Set window.
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Step 16

Step 17

Step 18

Step 19

Step 20

See: Defining Value Sets, Oracle Applications Flexfields Guide.

Define Grade Flexfield Segments

Define a structure for your Grade Flexfield which contains the
segments you want to use for your business group. You will use this
structure to create your unique Grade Names in the Grades window.

You must enter Yes in the Allow Dynamic Inserts field. If you enter
No, you will not be able to create new grade name combinations in the
Grades window.

Note: You do not need to use a Value Set to validate a
segment. If you do not specify a Value Set then a user can enter
any alphanumeric value up to a limit of 150 characters.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Define Grade Flexfield Segment Values

If you have chosen Independent or Dependent validation for a Value
Set used by a Grade Flexfield Segment, you must define your list of
valid values for the Value Set.

Use the Define Segment Values window
See: Defining Segment Values, Oracle Applications Flexfields Guide.

Define Grade Flexfield Cross Validation Rules

Define any Cross Validation Rules you want to use to control the
combinations of segment values which a user can enter.

You define Rules to Include or Exclude combinations of segment values.
For each segment, you can define a Low to High range of values.

Use the Cross—Validation Rule window

See: Defining Cross—Validation Rules, Oracle Applications Flexfields
Guide.

Define Grade Flexfield Aliases

Define Aliases for common combinations of segment values if you
want to provide these as default options.

Use the Shorthand Aliases window
See: Defining Shorthand Aliases, Oracle Applications Flexfields Guide.

Freeze and Compile Your Grade Flexfield Structure

You are now ready to freeze your Grade Flexfield definition. Navigate
to the Key Flexfield Segments window. Enter Yes in the Freeze
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Step 21

Flexfield Definition field and save your changes. Oracle Human
Resource Management Systems now freezes and compiles your Grade
Flexfield definition. Compiling the flexfield definition enables the
Grade Flexfield window with the defaults, values and rules that you
have defined.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Run Create Key Flexfield Database Items Process

If you want to make use of the individual segments of the flexfield as
separate Database Items you can run this concurrent process from the
Submit a New Request window. The only parameter associated with
this process is the Key Flexfield Name.

Use the Submit a New Request window

See: Submitting a Request, Oracle Applications User’s Guide.

Define People Group Flexfield (Steps 22-28) Required Steps

Step 22

People Group information is associated with employee assignments
and is used to identify special groups of employees in your enterprise,
such as members of a union.

c Warning: In Oracle HRMS you must define at least one
segment for the People Group Key Flexfield.

If you do not, you will not be able to use the Assignment
window for employees or applicants.

After you have specified your requirements to take best advantage of
the flexibility of Oracle HRMS for recording and reporting People
Group information in your enterprise, the implementation sequence
you follow is:

Define People Group Flexfield Value Sets

To validate the values which a user can enter for any segment, you
must define a specific Value Set.

The attributes of the Value Set control the type of values that can be
entered, and how many characters each segment can hold. The
attributes of the Value Set will also control how the values are to be
validated.

Value Sets can be shared by different segments of the same flexfield, or
by segments of any other flexfield.
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Step 23

Step 24

Step 25

Step 26

Use the Value Set window.

See: Defining Value Sets, Oracle Applications Flexfields Guide.

Define People Group Flexfield Segments

Define a structure for your People Group Flexfield which contains the
segments you want to use for your business group. You will use this
structure to enter People Group details in the Assignment window.

You must enter Yes in the Allow Dynamic Inserts field. If you enter
No, you will not be able to enter People Group information in the
Assignment window.

Note: You do not need to use a Value Set to validate a
segment. If you do not specify a Value Set then a user can enter
any alphanumeric value up to a limit of 150 characters.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Define People Group Flexfield Segment Values

If you have chosen Independent or Dependent validation for a Value
Set used by a People Group Flexfield Segment, you must define your
list of valid values for the Value Set.

Use the Define Segment Values window

See: Defining Segment Values, Oracle Applications Flexfields Guide.

Define People Group Flexfield Cross Validation Rules

Define any Cross Validation Rules you want to use to control the
combinations of segment values which a user can enter.

You define Rules to Include or Exclude combinations of segment values.
For each segment, you can define a Low to High range of values.

Use the Cross—Validation Rule window

See: Defining Cross—Validation Rules, Oracle Applications Flexfields
Guide.

Define People Group Flexfield Aliases

Define Aliases for common combinations of segment values if you
want to provide these as default options.

Use the Shorthand Aliases window

See: Defining Shorthand Aliases, Oracle Applications Flexfields Guide.
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Step 27

Step 28

Freeze and Compile Your People Group Flexfield Structure

You are now ready to freeze your People Group Flexfield definition.
Navigate to the Key Flexfield Segments window. Enter Yes in the
Freeze Flexfield Definition field and save your changes. Oracle Human
Resource Management Systems now freezes and compiles your People
Group Flexfield definition. Compiling the flexfield definition enables
the People Group Flexfield window with the defaults, values and rules
that you have defined.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Run Create Key Flexfield Database Items process

If you want to make use of the individual segments of the flexfield as
separate Database Items you can run this concurrent process from the
Submit a New Request window. The only parameter associated with
this process is the Key Flexfield Name.

Use the Submit a New Request window

See: Create Key Flexfield Database Items, Oracle Applications Flexfields
Guide.

Define Cost Allocation Flexfield (Steps 29-34) Required Steps

Step 29

Cost Allocation information is normally used to record the details of
employee costing associated with payroll results. If you have installed
Oracle Payroll, you can accumulate the costs associated with your
payroll results and transfer these to your General Ledger system. If
you have not installed Oracle Payroll you can use the costing flexfield
to enter your cost allocation information.

After you have specified your requirements to take best advantage of
the flexibility for recording and reporting costing information in your
enterprise, the implementation sequence which you follow is:

Warning: In Oracle HRMS you must define at least one
segment for the Cost Allocation Key Flexfield. If you do not,
you will experience problems using windows with the flexfield
window.

Define Cost Allocation Flexfield Value Sets

To validate the values which a user can enter for any segment, you
must define a specific Value Set.

The attributes of the Value Set control the type of values that can be
entered, and how many characters each segment can hold. The
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attributes of the Value Set will also control how the values are to be
validated.

Value Sets can be shared by different segments of the same flexfield, or
by segments of any other flexfield.

Use the Value Set window.
See: Defining Value Sets, Oracle Applications Flexfields Guide.

Step 30  Define Cost Allocation Flexfield Segments and Qualifiers

Define a structure for your Cost Allocation Flexfield which contains the
segments you want to use for your business group. You will use this
structure to enter your payroll costing details in Oracle HRMS.

You must enter Yes in the Allow Dynamic Inserts field. If you enter
No, you will not be able to enter Costing details anywhere on the
system.

Note: You do not need to use a Value Set to validate a
segment. If you do not specify a Value Set then a user can enter
any alphanumeric value up to a limit of 150 characters.

The only key flexfield in Oracle HRMS which makes use of Qualifiers is
the Cost Allocation Flexfield. You use Segment Qualifiers to control the
level at which costing information can be entered to the system. Each
Qualifier determines the level at which costing information can be
entered. There are six possible choices for each segment. The following
table illustrates this:

Qualifier Effect on window

Payroll Enter segment values in the Payroll window.

Link Enter segment values in the Element Link window.

Balancing Enter balancing segment values in the Element Link window.
Organization Enter segment values in the Costing Information window for the

Organization.

Assignment Enter segment values in the Costing window for the assignment.

Entry Enter segment values in the Element Entries window.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Step31  Define Cost Allocation Flexfield Segment Values

If you have chosen Independent or Dependent validation for a Value
Set used by a Cost Allocation Flexfield Segment, you must define your
list of valid values for the Value Set.
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Step 32

Step 33

Step 34

Use the Define Segment Values window.
See: Defining Segments Values, Oracle Applications Flexfields Guide

Define Cost Allocation Flexfield Cross Validation Rules

Define any Cross Validation Rules you want to use to control the
combinations of segment values which a user can enter.

You define Rules to Include or Exclude combinations of segment values.
For each segment, you can define a Low to High range of values.

Use the Cross—Validation Rule window

See: Defining Cross—Validation Rules, Oracle Applications Flexfields
Guide.

Define Cost Allocation Flexfield Aliases

Define Aliases for common combinations of segment values if you
want to provide these as default options.

Use the Shorthand Aliases window
See: Defining Shorthand Aliases, Oracle Applications Flexfields Guide.

Freeze and Compile Your Cost Allocation Flexfield Structure

You are now ready to freeze your Cost Allocation Flexfield definition.
Navigate to the Key Flexfield Segments window. Enter Yes in the
Freeze Flexfield Definition field and save your changes. Oracle HRMS
now freezes and compiles your Cost Allocation Flexfield definition.
Compiling the flexfield definition enables the Cost Allocation Flexfield
window with the defaults, values and rules that you have defined.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Define Competence Key Flexfield (Steps 35-40) Required Step

Step 35

The Competence Key Flexfield is used to record information about a
multi-level competencies. This enables you to record more details
about a competence.

After you have specified your requirements to take best advantage of
the flexibility of Oracle Human Resource Management Systems for
recording and reporting competence information in your enterprise, the
implementation sequence which you follow is:

Define Competence Flexfield Value Sets

To validate the values that a user can enter for any segment, you must
define a specific Value Set.
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Step 36

Step 37

Step 38

The attributes of the Value Set will control the type of values that can
be entered, and how many characters each segment can hold. The
attributes of the Value Set will also control how the values are to be
validated.

Value Sets can be shared by different segments of the same flexfield, or
by segments of any other flexfield.

Use the Value Set window.
See: Defining Value Sets, Oracle Applications Flexfields Guide.

Define Competence Flexfield Segments

Define a structure for your Competence Flexfield that contains the
segments you want to use. You will use this structure to enter your
competence details in the Competence window.

You must enter Yes in the Allow Dynamic Inserts field. If you enter No,
you will not be able to enter new details in the Competence window.

You must specify one of the segments as the Default Attribute using the
flexfield qualifier. You must also attach the Others flexfield qualifier to
all other segments in the structure.

If you intend to upload SkillScape competencies you should try to
ensure that you set up segment 1 to record the competence name as this
is the segment into which the competence name is automatically
uploaded. If you define another segment to hold the competence name
you must alter the file $PER_TOP/patch/115/sql/peducomp.sql so
that the reference to segmentl is changed to the segment in which you
hold the name.

Note: You do not need to use a Value Set to validate a
segment. If you do not specify a Value Set then a user can enter
any alphanumeric value up to a limit of 150 characters.

Use the Key Flexfield Segments window.

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Define Competence Flexfield Segments Values

If you have chosen Independent or Dependent validation for a Value
Set used by a Competence Flexfield Segment, you must define your list
of valid values for the Value Set.

Use the Segment Values window.
See: Defining Segment Values, Oracle Applications Flexfields Guide.

Define Competence Flexfield Cross—Validation Rules

Define any Cross—Validation Rules you want to use to control the
combinations of segment values which a user can enter.
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You define Rules to Include or Exclude combinations of segment values.
For each segment, you can define a Low to High range of values.

Use the Cross—Validation Rule window.

See: Defining Cross Validation Rules, Oracle Applications Flexfields
Guide.

Step 39  Define Competence Flexfield Aliases

Define Aliases for common combinations of segment values if you
want to provide these as default options.

Use the Define Shorthand Aliases window.
See: Defining Shorthand Aliases, Oracle Applications Flexfields Guide.

Step 40  Freeze and Compile Your Competence Flexfield Structure

You are now ready to freeze your Competence Flexfield definition.
Navigate to the Define Key Flexfield Segments window. Enter Yes in
the Freeze Flexfield Definition field and save your changes. Oracle
Human Resource Management Systems now freezes and compiles your
Competence Flexfield definition. Compiling the flexfield definition
enables the flexfield window with the defaults, values and rules that
you have defined.

Use the Key Flexfield Segments window.

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Define Collective Agreement Grades Key Flexfield (Steps 41-47) Optional Steps

The Collective Agreement Grades Key Flexfield records information
about how an employee is graded or ranked in a collective agreement.
The Collective Agreement Grades Key Flexfield enables you to specify
any number of structures. Each grade structure is defined as a separate
structure of the flexfield. You then link a specific structure to a
collective agreement in the Agreement Grades window.

Note: Itis not mandatory to define your collective agreement
grades key flexfield now. You can do it after you have defined
your business groups.

Attention: If you are using the Italian legislation, please do

|:| not create new structures for the Collective Agreement Grades
Key Flexfield. You must use the predefined structure, IT_
CAGR and must not make changes to it.

After you have specified your requirements to take best advantage of
the flexibility of Oracle Human Resource Management Systems for
recording and reporting agreement grade information in your
enterprise, the implementation sequence which you follow is;
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Step 41

Step 42

Step 43

Design your Collective Agreement Grades Flexfield Structures

You need to design a Collective Agreement Grades Flexfield Structure
for each Grade Structure you want to hold in Oracle Human Resources.
For each structure you must include the following:

« The Structure Title (the Grade Structure) and the number of
Segments.

« The Flexfield Segment Names (the Grade Factors), Order and
Validation Options.

« The Flexfield Value Sets to be used and any lists of values.

Note: Your system administrator performs this step.

Define Collective Agreement Grades Flexfield Value Sets

To validate the values that a user can enter for any segment, you must
define a specific Value Set.

The attributes of the Value Set will control the type of values that can
be entered, and how many characters each segment can hold. The
attributes of the Value Set will also control how the values are to be
validated.

Value Sets can be shared by different segments of the same flexfield, or
by segments of any other flexfield.

Use the Value Set window.

See: Defining Value Sets, Oracle Applications Flexfields Guide.

Define Collective Agreement Grades Flexfield Segments

Define a structure for your Collective Agreement Grades Flexfield
which contains the segments you want to use. You will use this
structure to create your Reference Grades in the Define Agreement
Grades window.

You must enter Yes in the Allow Dynamic Inserts field. If you enter No,
you will not be able to enter new details in the Define Agreement
Grades window.

When you access the grades in the Assignment window they will be
displayed in the numerical order defined in the Number column of the
Segments Summary window.

Note: You do not need to use a Value Set to validate a
segment. If you do not specify a Value Set then a user can enter
any alphanumeric value up to a limit of 150 characters.

Use the Key Flexfield Segments window.
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Step 44

Step 45

Step 46

Step 47

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Define Collective Agreement Grades Flexfield Segments Values

If you have chosen Independent or Dependent validation for a Value
Set used by a Collective Agreement Grades Flexfield Segment, you
must define your list of valid values for the Value Set.

Use the Segment Values window.

See: Defining Segment Values, Oracle Applications Flexfields Guide.

Define Collective Agreement Grades Flexfield Cross—Validation
Rules

Define any Cross—Validation Rules you want to use to control the
combinations of segment values which a user can enter.

You define Rules to Include or Exclude combinations of segment values.
For each segment, you can define a Low to High range of values.

Use the Cross-Validation Rule window.
See: Defining Cross—Validation Rules, Oracle Applications Flexfields
Guide.

Define Collective Agreement Grades Flexfield Aliases

Define Aliases for common combinations of segment values if you
want to provide these as default options.

Use the Define Shorthand Aliases window.

See: Defining Shorthand Aliases, Oracle Applications Flexfields Guide.

Freeze and Compile Your CollectiveAgreement Grades Flexfield
Structure

You are now ready to freeze your Collective Agreement Grades
Flexfield definition. Navigate to the Define Key Flexfield Segments
window. Enter Yes in the Freeze Flexfield Definition field and save
your changes. Oracle Human Resource Management Systems now
freezes and compiles your Collective Agreement Grades Flexfield
definition. Compiling the flexfield definition enables the flexfield
window with the defaults, values and rules that you have defined.

Use the Key Flexfield Segments window.

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.
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Descriptive Flexfields

Use descriptive flexfields in Oracle HRMS to define your own
additional fields to the standard windows. For example, if you want to
record Driver’s License Number for any person you can define a segment
of the Additional Personal Details flexfield to record this additional
information.

After this, you can enter a Driver’s License Number in the Person
window after the standard Personal details.

A Warning: The descriptive flexfield is defined at the level of the
base-table. This means that any window which uses the
base-table will display the same descriptive flexfield segments.
In this example, the Driver’s License Number will appear in the
Contact window, as well as the Person window.

Before you begin to implement any descriptive flexfield you must
clearly specify your requirements. You must include the following
details:

« The Context and the number of Segments for each Context
« The Flexfield Segment Names, Order and Validation Options
« The Flexfield Value Sets to be used and any lists of values
You can define two types of descriptive flexfield Segments:
« Global Segments
Segments always appear in the flexfield window.
» Context-Sensitive Segments

Segments appear only when a defined context exists. You can
prompt a user to enter the context, or you can provide the
context automatically from a reference field in the same region.

”base-table” field, and a field which contains a meaning or
description. You should always use base-table fields as
reference fields for Context-Sensitive segments. These fields
usually have the same name as the column in the base table.

@ Suggestion: Often you can choose between using a code, a

Some of the Standard Reports supplied with the system include
descriptive segment values. If you follow this suggestion,

these reports will be able to use the prompts you define —
otherwise they will apply a generic prompt to the data.

Segment Values in the Lookups list for DateTrack History you
need to modify the DateTrack History Views that are supplied
with the system.

@ Suggestion: If you want to include descriptive flexfield
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Define Descriptive Flexfields (Steps 48-52) Optional Steps

Step 48

Step 49

Step 50

Register a Reference Field

You must use the Application Developer Responsibility to update the
definition of the descriptive flexfield. From the Descriptive Flexfields
window, navigate to the Reference Fields block and enter the name of
the Reference Field you want to use.

c Warning: Some descriptive flexfields are predefined and
protected. These are used to deal with specific legislative and
reporting needs of individual countries or industries.

Do not attempt to alter the definitions of these protected
flexfields. These definitions are a fundamental part of Oracle
HRMS. Any change to them may lead to errors in the
operating of the system.

It is possible that Oracle HRMS will use other segments of
these flexfields in the future. Therefore, do not add segments
to any protected flexfield. This can affect your ability to
upgrade your system in the future.

Use the Descriptive Flexfields window

Define Flexfield Value Sets

If you want to validate the values which a user can enter for any
segment you must define a specific Value Set.

» The attributes of the Value Set will control the type of values that
can be entered, and how many characters each segment can
hold.

- The attributes of the Value Set will also control how the values
are to be validated.

Note: Value Sets can be shared by different segments of the
same flexfield, or by segments of any other flexfield.

Use the Value Set window.
See: Defining Value Sets, Oracle Applications Flexfields Guide.

Define Descriptive Flexfield Segments.
Define the segments of your descriptive flexfield for each Context.

You do not need to use a Value Set to validate a segment. If you do not
specify a Value Set then a user can enter any alphanumeric value up to
a limit of 150 characters.

1. Use Global Context to define any segments which will always
appear in the flexfield window.
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Step 51

Step 52

2. Enter your own Context Name to define segments which will
appear only for that context.

3. Freeze and compile your descriptive flexfield definitions.

é Warning: If you define a segment as "Required”, it will be
required for every record on the system. There are two
common problems you can encounter:

— If you define a "Required” segment after you have entered
records: Existing records will not have any value in this
segment and the system will prompt you with an error
when you query an existing record.

— Some descriptive flexfields are used in more than one block.
For example, any ”Required” segments for Additional
Personal Details must be entered for every Employee,
Applicant or Contact.

Use the Descriptive Flexfield Segments window.
See: Defining Descriptive Flexfield Structures, Oracle Applications
Flexfields Guide.

Define Flexfield Segment Values

If you have chosen Independent validation for a Value Set used by a
descriptive flexfield Segment, you must define a list of valid values for
the Value Set.

Use the Define Segment Values window.

See: Defining Segments Values, Oracle Applications Flexfields Guide

Run Create Descriptive Flexfields Database Items Process

When you have defined your descriptive flexfields you should run the
Create Descriptive Flexfields Database Items process to create database
items for your non-context-sensitive descriptive flexfield segments.

You should rerun this process whenever you create additional
non-context-sensitive descriptive flexfield segments.

Note: If you require Database Items for Context Sensitive
flexfield segments you should consult your Oracle Support
Representative for full details of how to add other Database
Items.

Use the Submit a New Request window

See: Submitting a Request, Oracle Applications User’s Guide
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Extra Information Types (EITSs)

Extra Information Types are a type of descriptive flexfield that let you
add an unlimited number of information types to six of the most
important entities in Oracle HRMS.

For example, you might want to use the EIT on Assignment to hold
information about project work within an assignment.

Note: With Organizations you can group the EITs by
classification so that when a user selects a classification they
will see the EITs associated with the classification. This means
that there are some additional steps to implement EITs for an
Organization.

Define EITs (Steps 53-56) Optional Steps

Step 53

Step 54

Define Extra Information Types (Excluding Organizations)

Define Extra Information Types for Locations, Jobs, Positions, People
and Assignments

Once you have decided which extra information types you require, you
need to select the descriptive flexfield by title. Create a new record in
the Context Field Values region and enter the name of your new
Information Type in the Code field. Enter the segment values and
compile the descriptive flexfield.

Use the Descriptive Flexfield Segments window.

See: Setting up Extra Information Types (Excluding Organization EITs),
Configuring, Reporting and System Administration in Oracle HRMS

Set Up Responsibility Access for Extra Information Types

EITs will not appear automatically in any responsibility. You must set
up responsibility level access for EITs. Alternatively, use CustomForm
security to add individual EITs to a specific taskflow window. This
level of security is usually defined later in the implementation when
you need to restrict access for users.

Note: This security does not apply to EITs on organizations.
Use the Information Types Security window.

See: Setting Up Extra Information Types against a Responsibility,
Configuring, Reporting and System Administration in Oracle HRMS

Define Extra Information Types for Organization

EITs for organization classifications are set up differently from other
EITs. When you define them you must also associate them with the
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Step 55

Step 56

classification of the organization. When a user selects the classification
then the system will display the correct set of EITs.

Define Organization Classification

Define a new organization classification if you want to group your EITs
in this way. You do not need to do this, if you intend to use a
classification that already exists.

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS

Set Up Extra Information Types for an Organization Classification

Define a new EIT and then enter a row into the
HR_ORG_INFORMATION TYPES table. Then specify for which
organization classifications this EIT is available.

See: Setting Up Extra Information Types for an Organization
Classification, Configuring, Reporting and System Administration in Oracle
HRMS

System Administration
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Step 57

These are tasks for your System Administrator.

Enable Currencies

All major currencies are predefined with Oracle Applications. The
codes used are the ISO standard codes for currencies. However, you
must enable the specific currencies you want to use for your base
currency, or for any compensation and benefit information.

The base currency” is the default currency used by your business
group.
Note: Extended precision is not used in Oracle HRMS. You
can control the precision in any calculation using a formula.

Attention: If you are enabling the currency for a country that

|:| has adopted the Euro, we strongly recommend that you enable
the Euro as your base currency. Otherwise, you will have to run
a Euro conversion process later.

Use the Currencies window

See: Enabling Currencies, Configuring, Reporting and System
Administration in Oracle HRMS.
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Step58  Define "View All” HRMS User Required Step

Before you can access any of the HRMS windows you must create a
new Application User with access to one of the default Responsibilities
supplied with the system.

Use the Users window.

See: Users Window, Oracle Applications System Administrator’s Guide

Application Data Exchange (ADE) Optional Step

Step59  Set Up ADE

You can set up Application Data Exchange (ADE) to export information
between your Oracle HRMS database to other applications.

See: Outline of Setup Steps, Using Application Data Exchange.
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Work Structures

Define Organization Structures
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Step 1

Step 2

Adapt or Create Business Group Required Step

A Business Group is a special class of organization. Every Business
Group can have its own set of default values, with its own internal
organizations, grades, jobs, positions, payrolls, employees, applicants,
compensations and benefits.

A 'Setup’ Business Group is supplied with Oracle HRMS. This
business group is used by the default responsibility. You can use this
business group with all of its default definitions as the starting point
for your own Business Group, or you can define other business groups
to meet your own needs.

Note: When you create a business group, the exchange rate
type default is Corporate. However, you can define a different
exchange rate type for BIS, HRMS Reporting, or Payroll
processes using the Table Values window.

c Warning: The Setup Business Group has a default legislation
code of US and a default base currency of USD.

If you intend to process payrolls in your business group, or you
intend to implement legislation for another territory, you may
need to create a new business group with a valid legislation
code and base currency. The system uses these values to copy
in the predefined data it needs to comply with local legislative
and processing requirements.

You cannot change these definitions after they have been saved.
Use the Organization window.
See: Adapting or Creating a New Business Group, Using Oracle HRMS
— The Fundamentals.
Create a 'View All’ Responsibility for the Business Group Required
Step

If you are using the Setup Business Group supplied with Oracle HRMS,
you can omit this step.

Use the Responsibility window.

See: Defining a "View All’ Responsibility, Using Oracle HRMS — The
Fundamentals.
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Step 3

Step 4

Step 5

Step 6

Set User Profile Option Values for Responsibility Required Step

Set the HR User Profile Options for the new responsibility. You must set
up the HR: User Type option.

You can set also set up other User Profile Options.
Use the System Profile Values window.
See: System Profile Values Windowy,

See:User Profiles, Configuring, Reporting and System Administration in
Oracle HRMS.

