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ADMINISTERING TRAINING

This book provides the information you need for implementing and using the Administer
Training module of PeopleSoft Human Resources. You can order the online version by
requesting SKU HRB8SP1RO, or the hardcopy version by requesting SKU MAHRBr8SP1B
1200.

Overview of Administering Training provides a brief overview of the process for setting up
training tables, training budgets, and tracking student training and costs in PeopleSoft Human
Resources.

Defining Training Courses and Programs describes how you set up information on courses both
in-house and outside your organization, and how you prepare to track student training data.

Setting Up Training Costs discusses how to set up your Budget Training business process,
including setting up currency default and conversions, setting up budget periods, and setting up
department budgets.

Defining Training Requirements covers how you determine your organization's training needs,
and link your training needs to the costs of training in terms of materials and employee
compensation.

Planning Training Budgets for Your Organization explains how you can create department and
global scenarios to predict the cost of your training demands.

Administering Course Sessions is where you learn how to administer training sessions in-house,
including setting up course sessions and specifying the costs of course sessions to your
organization.

Enrolling or Waitlisting Students discusses how to enroll students into courses manually, or using
automatic enrollment features. You'll also learn how to link your enrollments to your training
budgets.

Tracking Student Training shows you how to maintain student training data, including sessions
taken in-house and external courses.

Tracking Training Costs describes how to track training costs that are reimbursed to students and
how to evaluate your actual training costs against your training budgets.

Tracking Professional Education Programs for German Workers explains how to set up and
administer German Professional Education Programs if your organization offers them to workers.

Producing the French Training Report 2483 describes the procedure for setting up your system to
record training costs for the 2483 training report and how to generate the report.

Running Administer Training Reports explains how to generate the Administer Training Reports
and describes the contents of the reports.
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CHAPTER 1

Overview of Administering Training

Fully trained employees can help your organization to stay in the forefront of industry—they’re
motivated and continuously preparing for new challenges. Whether your organization offers
training programs to employees, customers, or contractors, the PeopleSoft Training
Administration business process helps you meet all of your organization’s training needs.

To streamline training administration, you set up standard codes in several areas, such as
information on courses, instructors, and outside vendors, and you’ll define your organization’s
training budgeting requirements. Once this data is in the system, you can easily administer
course sessions and training programs.

Tracking where, when, and who goes to training is more important than ever before. In a fast-
paced, global market, organizations need to keep their employees trained and up to date in the
latest technologies, regulations, and procedures. With your Training Administration module, you
can accurately track the demand for training in your enterprise at the department or employee
level, create different budgeting scenarios, or models, to look at your options for meeting your
enterprise’s training demand, and run what-if scenarios to see how different training budgets
impact your organization. You can then compare your approved training budget with your actual
training costs to learn how to budget for training better in the future.

In some industries, it is imperative that organizations have documentation on who has been
trained, when they were trained, and what grade they received. For example, hospitals have had
certain certifications revoked because they couldn’t provide adequate documentation on how the
hospital trains its orderlies. In France, organizations are required by law to report on their
employee training programs to government agencies. Trying to stay on top of all of this training
information manually can be an administrative nightmare. PeopleSoft Training Administration
gives you the flexibility and functionality to meet these reporting requirements.

Training Administration Process Overview
The following diagram provides you with an overview of the Training Administration business

process and the steps you go through to set up your training programs, define your budgets, and
administer your training programs.
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Set Up Training Programs

& Courses

Set Up Training Costs
(optional)

Set Up Training
Requirements (demands)
(optional)

Planning Training
Budgets
(running scenarios)
(optional)

Administering Course
Sessions

Enrolling or
Waitlisting Students

Track Student Training

Letters and Reports

Track Student Costs
(optional)

Training
Letters

=
=

Training administration business process overview

@ If you aren’t administering training budgets using the Budget Training menu, you don’t need
to set up training costs and budgets. These steps are marked optional in the diagram.
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CHAPTER 2

Defining Training Courses and
Programs

To streamline Training Administration, you can set up standard codes in several areas, such as
information about courses, instructors, and outside vendors. Once this data is in the system, you
can easily administer course sessions and training programs—and you’ll always use consistent
information.

Overview of Training Courses and Programs

Setting Up Training Administration Tables

Before you set up training courses or work on training budgets, you’ll want to define several
areas related to training administration. These include not only the components of courses, such
as vendors, locations, training facilities, and instructors, but also the course objectives and
requirements. You’ll also define codes for tracking education and skills that employees had
before they joined your organization and update employee qualifications and skills as they enroll
in and take the courses that you administer as part of the Administer Training business process.

Setting Up Training Courses and Programs

With your training administration tables defined, you are ready to add the training courses and
programs that you’ll administer for your organization. To set up training programs and track
employee skills and accomplishments, you create courses in the Course Table. Here you define
course information and how those courses will be categorized in your company training catalog.
You can also identify course prerequisites, target competencies (if you’re using the Manage
Competencies business process in PeopleSoft Human Resources) and certifications, and specify
standard equipment and materials required to administer courses.

Courses are the foundation of in-house course session administration for your organization.
Before you can set up course sessions, however, you must set up the courses themselves in your
system. You can use course codes to track external courses that your workers attend frequently,
such as classes offered at local colleges or trade associations.

Once you set up your course information, you can specify a course structure for your
organization. You can group courses into categories and subcategories and then place them in a
training catalog that you can define for your enterprise. This level of organization enables you to
work with an additional degree of accuracy when you administer and plan training for your
workforce.
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Before You Begin

This section describes the prerequisites for Administering Training. Make sure that these tasks
are complete before you consider setting up training courses.

Setting Up Global and Local Country Control Tables

You’ll find all the core and local country setup tables, pages, and functionality described in this
section in the Develop Workforce, Administer Training menu.

You should use the Administer Training menu that’s appropriate for your implementation of
PeopleSoft Human Resources. If you’re not sure which of the menu you should use, ask your
human resources project leader.