See: Customizing Oracle Applications Help Oracle Applications User’s
Guide.
Define Lookup Types and Values Optional Step

Lookups supply many of the lists of values in Oracle HRMS. For
example, both Title and Nationality in the Person window use
Lookups.

Some Lookup Types have been predefined. You only need to define
values for these types.

Lookup Values are the valid entries that appear in the list of values.
They make choosing information quick and easy, and they ensure that
users enter only valid data into Oracle HRMS.

You can add new Lookups Values at any time. You can set the Enable
Flag for a Value to No, so that it will no longer appear in the list of
values, or you can use the Start and End Dates to control when a value
will appear in a list.

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS

Create Locations Optional Step

Create each work location used by your enterprise. You define each
location and address once only. This saves you time if you have several
organizations with the same address.

Use the Location window.
See: Setting Up Site Locations, Using Oracle HRMS — The Fundamentals.

Create Organizations Required Step

Organizations are the basic work structure of any enterprise. They
usually represent the functional, management, or reporting groups
which exist within a Business Group.
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Step 7

Step 8

In addition to these internal organizations you can define other
organizations for tax and government reporting purposes, for third
party payments, or to represent carriers for benefits and Workers
Compensation (US only).

S~ _ Suggestion: When you install Oracle HRMS you will find a
@ predefined list of Organization Classifications. These values

are defined for the Lookup Type ORG_CLASS, and provide
options for all users of the Organization window.

You can disable the Lookup values you will not use in your
implementation in the Application Utilities Lookups window.

If you intend loading historic assignment details into Oracle HRMS,
make sure you enter valid dates. You cannot assign an employee to an
organization before the start date of the organization.

3~ Suggestion: Consider using a fixed date as a default for your
@ initial setup, for example, 01-JAN-1951. This will simplify
your data—entry.

Enter Organization Classifications and Additional Information
Optional Step

Enter the appropriate classifications for each organization and details
for any extra information types.

Use the Organization window.
See: Creating an Organization, Using Oracle HRMS — The Fundamentals.

See: Entering Organization Classifications, Using Oracle HRMS — The
Fundamentals.

See: Entering Additional Information, Using Oracle HRMS — The
Fundamentals.
Accounting Reference Information for Cash Management Integration

If you are using Oracle Payroll with Oracle Cash Management for the
reconciliation of payments, then you will also need to set up accounting
reference information.

Choose the Operating Unit classification for your organization and then
choose the GRE/Legal Entity classification for the organization. Enter
the Set of Books and VAT Registration Number in the extra information
for Legal Entity Accounting.

Use the Organization window.
See: Creating an Organization, Using Oracle HRMS — The Fundamentals.

Define Organization Hierarchies Optional Step

A Business Group can include any number of organizations. You can
represent your management or other reporting structures by arranging
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these organizations into reporting hierarchies. An organization can
belong to any number of hierarchies, but it can only appear once in any
hierarchy.

reporting hierarchy using the top organization and one other.
Then you can add organizations into the hierarchy when you
make your definitions in the Organization window.

@ Suggestion: You may find it easier to define the primary

Organization reporting lines change often and you can generate a new
version of a hierarchy at any time with start and end dates. In this way;,
you can keep the history of your organizational changes, and you can
also use this feature to help you plan future changes.

When you use DateTrack you see the 'current’ hierarchy for your
effective date.

|:| Attention: Your primary reporting hierarchy will usually
show your current management reporting structure. You can
define other hierarchies for other reporting needs.

For government reporting such as ADA, AAP and OSHA
reporting, you must define one or more Reporting
Establishments to represent your work sites. If you have more
than one such establishment, you must build establishment
hierarchies to determine the employees a particular report will
cover.

For government reports such as EEO-1 and VETS-100, you
create establishment hierarchies to represent your enterprise
and group your employees into the establishments required by
the report.

You will also need to define FLSA codes for jobs, and EEO codes,
salary codes and Job Groups for EEO-1 and AAP reporting

You can create organization hierarchies using the;
+ Organization Hierarchy Window

See: Creating Organization Hierarchies, Using Oracle HRMS —
The Fundamentals.

- Organization Hierarchy Diagrammers (they enable you to create
your hierarchies graphically, and to make intuitive
drag-and-drop changes).

See: Adding Organizations or Positions to a Hierarchy, Using
Application Data Exchange.
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Define Jobs

Step 9

Step 10

Define Job Groups Optional Step

As part of an employment relationship, a person can simultaneously
perform a number of roles in addition to being an employee. These can
range from initiatives defined by the enterprise, such as fire warden, to
legislative defined roles such as Health and Safety Representative. In
Oracle HRMS, these are know as supplementary roles. Supplementary
roles are set up as jobs in the Job window

Each job is held in a Job Group. The Job Group is used to store jobs of a
similar type together in one group. All standard jobs created in Oracle
HRMS, that is, those jobs that define the role the person is employed to
fulfil, must be stored in the default HR Job Group. This Job Group is
automatically created for your Business Group.

If you want to set up supplementary roles you must set up additional
job groups to store these roles.

Use the Job Groups window.
See: Creating a Job Group, Using Oracle HRMS — The Fundamentals.

Define Jobs Optional Step

Jobs can be generic or specific roles within your enterprise. By
definition they are independent of organization structures and are
generally used where there is flexibility in employee roles.

A ’Job Name’ is a unique combination of values in the segments of the
job flexfield structure that you have linked to your Business Group.

Enter the FLSA codes for every job you define. For EEO-1 and AAP
reporting, you must also enter EEO-1 codes, salary codes and Job
Groups.

As you define jobs add any additional information that is appropriate.
Use the Job window.
See: Defining a Job, Using Oracle HRMS — The Fundamentals.

Set Up Workflow for Transactions

Define Transaction Workflow Roles

Step 11

Define Lookup Values for Roles (optional) Optional Step
Define list of lookup values for Roles: PQH_ROLE_TYPE.
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Use the Applications Utilities Lookups window.

Step 12 Define Roles Optional Step

Define the roles that you are going to use in your enterprise for routing
transactions and budget worksheets.

Use the Roles window.

See: Defining Workflow Roles for Transactions, Configuring, Reporting
and System Administration in Oracle HRMS.

Set up Workflow Routing for Transactions

Step 13 Define the Type of Routing Optional Step

When you set up workflow, you have a choice of how to route each
transaction category (position transaction, budget worksheet). The
routing types include:

+ routing list
+ position hierarchy
« supervisory hierarchy

Choose one routing type for each transaction category (Position
Transaction, Budget Worksheet).

Use the Transaction Categories window.
See: Setting up Routing for Transactions, Configuring, Reporting and
System Administration in Oracle HRMS.
Step 14  Define the Transaction Category Details Optional Step
Define the Post and Future update methods.
Use the Transaction Categories window.
See: Setting up Routing for Transactions, Configuring, Reporting and
System Administration in Oracle HRMS.
Step 15  Associate Roles to Users or Positions Optional Step

You associate roles to users or positions based on the routing type you
selected for each transaction category.

+ Routing List
Assign role(s) to users, specifying the user’s default role.

Use the Roles window.
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See: Associating Transaction Workflow Roles to Users, Configuring,
Reporting and System Administration in Oracle HRMS.

Position hierarchy
Assign a role to each position in the position hierarchy.

Note: Before you can assign roles to the positions, you must
define the positions and create a position hieararchy.

Use the Roles window.

See: Associating Transaction Workflow Roles to Positions,
Configuring, Reporting and System Administration in Oracle HRMS.

Supervisory hierarchy

Associate roles to the users who initiate transactions or have
transactions routed to them as supervisors.

Use the Roles window.

See: Associating Transaction Workflow Roles to Users, Configuring,
Reporting and System Administration in Oracle HRMS.

Define the Routing Sequence Optional Step
If you route transactions using:

+ Routing lists, create routing list(s) specifying the destinations on the

list (roles and roles/users).
Use the Routing Lists window.

See: Defining Routing Lists for Transactions, Configuring, Reporting
and System Administration in Oracle HRMS.

Position hierarchies, include in the position hierarchy the users’
primary assignment positions.

Use the Position Hierarchy window.

See: Creating Position Hierarchies, Using Oracle HRMS — The
Fundamentals.

Supervisory hierarchy, verify that supervisors are entered in the
Assignment window for those users who will initiate transactions or
have transactions routed to them.

You don’t define a supervisory hierarchy. When a user routes a
transaction, the system automatically determines the user’s
supervisor (the one entered in the user’s primary assignment) and
routes to that person.

Use the Assignments window.
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Step 17

See: Entering an Assignment, Managing Your Workforce Using Oracle
HRMS
Define Routing and Authorization Attribution Rules Optional Step

You can define routing and authorization rules that determine the
routing sequence and identify valid approvers based on the values
entered in the transaction.

Select attributes to use as the basis for defining the routing and
authorization rules, and then define the rules.

Use the Transaction Categories window.

See: Setting up Routing for Transactions, Configuring, Reporting and
System Administration in Oracle HRMS.

Set up Transaction Templates and Associate to Workflow Roles

Step 18

Step 19

Step 20

Set up Role Templates Optional Step

Each role must have an associated role template which sets the
maximum permissions for that role. The product includes a Basic Role
template that you can assign to the roles you define in your
organization. You have the option of defining new role templates and
establishing permissions appropriate for each role.

Define role templates, specifying attributes as View, Edit, Required.
Use the Roles window.

See: Setting up Transaction Templates, Configuring, Reporting and System
Administration in Oracle HRMS

Set up Task Templates Optional Step

The product comes with two predefined task templates, a Create and
Update template. You can define your own templates for those routine
tasks where you wish to simplify or restrict data entry.

Define task templates, defining attributes as View, Edit, Required.
Use the Templates window.

See: Setting up Transaction Templates, Configuring, Reporting and System
Administration in Oracle HRMS

Associate Roles and Templates Optional Step

Each role must have an associated template. You can assign each role
the supplied Basic Role template or choose a role template that you
have defined.
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Use the Role Templates window.

See: Associating Workflow Roles to Transaction Templates, Configuring,
Reporting and System Administration in Oracle HRMS

Enable Position Control

Step 21

Step 22

Enable Position Control on Organizations Optional Step

Designate an organization hierarchy as the primary position control
hierarchy. Designate the starting point (top node or subordinate level),
and include/exclude subordinates (optional).

You can designate only one hierarchy for position control. Any
versions you create of this hierarchy are also position controlled.

Note: See Defining Budget Characteristics, Managing Your
Workforce, for enabling position control on budgets for these
organizations.

Use the Organization Hierarchy window.

See: Creating Organization Hierarchies, Using Oracle HRMS — The
Fundamentals.

Configure Business Rules Optional Step

Review and where necessary configure the business rules that validate
positions and their related budgets. The predefined business rules are
configured as warnings. You can change them to allow an action to
proceed (ignore) or to prevent an action (error).

Use the Define Rule Sets window.

See: Configuring Business Rules for Position Control, Configuring,
Reporting and System Administration in Oracle HRMS

Set up Positions

2 -36

Step 23

Define Position Hiring Statuses Optional Step

Each position must have a hiring status: Proposed, Active, Frozen,
Eliminated or Deleted. You can create user names for these system
hiring statuses, and define more than one user name for each system
name, if required.

Use the User Types and Statuses window.
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Step 24

Step 25

Step 26

See: Defining Hiring Statuses, Using Oracle HRMS — The Fundamentals.
See: Defining a Job, Using Oracle HRMS — The Fundamentals.

Define Positions Optional Step

In Oracle HRMS a position is a job within an organization. Positions
are generally used where roles are fixed within a single organization. If
you decide to use positions you may want to use jobs to identify the
common job groups of individual positions.

A 'Position Name’ is a unique combination of values in the segments of
the position flexfield structure that you have linked to your Business
Group.

As you define positions add any additional information that is
appropriate.

Use the Position window.
See: Defining a Position, Using Oracle HRMS — The Fundamentals.

See: Entering Additional Information about Jobs and Positions, Using
Oracle HRMS — The Fundamentals

Set up the Synchronise Positions Process to Run Nightly Optional
Step

Oracle HRMS uses the Synchronise Positions process to update the
non—-datetracked Positions table (PER_ALL_POSITIONS_F) with
changes made to the datetracked table (HR_ALL_POSITIONS_F).
When you run the process, any datetracked changes with an effective
date on or before today are applied to the non-datetracked table.
Hence, future dated changes are not applied until they become
effective.

Running the Synchronise Positions process every night ensures that the
system automatically updates the table with the position changes that
become effective each day. If a power or computer failure disrupts this
process, you can start it manually from the Submit a New Request
window.

c Warning: Ensure that the resubmission interval is set to run
every night.

Use the Submit a New Request window.
See: Submitting a Request, Oracle Applications User’s Guide.
Create a Position Hierarchy Optional Step

You can structure positions into hierarchies to show detailed position
reporting structures. You can also use position hierarchies to define
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security profile groups within your enterprise, or to define career
progression paths for positions.

You can create position hierarchies using the:
- Position Hierarchy Window

See: Creating a Position Hierarchy, Using Oracle HRMS - The
Fundamentals.

« Position Hierarchy Diagrammers (they enable you to create your
hierarchies graphically, and to make intuitive drag-and-drop
changes).

See: Adding Organizations or Positions to a Hierarchy, Using
Oracle HRMS - The Fundamentals.

Define a Context for Mass Actions

Step 27

Step 28

The Contexts form determines what information you can view, enter,
and change on the Mass Assignment Update and Position Copy forms.
A predefined global Context form contains the default position and
assignment attribution that appear on the forms. When you create a
new Context, you can choose the attributes to display based on a user’s
Application, Legislation, and Responsibility.

Set up a customized Context Optional Step

Create a new context defining the Application, Legislation, and
Responsibility.

Use the Contexts window.

See: Defining a Context for Mass Actions, Configuring, Reporting and
System Administration in Oracle HRMS.

Specify which attributes to include Optional Step

Define the attributes to include in the Display, Change List, and
Criteria columns.

Use the Contexts window.

See: Defining a Context for Mass Actions, Configuring, Reporting and
System Administration in Oracle HRMS.

Define Grade Related Information

Step 29

Define Grades Optional Step

Grades show the relative status of employees within an enterprise and
are often used as the basis for eligibility to Compensation and Benefits.
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Step 30

Step 31

Step 32

The Grade Name is a unique combination of values in the segments of
the job flexfield structure that you have linked to your Business Group.

You can define Valid Grades for jobs or positions which will be used to
cross check the details a user enters as part of the Employee Assignment.

Use the Grades window.
See: Defining a Grade, Using Oracle HRMS — The Fundamentals.

Define Grade Rates Optional Step

Grade rates are normally used to show valid rates of pay which are
directly related to grades. These can be expressed as a fixed value, or as
a range of values.

When you define a grade rate you are setting up a table of values. You
can use these values with an employee’s grade to control, or compare,
the salary of the employee.

« You can use grade rate values in a formula to validate the input
value of any element for an employee.

« Grade rate values are used to calculate comparatio values in the
View Employee Grade Comparatio window and in the Salary
Administration window for salary validation.

Use the Grade Rate window.
See: Defining a Grade Rate, Using Oracle HRMS — The Fundamentals.

Define Pay Scales Optional Step

Pay scales are used commonly in government and regulated or
unionized enterprises where actual values of pay are defined as a 'pay
scale’, a ’schedule’, or a ’spine’. Characteristics of this functionality are:

In this environment it is common to find an automatic incrementing of
employee pay based on length of service or on a fixed date. When you
define the Pay Scale you define the points in the incrementing sequence
you want to use.

A predefined incrementing process is supplied with Oracle HRMS.
This will automatically increment step and point values for employees
using a fixed date.

Note: You can modify the process to meet your specific
business rules for incrementing.

Use the Pay Scale window.
See: Defining a Pay Scale, Using Oracle HRMS — The Fundamentals.
Define Scale Rates Optional Step

You define a scale rate for each point on the pay scale. These values are
DateTracked.
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Step 33

Use the Scale Rate window.

See: Defining Scale Rates, Using Oracle HRMS — The Fundamentals.

Relate Grades to Progression Points Optional Step
Define the valid points for each grade as a numeric sequence of steps.

The steps you define are used in the auto—incrementing process which
will increment an employee’s grade point up to a ceiling which you can
define for the grade. Points above the ceiling can be entered by users in
the Grade Step Placement window.

Use the Grade Scale window.

See: Relating Grades to Progression Points, Using Oracle HRMS — The
Fundamentals.

Define Payroll Information

2 -40

Step 34

Step 35

You must include a payroll in the employee assignment before you can
make nonrecurring entries to an element for an employee.
Nonrecurring entries are only processed for one payroll period.

Define Payment Methods Optional Step

Standard categories of payment methods such as Check and Direct
Deposit are predefined with your system. You can define your own
names for each of these methods, and if you have installed Oracle
Payroll you can also use these methods to control payments to your
employees.

Use the Organizational Payment Method window.
See: Defining a Payment Method, Using Oracle HRMS — The
Fundamentals.

Define Consolidation Sets Optional Step

When you define your Business Group the system will automatically
generate a default Consolidation Set. If you have not installed Oracle
Payroll you can skip this step.

Consolidation sets are used by Oracle Payroll where you want to gather
the results from different payroll runs into a single set for reporting or
transfer to other systems. You can define any number of additional
consolidation sets.

Use the Consolidation Sets window.
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Step 36

See: Defining Consolidation Sets, Running Your Payroll Using Oracle
HRMS.

Define Payrolls Optional Step

You define your own payroll groups to meet your business needs for
processing and payment. For example, you may have a semi—-monthly
and a weekly payroll but you might want to manage and process your
weekly payroll by plant location. In this case you could define one
semi—-monthly payroll and two weekly payrolls, one for each plant.

If you are using Standard Benefits or Oracle Advanced Benefits to help
you set up and manage benefits plans and programs, you must define a
monthly payroll for each Business Group.

Note: The payroll calendar is different from the budgetary
calendar in Oracle HR. You define your budgetary calendar for
headcount or staffing budgets.

Use the Payroll window.

See: Defining a Payroll, Using Oracle HRMS — The Fundamentals.
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Compensation and Benefits

Oracle HRMS uses elements to represent all types of earnings,
deductions and benefits. Elements hold the information you need to
manage compensation and benefits.

Attention: If you intend to set up benefit plans using the

|:| standard or advanced benefits functionality, follow the
implementation steps in the Total Compensation section to set
up your benefit plans. See: Total Compensation: page 2 —59

Before you start defining elements, you should make all of your
decisions about the definitions and rules for eligibility.

If you plan to load details of employee entry history you should
consider using a fixed date, such as 01-JAN-1901, as a default for your
initial setup definitions. This will simplify your data—entry.

Define Input Value Validation

2 —42

Step 1

Step 2

Define Lookup Types and Values Optional Step

You define new Lookup Types to create additional lists of values to
validate any element input value with a character datatype.

Note: You can also use Lookup Types to validate a flexfield
segment. Use the Table Validation option for the Value Set and
use the Lookups table as the source of your list.

You can add new Lookup Values at any time. You can set the Enable
Flag for a Value to No, so that it will no longer appear in the list of
values, or you can use the Start and End Dates to control when a value
will appear in a list.

Use the Application Utilities Lookups window.
See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS

Define Element Validation Formulas Optional Step

When you define input values you can use a formula to validate any
entry to that input value.

|:| Attention: You must define the formula before you define the
element input value. The type of formula is Element Input
Validation.

See: Writing Formulas for Validation, Using Oracle FastFormula
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Define Compensation and Benefits

Step3  Define Elements and Input Values Optional Step

Elements are the basic components of compensation types, benefits and
benefit plans, accrual plans and deductions. You can also use elements
to represent tangible items distributed to employees, such as tools or
safety equipment. When you install Oracle HRMS you will
automatically have elements defined for:

+ Regular Salary
+ Regular Wages

At sites including Oracle Payroll, other predefined elements are
installed to represent the earnings and deductions that process in the
payroll run.

At sites without Oracle Payroll, you can define any number of
additional elements to hold information about benefits, compensation
types and other items.

A Warning: If you have installed Oracle Payroll you must use
the Earnings and Deductions windows to initiate all of your
earnings and deductions. This will simplify your setup for
payroll processing.

Use the Element window.
See: Defining an Element, Managing Total Compensation Using Oracle
HRMS

Step4  Define Element Links Optional Step

You can give an entry to an employee only when they are eligible for
that element. Employees are eligible for an element when their
assignment details match the link details.

You can link an element to any combination of organization, group,
grade, job, position, payroll, location, employment category or salary
basis.

Use the Element Link window.
See: Defining Element Links, Managing Total Compensation Using Oracle
HRMS

Step5  Activate Predefined Elements Optional Step

When you install Oracle HRMS a number of predefined elements are
installed. These elements represent the legislative deductions that are
processed in the payroll run.
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If you have installed Oracle Payroll you will also have all of the
formulas and balances you need for processing these deductions. If
you have not installed Oracle Payroll, you can still use these elements
to record information for transfer to your own payroll system.

To activate these predefined elements you need only define links for
them.

Use the Element Link window.

See: Defining Element Links, Managing Total Compensation Using Oracle
HRMS

Define Earnings and Deductions for Payroll Processing

Step 6

If you have not installed Oracle Payroll these windows will not be
available in your menus. You should skip these steps and go to the
next section.

Define Additional Tax Categories Required Step with Defaults

When you install Oracle HRMS you are given a predefined set of
classifications and categories for elements.

You cannot change or add to the list of classifications, but you can add
more tax categories if you need these.

Categories determine the specific processing and tax rules that are
applied to each element. These are essential for accurate payroll
processing. You can add further tax categories by using the
Application Utilities Lookups window to enter additional values for
these Lookup Types:

+ US_EARNINGS
+ US_IMPUTED_EARNINGS
+ US_INVOLUNTARY_DEDUCTIONS
« US_PAYMENT
. US_PRE_TAX_DEDUCTIONS
+ US_SUPPLEMENTAL_EARNINGS
+ US_VOLUNTARY_DEDUCTIONS
Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS
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Step 7

Step 8

Step 9

Define or Customize User Tables Required Step with Defaults

With Oracle HRMS you can set up any number of 'User-Defined
Tables’ to hold additional enterprise—level information in a tabular
format. You can access this information using the GET_TABLE_VALUE
function in any formula.

When you install the system you should find the following predefined
tables ready to receive values:

« Company Work Schedules
+ GTL Premiums

- Shift Differentials

« Wage Rates

Additionally, you can set up and use your own table structures, with
rows and columns. For example, you may want to initiate a deduction
with an amount rule based on your own table of values.

A user—defined table is a 'matrix’ of columns that hold different values
for the same row. You can define exact row values or an inclusive
range of values.

Attention: You do not need to define additional tables for

|:| health care benefit plans with coverage levels that determine
employee and employer contributions. Basic Benefits provides
a Benefits Table to hold information on benefit plans with
coverage levels.

See: Setting Up User Tables, Columns and Rows Configuring, Reporting
and System Administration in Oracle HRMS.

Define Table Values Required Step with Defaults

You now need to define the table values.

Use the Table Values window.

See: Entering Table Values, Configuring, Reporting and System
Administration in Oracle HRMS.

Initiate Earnings Required Step with Defaults

A number of predefined earnings types are provided when you install
Oracle Payroll. To activate the following predefined earnings you need
only define links for them:

« Company Car
« GTL Imputed Income

. Overtime
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Step 10

Step 11

« Regular Salary
« Regular Wages
- Shift Pay

For any other type of earnings or non—payroll payment you can initiate
the types you require.

When you activate a type of earnings, the system generates all the
elements, input values, balance feeds, formulas and result rules you
will need to process that type of earnings. You can customize any of
these definitions to allow additional data capture or to modify the
default calculations.

Use the Earnings window.

See: Identifying the Earnings or Payment, Configuring, Reporting and
System Administration in Oracle HRMS.

Initiate Deductions Required Step with Defaults

All Federal, State and Local Tax Levies are provided when you install
Oracle Payroll. Oracle Corporation has an agreement with Vertex Inc.
to provide and maintain this data. To activate these deductions you
need only define links for the following elements:

+ VERTEX
« Workers Compensation

A number of predefined non-tax deductions are also provided with
Oracle Payroll. To activate the following predefined deductions you
need only define links for them:

« Child Support

« Creditor Garnishment
For any other deduction you can initiate the types you require.
Use the Deductions window.
See: Initiating Non-Tax Deductions,

You can customize any of the definitions generated by the system.

Define Element Links Required Step

Before you can enter any of your earnings or deductions for an
employee you must define your element links.

|:| Attention: You must remember to define links for the
predefined elements before you can use them with Oracle
HRMS.
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Link the following predefined earnings types using the criteria you
require for eligibility and costing:

Regular Salary and Regular Salary Special ~ Regular Wages and Regular Wages Special

Inputs Inputs

Overtime Shift Pay

GTL Imputed Income Company Car and Company Car Special
Inputs

Sick Pay Vacation Pay

Time Entry Wages Labor Recording

Link the following elements using an open link (that is, do not select
any eligibility criteria). These links are required for payroll to run and
tax correctly:

Workers Compensation Workers Compensation2 ER

Workers Compensation3 ER VERTEX

If you need to use the Adjust Tax Balance process, link the following
elements using an open link:

FIT 3rd Party
City_SUBJECT_WK

SUI_SUBJECT_ER
SUI_SUBJECT_EE

SIT_SUBJECT_WK
County_SUBJECT_WK
SDI_SUBJECT_ER
SDI_SUBJECT_EE

You may also need to link the following elements for costing or
adjusting balances:

FUTA CREDIT

Medicare_ER

SDI_ER

SUI_ER

City_HT_RS

City_RS and City_RS_ARR
City_SC_WK and City_SC_WK_ARR
County_RS and County_RS_ARR

County_SC_WK and
County_SC_WK_ARR

FIT and FIT_ARR

Medicare_EE and Medicare_EE_ARR
MISC1_COUNTY_TAX_WITHHELD RS
MISC1_STATE_TAX_EE

SIT_RSand SIT_RS_ARR

FUTA

MISC1_STATE_TAX_ER

SS_ER

EIC (Earned Income Credit)

City HT_WK and City HT_WK_ARR
City_SC_RS and City_SC_RS_ARR
City_WK and City WK_ARR
County_SC_RS and County_SC_RS_ARR
County_WK and County_ WK_ARR

FIT_GROSSUP_ADJUSTMENT

SDI_EE and SDI_EE_ARR
MISC1_COUNTY_TAX_WITHHELD WK
POST_VERTEX_SDI_PTD_LIMIT
SIT_WK and SIT_WK_ARR
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Step 12

SS_EE and SS_EE_ARR SUI_EE and SUI_EE_ARR

Workers Compensation EE Workers Compensation2 EE

Use the Element Link window.
See: Defining Element Links, Managing Total Compensation Using Oracle
HRMS

Set Up Additional Taxability Rules for Tax Categories Required Step
with Defaults

Oracle Payroll comes with the current rules for the federal and
state-level taxability already in place for regular earnings and
deductions. You can update these rules as necessary.

Note: The system does not come with rules in place regarding
the inclusion of supplemental and imputed earnings categories
in states’ payroll exposure.

Use the Taxability Rules window.

See: Workers Compensation, Managing Total Compensation Using Oracle
HRMS

Configure the Generated Definitions

2 -48

Step 13

When you initiate a type of earnings or deduction, Oracle Payroll
generates all the elements, input values, balance feeds, formulas and
result rules you need to process that type of earnings or deduction in a
payroll run. Additionally, it associates a Skip Rule (formula) with the
elements generated.

You can configure any of these definitions to meet your specific
business needs.

Write or Customize Payroll Formulas Required Step with Defaults

You can edit any of the generated 'Oracle Payroll’ formulas to change
the default calculations. You can also write your own formulas if you
have special calculations that are very different from the defaults.

Use the Formula window.

Attention: Remember that formula definitions are

|:| datetracked. After you have used a formula in a payroll
calculation you should always 'Update’ any changes to the
formula.

This will keep the history of formulas for any re—calculation of
retrospective earnings or deductions.
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Step 14

Step 15

Step 16

See: Writing Payroll Formulas for Elements, Using Oracle FastFormula.

Define User Balances Required Step with Defaults

|:| Attention: Oracle Payroll has many predefined balances
installed with the system. To protect the integrity of the payroll
processes you cannot change any of these balances.

You can customize any generated balance to change the feeds. A
payroll balance has 'feeds’ and 'dimensions’. You can modify the feeds
and also add your own dimensions.

You can define other balances. For example, you might want to define
a special balance to calculate a 'Stop Rule’ on a recurring deduction.
You might also need to define a special balance for calculating
retroactive payments.

When you define a payroll balance you must specify the feeds and the
dimensions.

Use the Balance window.
See: Defining User Balances, Managing Total Compensation Using Oracle
HRMS.

Write Payroll Formulas Required Step with Defaults

You write the formula for every element that you want to process in a
payroll run. The formula type is 'Oracle Payroll’

c Warning: Remember that formula definitions are datetracked.
After you have used a formula in a payroll calculation you
should always 'Update’ any changes to the formula.

This will keep the history of formulas for any re—calculation of
retrospective earnings or deductions.

Use the Formula window.

See: Writing Payroll Formulas for Elements, Using Oracle FastFormula.

Define Formula Result Rules Required Step with Defaults

When you process an element in a payroll run the system will calculate
the results using a formula. The results of the formula are the values
you include in the Return statement to end the formula. The result
rules define what will happen to each of the results produced by the
formula.

When you activate any earnings or deduction type the system
generates the formula results and the rules for each result. If you
customize the formula you may also have to customize the results.
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You can calculate any number of different results in a single formula.
The different types of result are:

« Direct

+ Indirect

+ Message

« Stop Recurring

- Update Recurring

There is normally at least one Direct result of a payroll calculation,
which provides the Pay Value of the entry. You can create additional
direct results.

Warning: If you allow users to enter the Pay Value of any
earnings or deduction type, this value will override any
formula calculation to provide the direct result for payment.

Use the Formula Result Rules window.

See: Defining Formula Processing and Result Rules, Managing Total
Compensation Using Oracle HRMS

Salary Administration
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Step 17

If you are administering salaries on an individual basis, use the Salary
Administration functionality to manage the basic remuneration that
employees receive.

Create or Decide on Salary Elements Optional Step

You need at least one salary element for each salary basis in your
enterprise.

If predefined elements exist in your localization, you might decide to
use these. If your localization does not include predefined elements, or
if the predefined elements are insufficient or inappropriate, you must
create these elements to store the salary value.

Note: Consider how many different elements you will need to
define for the different salary bases you want to manage.
Remember that you can administer the salary on an annual
basis but store the value as a monthly value.

Use the Element window.

See: Creating a Salary Element, Managing Total Compensation Using
Oracle HRMS.

Implementing Oracle HRMS (US)



Step 18

Step 19

Step 20

Step 21

Decide How To Validate Salary Entries Optional Step

You can validate salary entries in one of two ways:

« Warn users when they enter a salary proposal that is outside a
valid range defined for an employee’s grade. This approach uses
grade rate ranges.

« Prevent users from approving a salary that is outside a valid
range, or that fails validation performed by a formula. Notice
that this validation is not performed until you try to approve a
salary proposal. This approach uses element input value
validation.

See: Validating Salary Entries, Managing Total Compensation Using Oracle
HRMS.
Link the Salary Element Optional Step

Link the salary elements to components of employee assignments to
establishes employee eligibility for the elements.

Use the Element Link window.

See: Linking the Salary Element, Managing Total Compensation Using
Oracle HRMS.

Define a Salary Basis Optional Step

Define a salary basis for each salary element to be used for salary
administration. This establishes the duration for which a salary is
quoted, for example, hourly, monthly or annually.

Use the Salary Basis window.

See: Defining a Salary Basis, Managing Total Compensation Using Oracle
HRMS

Review or Create Salary Components Optional Step

Review the salary components predefined as values for the Lookup
Type PROPOSAL_REASON. If necessary, create your own salary
components.

If you want your new components to be displayed in the Salary
Management folder, you must also change a view.

See: Changing Salary Components, Managing Total Compensation Using
Oracle HRMS

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS

Implementation Steps 2 -51



Step 22

Step 23

Define Performance Rating Types Optional Step

If you want to record performance ratings such as Outstanding,
Superior and Average, enter them in the Application Utilities Lookups
window for the Lookup Type PERFORMANCE_RATING.

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS

Add the Salary Administration Approve Function Optional Step

Add the function “Salary Administration Approve” to the menu of
responsibilities that should be able to approve salary proposals.
Without this function, users can enter salary proposals but they cannot
approve them.

Note: If this function does not exist for a Responsibility then a
user can enter but not approve salary proposals.

Use the Menus window.

See: Defining Menus, Configuring, Reporting and System Administration
in Oracle HRMS.

Absence Management and Accruals of Paid Time Off (PTO)

You can set up as many plans as you need to permit employees to
accrue PTO to use for vacation or sick leave. Each plan has the units of
Hours or Days, and can have its own rules regarding accrual frequency;,
accrual bands, ceilings, carryover, start dates, entitlement of employees
with different assignment statuses, and so on.

Set Up Absence Management

2 =52

Step 24

Step 25

Define a Nonrecurring Absence Element Optional Step

For each of your accrual plans, you define a nonrecurring element and
input value to hold the actual time taken for vacation or sick leave.

Use the Element window.

See: Defining and Linking an Absence Element, Managing Total
Compensation Using Oracle HRMS.

Link the Absence Element Optional Step

Link each absence element to define who is eligible to take this kind of
absence.

Implementing Oracle HRMS (US)



Step 26

Step 27

Step 28

Set Up Accrual Plans

Step 29

Use the Element Link window.

See: Defining Element Links, Managing Total Compensation Using Oracle
HRMS

Define Categories of Absence Types Optional Step

Define categories of absence types as values for the Lookup Type
ABSENCE_CATEGORY, and your absence reasons as values for the
Lookup Type ABSENCE_REASON.

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS

Define Absence Types and Associate with Absence Elements
Optional Step

If you expect to record absent time using the Absence Detail window,
define each absence type, and associate it with an absence element

Use the Absence Attendance Type window.

See: Defining an Absence Type, Managing Total Compensation Using
Oracle HRMS.

Make Initial Element Entries Optional Step

For an absence type with a decreasing balance, use the Element Entries
window or BEE to make initial element entries for employees eligible
for the type.

If you want to make entries for individual employees, see Making
Manual Element Entries, Managing Total Compensation Using Oracle
HRMS. If you want to make batch entries, see Making Batch Element
Entries Using BEE, Managing Total Compensation Using Oracle HRMS.

Define New Accrual Start Rules Optional Step

There are three seeded start rules: Hire Date, Beginning of Calendar
Year, and Six Months After Hire Date. If you need other rules, define
them as values for the Lookup Type US_ACCRUAL_START_TYPE.

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS.
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Step 30

Step 31

Step 32

Step 33

Step 34

Decide on Accrual and Carry Over Formulas Optional Step

Decide which Accrual and Carry Over formulas to use. You can use the
seeded formulas, customize them, or write your own.

Use the Formula window.

See: Writing Formulas for Accrual Plans, Managing Total Compensation
Using Oracle HRMS.

Write Ineligibility Formula Optional Step

If your Accrual formula defines a period of ineligibility and you want
to use Batch Element Entry (BEE) to enter absences against the accrual
plan, define an Ineligibility formula. BEE calls this formula to check
whether an employee is eligible to use accrued PTO.

Note: If you use the seeded Accrual formulas, you do not need
to define an Ineligibility formula. They use a period of
ineligibility entered on the Accrual Plan form, and BEE
validation can use the same value.

Use the Formula window.
See: Writing Formulas for Accrual Plans, Managing Total Compensation
Using Oracle HRMS.

Define New Accrual Categories Optional Step

There are several seeded accrual categories. If you need additional
categories, define them as values for the Lookup Type
US PTO_ACCRUAL.

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS

Select PTO Balance Type Optional Step

Oracle Payroll users: If you want to use a payroll balance to store gross
accruals, decide whether the payroll run should update accruals as of
the run’s date earned (the date the payroll run uses to determine which
element entries to process) or date paid (the date that appears on pay
advices). Select your choice for the business group.

See: Business Groups: Selecting a PTO Balance Type, Using Oracle
HRMS - The Fundamentals

Create Balance Dimensions Optional Step

Oracle Payroll users: If you want to use a payroll balance to store gross
accruals, consider whether you need to define a new balance
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Step 35

Step 36

Step 37

dimension. Dimensions are predefined that reset the balance each year
on 1 January, 1 June, or hire date anniversary. If you require your
balance to accumulate over a different period of time, or reset at a
different date, you must create your own balance dimension.

See: “Balances in Oracle Payroll” in Implementing Oracle HRMS.

Define a PTO Accrual Plan

Define the accrual plan, selecting the formulas and absence element it is
to use.

Use the Accrual Plan window.

See: Defining a PTO Accrual Plan, Managing Total Compensation Using
Oracle HRMS.

Set Up Length of Service Bands Optional Step
Optionally, set up length of service bands for the plan.
Use the Accrual Bands window.

See: Setting Up Length of Service Bands, Managing Total Compensation
Using Oracle HRMS.

Review the Net Calculation Rules Optional Step

Review the net calculation rules for the plan. If necessary, create
additional elements and associate them with the plan by selecting them
in the Net Calculation Rules window.

See: Changing Net Accrual Calculations, Managing Total Compensation
Using Oracle HRMS.

Element Sets and Batch Control Totals

Step 38

Define Element Sets Optional Step
In Oracle HRMS you can define a set of elements to:
+ Restrict access to elements using Form Customization
- Distribute costs across a Distribution Set of elements
» Process a restricted set in a Payroll Run
- Enter values for a restricted set using BEE (Batch Element Entry)

You define an element set as a named list of elements such as Salary, or
Salary and Bonus. You can also define an element set using the
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Basic Benefits
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Step 40

classification. For example, you can restrict access to all elements in the
classification Earnings.

Use the Element and Distribution Set window.

See: Defining an Element or Distribution Set, Configuring, Reporting and
System Administration in Oracle HRMS.

Define Batch Control Types Optional Step

If you use Batch Element Entry, you can set up batch control types to
sum the entries in any numerical input value. This enables users to
validate a BEE batch against control totals to check for missing lines or
miskeying of amounts.

Use the Application Utilities Lookups window.

See: Setting Up BEE Validation Using Control Totals, Managing Total
Compensation Using Oracle HRMS.

If you are beginning a new setup for benefits administration, we
recommend that you implement the Standard Benefits feature set. Basic
Benefits provides a limited set of features and is provided mainly for
compatibility with earlier releases.

Define Lookup Types and Values Optional Step

There are four predefined values for the levels of dependent coverage
for which you can define benefit contributions. You can modify these
values or add any others that you may need.

+ Default values for US_BENEFIT_COVERAGE are:
Employee Only

Employee and Children

Employee and Family

Employee and Spouse

There are two predefined values for COBRA termination reasons.
Define any additional reasons for termination of continued coverage.

+ Default values for US_COBRA_TERM_REASON are:
— End of Coverage

— Non-Payment
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Step 42

There are five predefined values for COBRA status.
+ Default values for US_COBRA_STATUS are:
— Awaiting Notification
Elected
Notified
Rejected

Terminated

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS

Define Benefit Carriers Optional Step

You define your Benefit Carriers as external organizations with a
classification of 'Benefits Carrier’.

Use the Organization window.

See: Creating an Organization, Using Oracle HRMS — The Fundamentals.

Define Benefit Plans Optional Step

Before you define your benefit plans, consider whether you need any
new Lookup Types or formulas to validate inputs such as contribution
amounts. See: Define Input Value Validation: page 2 —42. You do not
need to do this for health care plans, since default contribution
amounts are entered separately, in the next step.

Before you define your benefit plans, consider whether you need any
new Lookup Types or formulas to validate inputs such as contribution
amounts. See: Define Input Value Validation, You do not need to do this
for health care plans, since default contribution amounts are entered
separately, in the next step.

If you have installed Oracle Payroll then you can activate your benefit
plans using the Deductions window.

Note: If you have already implemented Basic Benefits using
Oracle HR before you install Oracle Payroll you should update
your definitions using the Element window to make sure your
definitions are suitable for calculating payroll deductions.

If you have not installed Oracle Payroll then you can activate your
benefit plans using the Element window.

See: Defining Benefit Plan Elements (Sites without Oracle Payroll),
Managing Total Compensation Using Oracle HRMS
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Step 43

Step 44

Step 45

Define Benefit Coverages and Default Contributions Optional Step

For health care benefit plans, enter coverage levels and default
employee and employer contribution amounts.

Use the Benefit Contributions window.

See: Establishing Health Care Plan Coverage and Default
Contributions, Managing Total Compensation Using Oracle HRMS
Define Benefit Plan Links Optional Step

Define eligibility rules for each of your benefit plans.

Use the Element Link window.

See: Defining Element Links, Managing Total Compensation Using Oracle
HRMS

Review Standard COBRA Letters Optional Step

Oracle HRMS provides standard letters for COBRA notification and
termination. You can modify these letters using Oracle Reports or you
can define your own MS Word letters.

See: Standard Letters for COBRA Notification and Termination,
Managing Total Compensation Using Oracle HRMS
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Total Compensation

Many implementation steps are shared by Standard and Advanced
Benefits. Those implementation steps that only apply to Advanced
Benefits are indicated.

Administration

Stepl  Add the Benefits Tabbed Region to the People Window Optional
Step

A person with a responsibility of system administrator or application
developer can use the Menus window to add the benefits alternate
region to the People window.

1. Query the BEN_MANAGER menu in the Menu field.

2. Add anew line and select HR View Benefits in the Function field.
3. Save your work

Use the Menus window.

See: Menus Window, Oracle Applications System Administrator’s Guide

Step2  Define a Monthly Payroll Optional Step

You must define a monthly payroll for each Business Group you
maintain. When you process employee terminations, a copy of the
person’s assignment record is created as a benefits assignment. Benefits
assignments are used to maintain eligibility for continuing benefits, and
always have a payroll with a monthly period.

Note: If you have already defined payroll information,
including monthly payrolls for each Business Group, you can
skip these steps.

Use the Payroll window.

See: Defining a Default Monthly Payroll for a Business Group,
Managing Total Compensation Using Oracle HRMS.

Benefits Eligibility

You define participation eligibility profiles to determine eligibility for
benefits. Eligibility factors can also be used when determining variable
contribution and distribution rates for a benefit.
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Step3  Define Benefits Groups Optional Step

You define a benefits group as a category of people who can be either
included or excluded from receiving a benefit or a standard activity
rate. A benefit group is one optional component of an eligibility profile
or a variable rate profile.

Use the Benefits Groups window.
See: Defining Benefits Groups, Managing Total Compensation Using
Oracle HRMS

Step4  Define Postal Code (ZIP) Ranges Optional Step

You define postal code (zip) ranges if you limit benefits eligibility based
on a person’s home address or if an activity rate varies based on a
person’s address.

Postal code ranges are also a component of service areas.
Use the Postal Zip Ranges window.
See: Defining Postal Zip Ranges, Managing Total Compensation Using
Oracle HRMS
Step5  Define Service Areas Optional Step

You can define a service area to group people who live in a region by
their postal codes. A service area is one optional component of an
eligibility profile or a variable rate profile.

Use the Service Areas window.
See: Defining Service Areas, Managing Total Compensation Using Oracle
HRMS

Step6  Define Regulations Optional Step

You define regulations as discrete rules, policies, or requirements that a
governmental or policy making body defines regarding the
administration of one or more benefits.

Use the Regulations window.

See: Defining Regulations, Managing Total Compensation Using Oracle
HRMS

N
Derived Eligibility Factors

A derived factor is a system calculated value that you can use to
determine eligibility for a benefit or to determine an activity rate.
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Step 7

Step 8

Step 9

Step 10

Step 11

Step 12

Define Derived Compensation Level Factors Optional Step

Define compensation level factors to determine how the system derives
a person’s compensation level based on a person’s stated salary or a
balance type that you specify.

Use the Derived Factors window.

See: Defining Derived Factors: Compensation Level, Managing Total
Compensation Using Oracle HRMS

Define Derived Percent of Full Time Employment Factors Optional
Step

Define percent of full time factors to determine how the system derives
a person’s percent of full time employment.

Use the Derived Factors window.

See: Defining Derived Factors: Percent of Full Time Employment,
Managing Total Compensation Using Oracle HRMS

Define Derived Hours Worked in Period Factors Optional Step

Define hours worked in period factors to determine how the system
derives the number of hours a person worked in a given period.

Use the Derived Factors window.

See: Defining Derived Factors: Hours Worked in Period, Managing Total
Compensation Using Oracle HRMS

Define Age Factors Optional Step

Define age factors to determine how the system derives a person’s age.
Use the Derived Factors window.

See: Defining Derived Factors: Age, Managing Total Compensation Using
Oracle HRMS

Define Length of Service Factors Optional Step

Define length of service factors to determine how the system calculates
a person’s length of service.

Use the Derived Factors window.

See: Defining Derived Factors: Length of Service, Managing Total
Compensation Using Oracle HRMS

Define Combination Age and Length of Service Factors Optional
Step

Define combination age and length of service factors to combine an age
factor and a length of service factor.
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Eligibility Profiles

Step 13

Step 14

Use the Derived Factors window.

See: Defining Derived Factors;: Combination Age and Length of Service,
Managing Total Compensation Using Oracle HRMS

Define an Eligibility Profile Optional Step

Defining an eligibility profile is the primary way in which you
implement eligibility requirements for a benefit. You link an eligibility
profile with a compensation object (a benefit that you define) so that
when eligibility processes are run, only the persons meeting the
eligibility profile requirements are eligible to receive the benefit.

Use the Participation Eligibility Profiles window.

See: Defining an Eligibility Profile, Managing Total Compensation Using
Oracle HRMS

Define Dependent Coverage Eligibility Profiles Optional Step

You define dependent coverage eligibility profiles to enforce eligibility
requirements for dependents.

Use the Dependent Coverage Eligibility Profiles window.

See: Defining a Dependent Coverage Eligibility Profile, Managing Total
Compensation Using Oracle HRMS

Define Life Events (Advanced Benefits)
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Step 15

You define a life event as a change in a person’s record that can
potentially trigger an enrollment action. Life events can be external to
work, such as a marriage or the birth of a dependent, or they can be
internal, such as a job change. Scheduled enroliments are also
considered life events.

Define Life Event Processing Optional Step

Define the life events that you use to control electability, activity rates
and coverage levels, coverage dates, communications, and automatic
and default enrollment processing.

Use the Life Event Reasons window.

See: General Characteristics of Life Event Reasons, Managing Total
Compensation Using Oracle HRMS
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Step 16  Define Person Changes Optional Step

You define the changes to a person’s record that trigger a life event by
specifying the value of the database field that indicates this person
change has occurred.

Use the Person Changes window.
See: Defining Person Changes, Managing Total Compensation Using
Oracle HRMS

Step 17  Associate Person Changes with Life Events Optional Step

You associate the person change that triggers the life event for each life
event that you define.

Use the Person Change Causes Life Event window.
See: Associating a Person Change with a Life Event, Managing Total
Compensation Using Oracle HRMS

Step 18  Define Related Person Changes Optional Step

You define the changes to a person’s record that trigger a life event for
a related person by specifying the value of the database field that
indicates this related person change has occurred.

For example, you could define a termination life event to end benefits
coverage for terminated employees. You would define a corresponding
related person life event that ends coverage for the dependents of the
primary participant when the primary participant is terminated.

Use the Related Person Changes window.
See: Defining Person Changes, Managing Total Compensation Using
Oracle HRMS

Step 19  Associate Related Person Changes with Life Events Optional Step

You associate a related person change with each related person life event
that you define. A related person change is a change to the primary
participant’s HR record that may generate a life event for a person
related to the primary participant.

Use the Related Person Change Causes Life Event window.
See: Associating a Person Change with a Life Event, Managing Total
Compensation Using Oracle HRMS

N

Program Setup

You define compensation objects as the benefits that you offer to your
employees and other eligible participants.
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Compensation objects are arranged according to the compensation
object hierarchy:

« Program
« Plan Type
+ Plan
« Option
Definitions that you set at the program level cascade to the plan types,
plans, and options in that program unless you override the definition at
a lower point in the hierarchy.
Step 20 Define Reimbursable Goods and Service Types Optional Step

Define goods and services that you approve for reimbursement. You
then associate one or more goods and services types with a
reimbursement plan.

Use the Goods and Services window.

See: Defining Reimbursable Goods and Service Types, Managing Total
Compensation Using Oracle HRMS

Step 21  Define a Program or Plan Year Period Optional Step

You define a program or plan year period to set the coverage
boundaries for the duration of a benefit program or plan.

Use the Program/Plan Year window.
See: Defining a Program or Plan Year Period, Managing Total
Compensation Using Oracle HRMS

Step22  Define Plan Types Optional Step

You define plan types to categorize common types of benefits, such as
medical plans or savings plans.

Use the Plan Types window.

See: Defining Plan Types, Managing Total Compensation Using Oracle
HRMS

Step 23  Define Options Optional Step

You define options to indicate the coverage levels available under a
plan or to define investment options for a savings plan.

Use the Options window.

See: Defining Options, Managing Total Compensation Using Oracle HRMS
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Step 24

Step 25

Step 26

Define Plans Optional Step

A plan is a benefit in which an eligible participant can enroll. Common
plans include medical, group term life insurance, and stock purchase
plans.

Use the Plans window.

See: Defining General Plan Information, Managing Total Compensation
Using Oracle HRMS

Define Reimbursement Plans Optional Step

Reimbursement plans allow you to define goods and services that
eligible participants may purchase. The participant can submit a
reimbursement claim for the cost of the good or service that was
purchased out-of-pocket.

Use the Plan Reimbursement window.

See: Defining a Reimbursement Plan, Managing Total Compensation
Using Oracle HRMS

Define Programs Optional Step

You define a program to group together the benefits that you offer as a
package. A program typically is comprised of plan types, plans, and
options.

Use the Programs window.

See: Defining a Benefits Program, Managing Total Compensation Using
Oracle HRMS

Enrollment Requirements

Step 27

You define enrollment requirements to control when an eligible person
can enroll in a benefit.

Define Program Enrollment Requirements Optional Step

Enrollment requirements determine how an eligible participant enrolls
in a program.

Standard benefits customers define enrollment requirements based on
the unrestricted enrollment type. Advanced Benefits benefits customers
can specify whether default or automatic enrollment rules apply for a
program.