The procedures for accessing and entering information in these tables mirror those for updating
any PeopleSoft table or page.

@ For more information about accessing and entering data on the pages, see the general tutorial
in Using PeopleSoft 8 Applications.

Before you start working with the tables described in this section, make sure the control tables
have been set up in PeopleSoft Human Resources.

@ For more information about the control tables, see Setting Up Control Tables.

Setting Up Your Manage Competencies Business Process

When you set up training courses, you have the option to define competencies and
accomplishments that are:

e Required to teach the course.

e Assigned to students after successful completion of the course.

If you want to use these features, you need to set up some or all of these tables:

e Competency Table. Use the Competency Table to organize and group competencies.

e License/Certification Table. Use the License/Certification Table to define the licenses or
certificates that are required to teach the course or achieved by completing the course.

o Language Table. If you want to track your employees’ and non-employees’ language skills,
set up language codes in the Language Table.

e Major Table. Use this table to identify areas of study.

o Test Table. Use the Test Table to track the standard tests that you administer to job applicants
or employees who are applying for positions within your organization, such as typing,
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programming aptitude, or mathematical tests. You can include a test code as an instructor
requirement.

e Membership Table. If instructors need to belong to professional organizations or other

associations to teach specific courses, you need to add these membership codes to the
Membership Table.

Federal users must set up the following table:

e Degree Table. Use the Degree Table to identify the degree types and years of study that are
associated with those degrees.

If you want to use PeopleSoft Human Resources to track courses at schools and colleges, you
have the option to create codes in the School Table.

You can access these tables from the Administer Training menu. They are the same tables that
you access from the Manage Competencies menu.

@ For more information about these tables, see Setting Up Competencies and
Accomplishments.

Setting Up Training-Related Vendors

You’ll probably outsource some of the services you use to run training course sessions. For
example, you might hold some courses in hotel conference rooms, use conference administrators
to organize them, or use caterers to provide meals for attendees. In the Vendor tables, you can
enter information about the vendors that you use frequently and thus save yourself time when you
organize new course sessions. Once this information is set up, you can associate external
instructors with vendors.

Use the Vendor Table pages to enter the vendor profile and address and any comments you have
about them. Use the Vendor Contact Table to enter specific information about the people you
work with at each vendor.

Vendor Table - Vendor Profile Page

Usage Use the Vendor Profile page to enter basic details for a vendor,
including a description of the vendor and the vendor type.

Object Name | TRN_VENDRI TBL GBL

Navigation ¢ Develop Workforce, Administer Training (GBL), Setup, Vendor
Table, Vendor Profile

e Develop Workforce, Administer Training (USF), Setup, Vendor
Table, Vendor Profile

e Develop Workforce, Budget Training (GBL), Setup, Vendor
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Table, Vendor Profile

Prerequisites | None.

Access Enter a Vendor ID.
Requirements

Yandor Profile Address

Vendor ID: KIMD2

*Description: [Training Selutions ShortDese:  [Train Sol
*Wendor Type: |Training Provider j

Accounts Payable Vendor ID: I

¥ B B France

Financing Type: I 'l
[" Certified MWumber: I Date: I (1]

Speciality: I YI

i ] First [ 1011 [ Last
*Agrmt Date  *Agreement Type “Co Agrmt Mbr E|
| | 52 I B |

Vendor Table - Vendor Profile page (1 of 2)

v BE 5y,

™ Minority Owned

Vendor Table - Vendor Profile page (2 of 2)

The system displays the Vendor ID you selected. This field is for information only.

Description Enter the vendor name

Short Desc (short Enter an abbreviated description of the vendor.
description)

Vendor Type Select a vendor type from the available options.

Accounts Payable Vendor Enter an Accounts Payable Vendor ID; this field is
ID optional.

France

For French companies only, you need to define additional vendor information.
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Financing Type

France - Certification

ADMINISTERING TRAINING

If the vendor type is a Financing Fund, select the
Financing Type that your company will use. Valid
values are FAF and FONGECIF.

In France, where professional training is mandatory
(dependent on certain conditions), all companies are
required to contribute to training funds. The contributions
are weighted according to company size, with larger
companies contributing more.

The contributions are made to the Fonds Assurance
Formation (FAF), or Training Insurance Fund.

Apart from the standard training courses, employees can
also take a one-year sabbatical training leave called Conge
Individuel de Formation (CIF) or Individual Sabbatical
Leave. These are managed through another fund called
FOnds de GEstion du Conge Individuel de Formation
(FONGECIF).

If the Vendor Type is a Training Provider, enter the provider’s certification details in the

Certification group box.

Certified

Number

Date

Specialty

France - Agreement

Select this check box if the provider is certified by the
Government.

If you selected the Certified check box, enter the
certification number.

If you selected the Certified check box, enter the
certification date.

Select the provider’s area of expertise from the available
options.

For each training provider, record all agreements that have been reached between your
organization and the provider. This is required for the French legal reporting requirements. Add a

row for each agreement.

Agrmt Date (agreement date) Enter the date of the agreement between your organization

Agreement Type

Co (company)

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

and the training provider.

Select the type of agreement from the available options:
Simple, Annual, and Multi-ann (multi-annual).

Select the provider name from the vendors you defined on
the Vendor Table.
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Agrmt Nbr (agreement Enter the number of the agreement between your
number) organization and the training provider.

@ For more information about the French Training Report 2483, see Producing the French
Training Report 2483.

USA

For U.S. organizations only, specify minority ownership information for vendors.

Minority Owned Select the Minority Owned check box if the vendor’s
business is owned by a member of an ethnic minority.

Vendor Table - Address Page

Usage Use the Vendor Table - Address page to record a vendor’s address and
the default cost charged by the vendor.