Use the Program Enrollment Requirements window.
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Step 28

See: Defining Enrollment Methods for a Program, Managing Total
Compensation Using Oracle HRMS

Define Enrollment Requirements for a Plan Optional Step

You use the Plan Enrollment Requirements window to define
enrollment requirements for a not in program plan or an option in plan.
You also use this window to set up requirements for beneficiary
designations.

Use the Plan Enroliment Requirements window.

See: Defining an Enrollment Method for a Plan, Managing Total
Compensation Using Oracle HRMS

Activity Rates and Coverage Calculations

2 -66

Step 29

Step 30

Step 31

Activity rate calculations determine the contribution rate necessary to
purchase a benefit and the distribution rate for benefits that provide
distributions.

Calculate Variable Activity Rates Optional Step

You define variable activity rate calculations if an activity rate for a
compensation object can vary by participant.

Use the Variable Rate Profiles window.
See: Defining General Information for a Variable Rate Profile, Managing
Total Compensation Using Oracle HRMS

Calculate Coverages Optional Step

You define the amount of coverage available under a benefit plan for
those plans that offer a range of coverage options. Your coverage
calculation can include the minimum and maximum coverage level
available regardless of the calculation result. For Advanced Benefits
customers, coverage levels can vary based on life events.

Use the Coverages window.

See: Defining a Coverage Calculation for a Plan, Managing Total
Compensation Using Oracle HRMS

Define Across Plan Type Coverage Limits Optional Step

You can define the minimum and maximum coverage amount that a
participant can elect across plan types in a program.

Use the Coverage Across Plan Types window.

Implementing Oracle HRMS (US)



Step 32

Step 33

Step 34

Step 35

See: Defining a Coverage Limit Across Plan Types

See: Defining a Coverage Limit Across Plan Types, Managing Total
Compensation Using Oracle HRMS

Calculate Imputed Income (US Only) Optional Step

You can define activity rates that calculate the amount of plan income
that is considered a ’fringe benefit” and subject to Section 79 of the US
Internal Revenue Service code.

Note: You must have already created the corresponding
elements.

Use the Imputed Income window.

See: Defining an Imputed Income Calculation, Managing Total
Compensation Using Oracle HRMS

Calculate Actual Premium Costs Optional Step

You need to maintain the criteria used to calculate the actual premium
cost that a plan sponsor owes to a benefits supplier.

Use the Actual Premiums window.

See: Defining an Actual Premium, Managing Total Compensation Using
Oracle HRMS

Define Period-to-Date Limits Optional Step

You define period-to—date contribution limits for those plans or
options in plan that restrict participant contribution levels in a year
period. When you define a standard contribution, you can associate a
period-to—-date limit for those plans or options in plan that require
contribution restrictions.

Use the Period-to-Date Limits window.

See: Defining Period-to-Date Limits, Managing Total Compensation
Using Oracle HRMS

Define Activity Rates for Standard Contribution/Distribution
Optional Step

You define a standard activity rate calculation to calculate a benefit’s
contribution or a distribution amount.

Note: You must have already created the corresponding
elements.

Use the Standard Contributions/Distributions window.

See: Defining Activity Rates for Standard Contribution/Distribution,
Managing Total Compensation Using Oracle HRMS
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Reporting Groups

Step 36  Define Reporting Groups Optional Step

You can define a reporting group that you link to one or more
programs and plans. When you run a report for a reporting group, the
report results are based on the programs and plans that you include in
the reporting group.

You can also define the regulatory bodies and regulations govern a
reporting group.

Use the Reporting Groups window.

See: Defining a Reporting Group, Managing Total Compensation Using
Oracle HRMS

Flex Credit Calculations (Advanced Benefits)

Step 37  Define Characteristics of Benefit Pools Optional Step

You define benefit pools to limit how a participant can spend flex
credits and how excess flex credits can be rolled over, distributed as
cash, or forfeited.

Use the Benefit Pools window.

See: Defining the General Characteristics of a Benefit Pool, Managing
Total Compensation Using Oracle HRMS

Step 38  Define Flex Credits Optional Step

You define a flex credit calculation and link the calculation with a
compensation object. The compensation object to which you link a flex
credit calculation must be part of a program regardless of the level at
which you define flex credits.

Use the Flex Credit Definitions window.

See: Defining Flex Credits, Managing Total Compensation Using Oracle
HRMS

Step 39  Define Communications Optional Step

You define the communications you send to employees and other
potential participants. You specify the conditions that trigger a
communication and the delivery method and medium.

Use the Communication Types window.
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Administration

Step 40

See: Defining Communications, Managing Total Compensation Using
Oracle HRMS

Define Benefit Balances Optional Step

Benefit balances are useful for transitioning legacy system data to
Oracle HRMS. You define a benefit balance type and then assign a
value to that type for a given person using the Person Benefit Balances
window.

Use the Benefit Balances window.

See: Defining a Benefit Balance, Managing Total Compensation Using
Oracle HRMS

Define Online Benefits Services

Step 41

Step 42

You use the Online Benefit Services window to access a variety of
benefits windows from a central location. You can configure the
windows that are accessible from this window and you can define the
pop up messages that display based on user events that you define.

Maintain Desktop Activities List Optional Step

The Maintain Online Activities window lets you define the functions
and windows that are available from the Desktop Activities list of the
Online Benefits Services windows.

Use the Maintain Online Activities window.

See: Maintaining Online Activities, Managing Total Compensation Using
Oracle HRMS

Maintain Pop Up Messages Optional Step

You can configure messages to display in the Online Benefit Services
window based on user events that you define. You create the message
text in the Messages window

Use the Maintain Pop Up Messages window.

See: Maintaining Pop Up Messages, Managing Total Compensation Using
Oracle HRMS
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People and Assignments

Oracle HRMS enables you to define your own names to identify the
“types” of people in your system, and to identify the status of
employees in each assignment using your own names.

Person Types and Assignment Statuses

Stepl Define Person Types Required Step with Defaults

You can define your own names to identify the types” of people in
your system.

Note: Person Type is a common option for Form
Customization.

Use the Person Types window.
See: Defining Person Types, Managing Your Workforce Using Oracle
HRMS.

Step2  Define Assignment Statuses for Employees Required Step with
Defaults

With Oracle HRMS you can identify the status of employees in each
assignment using your own names. For example, you might want to
define a special status to identify assignments which have been
Suspended while the employee is temporarily assigned to another role.

Use the Assignment Statuses window.
See: Defining Assignment Statuses, Managing Your Workforce Using
Oracle HRMS.

Step3  Create Contract Statuses Optional Step

Oracle HRMS enables you to create up to 250 different contract statuses
to help track and identify employees.

See: Creating Contract Statuses, Managing Your Workforce Using Oracle
HRMS.

Special Personal Information (Personal Analysis Key Flexfield Structures)

The Personal Analysis Key Flexfield is used to record special personal
information which is not included as standard information. Each type
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Step 4

Step 5

of information is defined as a separate Structure of the flexfield. For
example, you might set up a structure to hold medical information.

This flexfield is used in the following areas:
« Special Information details for People
« Matching requirements for Jobs and Positions

You need to design a Personal Analysis Flexfield Structure for each
Special Information Type you want to hold in Oracle HRMS. For each
structure you must include the following:

« The Structure Name and the number of Segments.
+ The Flexfield Segment Names, Order and Validation Options.
« The Flexfield Value Sets to be used and any lists of values.

Defining the Flexfield Structure is a task for your System
Administrator.

Note: You cannot use the Create Key Flexfield Database Items
process to create database items for the segments of your
Personal Analysis Flexfield structures.

Define Personal Analysis Flexfield Value Sets Optional Step

If you want to validate the values which a user can enter for any
segment you must define a specific Value Set.

The attributes of the Value Set will control the type of values that can
be entered, and how many characters each segment can hold. The
attributes of the Value Set will also control how the values are to be
validated.

Value Sets can be shared by different segments of the same flexfield, or
by segments of any other flexfield.

Use the Value Set window.
See: Defining Value Sets, Oracle Applications Flexfields Guide.

Define Personal Analysis Flexfield Segments Optional Step

Define a structure for your Personal Analysis Flexfield which contains
the segments you want to use. You will use this structure to enter
details in the Special Information Types window.

You must enter Yes in the Allow Dynamic Inserts field. If you enter
No, you will not be able to enter new details in the Special Information
Types window.

Note: You do not need to use a Value Set to validate a
segment. If you do not specify a Value Set then a user can enter
any alphanumeric value up to a limit of 150 characters.
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Step 6

Step 7

Step 8

Step 9

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.

Define Personal Analysis Flexfield Segment Values Optional Step

If you have chosen Independent or Dependent validation for a Value
Set used by a Personal Analysis Flexfield Segment, you must define
your list of valid values for the Value Set.

See: Defining Segment Values, Oracle Applications Flexfields Guide.
Define Personal Analysis Flexfield Cross Validation Rules Optional

Step

Define any Cross Validation Rules you want to use to control the
combinations of segment values which a user can enter.

You define Rules to Include or Exclude combinations of segment values.
For each segment, you can define a Low to High range of values.

Use the Cross—Validation Rule window
See: Defining Cross—Validation Rules, Oracle Applications Flexfields
Guide.

Define Personal Analysis Flexfield Aliases Optional Step

Define Aliases for common combinations of segment values if you
want to provide these as default options.

Use the Shorthand Aliases window

See: Defining Shorthand Aliases, Oracle Applications Flexfields Guide.

Freeze and Compile Your Personal Analysis Flexfield Structure
Optional Step

You are now ready to freeze your flexfield definition. Navigate to the
Define Flexfield Segments window. Enter Yes in the Freeze Flexfield
Definition field and save your changes. Oracle Human Resource
Management Systems now freezes and compiles your Personal
Analysis Flexfield definition. Compiling the flexfield definition enables
the flexfield window with the defaults, values and rules that you have
defined.

Use the Key Flexfield Segments window

See: Defining Key Flexfield Structures, Oracle Applications Flexfields
Guide.
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Step 10

Register Special Information Types for the Business Group Optional
Step

After you have defined your Personal Analysis Flexfield Structures you
must link them to your business group.

You do this using your view-all responsibility.
« Select each Information Type you want to use in this business
group.

+ Select the categories for each type.
— Job for Job Requirements
— Position for Position Requirements
— Skills for use with Oracle Training Administration
— Other for use with Person Special Information

— ADA for use only in the US, for special information types
set up to record information about employees with
disabilities.

— OSHA for use only in the US, for a special information type

set up to record information about employees’ work-related
injuries or illness.

cannot use the type to hold information for a person. This
means that you could also use the Special Information Types to
hold any type of information for a Job or a Position only.

@ Suggestion: If you do not check the Other category, you

Use the Special Information Types window.

See: Enabling Special Information Types, Managing Your Workforce Using
Oracle HRMS.

Medical Assessments, Disabilities and Work Incidents

Step 11

Define Lookup Types and Values Optional Step

If you want to record medical assessments, disabilities, or work
incidents for the people in your enterprise, you must define Lookup
Values for the Lookup Types that are used in those windows.

See: User and Extensible Lookups, Configuring, Reporting, and System
Administration in Oracle HRMS.

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS
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Specific Business Functions

New Hire Reporting

Stepl Check GRE Federal and State Identification Numbers Optional Step

Ensure that a federal identification number and a SUI identification
number, if appropriate, is on record for each GRE that submits New
Hire reports.

See: Entering Federal Tax Rules for GREs, Running Your Payroll Using
Oracle HRMS

See: Entering State Tax Rules for GREs, Running Your Payroll Using
Oracle HRMS

See: Entering Local Tax Rules for GREs, Running Your Payroll Using
Oracle HRMS
Step2  Enter the GRE Contact Person Optional Step
Enter the GRE contact person.
See: Entering a New Hire Report Contact for a GRE,

Step3  Enter New Hire Information for Every Employee Optional Step

When you use the online system to hire an employee you enter the
appropriate New Hire status in the Employment Information region of the
Person window.

. The default is null
- Enter Incl or Excl

« The status automatically changes to Done after a run of the New
Hire report includes the employee.

A Warning: When you load your current employees into the
database, the default New Hire Status is null. You must enter
a value of Done or Excl in the New Hire Status field if you do
not want to include them in your first run of the New Hire
report.

Do this manually, or as part of your data loading.
See: Entering New Hire Report Information for Employees,

N
Workers Compensation

If you have not installed Oracle Payroll you should skip the section on
Workers Compensation.
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Step 4

Step 5

Step 6

Step 7

Step 8

Workers Compensation programs are legislated in each state to provide
employees with insurance coverage for work-related injuries. The
following steps cover all aspects of setting up Workers Compensation
in Oracle Payroll.

Note: Some of these steps overlap with the setup of Work
Structures and Compensation and Benefits.

Define Workers Compensation Insurance Carrier Optional Step

Define both state and private insurance carriers as external
organizations.

Enter and enable the classification of Workers Compensation Carrier..
This provides the lookup values when you define the Government
Reporting Entity.

Use the Organization window.
See: Creating an Organization, Using Oracle HRMS — The Fundamentals.

Enter Insurance Carriers for GREs Optional Step

When you define your GRES you can enter the insurance carrier in the
State Tax Rules window.

For each state enter the name of the Workers Compensation Carrier
and any rates that may affect calculation of the GRE’s liability.

See: Creating an Organization, Using Oracle HRMS — The Fundamentals.
Check State Rules for Imputed and Supplemental Earnings Optional
Step

For each state in which you are liable for WC payments check the
categories for Imputed and Supplemental Earnings that represent
earnings included in employee’s payroll exposure.

See: Reviewing and Maintaining Taxability Rules, Running Your Payroll
Using Oracle HRMS.

Define Lookup Types and Values Optional Step

You can define additional categories using the Lookup type
US_SUPPLEMENTAL_EARNINGS or US_IMPUTED_EARNINGS.

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS.

Define State Codes and Rates Optional Step

For each carrier or carrier and location in the state, enter the state work
classification codes and associated rates.
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Step 9

Step 10

See: Associating WC Codes with Rates,

Enter Codes for Jobs Optional Step

For every state where you need to calculate WC you must enter the
appropriate codes for your jobs. You can also enter the Executive
Weekly Maximum, if one exists for this state, and the state rules
regarding inclusion of overtime earnings in the payroll exposure. You
can also enter any standard surcharges for the state.

Include the overtime categories that contribute to WC payroll exposure

Attention: When you assign an employee to a job the system
|:| will default the WC code for that job. You can override the

default code in the Miscellaneous region of the Employee

Assignment. This override information is datetracked.

See: Entering WC Codes, Payroll Exposure Rules and Surcharges,

Define Element Link for Workers Compensation Element Optional
Step

With Oracle Payroll there is a predefined element and formula to
calculate Workers Compensation. To activate this element you need to
define the rules for eligibility.

Ensure that you create the worker’s compensation links as open links.

Attention: The additional elements that you set up are used to

|:| record the information that is used in the calculation of Sick
Pay and Vacation pay. You must check that you have already
linked the predefined elements for Sick Pay and Vacation to all
employees. You should make these links 'standard’ for all
employees on a payroll.

See: Defining Element Links, Managing Total Compensation Using Oracle
HRMS.

Human Resource Budgets

Step 11

Define Lookup Types and Values Optional Step

Oracle HRMS delivers the following seeded budget measurement
units: Money, Hours, Headcount, Full Time Equivalent, and Percent
Full Time Equivalent. You cannot extend the delivered budget
measurement units, but you can copy and rename an existing
measurement unit.

Define values for BUDGET_MEASUREMENT _TYPE.
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Step 12

Step 13

Step 14

Step 15

Step 16

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS

Define Period Types Optional Step

The most common period types are already predefined in Oracle
HRMS. You can change the names of these predefined types but
cannot add any new types.

Use the Period Types window.

See: Renaming Period Types, Using Oracle HRMS — The Fundamentals

Define Budgetary Calendars Optional Step

You use calendars to define the budget years for your staffing budgets.
Use the Budgetary Calendar window.

See: Defining Budgetary Calendars, Using Oracle HRMS — The
Fundamentals

Define Budget Sets Optional Step

A budget set is comprised of one or more pay elements. You define a
budget set to record the percentage of money or hours or other budget
measurement units that is distributed to each element in your budget.
Oracle HRMS uses budget sets to track actual expenditures and
commitments.

Use the Budget Set window.
See: Defining Budget Sets, Using Oracle HRMS — The Fundamentals

Migrate an Existing Oracle HRMS Budget to the New Budget Tables
Optional Step

If you created a budget in Oracle HRMS prior to Release 11i, you can
use an existing budget as the basis for a new budget worksheet.

Run the Migrate Budget Data process from the Submit Requests
window to migrate an existing budget to the new database tables for
Budgets.

See: Migrating a Budget to Oracle HRMS, Using Oracle HRMS — The
Fundamentals

Set Up the HR Budget in Oracle General Ledger Optional Step

If you are transfering a budget from Oracle HRMS to Oracle General
Ledger, you must first define the budget in Oracle General Ledger.
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Step 17

Use the Define Budget window in Oracle General Ledger to define the
budget.

See: Setting Up an Oracle HRMS Budget for Transfer to Oracle General
Ledger, Using Oracle HRMS — The Fundamentals

Define Budget Characteristics Optional Step

You set up budget characteristics to define the Oracle HRMS work
structure for which you are establishing a budget. The primary entities
against which you can create a budget are job, position, grade, and
organization. You can also create a budget for a combination of these
entities.

Defining the characteristics of a budget also requires you to define the
budget measurement units (Money or Headcount, for example).
Optionally, you can select the elements that are used to process budget
funding commitments during a budgetary period. For budgets that are
transfered to Oracle General Ledger, you can map Oracle HRMS
Costing Segments to GL Chart of Account Segments.

Use the Budget Characteristics window.

See: Defining Budget Characteristics, Using Oracle HRMS — The
Fundamentals

Set Up Workflow for Budget Worksheets
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Step 18

Step 19

If you use Oracle Workflow to delegate a budget worksheet through an
organization hierarchy or to route a worksheet for approval, you must
set up the workflow roles and routing requirements for your
budgetting personnel. A manager responsible for a budget can only
delegate a budget worksheet to another manager in the organization
hierarchy who has a valid workflow role.

Define Workflow Roles Optional Step

Define the roles that you are going to use in your enterprise for routing
budget worksheets.

Use the Roles window.

See: Defining Workflow Roles for Transactions, Configuring, Reporting
and System Administration in Oracle HRMS.

Set Up Workflow Routing Optional Step

When you set up workflow, you have a choice of how to route each
transaction category (position transaction, budget worksheet). The
routing types include:
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Evaluation Systems

Step 20

Step 21

« routing list
+ position hierarchy
+ supervisory hierarchy

Choose one routing type for each transaction category (Position
Transaction, Budget Worksheet).

Use the Transaction Categories window.

See: Setting up Routing for Transactions, Configuring, Reporting and
System Administration in Oracle HRMS.

Define Evaluation Types Optional Step

With Oracle HRMS you can record summary evaluation information
for Jobs, or Positions in the Evaluation window.

Define the name of your evaluation system as a value for the Lookup
Type EVAL_SYSTEM.

To record detailed evaluation scores for the Hay System or any other
system you can enable the Additional Evaluation Details descriptive
flexfield to hold and validate this information.

You can also hold comment or review information for each evaluation
you undertake.

Note: If you use more than one evaluation system you may
want to define the segments as context sensitive to the System
Name.

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS.

Define Valid Grades for Jobs or Positions Optional Step

Oracle HRMS lets you define Valid Grades for Jobs. These definitions
provide warning messages to users in the Assignment window when
you enter Job and Grade information.

Use the Valid Grades window.

See: Entering Valid Grades for Jobs or Positions, Using Oracle HRMS -
The Fundamentals.
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Requirements Matching
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Step 22

Step 23

If you have set up competencies, you can enter these as requirements
for jobs and positions and match them against people’s competence
profiles.

If you have other job and position requirements that you want to
record, but not define as competencies, you can set them up using the
Personal Analysis key flexfield. You can set up each type of
requirement as a Special Information Type, which is one instance of the
flexfield.

For each Special Information Type, you can also choose whether to
enable entry of information for people. You do this by selecting
categories in the Special Information Type window. Enabling entry of
information for people enables you to match people against the job or
position requirements. A standard report (Skills Matching) has been
provided to match the requirements of a job and the Special
Information details of people in the system.

|:| Attention: If you want to include essential job or position
requirements in your ADA reporting, make sure you have
entered these requirements for your jobs or positions.

Define Requirements for Jobs Optional Step

You can define the attributes required by any employee who is
assigned to a job. These attributes may be Essential or Desirable.

Definitions of requirements can use the same personal analysis flexfield
structures and segments you have defined for special personal
information.

Use the Job window.

See: Entering Job and Position Requirements, Using Oracle HRMS — The
Fundamentals.

Define Requirements for Positions Optional Step

After you define positions in your enterprise, you can define the
attributes required by any employee assigned to that position. These
attributes may be Essential or Desirable. The requirements are based
on the same personal analysis flexfield structures you have defined for
special personal information.

Use the Position window.

See: Entering Job and Position Requirements, Using Oracle HRMS — The
Fundamentals.
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Career and Succession Management

Recruitment

Step 1

Define Assignment Statuses for Applicants Required Step with
Defaults

Assignment Statuses for applicants enable you to define the distinct
stages of your own recruitment processes.

With Oracle HRMS you can use your own names to identify these
stages. For example, you might want to define a special status to
identify applicants who have been invited to a First Interview and
applicants who have been Rejected on Application.

These user statuses enable you to track the recruitment circumstances
of all your applicants.

Use the Assignment Statuses window.

See: Defining Assignment Statuses, Managing Your Workforce Using
Oracle HRMS.

Career Management

Step 2

If you are developing the competence approach as part of your
performance management system, you must identify your enterprise’s
strategic business goals or objectives you want the competence
approach to address. You can then set up your methods of
measurement, create your competencies and create your assessment
and appraisal templates.

If you are using Oracle Self-Service Human Resources to provide
self-service human resource management for managers and
employees, you also need to perform additional implementation steps.

See: Implementation Steps (SSHR), Implementing Oracle Self-Service
Human Resources (SSHR).

Define HR:Global Competence Flex Structure Profile Option
Optional Step

Define the competence key flexfield structure to be used when creating
global competencies. If you do not have a value in this field then you
will not be able to create global competencies.
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Step 3

Step 4

Step 5

Step 6

Step 7

Use the System Profile Values window.

See: User Profiles, Configuring, Reporting and System Administration in
Oracle HRMS.

Create Rating Scales Optional Step

Create rating scales if you want to describe your enterprise’s
competencies in a general way.

Use the Rating Scales window.
See: Creating a Rating Scale, Managing Your Workforce Using Oracle
HRMS.

Create Competencies Optional Step

Create competencies that best meet the needs of your enterprise. If you
are using the individual method, you need to set up the proficiency
levels for each competence you create.

Use the Competencies window.

See: Creating a Competence, Managing Your Workforce Using Oracle
HRMS.

Create Competence Types Optional Step

You might want to group related competencies together, for example,
for advertising a vacancy, or for reporting purposes.

Create the competence types you require using the Lookup
COMPETENCE_TYPE.

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS.

Group Competencies into Types Optional Step
You now need to group related competencies together.
Use the Competence Types window.

See: Grouping Competencies into Types, Managing Your Workforce Using
Oracle HRMS.

Define Competence Requirements Optional Step

To ensure your enterprise meets its current and future goals, you will
need to define your competence requirements.

Use the Competence Requirements window.

Implementing Oracle HRMS (US)



Step 8

Step 9

Step 10

Step 11

See: Defining Competence Requirements — Core or Generic
Competencies, Managing Your Workforce Using Oracle HRMS.

See: Defining Competence Requirements — No Core Competencies,
Managing Your Workforce Using Oracle HRMS.

Enter Work Choices for a Job or Position Optional Step

You can enter work choices that can affect an employee’s, applicant’s,
contractor’s, or ex—-employee’s capacity to be deployed within your
enterprise (or a customer’s). Work Choices include willingness to
travel, willingness to relocate, and preferred working hours and work
schedule. You can enter work choices for a job or position, and
compare these with the personal work choices entered for people.

Use the Work Choices window.

See: Entering Work Choices for a Job or Position, Managing Your
Workforce Using Oracle HRMS.

Define Functions (to Implement the Competence Approach in OTA)
Optional Step

If you have Oracle Human Resources and OTA installed in your
enterprise, you can hold the qualifications, attributes and knowledge
that students can expect to attain by attending training activities as
competencies, skills or a mixture of both (competencies and skills).

You use parameters to enable you to phase in the delivery of
competencies through training activities. This enables you to indicate
whether users can enter skills, competencies, or both from the
Activities window. You also use parameters to enable selected users to
add competencies gained through an activity directly to a student’s
Competence Profile.

Use the Form Functions window.

See: Defining Functions, Using Oracle Training Administration.

Create Qualification Types Optional Step
You can enter all the qualification types your enterprise recognizes.
Use the Qualification Types window.

See: Creating Qualification Types, Managing Your Workforce Using Oracle
HRMS.

Create Schools and Colleges Optional Step

You need to create schools and colleges that deliver the qualifications
your enterprise recognizes. These are then used to record where a
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person gained the qualification. If you have not automatically loaded
these schools and colleges into Oracle Human Resources, you can enter
them manually.