Object Name | TRN_VENDR2 TBL GBL

Navigation ¢ Develop Workforce, Administer Training (GBL), Setup, Vendor

Table, Address

e Develop Workforce, Administer Training (USF), Setup, Vendor
Table, Address

e Develop Workforce, Budget Training (GBL), Setup, Vendor
Table, Address

Prerequisites | You must set up the vendor ID on the Vendor Profile page before you
can enter the vendor’s address.

Access Enter a Vendor ID.
Requirements
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“endor Profile §°  Address Y

Vendor ID: KUWMD2

Per Unit Cost:  [1250.00

Country: IUSA QJ United States

= IUSD Ql Cost Unit: Day -

Address 1: |908 Main Street
Address 2 |

Address 3: |

City: |Wa|nut0reek
County:

I
State: ICA QJ california

Postal: I95595

Frovides all facets of offsite training, specifically computing and management related training. ;l

Vendor Table - Address page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Address, City, County, State,

Postal.

Vendor ID

Training Cost Estimation
Per Unit Cost

Cost Unit

Business Address

Country

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

The system displays the Vendor ID you selected. This
field is for information only.

Enter the vendor cost and update the currency in the
currency field if necessary. The system uses this value as
a default cost when you define vendor costs as part of
setting up the course costs.

Select the unit for the vendor cost from the list of valid
cost units.

Select a country from the list of valid values. When you
move out of the field, the system displays the appropriate
address fields for the country selected, using the
standardized address formats previously set up in the
Country Table. Enter the appropriate address data in the
fields displayed.
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For more information about the automatic address formatting feature, see Country Table -
Address Format Page.

Setting Up Vendor Contact Details

2-8

Once you’ve added vendors to the system, use the Vendor Contact Table component to enter
information about the specific people you work with at each vendor.

You can also use the Vendor Table to track Finance Fund providers for French Training programs
if you’re administering training programs for French employees and need to generate the French
Training Report 2483.

For more information about how you associate Finance Fund providers for training programs
with training costs for French employees, see Tracking Training Costs.

Vendor Contact Table - Vendor Contact Phone Page

Usage Use the Vendor Contact Phone page to enter details of your contacts at
the vendor.
Object Name | TRN_VNDR CNTCT TBI
Navigation ¢ Develop Workforce, Administer Training (GBL), Setup, Vendor
Contact Table, Vendor Contact Phone
¢ Develop Workforce, Administer Training (USF), Setup, Vendor
Contact Table, Vendor Contact Phone
e Develop Workforce, Budget Training (GBL), Setup, Vendor
Contact Table, Vendor Contact Phone
Prerequisites | Before you can set up vendor contact information, add the vendor to the
Vendor Table.
Access Enter a Vendor ID.
Requirements
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l( Wendor Contact Phone 'y Wendor Contact Address

Vendor: KUWMD2  Training Solutions
Vendor Contact e A First (4 1.0 1 [P Last
*Contact # [ =]
*Narne: [McGuire, Bradiey
Title: |Seni0r Consultant

Contact Type: |Elookings

Contact Phone Humbers First (4 101 1 [¥] Last
*Phone Type Phone
[Business =] [e10 7458254 [+1=]

Vendor Contact Table - Vendor Contact Phone page
The system displays the Vendor ID you selected. This field is for information only.

Vendor Contact

Contact # (contact number) The system assigns a sequential number to each Contact
that you add. You can renumber the contacts, if necessary.

Name Enter the contact’s Name.
Title Enter the contact’s job Title.
Contact Type Enter the type of contact.

Contact Phone Numbers

In this group box, add a row for each number, such as a business telephone number, fax number,
and cellular phone number.

Phone Type Select the type of number from the available options.

Phone Enter the phone number.

Vendor Contact Table - Vendor Contact Address Page

Usage Use the Vendor Contact Address page to record the address of your
contacts at for the selected vendor.

Object Name | TRN_VNDR_CNTCT TB2

Navigation e Develop Workforce, Administer Training (GBL), Setup, Vendor
Contact Table, Vendor Contact Address
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e Develop Workforce, Administer Training (USF), Setup, Vendor
Contact Table, Vendor Contact Address

e Develop Workforce, Budget Training (GBL), Setup, Vendor
Contact Table, Vendor Contact Address

Prerequisites | You must enter the contact’s name on the Vendor Contact Phone page
before you can enter the contact’s address on this page.

Access Enter a Vendor ID.
Requirements

Wendor ContactPhone " vendor Contact Address ‘\_

Vendor: KINKDZ  Training Solutions
Vendor Contact e A First [0 10t 1 [ Last
Contact #: 1 EI
Hame: McGuire, Bradley

¥ Same Address as Vendor

Country: =) United States

Address 1:  |908 Niain Sireet

Address2 |

Address 3: |

City |Wa|nut Creek

County: I Postal: W

State: ICA California

Vendor Contact Table - Vendor Contact Address page

These fields are for information only. The following fields are common to multiple pages and are
defined in the preface of this PeopleBook in PeopleBooks Standard Page Element Definitions:
Address, City, Country, Postal, State.

Vendor Contact

The system displays the Vendor, Contact # (contact number), and the contact’s Name that you
selected.
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Business Address

Same Address as Vendor Select this check box if the contact’s address is the same
as the vendor address you entered on the Vendor Table. If
you select the check box, the system displays the vendor
address and makes the address fields unavailable for entry.

When you change the vendor address in the Vendor Table,
the system automatically updates the Business Address in
the Vendor Contact Table for all contacts with the Same
Address as Vendor check box selected.

Country Select a country from the list of valid values. When you
move out of the field, the system automatically displays
the appropriate address fields for the country selected,
using the standardized address formats previously set up
in the Country Table. Enter the appropriate address data
in the fields displayed.

@ For more information about the automatic address formatting feature, see Country Table -
Address Format Page.

Setting Up Training Equipment and Facilities

When you set up a training course, you define the equipment and materials needed for the course
so that you can book equipment, when scheduling a course session. Use the Equipment and
Materials Table to define codes for the training equipment and materials that you need to track.

Use the Training Facility Table to identify the locations where courses are held. You use this
information to help you schedule course sessions. Here you can enter information such as on- or
off-site addresses, training rooms available at the facility, equipment available, facility cost, and
even directions for getting there.

Equipment and Materials Table Page

Usage Use the Equipment and Materials Table page to identify the equipment
and materials used for training courses. You use these codes for listing
the equipment that is required to administer course sessions in-house.
To help you make sure that all necessary equipment is available where
the courses will take place, you can also associate equipment and
materials with training facilities.

Object Name | TRN_EQUIP_TABLE

Navigation e Develop Workforce, Administer Training (GBL), Setup,
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Equipment and Materials Table, Equipment and Materials
Table

¢ Develop Workforce, Administer Training (USF), Setup,
Equipment and Materials Table, Equipment and Materials
Table

e Develop Workforce, Budget Training (GBL), Setup, Equipment
and Materials Table, Equipment and Materials Table

Prerequisites | None.
Access Enter an Equipment and Materials Code.
Requirements
Equipment and Materials Tahle \_
EquipmentMaterials Code: K016
*Equipment Type: | Books =]
*Description: |Instruct0r Guide
Short Description: IInSt Guide
Author; [
Year Published: I
ISBN: I

Equipment and Materials Table page

The system displays the Equipment/Materials Code you selected. This field is for information

Select the Equipment Type from the available options.

only.

Equipment Type

Description Enter a long Description.
Short Description Enter a Short Description.
Publications

Author Enter the Author name.
Year Published Enter the Year Published.
ISBN Enter an ISBN.
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@ You can associate costs with materials and equipment on the Training Facilities Table. This
enables you to account for varying costs of training materials that depend on where your
training courses are taught.

Training Facility Table - Address Page

Usage Use the Address page to record the address of each Training Facility
your organization uses. Training Facilities can be on company premises
or off-site at an external vendor’s facility.

Object Name | TRN_FACILITY TBL1

Navigation e Develop Workforce, Administer Training (GBL), Setup,
Training Facility Table, Address

e Develop Workforce, Administer Training (USF), Setup,
Training Facility Table, Address

¢ Develop Workforce, Budget Training (GBL), Setup, Training
Facility Table, Address

Prerequisites | None.

Access Enter a Training Facility code.
Requirements

" Address Y Contacts and Equipment / Training Rooms | Directions
Training Facilit:  KUFACH
Business Unit: IM@ Location Code: IW ﬂ Carporation Headguarters
Facility Hame: |Corp0rati0n Headguarters Short Desc: IW
Mail Drop: |
Country: USA United States
Address 1: |5lJD George Washington Plkay
Address 2: |
Address 3: |
City: |New ok
County: | Postal: W
State: IN"‘r Mew York

Training Facility Table - Address page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Address, City, County,
Postal, State.

Business Unit Select the Business Unit linked to the training facility.
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If the training facility is internal (on company premises),
select a Location Code. You can select only Location
Codes that are assigned to the Business Unit you selected.

If you go back and change the Business Unit after you’ve
entered a Location Code, and the Location Code isn’t
tied to this Business Unit, the system displays the
warning message “Location will be cleared. It is not valid
for this Business Unit” and clears the Location Code field
on the page.

If the training facility is off-site (external to your
company), leave the Location Code field blank.

If you didn’t enter a Location Code, enter the Facility
Name and Address.

If you entered a Location Code, the system completes the
Facility Name and makes this field unavailable for entry.

Enter a Mail Drop identifier, if there is a designated
collection point for mail addressed to the training facility.

Note. The Mail Drop isn’t part of the normal address and
therefore isn’t included in the standard training letters
supplied by PeopleSoft.

If you entered a Location Code, the system completes the
Country field automatically. If you didn’t enter a
Location, select the country from the list of valid values.

When you move out of the field, the system dynamically
generates the proper address format for that country, as
specified on the Country Table, Address Format page.

@ For more information about how address formatting works, see Setting Up Control Tables.

Training Facility Table - Contacts and Equipment Page

Usage Use the Contacts and Equipment page to record a contact name and
telephone number for the training facility and list the equipment
available.

Object Name | TRN_FACILITY TBL2
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Navigation e Develop Workforce, Administer Training (GBL), Setup,
Training Facility Table, Contacts and Equipment
e Develop Workforce, Administer Training (USF), Setup,
Training Facility Table, Contacts and Equipment
¢ Develop Workforce, Budget Training (GBL), Setup, Training
Facility Table, Contacts and Equipment
Prerequisites | If you want to track the equipment available at your training facilities,
you must first set up the Equipment and Materials Table.
Access Enter a Training Facility code.
Requirements

Training Facility:

Business Unit:

Address ' Contacts and Equipment \'. Training Rooms Directions

Location: Corporation Headguarters

Contact Hame: ITaylor,D avid

wvendor ID: I QJ

Contact Phone Numbers e All First [0 10f 4 [ Last
*Phone Type Phone
[Business =] B77 6621234 =]

Equipment/Materials Available

*EquipmentMaterials Code Oty Per Unit Cost Cost Unit

Wﬂ Photocopr |1_ ID-DD Elﬁﬂ Iﬁ EI
[oos @ womtwan [0 [#000 gluso @) [oa M =]

KUFACA Corporation Headguarters
GBIBU Global Business Institute BU

Training Facility Table - Contacts and Equipment page

The system displays the Training Facility, Business Unit, and Location you selected. These
fields are for information only.

Contact Name

Vendor ID

Enter a Contact Name for the training facility.

If the contact works for a vendor, select the Vendor ID.
Valid Vendor IDs are stored in the Vendor Table.

Contact Phone Numbers

Phone Type

Phone

Select a Phone Type from the available options, and enter
the contact phone number in the next field.

Enter the phone number.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL DEFINING TRAINING COURSES AND PROGRAMS
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Equipment/Materials Available

Use the Equipment/Materials Available group box to list all equipment that is shared between
training rooms. Don’t include fixed equipment that is tied to a particular training room. Fixed
equipment is listed on the Training Facility Table - Training Rooms Page.