Note: Schools and colleges you enter are available to all
business groups you create, therefore only load or enter them
once.

Use the Schools and Colleges window.

See: Creating Schools and Colleges, Managing Your Workforce Using
Oracle HRMS.

Evaluations and Appraisals

2 -84

Step 12

Step 13

Step 14

Implement Oracle Self-Service Human Resources (SSHR) Optional
Step

You must also perform other SSHR implementation tasks, such as
configuring SSHR web processes using Oracle Workflow, before you
can create your appraisal and assessment templates.

See: Implementation Steps (SSHR), Implementing Oracle Self-Service
Human Resources (SSHR).

Create an Assessment Template Optional Step

You can create assessment templates for all the different evaluations
your enterprise performs.

Use the Assessment Template window.

See: Creating an Assessment Template, Managing Your Workforce Using
Oracle HRMS.

Create an Appraisal Template Optional Step

You can create appraisal templates to provide instructions to
appraisers, to identify which questions belong to which appraisal and
to identify which performance rating scale to use.

You can use one of the example appraisal templates we provide and
modify them to suit your own needs, or you can create your own.

Use the Appraisal Template window.

See: Creating or Changing an Appraisal Template, Managing Your
Workforce Using Oracle HRMS.
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Career and Succession Planning

The flexibility provided by Oracle Human Resources means you can
handle your enterprise’s career and succession plans using one of a
number of models. Which model you decide to use depends upon
whether your enterprise’s career and succession planning is based
upon jobs or positions, and whether your enterprise is using a
Windows interface only, or a mixture of the Web and Windows.

Career Paths show the progression paths which are available within
your enterprise. You can map out career paths for both jobs and
positions.

By planning successors for jobs and positions you always have a
shortlist of qualified candidates. You can also identify training and
development needs to prepare an employee for a job or position and
model different succession options.

Model Career and Succession Plans Based on Jobs (Option 1)

Step 15

Step 16

If your enterprise’s career and succession planning is based upon jobs,
you can use career paths to show possible progressions to one job from
any number of other jobs.

|:| Attention: In the US, for AAP-Workforce Analysis reporting
use the career path functionality to build the lines of progression
for the jobs included in your AAP plans.

Use the Career Path Names and Map Career Paths windows.

See: Defining Career Paths, Managing Your Workforce Using Oracle
HRMS.

Create and Map Career Paths Optional Step

Career paths are based on the structures of your enterprise rather than
the people you employ. You may also want to record personal
aspirations and progression paths for individual employees. There are
several ways to do this.

Use the Career Path Names and Map Career Paths windows.

See: Defining Career Paths, Managing Your Workforce Using Oracle
HRMS.

Enter Work Choices Optional Step

You can use work choices to help identify a person’s career plan.

Use the Work Choices windows.
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See: Entering Work Choices for a Job or Position, Managing Your
Workforce Using Oracle HRMS.

Model Career and Succession Plans Based on Positions (Option 2)

2 -86

Step 17

Step 18

Step 19

Step 20

If your enterprise’s career and succession planning is based upon
positions, you can create additional position hierarchies to show any
type of progression. These might represent existing line management
structures, or even cut across departmental or job—type boundaries.

Create Position Hierarchies Optional Step

Optionally, create position hierarchies to show career paths, if you want
to show typical career progression.

Use the Position Hierarchy window.

See: Creating a Position Hierarchy, Using Oracle HRMS — The
Fundamentals.

Use Succession Planning (SSHR with a Line Manager
Responsibility) Optional Step

If you are using SSHR you can use the Succession Planning function to
record one or more next positions for each employee. And create, and
rank, a group of qualified employees if a position becomes available.

Use the Succession Planning function in SSHR.
Use Suitability Matching (SSHR with a Line Manager
Responsibility) Optional Step

If you are using SSHR you can use the Suitability Matching function to
compare the competence profile of an employee, or employees, with
the competency needs of a position.

Use the Suitability Matching function in SSHR.

Use Attachments or Special Information Types Optional Step

Consider holding succession plan information against people as
attachments or using a special information type.

Use the Personal Analysis Key Flexfield.

See: Defining Special Information Types, Managing Your Workforce Using
Oracle HRMS.
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Control

Define Reports

Step 1

Step 2

Step 3

Use Standard Reports or Write New Reports Optional Step

A number of standard reports are supplied with Oracle HRMS. These
reports have been written using Oracle Reports V.2 and registered as
concurrent programs with the Standard Requests Submission (SRS)
feature of Oracle Applications.

You can use these Standard Reports or write your own reports and
register these as additional reports which users can request from the
Submit a New Request window.

UK Payroll Implementation Only

In the UK, P45 and Pay Advice reports supplied with Oracle Payroll are
designed for use with preprinted stationery. These reports use two
special printer drivers to control the print format.

« P45 paygbp45.prt

« Pay Advice paygbsoe.prt
If your printer does not accept the same control characters as the DEC
LNO3 printer, you may need to modify the special SRW driver files.

When you install Oracle Payroll the two sample files are stored in the
$PAY_TOP/srw directory. You should copy the files to
$FND_TOP/$APPLREP and then register them using the Printer
Drivers window.

Register Reports as Concurrent Programs Optional Step

After you have written your new reports and saved them in the correct
subdirectory, you must register the report as a concurrent program.
You also register the parameters which can be submitted with the
report. For example, you may have written a report to display personal
details and you want to submit employee name to limit the output to
include one person at a time.

Use the Concurrent Programs window.

See: Concurrent Programs Window, Oracle Applications System
Administrator’s Guide.

Define Report Sets Optional Step

You can define sets of Reports;
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« To restrict user access to specific reports.
A set of reports can be linked to a Responsibility.
« To simplify requesting a report

You can run a report set in one request, rather than a request for
each report.

Use the Request Set window.

See: Defining Request Sets, Oracle Applications User’s Guide

Standard Letter Generation

You can use standard letters in HRMS to help you to manage your
enterprise’s recruitment or enrollments, for example. You do this by
issuing standard letters to applicants or students, triggered by changes
in assignment or enrollment status.

Oracle HRMS provides you with three different methods to create
standard letters:

« Method 1 Concurrent Processing using Word Processors: page

2 -88
« Method 2: Concurrent Processing using Oracle Reports: page
2 -90

« Method 3 - Online, using Application Data Exchange (ADE).
See: Using Application Data Exchange.

Method 1 - Concurrent Processing using Word Processors

2 -88

Step 4

Step 5

You can create standard letters using Multimate, WordPerfect or
Microsoft Word.

Plan Standard Letter Requirements Optional Step

You need to identify the database information to include in the letters.

See: Planning Standard Letter Requirements, Configuring, Reporting and
System Administration in Oracle HRMS.

Write a SQL*Plus Script Optional Step

Oracle HRMS supplies you with SQL*Plus scripts as templates for
extracting database information for standard letters. You can copy the
SQL*Plus script templates and modify them to create the standard
letters you require.
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Step 6

Step 7

Step 8

Step 9

See: Writing a SQL*Plus Script for MultiMate or WordPerfect,
Configuring, Reporting and System Administration in Oracle HRMS.

See: Writing a SQL*Plus Script for Microsoft Word, Configuring,
Reporting and System Administration in Oracle HRMS

Register the SQL*Plus Script Optional Step

Register your SQL*Plus program with Oracle HRMS. You register your
program so that you can run it as a concurrent program. Name the file
PERWP*** (or OTAWP***). You must use this prefix for the system to
recognize it as a type of letter.

Use the Concurrent Programs window.

See: Registering the SQL*Plus Script, Configuring, Reporting and System
Administration in Oracle HRMS.

Link the SQL*Plus Script to the Letter Optional Step

Link your SQL*Plus script with a letter and one or more statuses. In
Oracle Human Resources, you can link one or more applicant
assignment statuses with each recruitment letter. A request for the
letter is then created automatically when an applicant is given an
associated assignment status. For example, you can link your standard
recruitment rejection letter to the status Rejected so that the letter is
triggered when you set an applicant’s assignment status to Rejected

Use the Letter window.

See: Linking the SQL*Plus Script with the Letter, Configuring, Reporting
and System Administration in Oracle HRMS.

Writing a Skeleton Letter Optional Step

Write a skeleton letter using your word processor. Include the
appropriate merge codes from the data source for the word processor
you are using.

See: Writing a Skeleton Letter, Configuring, Reporting and System
Administration in Oracle HRMS.
Requesting Letters Optional Step

When you, or other users, set the status for an applicant or enrollment
that triggers your standard letters, Oracle HRMS creates a letter
request automatically, with the status of Pending. It also adds the
applicant’s or student’s hame to the request. You can view the pending
request and names through the Request Letter window.

Use the Request Letter window.
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Step 10

See: Requesting Letters, Configuring, Reporting and System
Administration in Oracle HRMS.
Merging the Data Files Optional Step

You now need to merge the data in the Data File with your skeleton
letters.

See: Merging the Data File with the Standard Letter, Configuring,
Reporting and System Administration in Oracle HRMS.

Method 2 — Concurrent Processing using Oracle Reports

2 -90

Step 11

Step 12

Step 13

Step 14

You can create a report for each letter using Oracle Reports, or another
tool of your choice. The report contains the skeleton letter text and
Select statements specifying the data to be extracted from the Oracle
database.

Plan Standard Letter Requirements Optional Step

You need to identify the database information to include in the letters.
See: Planning Standard Letter Requirements, Configuring, Reporting and
System Administration in Oracle HRMS.

Write and Register the Report Optional Step

You now need to write and register the report.

See: Writing and Registering the Report, Configuring, Reporting and
System Administration in Oracle HRMS.

Link the Report with a Letter Optional Step

You need to link your report with a letter and one or more statuses. In
Oracle Human Resources, you can link one or more applicant
assignment statuses with each recruitment letter. A request for the
letter is then created automatically when an applicant is given an
associated assignment status. In Oracle Training Administration, you
can link one or more enrollment statuses with each enrollment letter. A
request for the letter is then created automatically when an enroliment
is given an associated status.

Use the Letter window.

See: Linking the Report With a Letter, Configuring, Reporting and System
Administration in Oracle HRMS.

Run the Report Optional Step

When you, or other users, set the status for an applicant or enroliment
that triggers your standard letters, Oracle HRMS creates a letter
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request automatically, with the status of Pending. It also adds the
applicant’s or student’s name to the request. You can view the pending
request and names through the Request Letter window.

Then, when you change the letter request from Pending to Requested,
Oracle HRMS runs the report that you created.

Use the Request Letter window.

See: Running the Report, Configuring, Reporting and System
Administration in Oracle HRMS.

Method 3 - Online, Using Application Data Exchange (ADE)

Step 15

Create Standard Letters Optional Step
Define letters and create styles for each letter.

See Creating Standard Letters, Using Application Data Exchange.

Configure the People Management Templates

Step 16

Step 17

Extend the Checklist Lookup Values Optional Step

You can add your own values to the supplied list of checklist items and
statuses to be included in a template.

Define values for the CHECKLIST_ITEM and CHECKLIST_STATUS
Lookup Types.

Define values for BUDGET_MEASUREMENT_TYPES

Use the Application Utilities Lookups window.

See: Adding Lookup Types and Values, Configuring, Reporting and
System Administration in Oracle HRMS

Write Formulas for Templates Optional Step

You can use formulas to configure the people management templates in
the following ways:

» Template Validation Formula

« Template Information Formula

- People Management Message Formula for the Assignment Field
« People Management Message Formula for the Message Tokens

Use the Formulas window.
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Step 18

Step 19

See: Writing Formulas for Templates, Using Oracle FastFormula

Configure Templates Optional Step

You can use the Forms Configurator to create templates for your users
to use. We recommend that you use one of the supplied templates as a
basis for your configured version.

Use the Forms Configurator.

See: Forms Configurator, Configuring, Reporting and System
Administration in Oracle HRMS

Set up Notification Messages Optional Step

You can setup additional notification messages to be used with the
people management templates.

Use Oracle Workflow

See: Notification Messages Issued from Templates Forms, Configuring,
Reporting and System Administration in Oracle HRMS

Configure Oracle HRMS

2 -92

Step 20

Step 21

Define Elements and Distribution Sets Optional Step

Select element classifications or individual elements to define a set.
There are three types of set:

« Customization set
+ Run set
- Distribution set
Use the Element and Distribution Set window.
See: Defining an Element or Distribution Set, Configuring, Reporting and
System Administration in Oracle HRMS.
Define Configured Version of a Window Optional Step

Form Customization lets you restrict the types of information a user
can access in a specific window.

You can define your own window titles for any window configuration
option. Remember that the user guides and the online help use the
default window names to identify windows.

You can call the configured window in two ways:
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Step 22

Step 23

Step 24

Create Task Flows

- Define a customized node in a task flow

« Add the customization as an argument to the menu function
which calls the window

Use the Form Customization window.

See: Configuring a Window using CustomForm, Configuring, Reporting
and System Administration in Oracle HRMS.

Add Configured Window to a Menu or a Task flow Optional Step
You must add your configured windows to a menu or task flow.

See: Adding Configured Windows to a Menu or a Task Flow, see
Configuring, Reporting and System Administration in Oracle HRMS.
Restrict Access to Query—-Only Mode Optional Step

You can restrict access to query—only mode for an individual form.
See: Restricting Access to Query—-Only Mode, see Configuring, Reporting
and System Administration in Oracle HRMS.

Change the Default National Address Style Optional Step

The different national address styles are held and configured in the
Personal Address Information descriptive flexfield using the
Descriptive Flexfield Segments window. You can change the national
address style for any country.

See: Changing Default National Address Styles, see Configuring,
Reporting and System Administration in Oracle HRMS.

A task flow defines the selection of windows you want to use when
performing a specific task. These can be arranged in sequence or as
branched groups of Nodes, and you can include configured windows as
nodes in your task flow.

ﬁ Warning: Do not use apostrophes (’) or percent (%) symbols
in task flow names or task flow node names.

You can create task flows using:
« Forms: page 2 —93
« Workflow: page 2 - 94

Create Task Flows Using Forms

Step 25

Define Task Flow Nodes Optional Step

All of the task flow windows provided with Oracle HRMS have nodes
predefined for them. You can define new task flow nodes to provide
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Step 26

different versions of these windows. For example, if you wanted to use
CustomForm on a specific node in a task flow.

Use the Define Task Flow Nodes window.

See: Defining Task Flow Nodes, Configuring, Reporting and System
Administration in Oracle HRMS.

Define Task Flows Optional Step
Arrange the nodes of your task flows in sequential or branched groups

See: Defining Task Flows, Configuring, Reporting and System
Administration in Oracle HRMS.

Create Task Flows Using Workflow

2 -94

Step 27

Step 28

Step 29

Create a Top Level Process Optional Step

You must define a top level process for each task flow. The top level
process can contain sub processes, but not any other top level
processes.

You use the Process Diagrammers within Oracle Workflow to create
your task flows. You do this by adding and connecting the windows
you want to appear.

You must create a top level process, sub processes are optional.

See: Creating a Top Level Process, Configuring, Reporting and System
Administration in Oracle HRMS.

Create Sub Processes Optional Step

You can group a logical set of task flow windows into a sub process,
which can then be used by several top level processes. This simplifies
process modelling. Each sub process can contain other sub processes.
There are two rules to note regarding sub processes:

« A sub process cannot be defined as runnable.

« When you use a sub process in another process, you must
connect the sub process to the Top Node window.

See: Creating Sub Processes, Configuring, Reporting and System
Administration in Oracle HRMS.

Create Button Labels Optional Step

You can enter the label you want to appear on the task flowed
windows, such as Photo (for the Picture window), and such. Each task
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Step 30

Step 31

Step 32

Step 33

Step 34

flow window activity has an attribute called Button Label. Use this
attribute to override the default button label for a window and to
define an access key (or keyboard shortcut).

See: Creating Button Labels, Configuring, Reporting and System
Administration in Oracle HRMS.

Position Button Display Optional Step

You can position the display order of buttons on the window. For
example, you might want the first button to display the Picture
window.

See: Positioning Button Display, Configuring, Reporting and System
Administration in Oracle HRMS.

Identify Windows or Blocks to Display Optional Step

If you are creating task flows using the combined People and
Assignment window, complete this step, otherwise skip this step.

For most task flow windows, you must display the first block of the
window on entry. However, when you use the Combined People and
Assignment window in a task flow, you must specify whether to
display the People window (or block) or the Assignment window on
entry.

See: ldentifying Windows or Blocks to Display, Configuring, Reporting
and System Administration in Oracle HRMS.

Identify Configured Forms to Include in the Task Flow Optional
Step

If you have created a configured version of a window, you can use it in
the task flow. If not, you can skip this step.

See: Identifying Configured Forms to Include in the Task Flow,
Configuring, Reporting and System Administration in Oracle HRMS.
Verify and Save the Workflow Optional Step

When you have completed the task flow definition within Oracle
Workflow, use the Workflow Verify function to check that your
workflow conforms to Oracle Workflow modeling rules. When you
have successfully verified the Workflow, save it to the HRMS database.

See: Verifying and Saving the Workflow, Configuring, Reporting and
System Administration in Oracle HRMS.

Generate a Task Flow From Oracle Workflow Optional Step

After modelling a task flow in Oracle Workflow and saving it to the
database, you must generate task flow definitions.
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Define Menus

2 -96

Step 35

Step 36

Step 37

Use the Define Task Flow window.

See: Generate a Task Flow From Oracle Workflow, Configuring,
Reporting and System Administration in Oracle HRMS.

Define Menu Functions Optional Step

Menus are composed of submenus and functions and all Oracle
Applications are supplied with default functions and menus to give
you access to all of the available windowvs.

é Warning: You should not modify the default functions and
menus supplied with the system. On upgrade, these defaults
will be overwritten.

If you want to add window configuration options or task flows
you should define your own menus.

Use the Form Functions window.

See: Defining Menu Functions, Configuring, Reporting and System
Administration in Oracle HRMS.

Define Menus Optional Step

The supplied menus give you access to all of the available submenus.
However, a number of seeded functions are not enabled on these
menus. You need to add them for the responsibilities that should have
access to these functions:

Use the Menus window.

See: Defining Menus, Configuring, Reporting and System Administration
in Oracle HRMS.

Disable the Multiple Windows Feature Optional Step

In most Oracle Applications, you can open multiple windows from the
Navigator window without closing the window you already have
open. HRMS, however, does not support Multiform functionality.

|:| Attention: You must disable this feature on menu structures
that access Oracle HRMS windows.

See: Disabling Multiple Windows, Configuring, Reporting and System
Administration in Oracle HRMS.
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Define User Security

Any system that holds human resource and payroll information must
be secured against unauthorized access. To reach employee information
you need the correct security clearance.

The responsibility for defining and maintaining the internal security of
your system is usually given to your system administrator.
Defining Security for HRMS Users

Defining the access limits of each user is a multi-stage process which
defines which records a user can see and which forms and windows
they can see and use.

There are two security models to enable you to set up the right type of
security for your enterprise:

« Standard HRMS security model

Set up standard security if your enterprise sets up a different
responsibility for each business group.

« Security Groups Enabled security model

Use Security Groups Enabled security if your enterprise wants to
enable many business groups for one responsibility. This type of
security is most commonly used by Service Centers.

See Defining Security for HRMS Users: page 2 — 97

Defining Security for Reporting Users

You can also create reporting users who have read only access to data.
This can be useful if you want to permit access to the data from another
system.

See: Defining Security for Reporting Users: page 2 —101.

Defining Security for HRMS Users

Step 38

Set up the Enable Security Groups option for your Security Model
Optional Step

« If you are using Standard HRMS security, ensure that the Enable
Security Groups profile option is set to No at site and application
level.

« If you are using Security Groups Enabled security, ensure that
the Enable Security Groups profile option is set to Yes at the
application level.
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Step 39

Step 40

Step 41

Step 42

Step 43

Use the System Profiles Value window

See: System Profile Values, Oracle Applications System Administrator’s
Guide.

(Security Groups Enabled Model only) Run the Enable Multiple
Security Group Process Optional Step

If you are using the Security Groups Enabled model, you must run the
Enable Multiple Security Group process to set up Oracle HRMS to use
security groups.

Use the Submit a New Request window

See: Submitting a Request, Oracle Applications User’s Guide.

Define a Security Profile Optional Step

Use the Security Profile window (to give access to a single business
group) or the Global Security Profile window (to allow users to access
records from more than one business group).

See: Defining a Security Profile, Configuring, Reporting and System
Administration in Oracle HRMS.

Ensure Required Functions or Menus are Set Up Optional Step

This is required for the responsibility. For menu functions calling
configured forms or task flows, you must enter a parameter in the
Parameter field of the Form Functions window.

See: Set up Menus, Configuring, Reporting and System Administration in
Oracle HRMS.
Ensure Required Request Group is Set Up Optional Step

You can define the groups of standard reports and processes that a user
can run from the Submit a New Request window. Every responsibility
can have access to one request group.

Use the Request Group window.

See: Set up Menus, Configuring, Reporting and System Administration in
Oracle HRMS.

See: Request Groups Window, Oracle Applications System Administrator’s
Guide.

Define a Responsibility Optional Step
You need to define a responsibility.

Use the Responsibilities window.
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Step 44

Step 45

See: Responsibilities Window, Oracle Applications System Administrator’s
Guide

Set the User Profile Option Values for Responsibility Optional Step
Set the HR User Profile Options for the new responsibility.
You must set up the following:

+ HR: User Type

Use this profile option to limit field access on windows shared
between Oracle Human Resources and Oracle Payroll.

« HR:Cross Business Group

Set this profile option to Yes if you want users to be able to view
some information across all business groups in your enterprise.

For details of the information you can make available to users
across business groups, see User Profiles, Configuring, Reporting
and System Administration in Oracle HRMS.

« HR: Security Profile

— If you are using the Standard Security model, enter the
security profile for the responsibility. This must be set up at
responsibility level, otherwise the default view-all security
profile is used. Using Standard HRMS security you can only
set up one security profile for a responsibility.

— If you are using the Security Groups Enabled security model, do
not set up or amend the HR: Security Profile option using
the System Profile Values window. To set up or change this
profile option use the Assign Security Profile window.

You can set also set up other User Profile Options.

Use the System Profile Values window.

See: System Profile Values Window, Oracle Applications System
Administrator’s Guide

Associate a Responsibility With a Set of Help Files Optional Step

Oracle Applications Help for HRMS defaults to Global help, but you
can associate a responsibility with a set of help files for a localization,
such as Canada, US or UK, or for a verticalization such as Oracle
Federal HRMS. You do this by setting the user profile
Help_Localization_Code.

See:User Profiles, Configuring, Reporting and System Administration in
Oracle HRMS.
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Step 46

Step 47

Step 48

In addition to associating a responsibility with a localization or a
verticalization you can also specify that a particular responsibility
should have access to a configured subset of the localized or
verticalized help files.

See: Customizing Oracle Applications Help, Oracle Applications System
Administrator’s Guide.

Create Usernames and Passwords Optional Step

- If you are using the Standard Security model, you need to create
usernames and passwords and link responsibilities to users.

- If you are using the Security Groups Enabled security model, you
need to create usernames and passwords. Do not link
responsibilities and security groups (business groups) to users in
the Users window for HRMS; instead, use the HRMS Assign
Security Profile window.

Attention: If you do enter a responsibility and security group

|:| in this window when using Security Groups Enabled security,
you still need to use the Assign Security Profile window, to link
your user to a responsibility and security profile. If you do not
use the Assign Security Profile window, the default view-all
security profile is used and your user will be able to see all
records in the business group.

Use the Users window.

See: Users Window, Oracle Applications System Administrator’s Guide
(Security Groups Enabled Model only) Assign Security Profiles
Optional Step

If you are using the Security Groups Enabled model, associate a
security profile with a user, responsibility and business group.

|:| Attention: You cannot use the HRMS Assign Security Profile
window to link responsibilities to users if you are setting up
Standard Security.

Use the Assign Security Profile window.
See: Assigning Security Profiles, Configuring, Reporting and System
Administration in Oracle HRMS.

Run Security List Maintenance Process (LISTGEN) Optional Step

Oracle HRMS uses the Security List Maintenance process to generate
the lists of organizations, positions, payrolls, employees and applicants
that each security profile can access.
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|:| Attention: When you initiate the Listgen process you must
enter the resubmission interval to run Listgen every night

You must do this so that the system will automatically update
the lists with the data changes you make every day.

If a power or computer failure should disrupt this process, you
can initiate it manually from the Submit a New Request
window.

When this process has completed successfully you can sign on to the
system using the new username and responsibility.

Use the Submit a New Request window

See: Submitting a Request, Oracle Applications User’s Guide.

Defining Security for Reporting Users

Step 49

Step 50

Step 51

Step 52

Create a New Reporting User Oracle ID Optional Step

If you want reporting users to have the same restricted access to
records as your online users, ask your ORACLE Database
Administrator to create a new ORACLE User ID.

Reporting Users have read only access to data. This can be useful if you
want to permit access to the data from another system.

Note: You need to inform Reporting Users of their Reporting
Username and Password.

Register the New Oracle ID Optional Step
Register the new ORACLE ID with Application Object Library.

Use the Register window.

Define a Security Profile Optional Step

Using a view-all responsibility, you can define security profiles in the
Security Profile window.

Use the Security Profile window.

See: Defining a Security Profile, Configuring, Reporting and System
Administration in Oracle HRMS.