Equipment/Materials Code  Select an Equipment/Materials Code from the list of
valid values. When you move out of this field, the system
displays the equipment name. You define these values in
the Equipment and Materials Table.

Qty (quantity) Enter the Qty of each Equipment/Materials Code that is
available at the training facility.

Per Unit Cost Enter a Per Unit Cost for each item. Though this field is
optional, it’s helpful as a reference, especially when you
compare facility site costs.

Indicate the currency code in the field next to Per Unit
Cost. The default currency code is from the value
specified in the BUS UNIT_OPR_HR record,
EXCHNG TO_ CURRENCY field. You can override this
value if you want. Valid prompt values to enter a different
currency code are from the Currency Code Table.

Cost Unit Select a Cost Unit associated with the item. Valid values
are in the Cost Unit Table.

Note. Cost information isn’t required on this page, and you need to establish costs for
training facilities only if you are working with Training Budgets.

Training Facility Table - Training Rooms Page

Usage Use the Training Rooms page to track the following information about
each training room at a training facility: location of the training room,
capacity, cost of room, and the fixed equipment available in the room.

Object Name | TRN_FACILITY_ TBL4

Navigation e Develop Workforce, Administer Training (GBL), Setup,
Training Facility Table, Training Rooms

¢ Develop Workforce, Administer Training (USF), Setup,
Training Facility Table, Training Rooms

e Develop Workforce, Budget Training (GBL), Setup, Training
Facility Table, Training Rooms

Prerequisites | To track the equipment that is available in a training room, you must
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first set up the Equipment and Materials Table.

Access Enter a Training Facility code.
Requirements

/ Address ' Contacts and Equipment " Training Rooms \_Directions |

Training Facility: KUFACT  Corparation Headguarters
Business Unit: GBIBU Global Buginess Institute B

Location: Corporation Headguarters

Training Rooms

*Room Code: W Room: |Corp0rate Conference Room
Builing#  [2000  Feor# [1
Per Unit Cost: |3,DDD.DD @Wﬂ Cost Unit: Day M
Maximum Nbr of Students: W [¥ Room Active
Fixed EquipmentMaterials
*Equip Code Quantity
[kooT & Overhead Projectar [ =]
Wﬂ Microphone/sound system |1_ EI

Training Facility Table - Training Rooms page

The system displays the Training Facility, Business Unit, and Location that you selected.
These fields are for information only.

Training Rooms

Room Code Enter a Room Code for the room. Rooms within a
training facility must have a unique Room Code.

Room Enter the Room name.

Building # (building number) Enter the name or number of the Building in which the
room is located.

Floor # (floor number) Enter the number of the Floor on which the room is
located.

Per Unit Cost Enter a Per Unit Cost for the room.

Cost Unit Select the Cost Unit associated with the Per Unit Cost.

Valid values are in the Cost Unit Table.

@ Cost information isn’t required on this page, and you need to establish costs for training
facilities only if you are working with Training Budgets.
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Maximum Nbr of Students  Enter the Maximum Nbr of Students that can be

(maximum number of accommodated in the room. When you set up a course

students) session, the system checks this field to determine whether
the room is large enough for the selected course.

Room Active Clear the Room Active check box if the training room
isn’t available for training. You can schedule sessions in a
room only if Room Active is selected.

Fixed Equipment/Materials

Equip Code (equipment Select an Equip Code for each item in the training room.

code) Include only fixed equipment that is tied to the room. Use
the Training Facility Table - Contacts and Equipment
Page to list equipment that is shared by rooms in the
training facility.

When you move out of the Equip Code field, the system
displays the equipment name. You define these values in
the Equipment and Materials Table.

Quantity Enter the Quantity of each item in the training room.

Training Facility Table - Directions Page

Usage Use the Directions page to store directions to a training facility.

Object Name | TRN_FACILITY_ TBL3

Navigation e Develop Workforce, Administer Training (GBL), Setup,
Training Facility Table, Directions

¢ Develop Workforce, Administer Training (USF), Setup,
Training Facility Table, Directions

e Develop Workforce, Budget Training (GBL), Setup, Training
Facility Table, Directions

Prerequisites | None.

Access Enter a Training Facility code.
Requirements
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Address Contacts and Equipment Training Eooms I.‘ Directions 3

Training Facility: RUFACT Corporation Headguarters

Business Unit: GBIBU Global Business Institute BU

Description: Corpaoration Headguarters

From the Airpaort, take the shuttle hus to George Washington Parkweay. ;l

Training Facility Table - Directions page

The system displays the Training Facility you selected, the Business Unit associated with the
facility, and a Description of the facility. These fields are for information only.

Directions

Directions Enter Directions to the facility in the space provided.
You can use the directions you enter here in the
confirmation form letters that you send to students.

@ For more information about producing training letters, see Generating Administer Training
Letters.

Setting Up Course Instructors

To help you set up course sessions, you can enter information about internal and external
instructors in the Instructor Table. You can track instructor costs and areas of expertise. To help
you pick the right teachers for course sessions, you can compare course instructor requirements
against an instructor’s own competency profile before deciding whether the instructor is qualified
to teach that course.

The Instructor Table consists of two pages. On the first page, you enter information related to the
instructor’s area of expertise. On the second page, you select the courses that the instructor is
qualified to teach.

Instructor Table - Instructor Profile Page

Usage Use the Instructor Profile page to add an instructor to the Instructor

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL DEFINING TRAINING COURSES AND PROGRAMS 2-19



ADMINISTERING TRAINING

2-20

JANUARY 2001

Table. You can add employees and non-employees to the Instructor
Table.

Object Name

TRN_INSTRUCTR TBLI

Navigation

e Develop Workforce, Administer Training (GBL), Setup,
Instructor Table, Instructor Profile

e Develop Workforce, Administer Training (USF), Setup,
Instructor Table, Instructor Profile

e Develop Workforce, Budget Training (GBL), Setup, Instructor
Table, Instructor Profile

Prerequisites

You can add only an existing employee or non-employee to the
Instructor Table. To add a new external instructor, first add the
instructor as a non-employee, using the Add Non-Employee option on
the Administer Workforce menu.

Access
Requirements

Enter an Instructor ID.

Description:

Instructar Profile Glualification

Instructor ID:  KC0015 Campbell Barry Rohert

*Internal/External: I Internal vI

Vendor ID: I

School Code: I School Name: |

Per Unit Cost: |TSD.DD = ICAD QJ Cost Unit: Dray &

Area of Expertise: |Corp0rateIManagemenUExecutive

Covers awide range of training, fram corporate orientation through to management ;l
training.

=

Instructor Table - Instructor Profile page

The system displays the Instructor ID that you selected. This field is for information only.

Internal/External This is a display-only field. The system populates the

Vendor ID

DEFINING TRAINING COURSES AND PROGRAMS

Internal/External field as follows:
Internal if the instructor is an employee.
External if instructor is a non-employee.

If the instructor works for a vendor you’ve added to the
Vendor Table, select a Vendor ID. The system makes
this field unavailable for entry if the instructor is Internal.
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School Code If the instructor works at a school you’ve added to the
School Table, select a School Code. When you move out
of the field, the system enters the School Name. To enter
a school that isn’t in the School Table, leave School Code
blank.

The system makes the School Code field unavailable for
entry if the instructor is Internal.

School Name If the instructor works at a school that isn’t set up in the
School Table, enter the School Name.

The system makes the School Name field unavailable for
entry if the instructor is Internal.

Per Unit Cost Enter the Per Unit Cost for this instructor. This value is
used as the default instructor cost within the course cost
set up. If the instructor is Internal, the system defaults the
cost for the instructor from the Employee Training Cost
Page in the Budget Training menu.

Cost Unit Select a Cost Unit for the instructor’s time from the
available options. Cost units are stored on the Cost Unit
Table.

@ Cost information isn’t required on this page, and you need to set up costs for instructors only
if you are working with Budget Training.

Area of Expertise Enter a brief description of the instructor’s Area of
Expertise.
Description Use this field to enter any further comments about the

instructor’s Area of Expertise. You don’t need to specify
the courses that the instructor teaches: these are added to
the Qualification page.

Instructor Table - Qualification Page

Usage Use the Qualification page to define the courses that an instructor is
qualified to teach. When you schedule a course session, the system uses
the information on this page to determine which instructors are able to
teach the selected course.

For more information about setting up course sessions, see
“Administering Course Sessions”.
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Object Name

TRN_INSTRUCTR TBL2

Navigation

e Develop Workforce, Administer Training (GBL), Setup,
Instructor Table, Qualification

e Develop Workforce, Administer Training (USF), Setup,
Instructor Table, Qualification

e Develop Workforce, Budget Training (GBL), Setup, Instructor
Table, Qualification

Prerequisites

Using the Qualification page, you can compare course competencies and
accomplishments with the selected instructor’s competency profile. If
you want to use this functionality to match instructors to courses, you
need to define the following before you can use this page:

Course requirements. Instructor competencies and accomplishments are
set up in the Course Table.

Instructors’ competencies and accomplishments. This is explained in
Tracking Worker Competencies and Accomplishments.

Access
Requirements

Enter an Instructor ID.

Instructar Profile ' GQualification

Instructor: Kz0014 Campbell Barry Raobert

Courses Qualified to Teach

*Course Code

IKDD‘I Q)

Time Management

3 out of 4

Matching Competencies

First (4 1of g

0 out of 1

Matching Accamplishments

Instructor Table - Qualification page

The system displays the Instructor ID and instructor’s name. These fields are for information

only.
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Courses Qualified to Teach

Course Code

Select the Course Code from the list of valid values.
When you move out of this field, the system displays the
course title and compares the course requirements with the
instructor’s competencies and accomplishments. The
results of this comparison appear in the Competencies
Match Analysis and Accomplishments Match Analysis
group boxes.

If the instructor is qualified to teach the course, add the
course to the instructor’s profile.

Competencies Match Analysis

The Competencies Match Analysis group box shows how many of the instructor’s competencies
match course competency requirements. If you haven’t set up course competency requirements,
the system displays 0 out of 0 in this group box.

Matching Competencies Click Matching Competencies to display the

Qualification: Matching Competencies Page. This page
lists all the competencies required by the course alongside
the instructor’s competencies.

Accomplishments Match Analysis

The Accomplishments Match Analysis group box shows how many of the instructor’s
accomplishments match course accomplishment requirements. If you haven’t set up course
accomplishments, the system displays 0 out of 0 in this group box.

Matching Accomplishments Click Matching Accomplishments to display the

Qualification: Matching Accomplishments Page. This
page lists the accomplishments required by the course
alongside the instructor’s accomplishments.

Qualification: Matching Competencies Page

Usage

Use the Matching Competencies page to view all of the instructor’s
competencies, along with the course requirements. For some courses,
you may not need the instructor to fulfill all the requirements, and this
page helps you to decide on the instructor’s suitability to teach the
course.

Object Name

TRN_MTCH_CMPS_SEC

Navigation

To access this page, click Matching Competencies on the Instructor
Table - Qualification Page.
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Matching Competencies
Instructor e (B0 s e s -+ [l Competencies Match wiew Al First (4 12 ora
Competencies ! First € 14 ors DI Last e O Last
Ability to transfer khowledge Effectively manages own time ]
Comraunication Skills Ability to transfer knowledge =
FeopleCode Communication Skills =
PeopleToals Training =

Qualification: Matching Competencies page

Instructor Competencies

The Instructor Competencies group box lists the competencies that are assigned to the instructor
from the Competencies - Competency Assignment Page.