Run Generate Secure User Process (SECGEN) Optional Step

The Generate Secure User process will grant permissions to the new
Reporting User ORACLE ID. Until you run this process, reporting
users cannot access Oracle HRMS data using this security profile.
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1. Select Generate Secure User.

2. Inthe Parameters window, enter the security profile you created
for the ORACLE ID.

3. Submit your request.

A concurrent request ID appears in the ID field. You can check the
progress of your request on the View Concurrent Requests
window.

Use the Submit a New Request window

See: Submitting a Request, Oracle Applications User’s Guide.

Define Audit Requirements

2 -102

Step 53

Step 54

Turn on Auditing Optional Step

To turn on Auditing, set the AuditTrail:Activate profile option to Yes at
Site or Application level.

Use the System Profile Values window.

See: System Profile Values, Oracle Applications System Administrator’s
Guide.

Turning Audit on has no noticeable effect on the performance of the
system and users will not be aware of any extra delay in committing
their transactions.

Estimate File Sizing and Management Needs Optional Step

Whenever you choose to audit the actions of users of the system you
are deciding to keep the details of all the transactions which take place.
This will include before and after details as well as the details of who
made the change and when.

A Warning: In normal use the auditing of data can soon
generate large volumes of audit data, which even when stored
in a compressed format will continue to grow in size until you
reach the limits imposed by your environment. If you reach the
limits during active use then users will be unable to use the
system until you remedy the problem.

You are strongly advised to consider the scope of your audit activities
and how you will use the data you accumulate. Also you should
consider how often you will report on the audit data, and when you
will archive and purge your audit data.
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Step 55

Step 56

Step 57

Step 58

If you need more advice on this you should contact your Oracle
Support representative.

Define Audit Installations Optional Step

If you have installed more than one Oracle Application you can audit
across multiple installations. For Oracle HRMS you should enable
auditing for the HR user and the APPLSYS user.

See: Audit Installations Window, Oracle Applications System
Administrator’s Guide

Define Audit Tables and Columns Optional Step

With Oracle Applications you can define the level of detail you want to
audit. You define the individual fields of each record that you want to
audit.

+ Query the Table you want to audit
- Enter the columns you want to audit for that table
Use the Audit Tables window.
See: Audit Tables Window, Oracle Applications System Administrator’s
Guide
Define Audit Groups Optional Step

You can define one or more Audit Groups for your installation. You
might find this useful if you have more than one Oracle Application
installed.

Use the Audit Groups window.

See: Audit Groups Window, Oracle Applications System Administrator’s
Guide

Run AuditTrail Update Tables Process and AuditTrail Update
Datetracked Tables Process Optional Step

To start the AuditTrail activity you must submit the AuditTrail Update
Tables Process for all tables, and the AuditTrail Update Datetracked Tables
Process for all datetracked tables.

Use the Submit a New Request window.

See: Submitting a Request, Oracle Applications User’s Guide.
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PART

Technical Essays

T hese essays provide technical information which may be required
by the implementation team for initial data loading, customizing Oracle
HRMS, or integrating it with other applications or processes. This part
contains essays on the following topics:

DateTrack

Batch Element Entry

Dependents and Beneficiaries in Basic Benefits
Payroll Processes

Payroll Archive Reporter (PAR) Process
Balances in Oracle Payroll

US Payroll Tax Subsystem

FastFormula

Validation of Flexfield Values

Extending Security in Oracle HRMS

APIs in Oracle HRMS

Oracle HRMS Data Pump

Oracle Generic Third Party Payroll Backfeed
SQL Trace
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How DateTrack Works

DateTrack adds the dimension of time to an application’s database.

The value of a DateTracked record depends on the date from which
you are viewing the data. For example, querying an employee’s annual
salary with an effective date of 12-JUL-1992 might give a different
value than a query with an effective date of 01-DEC-1992. However,
the application and the user see the employee’s pay as a single record.

Behavior of DateTracked Forms

Update

3-2

This section describes the behavior of forms that incorporate
DateTracking.

When you begin to update or delete a record on a DateTracked form,
you are prompted with a number of choices. This section describes the
choices and their effect on the DateTracked table.

The term “today” refers to the effective date set by the user.

When a user first alters a field in a DateTracked block in the current
Commit unit, he or she sees a choice of Update prompts as follows:

- UPDATE - Updated values are written to the database as a new
row, effective from today until 31-DEC-4712. The old values
remain effective up to and including yesterday.

+ CORRECTION - The updated values override the old record
values and inherit the same effective dates.

If the user selects UPDATE, DateTrack checks whether the record being
updated starts today. If it does, a message warns that the previous
values will be lost (because DateTrack can only store information on a
day by day basis). DateTrack then changes the mode for that record to
CORRECTION.

Next, if UPDATE was selected, DateTrack checks whether the record
being updated has already had future updates entered. If it has been
updated in the future, the user is further prompted for the type of
update, as follows:

- UPDATE_CHANGE_INSERT (Insert) — The changes that the
user makes remain in effect until the effective end date of the
current record. At that point the future scheduled changes take
effect.
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Delete

- UPDATE_OVERRIDE (Replace) — The user’s changes take effect
from now until the end date of the last record in the future. All
future dated changes are deleted.

In most forms, users are prompted for the update mode for each record
they update. In some forms, they are asked for the update mode for
only the first record they update. Any other rows updated take the
same update mode. Users are not prompted again, until they have
committed or cleared any outstanding changes.

When deleting a record, the user is prompted for the type of delete.
There are four options, as follows:

« DELETE (End Date) — This is the DateTracked delete. The record
that the user is currently viewing has its effective end date set to
today’s date. The record disappears from the form although the
user can requery it.

« ZAP (Purge) — This is the total delete. All records matching the
key value, whatever their date stamps, are deleted.

+ FUTURE CHANGE (All) — This choice causes any future dated
changes to the current record, including a future DateTracked
delete, to be removed. The current record has its effective end
date set to 31-DEC-4712.

The record can again be displayed by requerying.

- DELETE NEXT CHANGE (Next Change) — This choice causes
the next change to the current DateTracked record to be
removed.

Where another future dated DateTracked row exists for this
record, it is removed and the current row has its effective end
date set to the effective end date of the deleted row.

Where no future DateTracked row exists, but the current row has
an end date other than 31-DEC-4712, then this option causes the
effective end date to be set to 31-DEC-4712. This means that a
date effective end is considered to be a change.

Notice that this option again removes the current row from the
form, though it can be displayed again by requerying.

DateTrack 3-3



Insert

The user is not prompted for any modes when inserting a record. The
effective start date is always set to today (Effective Date). The effective
end date is set as late as possible. Usually this is 31-DEC-4712,
although it can be earlier especially when the record has a parent
DateTracked record.

Table Structure for DateTracked Tables

Example

A DateTracked (DT) record is what the application and the user see: a
single DT record for each key value. However, this DT record may
change over time, so it may correspond to one or more physical rows in
the database. The history for the record is held by storing a row when
the record is created, and an extra row every time the record changes.
To control these rows, every DateTracked table must include these
columns:

EFFECTIVE_START_DATE DATE NOT NULL
EFFECTIVE_END_DATE DATE NOT NULL

The effective start date indicates when the record was inserted. The
effective end date indicates when the record was deleted or updated.
A deleted record has the highest end date of all the rows with that key;,
but for an updated record there will be at least one row for this key
with a higher effective end date.

As time support is not provided, the effective start date commences at
0000 hours and the effective end date finishes at 2359 hours. This
means that a DT record can change at most once per day.

EMPID EMPNAME SALARY EFFECTIVE_ EFFECTIVE_
START_DATE END_DATE
3203 SMITH 17,000 12-MAR-1989 19-JUL-1989
3203 SMITH 18,200 20-JUL-1989 20-JUL-1989
3203 SMITH 18,400 21-JUL-1989 01-DEC-1989

Example of DateTracked Table Contents
The table above shows the physical table after the user has done the
following:

« Set the effective date to 12-MAR-1989. Inserted record for
SMITH.
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- Set the effective date to 20-JUL-1989. Updated SMITH record
with new salary.

« Set the effective date to 21-JUL-1989. Again updated SMITH
record with new salary.

- Set the effective date to 1-DEC-1989. Deleted record for SMITH.

The table below shows what the user sees on querying the SMITH
record at different effective dates.

EFFECTIVE EMPID EMPNAME SALARY
DATE

11-MAR-1989 ** no rows retrieved

12-JUN-1989 3203 SMITH 17,000
21-JUL-1989 3203 SMITH 18,400
02-DEC-1989 ** no rows retrieved

Example of Query Results for a DateTracked Table

Because the primary key column in the table is no longer unique, any
indexes on the table that included the primary key column must now
also include the EFFECTIVE_START_DATE and
EFFECTIVE_END_DATE columns.

List of DateTracked Tables

To get a list of the DateTracked tables used in Oracle Human
Resources, select from the data dictionary where the table name is like
Application Short Name%F. Substitute in the HRMS application short
code you are interested in (such as PER or BEN).

For each of the DateTracked tables there is a DateTracked view called
<TABLE NAME> and a synonym pointing to the full table called
<TABLE NAME_F>.

Creating a DateTracked Table and View

The previous section described the table structure of a DateTracked
table. This section describes the steps to go through to create a
DateTracked table and view.

You must use the following nomenclature for DateTracked tables:
Base table: <TABLE NAME_F>
DateTracked view: <TABLE NAME>
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Example

In addition to the DateTracked view, there is another view that shows
the rows in the table as of SYSDATE. The name of this view is derived
by replacing the _F at the end of the table name by _X.

To incorporate DateTrack on to an existing table called EMPLOYEES,
follow these steps:

1.

Create a new table called EMPLOYEES_F that is identical to
EMPLOYEES but with the columns EFFECTIVE_START_DATE
and EFFECTIVE_END_DATE added. Normally you would set the
EFFECTIVE_START_DATE and EFFECTIVE_END_DATE columns
to the maximum range.

CREATE TABLE EMPLOYEES_F AS
SELECT EMPLOYEES. *,
TO _DATE(’ 01-01-0001" , ' DD-MON-YYYY' ) EFFECTI VE_START_DATE,
TO _DATE(’ 31-12-4712’ ,’ DD-MON-YYYY' ) EFFECTI VE_END _DATE
FROM EMPLOYEES;
ALTER TABLE EMPLOYEES_F
MODI FY ( EFFECTI VE_START_DATE NOT NULL,
EFFECTI VE_END_DATE NOT NULL) ;

Remove the old table.
DROP TABLE EMPLOYEES

If the old table already has the two new columns, just rename it.
RENAME EMPLOYEES TO EMPLOYEES_F;

Create the New Unique Indexes of the DateTracked Table by
dropping the old indexes, creating the new unique indexes as old
unique index + EFFECTIVE_START_DATE +
EFFECTIVE_END_DATE, and creating the new non-unique
indexes the same as the old non-unique indexes.

Create a DateTracked view called EMPLOYEES. This view uses
the entry in FND_SESSIONS for the current user effective id for the
effective date.

CREATE VI EW EMPLOYEES AS
SELECT *
FROM  EMPLOYEES F
WHERE  EFFECTI VE_START_DATE <=
( SELECT EFFECTI VE_DATE
FROM FND_SESSI ONS
WHERE FND_SESSI ONS. SESSI ON_I D = USERENV(’ SESSI ONI D' ))
AND EFFECTI VE_END DATE >=
( SELECT EFFECTI VE_DATE
FROM FND_SESSI ONS
WHERE FND_SESSI ONS. SESSI ON_| D = USERENV(’ SESSI ONI D' ))
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4. To create the view EMPLOYEES_X based on the table
EMPLOYEES_F, use the following SQL.:

CREATE VI EW EMPLOYEES_X AS

SELECT *

FROM EMPLOYEES_F

WHERE  EFFECTI VE_START_DATE <= SYSDATE
AND EFFECTI VE_END_DATE >= SYSDATE

Restricting Datetrack Options Available to Forms Users

Global Variables

When a user edits or deletes a datetracked record, the system displays
a window asking the user what type of update or deletion to perfom.
Before it displays this window, the system calls a custom library event
(called DT_SELECT_MODE). It passes in the list of buttons that
DateTrack would normally display (such as Update and Correction).

Your custom code can restrict the buttons displayed. If necessary, it can
require that the user is given no update or delete options, and receives
an error message instead. However, it cannot display buttons that
DateTrack would not normally display for the entity, effective date, and
operation the user is performing.

If the user chooses Update and future changes exist, the custom library
event point may be executed a second time so your custom code can
determine whether the user is given the two update options: Insert and
Replace.

The following global variables can be used at the DT_SELECT_MODE
event. They are not available at any other CUSTOM library event.

Global Variable Name Read/Write Description

g_dt_update Read and write Set to TRUE when the product would
normally display the Update button
on the mode selection window.
Otherwise set to FALSE.

g_dt_correction Read and write Set to TRUE when the product would
normally display the Correction
button on the mode selection
window. Otherwise set to FALSE.

g_dt_update_change_insert | Read and write Set to TRUE when the product would
normally display the Insert button on
the mode selection window.
Otherwise set to FALSE.

Global Variables at DT_SELECT_MODE Event
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Global Variable Name

Read/Write

Description

g_dt_update_override

Read and write

Set to TRUE when the product would
normally display the Replace button
on the mode selection window.
Otherwise set to FALSE.

g_dt_zap

Read and write

Set to TRUE when the product would
normally display the Purge button on
the mode selection window.
Otherwise set to FALSE.

g_dt_delete

Read and write

Set to TRUE when the product would
normally display the End Date button
on the mode selection window.
Otherwise set to FALSE.

g_dt_future_change

Read and write

Set to TRUE when the product would
normally display the All button on
the mode selection window.
Otherwise set to FALSE.

g_dt_delete_next_change

Read and write

Set to TRUE when the product would
normally display the Next button on
the mode selection window.
Otherwise set to FALSE.

Global Variables at DT_SELECT_MODE Event

Attention: Custom code can change a TRUE value to FALSE.
|:| However, if it tries to change a FALSE value to TRUE, the
system ignores this change.

Enabling the DT_SELECT_MODE Event

To enable the DT_SELECT_MODE event, add the following code to the
STYLE procedure in the CUSTOM package, CUSTOM library:

if event_nane = ' DT_SELECT_ MODE
return customafter;

el se

return custom standard;

end if;

Example Custom Code

t hen

Suppose you wanted to stop the Delete mode button from being
displayed on the Mode Selection window when DateTrack would
normally make it available. You could add the following code to the
EVENT procedure in the CUSTOM package, CUSTOM library:
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if (event_name = ' DT_SELECT_MCDE' ) then
i f name_in(’ GLOBAL. G DT_DELETE') = 'TRUE then
copy(’ FALSE', ' GLOBAL. G DT_DELETE');
end if;
end if;
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Create and Modify DateTrack History Views

DateTrack History is available in most windows where you can enter
date tracked information. DateTrack History enables you to track
changes made to records and fields, and by whom. You can select the
fields you want to focus on and view the changed values in those fields
over time.

DateTrack History is available from a button on the toolbar.

What Can You Create and Modify?

You can create new views or modify existing views to customize the
information displayed. You can:

- Create a view to join to other tables. This enables you to use a
meaningful table name as a column header. By contrast, the base
table can only display an ID of another table.

- Determine the fields to display, by modifying the views.

- Modify views to display column names aliases for the
meaningful names you have defined for descriptive flexfield
segments.

- Determine which view to use dependent on criteria of your
choice, such as the Business Group ID.

What Happens When You Request DateTrack History?

3-10

When you request DateTrack History, Oracle HRMS extracts the
information from one of three sources. The application looks first for
the alternative view specified by the custom library and if one exists,
extracts the information from there. If there isn’t an alternative view
specified, it looks next for a default DateTrack History view from
which to extract the information, and if that doesn’t exist, it extracts the
information from the base table. It then displays the information in the
DateTrack History Change Field Summary window.

The name of the default DateTrack History view is the same as that of
the base table, except that the suffix _F is replaced by _D. For example,
if the base table is PER_ALL_PEOPLE_F, the application looks for a
view called PER_ALL PEOPLE D.

Note: Itis possible to define more than one History view for
each datetracked table, so there might be examples where the
History view name does not follow this naming convention.
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When a view exists, the application reads the information about the
entity name and column prompts from the DateTrack tables:

. DT_TITLE_PROMPTS_TL
. DT_DATE_PROMPTS_TL
. DT_COLUMN_PROMPTS_TL

If the column information is not available in the
DT_COLUMN_PROMPTS_TL table, the information is obtained from
the view definition. The DateTrack History code modifies the column
names of the table or view before presenting them. Underscores are
replaced by spaces and the first letter of each word appears in upper
case.

Rules for Creating or Modifying DateTrack History Views

DateTrack History views should have the same name as the
corresponding base table, wherever possible, except that the suffix _F is
replaced by _D. If you are using custom library to specify an alternative
view, the view name is different, but you should still use the _D suffix.

All views must contain the following columns:
« The primary key of the base table
« The effective start date of the base table
+ The effective end date of the base table
« The last updated date column

« The last updated by column. (Obtain the actual user name by an
outer join to FND_USER_VIEW).

Note: There is a limit of 35 columns in Date Track History
views. The primary key, effective start date, and effective end
date columns must be present in the view but cannot be seen in
the DateTrack History windows.

Do not edit the supplied DateTrack History view creation scripts. If
you want to customize the supplied DateTrack History views, copy the
scripts and modify the copies instead. After an upgrade, you should
check that your customizations are consistent with the new views
supplied with the upgrade. If so, you can rerun your customized view
creation scripts to recreate your customized views.

Update Folder Definitions When Adding Columns

Adding an additional column to DateTrack History views can affect the
column order, and if you have previously saved folders, the data
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displayed and the prompts might no longer match up. This is because
the Date Track History Change Field Summary window displays the
column names in alphabetical order, but with the effective date values
in the first two columns.

We recommend that you update any folder definitions straight after
you apply the new view to the database, otherwise the data displayed
and the prompts in folders might not match up in future.

Example of a DateTrack History View
In this example, the base table is PAY_GRADE_RULES_F.

create or replace view pay_grade_rules_d
(grade_rule_id,
effective_start_date,
ef fective_end_date,
maxi mum
m d_val ue,
m ni mum
gr ade,
rate_type,
| ast _updat e_dat e,
| ast _updat ed_by)
AS
sel ect GRULE. grade_rule_id,
GRULE. ef fecti ve_start_date,
GRULE. ef fecti ve_end_dat e,
GRULE. maxi mum
GRULE. mi d_val ue,
GRULE. mi ni mum
GRADE. nane,
HR1. neani ng,
GRULE. | ast _updat e_dat e,
FUSER. user _nane

from pay_grade_rules_f GRULE

, per _grades GRADE

, hr _I ookups HR1

, fnd_user _view FUSER

where GRADE. grade_id = CRULE. grade_or _spinal _point_id
and HR1. | ookup_code (+)= GRULE.rate_type
and HR1. | ookup_t ype (+)= ' RATE_TYPE
and FUSER. user _i d (+) = GRULE. | ast _updat ed_by

Using Alternative DateTrack History Views

Before the DateTrack History Change Field Summary window displays,
the system calls a custom library event (called DT_ CALL_HISTORY).
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Global Variables

It passes in details of the current record and which DateTrack view the
product normally uses. You can write custom code to change the name
of the view DateTrack History should use. Your code can include IF
statements that determine which view to use in different circumstances.

Note: Itis your responsibility to ensure that the alternative
view exists in your database and the relevant users have select

access to it.

For each additional view, you need to insert extra rows into the

DT _TITLE_PROMPTS_TL and DT_COLUMN_PROMPTS_TL tables,
based on the view name. Use SQL*Plus scripts to maintain the extra
table contents and view definitions.

The following global variables can used at the DT_CALL_HISTORY
event. They are not available at any other CUSTOM library event.

Global Variable Name Read/Write Description

g_dt_basetable Read only Name of the database table
where the data is held. For
example: PER_ALL_PEOPLE_F

g_dt_uidfield Read only Name of the surrogate ID on the
database table. For example:
PERSON_ID

g_dt_uidvalue Read only The surrogate ID value for the

current record.

g_dt_alternative_history_view

Read and Write

Usually DateTrack History
gueries the history data from a
database view that has the same
name as the database table,
except the _F suffix is changed to
_D. In that case this global
variable is null. For example
when the database table is
PER_ALL_PEOPLE_F, the
PER_ALL_PEOPLE_D view is
used. If you want to use a
different view, set this global
variable to the actual view name
(even if the variable is initially
null).
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Enabling the DT_ CALL_HISTORY Event

To enable the DT_CALL_HISTORY event add the following code to the
STYLE procedure in the CUSTOM package, CUSTOM library:

if event_nane = ' DT_CALL_HI STORY' then
return customafter;

el se
return custom standard

end if;

Example Custom Code

Suppose you want to use a different view whenever the standard
product would normally use the PER_ALL_PEOPLE_D view. Add the
following code to the EVENT procedure in the CUSTOM package,
CUSTOM library:

if (event_name = 'DT_CALL_HI STORY') then
if name_in(’global.g_dt_basetable’) = 'PER ALL_PEOPLE_F' then
copy
(" NAME_OF_OTHER VI EW
,"global.g_dt_alternative_history_view
)i
end if;
end if;
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List of DateTrack History Views

The supplied views and view creation scripts are as follows:

View Name

Based on (table)

View Creation Script

BEN_BENEFIT_CONTRIBUTIONS_D

BEN_BENEFIT_CONTRIBUTIONS_F

pedtbbcf.sql

HXT_ADD_ASSIGN_INFO_D

HXT_ADD_ASSIGN_INFO_F

hxtdtaas.sql

HXT_ADD_ELEM_INFO_D

HXT_ADD_ELEM_INFO_F

hxtdtael.sql

HXT_SUM_HOURS_WORKED_D

HXT_SUM_HOURS_WORKED_F

hxtdtsum.sql

HXT_TIMECARDS_D HXT_TIMECARDS_F hxtdttim.sq|
PAY_ALL_PAYROLLS D PAY_ALL_PAYROLLS F pydtpayr.sql
PAY_BALANCE_FEEDS D PAY BALANCE_FEEDS F pydtbalf.sql
PAY_CA_EMP_FED _TAX_INFO_D PAY_CA_EMP_FED _TAX_INFO_F pycadtfd.sql
PAY_CA_EMP_PROV_TAX_INFO_D PAY_CA_EMP_PROV_TAX_INFO_F pycadtpv.sql
PAY_COST_ALLOCATIONS_D PAY_COST_ALLOCATIONS_F pydtpcst.sql
PAY_ELEMENT_LINKS_D PAY_ELEMENT_LINKS_F pydtelin.sql
PAY_ELEMENT_TYPES_D PAY_ELEMENT_TYPES_F pydtetyp.sql
PAY_FORMULA_RESULT_RULES_D PAY_FORMULA_RESULT_RULES_F pydtfmrr.sgl
PAY_GRADE RULES D PAY_GRADE_RULES F pydtgrdt.sql
PAY_INPUT_VALUES_D PAY_INPUT_VALUES_F pydtinpv.sql
PAY_LINK_INPUT_VALUES_D PAY_LINK_INPUT_VALIES_F pydtliiv.sql
PAY_ORG_PAYMENT METHODS D PAY_ORG_PAYMENT METHODS F pydtpaym.sql
PAY_PERSONAL_PAYMENT METHODS D |PAY_PERSONAL_PAYMENT METHODS F | pydtppym.sql
PAY_STATUS PROCESSING_RULES D PAY_STATUS_PROCESSING_RULES F pydtstpr.sq|
PAY_USER_COLUMN_INSTANCES D PAY_USER_COLUMN_INSTANCES F pydtucin.sql
PAY_USER_ROWS D PAY_USER_ROWS_F pydtussrr.sql

PER_ALL_ASSIGNMENTS_D

PER_ALL_ASSIGNMENTS_F

pedtasgn.sql

PER_ALL_PEOPLE_D PER_ALL_PEOPLE_F pedtpepl.sq
PER_ASSIGNMENT BUDGET VALUES D | PER_ASSIGNMENT BUDGET VALUES F | pedtabv.sgl
PER_COBRA_COVERAGE_BENEFITS_D PER_COBRA_COVERAGE_BENEFITS_F pedtccbf.sql

DateTrack History Views

DateTrack
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View Name

Based on (table)

View Creation Script

PER_GRADE_SPINES_D PER_GRADE_SPINES_F pedtgrsp.sql
PER_SPINAL_POINT_PLACEMENTS_D PER_SPINAL_POINT_PLACEMENTS_F pedtsppp.sql
PER_SPINAL_POINT_STEPS_D PER_SPINAL_POINT _STEPS_F pedtspst.sql
PER_PERSON_TYPE_USAGES_D PER_PERSON_TYPE_USAGES_F pedtptu.sql
PER_CONTRACTS_D PER_CONTRACTS_F peditctc.sql

DateTrack History Views
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PayMIX Views

The US PayMIX utility is not supported in Release 11i. BEE (Batch
Element Entry) should be used instead; it has been upgraded to
provide superior functionality.

However to support existing customers who have used PayMIX in
earlier releases of Oracle Payroll, the following changes have been
made to the PayMIX objects.

Renaming of PayMIX Tables

The PayMIX tables have all been renamed as <original
tablename>_OLD for reference purposes, in case you ever need to
check their contents.