Competencies Match Analysis

The Competencies Match Analysis group box lists the competencies that are required to teach
the course. You set up these course requirements on the Course Table - Required Instr
Comps/Accomps Page. The system automatically selects the check box if the competency is
included in the instructor’s profile.

Qualification: Matching Accomplishments Page

Usage Use the Matching Accomplishments page to view all of the instructor’s
accomplishments, along with the course requirements. For some
courses, you may not need the instructor to fulfill all the requirements,
and this page helps you to decide on the instructor’s suitability to teach
the course.

Object Name | TRN. MTCH_ACPS_SEC

Navigation To access the page, click Matching Accomplishments on the
Qualification page.
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Matching Accomplishments

Instructor A First [ 1.0t 1 [ Last [Accomplishments siew Al First (4 10f 41

Accomplishments ks Match Analysis O Last

Business English =

Qualification: Matching Accomplishments page

Instructor Accomplishments

The Instructor Accomplishments group box lists the instructor’s accomplishments. These are
set up in Manage Competencies.

Accomplishments Match Analysis

The Accomplishments Match Analysis group box lists the accomplishments that are required to
teach the course. You set up these course requirements on the Course Table - Required Instr
Comps/Accomps Page. The system automatically selects the check box if the accomplishment is
included in the instructor’s profile.

Setting Up Course Categories

Courses can cover a wide range of subjects, from administrative to technical and from
management to personal. To help you organize your training courses, you set up categories and
subcategories on the Category/Subcategory Table Page. When you create new courses in the
Course Table you associate the course with a category and subcategory. If you need to
reorganize your training catalog, use Catalog Organization Page to move courses between
categories and subcategories.

Overview of Categories and Subcategories

In order to be clear about courses and the scope covered by each course, you can classify each
course into categories. These categories can be further classified into subcategories, to enable
you to define more discrete components of training as required by your employees. This structure
of courses, categories, and subcategories provides you with an organizational approach to your
training courses, which enables you to better manage your employee training requirements.

The following example shows how PeopleTools courses 1 and 2 have been classified as
Technical courses within the Human Resources Category area. Likewise, Supervisory Skills and
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Performance Reviews courses are classified as Administrative courses in the same category. All
the courses have been added to the catalog.

Category Subcategory Courses Catalog Status
Human Technical PeopleTools 1 Active
Resources
PeopleTools 2 Active
Administrative Supervisory Skills | Active
Performance Active
Reviews

When you create a new category, the system defaults to the Subcategory Code value of
UNKNOWN. Use the UNKNOWN subcategory to assign courses to a category that you don’t
want to divide into subcategories. This enables you to limit your catalog structure to a single
category level. The Subcategory Code field value is display-only, but you can modify the
description fields.

@ This means that every category you define will automatically have an UNKNOWN
subcategory associated with it.

The UNKNOWN subcategory is at the same level as the Category, for default purposes. For
example, on the Catalog Cost Table, you can populate the table with any courses that are tagged
with a category and subcategory value that you identify. This enables you to specify the costs
that are associated with similar courses quickly, without having to enter them into the Catalog
Cost Table one at a time.

The following diagram illustrates the hierarchical structure of categories and subcategories in the
training module that you’ll see as you associate specific course codes with categories and
subcategories in the Training Administration module:

HR MO
(Category) {Subcategory)
Benefits Payroll
(Subcategory) (Subcategory)

Hierarchical structure of categories and subcategories
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You can default values entered for the Unknown subcategory into other subcategories. For
example, in the diagram shown here, the values entered into the Unknown subcategory within the
HR Category can be defaulted into the Benefits and Payroll subcategories.

Category/Subcategory Table Page

Usage Use the Category/Subcategory Table page to define the course
categories that form your training catalog.

Object Name | TRN CATEGORY TABLE

Navigation e Develop Workforce, Administer Training (GBL), Setup,
Category / Subcategory, Category Table

e Develop Workforce, Administer Training (USF), Setup,
Category / Sub-category, Category Table

e Develop Workforce, Budget Training (GBL), Setup, Category /
Subcategory, Category Table

Prerequisites | None

Access Enter a Category Code.
Requirements
Category Table

Category Code: HUMRES

*Description: |Human Resources

Short Description: IHuman Res
ICategory Table Wiew All First (4] 1.4 o 4 [M] Last
|-' Description '.I DurationsCapacity
*Subcategory e Short
Code Description Description
[BENEFITS [Benedts |Benefits =
|[NEWHIRE | [Mew Hire |New Hire =]
|RECR&STAFF | |Recruitment and Staffing |Recrastaf =
UNKNOWN  [Unknown |unknawn =1

Category/Subcategory Table: Description page

@ Multiple views of this page are available by clicking the tabs in the scroll area. We
document the fields that are common to all views first.

Common Page Information

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Description, Short
Description.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL DEFINING TRAINING COURSES AND PROGRAMS 2-27



ADMINISTERING TRAINING JANUARY 2001

Description Tab

See the previous screen shot for a view of this tab.

Enter the Subcategory Code and a Description for the subcategory. Enter an abbreviated
description in Short Description. Add a row for each subcategory that you want to add to the
category.

Duration/Capacity Tab

Category Tahle , ] First (4] 1.4 of a4 (M Last
Description |' DurationdCapacity '|

*Subcategory  Duration Unit Min Mazx

Code Time Students Students

[pENEFTS | [For = [ =]

[MEwHRE | [Foer = [ =]

[RECRaSTAFF | [For = [ =]

UNKNOWN | [Faur A =]

Category/Subcategory Table: Duration/Capacity page

Enter the category Duration Time for the allocated course and the associated Unit of time.

Enter the Min Students (minimum number of students) and the Max Students (maximum
number of students) allowed in the course session.

@ The system uses the Duration Time, Unit, Min Students, and Max Students values as
defaults when you define session costs later.

@ For more information about catalogs, see Setting Up Your Training Catalog and Training
Programs.