Previous Table Name New Name
PAY_PDT BATCH_CHECKS PAY_PDT _BATCH_CHECKS
OoLD

PAY_PDT_BATCH_EXCEPTIONS |PAY_PDT BATCH_
EXCEPTIONS_OLD

PAY_PDT_BATCH_HEADERS PAY_PDT _BATCH_
HEADERS_OLD

PAY PDT_BATCH_LINES PAY_PDT_BATCH_LINES_OLD

PAY PDT_LINE_ERRORS PAY_PDT_LINE_ERRORS_OLD

Renamed PayMIX Tables

Views From PayMIX Tables to BEE Tables

The PayMIX batch header table PAY_PDT_BATCH_HEADERS has
been replaced by a view on the BEE batch header table

PAY BATCH_HEADERS. Similarly the PayMIX batch lines table
PAY _PDT BATCH_LINES has been replaced by a view on the BEE
batch line table PAY_BATCH_LINES.

Thus an insertion, update or delete into either of these PayMIX tables
now causes an insertion, update, or delete in the BEE tables. If you
have written a third party interface to manipulate PayMIX batches,
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creation of a batch using your interface now results in the creation of a
BEE batch. To process this batch, you must use the BEE Batch Header
window.

Due to various inconsistencies between the original PayMIX tables and
the BEE tables, the following rules have been enforced in the views
mapping the PayMIX tables to the BEE tables:

+ The batch_id given to a batch should be derived from the
PAY_BATCH_HEADERS_S sequence.

« The name given to a batch created via the views will be Batch
<batch_id>".

The following restrictions also exist:

+ As the batch is processed using the BEE engine, the PayMIX
checks, exceptions and line_errors tables cannot be supported.

+ In previous releases, PayMIX identified, from the contents of the
batch, whether additional Special Inputs element entries were
required. It created them if necessary. Neither the BEE engine
nor the PayMIX views perform this operation in Release 11.i.

Therefore, processing a Deduction or Earning type batch does
not result in the creation of Special Inputs element entries unless
rows have been explicitly created in the batch for these entities.

Attention: We strongly recommend that customers use the

|:| BEE tables directly to create new batches, rather than these
views. The definitions of the views are extremely complicated
and hence their performance is inferior to the BEE tables.

PayMIX Windows in Release 11i

The PayMIX windows are provided in Release 11i but do not appear on
the default menus. They have been altered to use the new views and
support the majority of the functionality they provided for PayMIX in
earlier releases. They may be used to create, select, update, and delete
batches. However, you must query and process the batch in the BEE
Batch Header window to transfer it to the Oracle HRMS Entries table.

So, for example, you can create a batch using your own third party
interface, and then use the PayMIX windows to query and edit the
batch. Remember that Special Inputs lines must be created manually if
they are required within Deduction and Earning type batches.

|:| Attention: However we strongly recommend that you use the
BEE windows to create and manipulate new batches.
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Creating Control Totals for the Batch Element Entry Process

Batch control totals provide a mechanism for customizing the validation
of batch contents to meet particular user requirements. This validation
may be done for example, by doing total, or average operations on the
batch lines and matching the values with values entered by the user.

Batches can be entered and viewed using the Batch Header window, and
other windows available from it.

Setting Up Control Totals

A control total type is predefined for checking the number of lines in a
batch (control type = Total Lines).

You can create control totals to sum numerical element input values by
defining a lookup for the lookup type CONTROL_TYPE. See: Setting Up
BEE Validation Using Control Totals, Managing Total Compensation Using
Oracle HRMS.

If you need other kinds of control totals, you can define lookups for
them, but you must also write a validation procedure for checking the
batch against the total. The next section explains how to write this
validation procedure.

Creating the SQL Code

Parameters

The following procedure is delivered with a null statement in it. Replace
the null statement with your customized control total validation code.

« Procedure: check_control
- Package: user_check
+ File: pyusrchk.pkb

The check_control procedure is executed during the batch validation
phase of the BEE process. The parameters passed to this procedure are:

« p_batch_id The batch ID.
« p_control_type The name of the control total.

« p_control_total The user entered value to match.
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Batch Lines

Two other parameters (p_status, p_message) are used in this procedure
to return an error code and message to the system if the batch control
total validation fails.

Each line of batch data is stored as a record in the pay_batch_lines table.
The data is stored in the fields value_1 — value_15. The number of the
field corresponds to the column in the Batch Lines window.

For example, if you want to validate a check digit, you could use the
following PL/SQL code as a basis:

PROCEDURE check_control
(

p_batch_id I'N NUMBER,
p_control _type I'N VARCHARZ,
p_control _total IN VARCHARZ,
p_status IN OUT VARCHAR2,
p_nessage (08)) VARCHAR2

) IS

total NUMBER;

BEG N

—— Check the control type is the one we're expecting
IF p_control _type = "CHECK DIG@ T THEN
—— Calculate the MOD 10 of total values in value_1
SELECT MOD( NVL( SUM val ue_1),0),10) INTO total FROM
pay_batch_lines
WHERE batch_id = p_batch_id;
—— Conpare with the user entered val ue
IF total <> p_control _total THEN
— Create the error nessage to return and set the status to

E(rror)
p_message := 'Control total TOT1 (° || p_control _total ||
"does not nmatch cal culated value (' || total ||
)
p_status :="FE;
ENDI F;
ENDI F;

END check_control ;

This, however, is a very simplistic example. If batch lines within the
same batch are entered for more than one element then the value
columns may vary between elements. Here is a more complex example
to validate the check digit on the input value ’Identification’:

PROCEDURE check_control

(
p_batch_id I'N NUMBER,

p_control _type I'N VARCHAR2,
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p_control _total I'N VARCHARZ,

p_status IN QUT VARCHAR2,

p_nessage ot VARCHAR2
) IS

CURSOR c1 | S

SELECT DI STI NCT el ement _type_id
FROM pay_batch_li nes
WHERE batch_id = p_batch_id;

rl cl¥ROMYPE;

total NUMBER;

val ue_num NUMBER,

sql str VARCHAR2( 200) ;

c2 | NTECER,
ret | NTECGER;
BEG N

—— Check the control type is the one we’'re expecting
IF p_control _type = ' CHECK DI A T2' THEN
total := 0;

—— Loop through each element in the batch lines
FORrl1 INcl LOOP

— Find out the value nunber that ’'ldentification’ is in
SELECT di spl ay_sequence
I NTO val ue_num
FROM pay_i nput _val ues iv,
pay_bat ch_headers bh,
pay_el enment _types et
WHERE bh. batch_id = p_batch_id AND
i v. business_group_id = bh. busi ness_group_id AND
et.element_type_id = rl.element_type_id AND
iv.element _type_id = et.elenment_type_id AND
iv.nane = 'ldentification;

— Create an SQL string to add the val ues

sql str := " SELECT MOD(NVL(SUMval ue_' || val ue_num ||
"), 0),10) " ||
" FROM pay_batch_lines ' ||
"WHERE batch_id ="' || p_batch_id || ° AND’

|| element _type_id =""" |]
rl.element_type_id || "' ";

—— Call the string using dynamc SQ and put the value in 'total’
c2 : = dbms_sql . open_cursor;
dbns_sql . parse (c2,sqlstr,dbns_sql.v7);
dbns_sql . define_colum (c2,1,total);
ret := dbns_sql.execute (c2);
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ret := dbns_sqgl.fetch_rows (c2);

Check we got sone val ues back
if ret >0 then
dbns_sql . col um_val ue (c2,1,total);
el se
total := 0;
end if;

dbns_sql . cl ose_cursor (c2);

Check the total matches the user entered value and create an
error nessage if it doesn't
IF total <> p_control _total THEN

p_nmessage := 'Check digit expected '||p_control _total]||
" but got '||to_char(total);
p_status :="FE;
END | F;
END LOOP;
END | F;

END check_control ;
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US Dependents and Beneficiaries

Overview

Design

This essay discusses implementing dependents and benficiaries in the
US for basic benefits administration. Specifically, it covers the following
topics:

+ Overview
+ Design
« Windows and data entry

- Additional notes

Oracle HRMS maintains basic benefit enroliments. A benefit enroliment
gives rise to an employee contribution, which is deducted from the
employees pre—tax or post-tax pay, and an employer contribution. A
benefit enrollment has a coverage type.

A benefit enrollment may have a number of covered dependents.
Details of the covered dependents are stored on the database. Covered
dependents may be entitled to continued coverage through COBRA
upon termination of the employee enrolled.

A benefit enrollment may have designated beneficiaries. Multiple
beneficiaries may be designated for a benefit enrollment. Each
designated beneficiary must have a proportion of the benefit assigned
to them. Beneficiaries may also have a level specified for them. Benefit
goes to the highest surviving level only.

Details of beneficiaries are stored on the database. There should, at
least, be sufficient information to allow the beneficiary to be contacted
in the case of payment. Beneficiaries may be either people or
organizations.

Benefit plans are defined as element types. The benefit plan has a
benefits classification. Benefit plans have input values of coverage,
employee contribution and employer contribution. At creation time the
user is prompted to specify if the units of measure of the contributions
are to be money or units (usually percentages). Both contribution input
values have the same unit of measure.
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The benefits classification indicates whether the benefit plan requires or
allows beneficiaries or dependents.

The benefit classification includes a flag to indicate if the benefit
contributions table is to be used to determine benefit contributions. If
the benefit contribution table is to be used, then benefit coverages for a
benefit plan and the contributions for them are defined in the benefits
contributions table. There is an entry for each coverage type with the
default employer and employee contribution.

An element entry is given to an assignment to enroll in a benefit plan.
Enrollments should always be for the primary assignment. Deductions
will be made for the benefit plan.

Depending on the dependents allowed flag for the benefit
classification, a benefit plan may have various coverage types, such as
employee only, employee and spouse, employee and children and
employee and family. The coverage type is held on the coverage input
value for the benefit enroliment.

If the benefit classification specifies that dependents are not allowed for
this benefit plan, the coverage input value is set to Employee Only. The
employee and employer contribution input values are copied from the
contribution table but can be overwritten for individual employees.

If the benefit plan benefit classification allows dependents or
beneficiaries, it is possible to work flow from the Element Entries
window to the Covered Dependents window (dep) and the designate
beneficiaries window (ben). (It is possible for a benefit plan to allow
both dependents and beneficiaries).

Dependents for a benefit plan are stored on the database in the people
tables. The user enters dependents using the define contact window. A
valid dependent type is any contact type with a row existing in the
valid dependent types table. Entries in the valid dependent type table
are provided as startup data and specify which contact types are
covered by a coverage type.

If the benefit enrollment coverage is other than Employee Only, then
the covered dependents table is populated for the benefit enrollment
element entry.

The Covered Dependents window allows the user to modify the
covered dependents for a benefit enrollment. Allowed dependents are
restricted to those who had a dependent flag set when entered, and
who are of a valid dependent type for the coverage. Covered
dependents are date effective. It is possible to display the date tracked
history of dependents covered by a benefit enroliment.

The beneficiaries allowed flag on the benefit classification specifies
whether beneficiaries may be designated for a benefit plan.
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Beneficiaries can be organizations or people. People may be entered
using the define contact screen. The contact should have the beneficiary
flag set. The relationship to the plan enrollee is not significant.

Organizations may be entered using the Organization window. The
organization is given a classification of benefit beneficiary. The benefit
beneficiary organization type is provided with the startup data.
Beneficiary organization addresses may be entered using the location
screen. The location screen includes a field into which a contact at the
organization may be entered.

Beneficiaries are specified using the designate beneficiary window. This
window allows the user to enter multiple beneficiaries for a benefit
enrollment. For each designated beneficiary a beneficiary type
(person/organization) is selected. The beneficiary type restricts the
values displayed in the beneficiary list. A beneficiary person is selected
from all contacts for the plan enrollee with the beneficiary flag set. A
beneficiary organization may be selected from all organizations of type
benefit beneficiary.

Each designated beneficiary is given a level (the benefit goes to the
highest surviving level) and a proportion (the benefit is divided
according to the proportions of surviving beneficiaries at a beneficiary
level). There is a text field to allow the enrollee to enter special
instructions against the beneficiary. Designated beneficiaries are date
effective. It is possible to display the date—tracked history of the
beneficiaries of a benefit enrollment.

Windows and Data Entry

5-4

The user can define benefit plans using the Deduction window for US
Payroll or the Element Entries window for Oracle HRMS-only
installations.

If the benefit classification indicates that the benefit contributions table
is to be used, then the user uses the Benefit Contributions window to
enter benefit coverages for a benefit plan and the contributions for
them. A benefit plan is selected for the window. Available coverage
types are entered for it. For each coverage type the employer and
employee contribution are entered. If there is no employer or employee
contribution required for a certain coverage type the user enters a
contribution of zero.
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Element Entries Window

The user uses the Element Entries window to enroll an assignment in a
benefit plan. The user then queries the deduction for the benefits plan
and selects the correct coverage type for the coverage input value for
the element entry. The employee and employer contributions default
from the contribution table, but may be overwritten for the enrollment.
The user can workflow from this window to the cover dependents
window and the designate beneficiary window (depending on the
benefit classification of the benefit plan).

Designate Beneficiary Window

The user enters beneficiaries using the designate beneficiary window.
This window allows the user to enter multiple beneficiaries for a
benefit enrollment. The user can select a beneficiary person from all
contacts for the plan enrollee with the beneficiary flag set. A beneficiary
organization may be selected from all organizations of type benefit
beneficiary.

Each beneficiary is given a beneficiary type (person/organization), a
beneficiary level (benefit goes to the highest surviving level) and a
proportion (benefit is divided according to the proportions of surviving
beneficiaries at a beneficiary level). The user may also enter a text
string for special instructions to be considered with each beneficiary.

The start and end dates for the designated beneficiary are displayed.

Covered Dependents Window

Organization Window

Contact Window

The Covered Dependents window is used to enter or modify
dependents covered by an benefit enrollment. Dependents may be
selected from the contacts specified with the dependent flag set. When
the covered dependents are entered they are tested to ensure that the
contact type is one of the valid dependent types for the coverage
specified for the benefit enroliment. A test is made to ensure that the
number of contacts of the type does not exceed the maximum specified
for the valid dependent type.

The start and end date for coverage of the dependent is displayed.

The Organization window is used to enter organizations. The
organization is given a classification benefit beneficiary.

The Contact window is used to enter people. The window allows entry
of the name, address, telephone number and social security number.
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Additional Notes

Flags indicate whether the contact is a dependent of the employee, a
beneficiary of the employee, or a series EE bond recipient. If the contact
is a dependent of the employee, then the contact type must be a valid
dependent type.

The following warnings are displayed:

« When the user attempts to leave the window without specifying
a social security number.

« When the user makes changes to contacts who are assigned as
beneficiaries or dependents to benefit enroliments. The warning
indicates that coverage should be checked.

« When a new contact is entered of a dependent type which would
be covered by an existing plan enrollment. The warning suggests
that the user check the coverage.

When changes to dependents are made, covered dependents for a
benefit are not updated. Each time there is a change to the details of a
covered dependent, or a new dependent is entered, the user must
ensure that the dependents for a plan remain valid.

A warning message is displayed when dependent/beneficiary details
are altered to warn that the person is assigned to benefit plans and
coverage details should be checked.

Dependents are validated only against the dependent contact type and
the maximum number of the dependent contact type for the coverage.
There is no attempt to ensure that the dependent meets more
sophisticated criteria (children must be under 18 or in school full time,
for example). Changes to dependents eligibility due to age or other
time dependent features is not detected.

Changes to the plan enrollment such as coverage result in revalidation
of covered dependents. A change to a plan enroliment should be given
a reason. There is no attempt to ensure that enrollment changes result
from valid life events.

This document does not address COBRA coverage issues and
responsibilities. It is assumed that existing COBRA reports will
continue to satisfy requirements.

It is not proposed to seed workflows from the element entry screen, the
enter covered dependent screen or the designate beneficiary screen to
the enter contact screen. However, the user may wish to define
workflows to do so.
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Date track history is available for covered dependents and designated
beneficiaries. However, it should be noted that these are multirow
tables and the history relates to the row rather than to the
person/organization concerned.
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Overview

Oracle Payroll provides you with the flexibility you require to run your
regular pay cycle in the best way to meet your business needs. To do
this, we provide you with a modular batch process called PYUGEN.

PYUGEN

PYUGEN is a generic process that can perform several actions. The
Oracle Payroll system administrator specifies which actions it can
perform by registering it with certain parameter sets and defaults.

The parameter identifies the specific payroll process to execute. These
are predefined in Oracle Payroll; the values are not visible to the user.

The following figure illustrates the payroll processes executed by
PYUGEN, and the typical sequence in which they are performed. Each
process performs specific actions required to calculate and generate
your employees’ pay.
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Pay Cycle Sequence

Step 1

Payroll Run

Step 2

Pre-Payments J

Step 3
Payment
(Magnetic Tape, such PYUGEN
NACHA,; Cheque/
check or Cash)

Step 4

Costing

v

Step 5

Transfer to General
Ledger

Checking Registration Details

You can check the registration details for each payroll process using the
Concurrent Programs window. These details are predefined and are
protected from change. During implementation you can add your own
versions of these payroll processes to simplify the running of a pay cycle
for your users. For example, you might want to define a separate payroll
run process for each payroll, with different:

- Names
- Security
- Default values for different users

Consult your Oracle Applications System Administator’s Guide for more
information on registering concurrent programs.
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Payroll Action Parameters

Payroll action parameters are system-level parameters that control
aspects of the Oracle Payroll batch processes. It is important to recognize
that the effects of setting values for specific parameters may be system
wide.

See: Payroll Action Parameters: page 6 — 54

Overview of the Payroll Processes

See Also

The first process you run in your pay cycle is the Payroll Run process.
This process calculates the gross to net payment for your employees.
After the successful completion of the Payroll Run, you start the
Pre-Payments process. This process distributes employees’ pay over the
payment methods employees have requested. It also allocates payments
to third parties.

The next step is to start one of the payment processes to produce
payments for employees:

« MAGTAPE (for example BACS in the UK or NACHA in the US)
+ CHEQUE (Cheque Writer or Check Writer)
« CASH (Cash) - for UK only

The payment processes take the unpaid prepayment values allocated to
each payment type and produce the required payment file. It is these
processes that actually produce payments for employees.

The Costing process allocates payroll run results to cost segments. The
Transfer to the General Ledger process transfers cost information to
Oracle General Ledger interface tables.

Payroll Run Process: page 6 —6

Pre-Payments Process: page 6 — 18

Payment Processes: page 6 —24
« Magnetic Tape Process: page 6 —25
« Cheque Writer/Check Writer Process: page 6 —44
« Cash Process: page 6 —53

Costing Process: page 6 — 71

Transfer to General Ledger Process: page 6 — 70
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Supporting Processes

In addition to this regular cycle of activities there are other processes
that support the correction and completion of each cycle. These include:

« Mark for Retry
+ Retry

+ Rollback

+ QuickPay

+ RetroPay

« Advance Pay
+ Archive

See the guide Running Your Payroll Using Oracle HRMS for more
information about these supporting processes. See: The Payroll Archive
Reporter (PAR) Process: page 7 — 2 for information about the Archive
process.

Assignment Level Interlocks

The sequence in which the PYUGEN calculates payment is critical to the
success of processing. This is because each process builds upon the
results of the previous process in the sequence. The sequence of the
processing is also determined by issues of data integrity. For example,
the Pre-Payments process (which prepares the payments according to
the payment methods) uses the results of the Payroll Run process
(which calculates the gross to net payment).

To ensure correct payments, you cannot change Payroll Run results
without also changing the prepayment results. Oracle Payroll uses
assignment level interlock rules to enforce this.

See: Assignment Level Interlocks: page 6 — 65.
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Payroll Run Process

The Payroll Run process calculates the gross to net payment for your
employees.

This process uses payroll actions to represent each payroll run. It
identifies which assignments have payroll actions performed on them —
that action is an assignment action of the type payroll.

The results from processing each element for an assignment are the run
result values. These individual results are accumulated into balances
that summarize gross to net, and in particular the payment balances.
Payment balances are taken forward by Pre-Payments, which is the
next process in the regular pay cycle.

Determine Assignments and Elements

The first phase of the Payroll Run process is to determine the
assignments and elements to be included in the current batch. The user
specifies these by selecting an assignment set and element set when
initiating the run. The default is All.

The Payroll Run accesses a number of specific entities for processing. It
identifies whether they are used for select, update, delete or insert.
Where an entity is datetracked, the Payroll Run process also identifies
any datetracked information that has changed, and actions it
accordingly. For example, an update of a datetracked entity may
require an actual insert into the table.

The following list indicates the main entities for processing:
Key: S = Select, U = Update, D = Delete, | = Insert.

Entity Name Datetracked? Processing
Payroll Action No S, U
Assignment Action No S, U,
Element Entry Yes S, U
Element Entry Value Yes S, U
Person Latest Balance No S, U,
Assignment Latest Balance No S, U,
Balance Context No S, U,
Action Context No S 1
Run Result No S Ui
Run Result Value No S, U,
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Process Each Assignment

The Payroll Run applies the appropriate processing to each assignment.
For a specific payroll run, this is identified by an assignment action.
The following 'pseudo code’ represents the processing that occurs:

get assignnment status();
if assignnent status is 'Process’ then
| oad el ement entries and values ();
| oad | at est bal ances ();
whil e(entries to process)
create run results if necessary ();
set up User Defined Context Area ();
[* third party hook */
get processing node for entry ();
i f(we are not skipping) then
l ook for formula to run ();
if(there is fornula to execute) then
execute formula ();
if(error detected) then
handl e error ();
end if
end if
post run results and feed bal ances ();
end if
end while
flush run results and values ();
wite / update |atest bal ances ();
end if

Element Entry Processing

Element entries hold the entry values that are input to the gross to net
calculations. The result of processing each entry value is a run result
value. Before processing each assignment, Payroll Run loads all entries
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Processing Priority

Termination Processing

for that assignment into memory. This includes any pre—inserted run
results and values.

By default, nonrecurring entries are only fetched if they are
unprocessed in the current pay period. Recurring entries are always
fetched and processed when you submit a payroll run. You must use
frequency rules, element skip formulas, or element sets to limit the
inclusion of recurring entries.

If you make an additional entry of a recurring element, the Payroll Run
processes the additional entry as a nonrecurring entry. (Additional
entries are not used by Oracle Payroll in the US.)

The sequence of processing entries for each assignment is determined
by the processing priority of the element, and the subpriority order of
each entry. When the subpriority is null, entries are ordered by:

1. processing priority
2. element_type id
3. entry type

Payroll Run checks for Overrides and Replacement entries before
calculating normal entries and additional entries for non-US
legislations.

If subpriority is specified, the in-memory list is reordered to reflect
this. Adjustments and target entries are kept together.

Payroll Run implements the entry processing rules for a terminated
assignment.

For the US legislation, this means that if the date earned of Payroll Run
is between the actual date of termination and the final process date for an
assignment, the assignment is processed only when there exists an
unprocessed nonrecurring entry for the assignment.

For non-US legislations, a user can also enter a last standard process
date. This means that if the date earned of Payroll Run is between the
last standard process date and the final process date for an assignment,
the assignment is processed only when there exists an unprocessed
nonrecurring entry for the assignment.

An additional entry counts as nonrecurring for termination purposes.
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Create Run Results and Values

Set Up Contexts

For every entry that is processed there must be a run result; for each
entry value there must be a run result value. If these do not already
exist, by pre—insertion, then the appropriate run results and values are
created in memory and are inserted into the database, ready for Payroll
Run to process.

For example, a nonrecurring entry may have pre—inserted run results
and values if you have entered the Pay Value.

Pre—inserted values are automatically deleted by a rollback or mark for
retry operation, and Payroll Run re—establishes them. However on the
rollback of a reversal, nonrecurring pre-inserted values are
re-established.

At the same time, Payroll Run uses the current exchange rate for the
payroll to perform any currency conversions. This happens if the input
and output currency codes of the element are different. You can define
an element with any input currency.

If the element contributes to a payment balance for the employee the
output currency must be the base currency of the Business Group.
Payment balances can be converted into other currencies as part of the
PrePayments process linked to payment methods.

Before an entry is processed, Payroll Run sets up the contexts that are
needed by FastFormula for Payroll and Element Skip formulas. This
may include legislative specific contexts. The values of all the contexts
are held in a special data structure, known as the User Defined Context
Area (UDCA). The generic contexts that are always created provide
additional route information for the formula. These are:

. ORIGINAL_ENTRY_ID

. ELEMENT_ENTRY_ID

. BUSINESS_GROUP_ID

. PAYROLL_ACTION_ID

. PAYROLL_ID, ASSIGNMENT _ID
. ASSIGNMENT_ACTION_ID

. DATE_EARNED

. ELEMENT_TYPE_ID

Payroll Processes 6 -9



- TAX_UNIT
« JURISDICTION
« SOURCEL_ID

A special third party interface is called so that the value of legislative
specific contexts can be set. This has been used extensively for US
legislations.

Run Element Skip Rules

Element Skip Rules enable you to define specific formula criteria to
determine whether an entry is processed or not. A skip rule formula
must return a skip_flag value of Y or N.

Where appropriate, a skip formula is fired and any input values are
taken from the in memory run result values (to allow for any currency
conversion). When looking at the skipping of an adjustment, the
formula inputs are taken from the entry values of the normal target
entry, not the adjustment entry itself.

There may also be legislative—specific skip rules predefined for specific
elements. This additional third party skip hook is called at the same
time that the internal function looks for a normal skip formula. This
legislative specific skip rule is defined in 'C’ code.

Element Entry Processing Modes

Payroll Run uses processing modes to control whether entries of an
element are processed. At first, the mode is set to indicate that it should
process. Then, depending on the entry type and whether a skip rule has
fired, a different mode may be set. This controls the processing of the
current entry and (possibly) other entries of the same element. For
example, when processing an Override entry, the mode is set to
Override. This mode persists throughout the processing of this
element, so no other entries are processed.

]
Create and Maintain Balances

Payroll Run needs to be able to access and maintain balances and latest
balances. In summary, the Payroll Run:

- Loads any existing assignment- or person-level latest balances
into memory
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« Checks all loaded balances for expiry, and sets them to zero if
they have expired

« Creates new in memory latest balances, where required

- Adds the appropriate run results to the current value of balances
in memory

- Wirites the new balances to the database (for some balance
dimensions types only)

For more information about latest balances, see: Balances in Oracle
Payroll: page 8 - 2.

Loading Balances Into Memory

Any existing assignment-level or person-level latest balances (and any
associated balance contexts) are loaded into memory before any entries
are processed. The basic data structure for this is a doubly linked list,
kept ordered by balance_type_id. The balance values themselves are
held and manipulated as Oracle Numbers. The fetch is a union, in this
case because the two types of balances are held in separate tables.

Expiry Checking of Latest Balances

Latest balances should expire (that is, return to zero) at a time
determined by their dimension. For example, a YTD (Year to Date)
balance expires at the end of the year.

All loaded balances are checked for expiry. If they have expired, they
are set to zero. The expiry step is entirely separate from the loading
step, due to the need to deal with balance context values.

To process expiry checking, the Payroll Run calls Expiry Checking code
that is held in a PL/SQL package. To prevent performance from being
degraded, the number of accesses required is cut down by making
certain assumptions about the different expiry checking levels. The
assumptions made are determined by the balance’s expiry checking
type. See: Expiry Checking Type: page 8 -8.

Creation of In Memory Latest Balances

Not all balances are loaded from the database, some have to be created.
Once they have been created, they have to be maintained.

For some dimension types, the newly created or updated balances must
be written to the tables.

A balance’s dimension type determines how it is treated by the payroll
run. For example, balances with the dimension type F are fed but not
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stored, so the Payroll Run creates a balance in memory. For a
description of the dimension types, see: Dimension Type: page 8 —7.

There are three places in the code where in memory balances are created.
One place is for dimension types A, P and F, and two places are for
type R.

« Anin memory balance is created when a formula has just
accessed a defined balance with the dimension type A, P or F
and which is not already held as an in memory balance. The in
memory balance is created using the value accessed by the
formula.

- Anin memory balance with a value of zero is created before the
execution of a formula, if the formula accesses a defined balance
with the run level balance dimension type (R). (A run level
balance must be zero, by definition.)

« In memory balances with a value of zero are created before
balance feeding time if the code is attempting to feed defined
balances with run level dimension types (R).

The corollary of the above rules is that, except for the Run Level
dimension type, a latest balances can only be created for a particular
defined balance when that balance is accessed by an executed formula.

Run Results Added to In Memory Balances

6 -12

Next, the appropriate run results are added to the current value of the
balance.

A summary of the algorithm that is used is:

1. For each processed run result, look at the balance feeds, which
identify the balance types that are potentially fed by each run result
value.

2. Scan the in memory balances to see if there are any potential feeds.
3. Ifthere are, perform feed checking.

The feed checking strategy is determined by the feed checking type
on the appropriate balance dimension. See: Feed Checking Type:
page 8 —-7.

4. If the result of feed checking is that the run result should feed the
balance, then: balance value = balance value + (result value * scale).

In the case of run result values that might feed run level balances,
Payroll Run might need to create them in memory, before feed checking
occurs. Since Payroll Run cannot identify which balances might be
required at this point, it has to create all those it might need.
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In practice, this means it creates balances for each of the run level
defined balances that might potentially be fed by the run result being
examined.

Note: If the dimension type is R and the feed checking type is
set to S, this represents a special case for United States
legislation. A different algorithm is used in this case.

Writing of In Memory Balances

The contents of the in memory balances (and any associated contexts)
need to be written to the database as appropriate, that is, where the
replace flag on the in memory balance is set. Only balances with a
dimension type of A or P are written. This occurs after all entries have
been processed for the current assignment action.

After all element entries have been processed for the assignment, the in
memory balance list is scanned, data is moved to an array buffer and
then array inserted or updated on the database.

Run Formulas

Payroll Run calls FastFormula to enable it to perform its complex
calculations.

Note: Even if a formula has been defined against an element
using a formula processing rule, it does not fire if the Pay Value
is not null.

The FastFormula Interface

The interface used by Payroll Run to access FastFormula is made up of
two sections, which are:

« The common part of the interface (available to any product)

This sets up pointers from Formula’s internal data structures to
the data to be input to the formula (contexts and inputs) and
output from the formula (formula results).

« A special interface

This is designed especially for Payroll Run, and allows access to
Formula’s database item cache.
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Execution of FastFormula by Payroll Run

Payroll Run goes through the following steps:
1. Declares that a new formula is executed.

2. Formula tells the run code what formula contexts, inputs and
outputs are required.

3. Thein memory balance chain is scanned.

If the formula might access any of the defined balances held as
latest balances, it writes the current value of the balance to the
FastFormula database item cache.

4. Any formula contexts are satisfied. All the values are taken from
the User Defined Context Area (UDCA).

5. Values that are passed to the formula as ’inputs are’ variables are
satisfied. This is done by looking for a run result value that has an
associated Input Value name matching the input variable name.

6. The outputs that FastFormula has told the run code about are
directed to a buffer area.

Execute the Formula

The third party post formula hook is called. This enables special
legislative dependent functions to manipulate the formula results
before they are processed by Payroll Run. For instance, it enables
certain run results to be suppressed.

The formula results are processed.

Processing the Formula Results

6 -14

Following the execution of a formula, Payroll Run loops through any
returned results, processing them as required by the formula result
rules. It looks for a formula result rule name that matches the formula
result that has been returned. There are several types of result rule, and
they are summarized below, from an internal processing point of view.

Message Rule

If the severity level of the message is fatal, it causes an assignment level
error. Otherwise, the message is written to the messages table. Note
that the length of a message is restricted to the size that can be held in
the run result values table (currently 60 characters).

Direct Rule

If the Unit Of Measure is Money, the value is rounded as necessary.
Then the run result value chain is searched for the entry holding the
Pay Value and is updated. The replace flag is set to indicate this.
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Run Result Processing

Indirect and Order Indirect Rule

These two types are grouped together, because they cause very similar
processing. During the processing of the current element entry, all
indirects are held on a temporary chain, and merged into the main
entry chain later.

First of all the temporary chain is searched. If there is no existing entry
for the element, a new one is created and added to the chain. Then, in
the indirect rule case only, the appropriate entry value is located and
updated with the new value. In the Order Indirect case, the subpriority
of the indirect entry is set to the formula result value.

Note: If two formula result rules target the same input value,
the second result to be processed takes precedence.

Following the processing of all formula results, the chain of indirects is
merged into the main element entry chain at the appropriate point.
What is appropriate depends on the main processing priority and the
subpriority (which can be set using the Order Indirect rule).

Payroll Run prevents the processing priority of an indirect element
from being the same as the element that gives rise to the indirect.
However, the form continues to disallow this. Same priority indirects
was provided specifically for United States legislative requirements.

Same priority indirects can cause problems, however, because they
create an endless loop.

Update Recurring Rule

Payroll Run calls a PL/SQL procedure to find the appropriate element
entry to update. This procedure then performs the date effective
update. If this entry happens to exist further down the entry chain, its
value is updated to reflect the change.

Stop Recurring Rule

Payroll Run calls a PL/SQL procedure to find the appropriate element
entry to stop. This procedure then performs the date effective delete.

The run result and their associated run result values form the corollary
of element entries and element entry values. The entries express
eligibility to certain elements, whilst the results and values contain the
after effect of processing those entries.

During processing, run results and values are held in memory, hung off
the in memory element entry chain. This reflects their close connection
in database terms.
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Creation of Run Results and Run Result Values

Results and values are created internally in one of three ways:

« Loaded when entries and entry values are loaded — as
pre—inserted results, arising from nonrecurring element entries.

« Created by Payroll Run before processing the appropriate
element entry if there are any missing results and values.

- Created via indirect results.

Defaulting of Run Result Values

Payroll Run handles Hot and Cold defaulting while it checks that
results and values exist. If results and values do already exist, and are
null, Payroll Run attempts to default them.

If currency conversion is required, it is performed at the same time.
Internally, it uses Oracle Numbers for the calculation. Following this, if
it is processing an input value with a ’Money’ Unit of Measure, it
performs rounding on the result as necessary.

Writing Results and Values to the Database (Flushing)

Payroll Data Cache

The process moves the results and values to a special buffer and then
writes the run results and values to the database (update or insert). It
uses array processing techniques (similar to the technique used by
latest balances).

This process is usually referred to as flushing the results and there are
two circumstances that may trigger it:

- If the process is about to execute a formula that accesses a
database item not held in memory. The route for that database
item might need to access run results that have been generated
so far in Payroll Run itself. This assumption is made because
there is no way of finding out for sure.

« When all the element entries for the assignment action have been
processed, any remaining results and values are flushed.

During processing, Payroll Run has to access attributes of certain
entities that represent static definition data. For instance, it may need to
know the element name or the balance feeds for a particular input
value. Furthermore, the same data typically requires access many times
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over. If this data were selected from the database every time it was
needed, it would cause severe performance degradation.

To resolve this problem, a special static payroll data cache was
introduced. All the appropriate data for the entity is loaded into
memory the first time it is accessed. From then on, any subsequent
accesses to the data can go straight to memory.
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Pre—Payments Process

The Pre—Payments process prepares the payments generated by the
Payroll Run for payment. It prepares payments for each assignment
and inserts the results into PAY_PRE_PAYMENTS for each payment
method for an assignment.

The Pre-Payments process also:

« Calculates the amount of money to pay through each payment
method for an assignment, and converts any currency if the
payment method is in a foreign currency.

- Handles the preparation of third party payments.

For example, garnishments, court orders and child maintenance.
Third party payments are managed through the definition of
special payment methods for the employee.

Setting Up Payment Methods

During implementation, you set up your own specific payment
methods with source account details. When you hire an employee, you
can record one or more payment methods for the employee, and
apportion payment by percentage or amount. You can also record
payment methods in different currencies.

The Pre-Payments process prepares payments following the payment
methods for each assignment. There are three predefined payment
types that Oracle Payroll processes:

« Cheque/Check
« Magnetic Tape (such as NACHA/BACYS)
« Cash (UK only)

You can set up as many payment methods as you require (based on the
three predefined payment types) to support your business needs.

Every payroll has a default payment method. Pre-payments uses the
default method when there is no personal payment method entered for
a specific assignment.

Note: You cannot have a default method of type Magnetic
Tape. This is because Magnetic Tape payment methods require
knowledge of the employee’s bank account details, including
prenotification details in the US. See Prenotification: page

6 —20
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Payment methods are processed in order of their priority for an
assignment. For example, an employee may want:

1. 50% of the salary to be paid directly into their bank account by
Magnetic Tape payment

2. 100 dollars paid by Cheque/Check

3. 100 dollars paid in Cash

Pre—Payments prepares the payments in priority order, provided that
the amount to be paid covers the payments. If there is less to be paid
than the payment methods specify, the system pays up to 100% and
stops. If there is more to be paid than the payment methods specify, the
system adds the excess to the last payment method.

Preparing Cash Payments (UK Only)

Setting Up a Cash Rule

If you are using Oracle Payroll to prepare cash payments, you can
calculate the banknote and coinage requirements for each employee.
Pre—Payments breaks down the amount into the individual monetary
units for payment and insert the results into the
PAY_COIN_ANAL_ELEMENTS table.

You can define the monetary units for each currency you pay for cash
payments administered through Oracle Payroll. You can also define
cash analysis rules to specify minimum numbers of each denomination
of the currency.

The are two steps to setting up a cash rule:
1. Alter the package body hr_cash_rules

The alteration should test for the name of the cash rule you want to
set up and then perform the payment. For example, if the rule
name is 'TENS AND FIVES’ then enter the following:

if cash_rule = 'TENS AND FI VES' then

hr _pre_pay. pay_coin(6, 10)
hr _pre_pay. pay_coin(3, 5)

— nunber to pay —”" "~——— unit value of currency

end if;\
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Using this cash rule with a currency of dollar results in a minimum
of 6 ten dollars and 3 five dollars being paid (given sufficient
funds).

2. Register the rule.

+ Enter the Lookup Values window and query the Lookup type of
CASH ANALYSIS.

« Add the new Cash rule with the meaning and description fields
set to TENS AND FIVES.

« Use the cash rule when setting up an organization payment
method.

Prenotification (US Only)

Consolidation Sets

Prenotification validation (also known as prenoting) applies to payment
methods of the type Magnetic Tape. This validation is performed when
bank details require checking before a payment can be made. For
example, when an employee has changed banks or changed bank
details, a payment value of zero is made to the employee’s bank
account. The payment is then made by subsequent methods, or by the
default method.

Pre-Payments is run for a consolidation set. A consolidation set is a tag
that ties groups of actions together. You can use a consolidation set to
prepay all assignment actions in the set that have not yet been prepaid.
These assignment actions can be for different payrolls and different
time periods. For example, you could use a consolidation set to force
the magnetic tape process to pay both of a company’s payrolls where
one is monthly and one is weekly.

Third Party Payments

Third party payments are post tax deductions from an employee’s
salary, that are paid to organizations or individuals. For example, court
orders are payable to a municipal court whereas child support orders
may be directly payable to a spouse, or other individual.
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Exchange Rates

These payments are processed in a slightly different way. The element
entry that produces the run result value for the payment holds details
of which payment method to use. This enables you to make more than
one entry of a third party payment element to an assignment, with each
entry representing a payment to a different party. For example, an
employee can pay a third party element of Child Support to two
different people.

Third party payments can only be made by magnetic tape or
cheque/check. Cash payments are not allowed. In addition, these
methods pay the full amount of the payments, so only one method is
used. There is no default method for these payments, so a payment
method must always be specified. US: If the magnetic tape prenote
validation fails, the process creates an error for that assignment.

Pre—Payments calculates the currency conversion if the paymentisin a
different currency to that of the remuneration balance (the element
output currency in the case of third party payments). If the process
cannot find the exchange rate for the two currencies, it creates an error
for the assignment.

Overriding Payment Method

You can specify an overriding payment method when making a
prepayments run. This method overrides the personal payment
methods, so the full amount of the payment is made by the overriding
method. The only exceptions are the third party payments; these are
paid by the method specified in the element entry.

The overriding payment method can be either:
+ Cash
« Cheque/check

You cannot specify magnetic tape payments as an override method, as
this type of payment requires prior knowledge of bank account details.
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The Process

Chunking

PL/SQL Procedures

Error Handling

The Pre-Payments process creates payroll actions and assignment
actions. The assignment actions are based on assignment actions of the
payroll/consolidation set specified that do not have interlocks to a
prepayment process. The interlocks guarantee that Payroll Run cannot
be rolled back until Pre-Payments is rolled back. Thus, the new
assignment actions are created with interlocks to the run’s assignment
actions.

See: Assignment Level Interlocks: page 6 — 65

The assignment actions are split into groups called chunks, the size of
which are denoted by the CHUNK_SIZE action parameter in the
PAY_ACTION_PARAMETERS table. The process could spawn several
threads (child processes), depending on the THREADS action
parameter. Each thread then picks a chunk to process, processes the
assignment actions and then picks another chunk until all the chunks
are processed. The number of threads can be used to enhance
performance on multiprocessor machines.

The main part of the C process (the section that performs the payment),
is a harness for PL/SQL procedures. The PL/SQL procedures create
the entries in the Pre—-Payment table.

The threads process the assignment actions by:

+ Retrieving the third party details and recording third party
payments as defined by the personal payment methods

« Retrieving the value for the assignment’s remuneration balance
using the PL/SQL balance functions

« Recording payment of this value as defined by the payment
methods

Errors encountered while processing can be at two levels:
« Payroll action level
These errors are fatal.

« Assignment level
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These errors occur while processing assignment actions. If an
error is encountered at this level, it marks the assignment
action’s status as in Error, and continues processing. If the
process then completes, it marks the payroll action status as
Complete.

Using the MAX_ERRORS_ALLOWED action parameter you can set the
number of assignment errors that can be processed before an error
should be raised at payroll action level. If MAX_ERRORS_ALLOWED
is not found then the chunk size is used as a default.

All the error messages are written to the PAY_MESSAGE_LINES table
with a more detailed explanation in the log file.

This method of handling errors enables Pre—-Payments to continue
processing if minor errors are encountered. For example, if
Pre—-Payments has thousands of assignments to process and a few are
paid by cash but the currency details have not been loaded, the process
creates an error for the assignments with cash payments (”Process
unable to perform the cash breakdown’). Most assignment actions
complete, only the assignments with errors have to be rerun.
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Payment Processes

After running the Pre—-Payments process to prepare the results for
payment (according to the payment methods), you produce payments
for your employees.

With Oracle Payroll, there are three types of payment process that you
can run:

« The Magnetic Tape process — MAGTAPE

See: Magnetic Tape Process: page 6 —25
« The Cheque process - CHEQUE

See: Cheque Writer/Check Writer Process: page 6 —44
« The Cash Payments process — CASH (UK only)

See: Cash Process: page 6 —53

The payment processes take the unpaid prepayment values allocated to
each payment type and produce the required payment file.

You can also record any manual payments you make to a specific
employee. These payments are not handled by the Payments processes.
Recording a manual payment has the effect of marking the prepayment
as paid.
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Magnetic Tape Process

See Also

The Magnetic Tape process generates the payment due and writes the
data to a file on magnetic tape. It is this tape that is taken to the bank
for payment.

There are two types of magnetic tape file, which are created differently:
- Payments
- End of year tax reporting

The actual format of these tapes is legislation specific.

The tape process is a simple 'C’ harness which calls Oracle stored
procedures and FastFormula formulas to produce the required tape
file. The routine is generic: you can use it for any task that requires
magnetic tape reporting. The actual structure and content of the tape is
defined entirely by the stored procedure and a series of formulas.

Some examples that use the routine are:
- BACS
- NACHA
. W2
« P35 submissions (and equivalent in other countries)

Note: The order of the entries in the magnetic file is critical.
Therefore the Magnetic Tape process cannot run with multiple
threads (unlike the PrePayments or Cheque/Check Writer
processes).

The Payroll Archive Reporter (PAR) Process: page 7 -2

Running the Magnetic Tape Payments Process

The payroll assignment action creation code is the entry point to the
Magnetic Tape Payments process. Employee magnetic tape payments
are recorded in Oracle HRMS as payroll and assignment actions with
interlocks to the relevant pre—-payment assignment actions. The
interlocks prevent the pre—payments actions being rolled back while the
magnetic tape actions exist.

Third party payments (such as the company’s health plan
contributions) do not result in payroll and assignment actions, and
therefore would use the magnetic tape report interface.
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Batch Process Parameters

You run PYUGEN with the following parameters:

consolidation_set id Mandatory

Defines which set of unpaid pre—-payments are paid.

payment_type_id Mandatory
Defines the driving PL/SQL procedure.

effective_date Optional

Identifies the effective date for processing.

payroll_id Optional

Restricts the assignments processed to those on the specified payroll on
the effective date

start_date Optional

Specifies how far back the process searches for target prepayments. If
this parameter is not specified, then the process scans back to the
beginning of time.

organisation_payment_method_id Optional

Creates assignment actions interlocking to unpaid prepayments for that
payment.

legislative Optional

Free—format parameters, available to all payroll actions. Your
localization team may use these to pass in a number of
legislation—specific parameters, made accessible to the payroll action
through the entity horizon.

PL/SQL Procedure for the Payment Type

6 -26

The system uses the PL/SQL driving procedure specified for the
payment type on the database (for example, <package
name>.<procedure name>). The PL/SQL procedure for the Magnetic
Tape Writer process must drive off the assignment actions and not
further restrict the assignments processed. Further restricting the
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assignments presents the danger of leaving some magnetic tape
assignment actions never processed. When the process first runs the
PL/SQL, one of the parameters passed is the payroll action id
(PAYROLL_ACTION_ID).

The Magnetic Tape process actions prepayments with an effective date
on or before the effective date of the magnetic tape action. The
magnetic tape effective date defaults to session date in an AOL
environment, and sysdate outside AOL.

Output Filenames

The magnetic tape file generated is named as per the normal
file-naming standards:

p<trunc(conc_request_id, 5)>.mf

The file name is padded with zeros if the length of the request id is
shorter than five characters, (for example, p03451.mf).

It is written to the $APPLCSF/ $APPLOUT directory, if SAPPLCSF is
defined, and otherwise to $PAY_TOP/ $APPLOUT.

Several other files can be produced by this process. You can use these
files to audit the assignments that are being processed. The audit files
are created in the same way, except that the file extension
.a<file_number>. So if a formula returns a value for audit file 6 then a
file with the extension .a6 is created in the correct directory using the
concurrent request id as described above.

Running Magnetic Tape Reports

Magnetic Tape reports are not recorded as payroll and assignment
actions. The entry point is the specific Magnetic Tape code, PYUMAG.
The PL/SQL determines which assignments to process.

Mandatory Parameters

« Driving PL/SQL procedure (<package name>.<procedure
name>)

« Output file (full pathname included)

Optional Parameters

« Audit file prefix (the prefix to the extension, plus the full path)
- Effective date (the parameters to the driving PL/SQL procedure)
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Output Filenames

SRS Definitions

The optional parameters to the PL/SQL must be tokenised, so that the
generic tape writer process can populate the PL/SQL tables for
parameter name and parameter value. These tables constitute the
interface between the generic writer process and the driving PL/SQL
procedure.

See: The PL/SQL Driving Procedure: page 6 —31

The magnetic tape action only processes formulas with an effective
date on or before the effective date of the magnetic tape action. The
magnetic tape effective date defaults to session date, in an AOL
environment, and sysdate outside AOL.

The magnetic tape filename is generated if it is not supplied to the
process. The filename is in the format:

o<trunc(conc_request_id, 5)>.mf

When an audit file prefix is not set but the process tries to write to an
audit, the concurrent request id is used as the prefix and .out used as
the extension. In these circumstances all audit returns are written to
this file.

Using SRS, the generic tape writer process is defined once as an
executable. You can then define any number of concurrent programs
that invoke that executable. Each concurrent program can have its own
set of parameters, its own hidden parameters, defaults and so on. For
example, we can define two concurrent programs:

+ W2 report
« Ilinois Quarterly State Tax report

They would both use the magnetic tape writer executable PYUMAG,
each with a hidden parameter specifying the appropriate PL/SQL
procedure, and possibly, each with specific parameters. They appear as
completely distinct reports to the user. This would be set up in the SRS
process interface.

Similarly, magnetic payments can be made to appear as distinct
processes to the user — the only difference is that the payment type is
the hidden parameter, and the generic code determines the driving
PL/SQL procedure from that.

6 —28 Implementing Oracle HRMS (US)



.
How the Magnetic Tape Process Works

Magnetic tapes are usually broken down into:
» Records
- Fields

The sequence in which the process writes the records to tape follows
strictly defined rules. As a result, you can write a piece of code to
return the name of the next record to write to tape.

Similarly, the actual records have strict field place and length
requirements. For example:

Record Fields

Tape Header Batch Id, Company Name, Batch Record
Length, and so on

Employee Employee Id, Salary, Age, Job, and so on

Tape Footer No. of Records Processed, Salary Total, and
soon

C Harness, PL/SQL, and Formulas

The following figure illustrates the Magnetic Tape process.

The Magnetic Tape
Process

C
Harness

Formula Name
- PL*SQL

Open files
Call PL*SQL

Call Formula Record Details
Formula

Write record

A C code harness performs the file handling (opening, closing and
writing to files), and enables the PL/SQL and the formulas to interface.

The driving PL/SQL code sequences records by returning the name of
a formula.

Each formula writes one type of record, such as the Tape Header, to
tape. It defines the contents of the record.
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The process of getting the formula and record name, then writing the
record to tape is repeated until all the records are processed.

Context and Parameter Values

C Code Interface

The driving PL/SQL determines which type of record is required at
any stage of the processing, and uses context and parameter values to
communicate with the formula.

The following figure illustrates how the C code acts as an interface
between the PL/SQL and formula, and how the data is passed as
context values.

C
Harness
Formula Name
loop
Open files Context Values
*
Call PL*SQL PL*SQL
B Parameter Values
Set Contexts
Call Formula
Record Details
i Formula
enV(;/rlte record Parameter Values

Context Values

Formulas use database items to reference variable values. For example,
the employee and assignment number could be different for each run of
the formula and record.

The database item is held within the database, which consists of
components to make up a SQL statement. As the value could be
different for each run of the formula, the 'where’ clause of the
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statement is slightly different. This is done by substituting key va