Setting Up Training Courses

Use the Course Table to set up the following information about the training courses that you want
to track:

o General course information, such as course type, minimum and maximum number of students,
and course duration.

o Course prerequisites.
¢ Competencies and accomplishments required to teach the course.

e Target competencies and accomplishments.
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¢ Standard equipment and materials required to administer courses.

Once you set up courses, you can set up training programs, schedule course sessions (if you chose
to administer sessions in-house), and track employee training. You can also use course codes for
tracking the external courses that your employees frequently attend, such as classes offered at a

local college or trade association seminars.

To view a list of standard courses already defined in the system, generate the Course Table report.
This report shows all available courses and includes a description of each, whether it is internal or
external to your organization, the location, and duration of the course.

Course Table - Course Profile Page

Usage

Use the Course Profile page to define general course information.

Object Name

COURSE_TABLE! GBL

Navigation

Develop Workforce, Administer Training (GBL), Setup, Course
Table, Course Profile

Develop Workforce, Administer Training (USF), Setup, Course
Table, Course Profile

Develop Workforce, Budget Training (GBL), Setup, Course
Table, Course Profile

Develop Workforce, Manage Competencies (GBL), Setup,
Course Table, Course Profile

Develop Workforce, Manage Competencies (USF), Setup,
Course Table, Course Profile

Prerequisites

None.

Access
Requirements

Enter the Course Code.
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[ Course Profile y Reguired Instr Campsiccornps | Preregs,Goals | Eguipment Catalog Description

Course: k001

Title: |Time hManagement

Short Title: |Time Mormit *Course Status: |Active vl
Creation Date; Im B Revision Date; I— (]
*InternalExternal: lm ¥ Session Administration

*Course Type: lm ¥ Muhtilingual Course

*Primary Delivery Method: lm ¥ Instructor CompsiAccomps Req
MinMax Students: |5_ IF

Duration Time: 2o Cost Unit; Day -
Course Units: IT Course Offering: I Quarterly 'l

School Code/School: | I

v 0 BFrance

[ Chargeable

DEFINING TRAINING COURSES AND PROGRAMS

Course Table - Course Profile page

The system displays the Course code you selected. This field is for information only.

Title Enter the Title of the course.
Short Title Enter an abbreviated course title in the Short Title field.
Course Status Select a Course Status from the available options:

Active: Select this status for courses that you currently
offer. You can set up a course session only if the Course
Status is Active. This is the default status.

Inactive: Select this status for courses that you no longer
offer. You can’t set up a course session for courses that
are Inactive.

Proposed: Select this status for courses that aren’t yet
available. You can’t set up a session for courses that are
Proposed.

Creation Date If you’re setting up a new course, the Creation Date
defaults to the system date, usually today’s date, which
you can change if necessary.

Revision Date Enter a Revision Date when you make changes to an
existing course.

Internal/External Select Internal, if the course is held in-house, or External,
if the course is held off-site.

JANUARY 2001
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Session Administration Select the Session Administration check box if you plan
to administer course sessions within your organization
using PeopleSoft Human Resources. With Session
Administration selected, you can create course sessions,
set up waiting lists, enroll students in courses, and send
out form letters.

You can select Session Administration for both Internal
and External courses.

Note. If you can’t find a session when you’re
administering course sessions in the Administer Training
module, check the Course Table to see if the Session
Administration check box is selected for the Course Code
that the session is associated with, or check to see if the
course session is active.

Course Type Select a Course Type from the available options:
Contin Ed (continuing education)
Comp check (competency check)
Functional
Mgmt Devel (management development)
Skill Dev (skill development)
Supv Skill (supervisory skills)
Technical

Use Course Type to categorize your courses. This field is
for information only and doesn’t affect the way you
administer the course in PeopleSoft Human Resources.

Multilingual Course Select the Multilingual Course check box if the course is
offered in multiple languages. The system makes the
Multilingual Course check box available if you select the
Session Administration check box.

Primary Delivery Method Select the Primary Delivery Method from the available
options:

Audio: Select this option for audio training, such as
language tapes.

Computer: Select this option for computer-based training.
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Instructor Comps/Accomps
Req (competencies
/accomplishments required)

Min/Max Students

Duration Time

Cost Unit

Course Units

Course Offering
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Instructor: Select this option for courses that are
instructor led. This is the default Primary Delivery
Method.

On-the-Job: Select this option where you offer on-the-job
training.

Video: Select this option for training videos.

Workbook: Select this option for self-taught courses with
workbooks.

Select the Instructor Comps/Accomps Req check box if
you want to define a set of instructor competencies and
accomplishments for the course. You define the
competencies and accomplishments on the Required Instr
Comps/Accomps page.

The system makes this check box unavailable if the
Primary Delivery Method isn’t Instructor.

To limit enrollment for the course, enter the minimum and
maximum number of students that can enroll in the course.

Enter the duration of the course.

If you completed the Duration Time field, select a Cost
Unit from the available options. This is the unit in which
Duration Time is measured:

Hour

Day

Week

Month

Year

These values are stored on the Cost Unit Table.

If the course is external to your organization, such as at a
college or university, enter the number of Course Units.

Select a frequency to indicate how often the course is
offered.
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School Code/School If the course is Internal, the system makes these fields
unavailable for entry.

If the course is External, enter details of the school in
School Code or School.

If you have set up a School Code for the school, select
the code from the available options. When you move out
of the field, the system completes the School name and
makes the field unavailable. If the school doesn’t have a
code, leave School Code blank, and enter the school name
in School. You create School Codes in the School Table.

France

For French organizations only, use the France group box to indicate whether a course is a
chargeable item.

Chargeable Select the Chargeable check box to make the training
course a chargeable item. This enables all expenses
entered against this Expense Type to be chargeable. This
is used to meet the French legal reporting requirements.

@ For more information about the French 2483 legal reporting requirement, see Producing the
French Training Report 2483.

Course Table - Required Instr Comps/Accomps Page

Usage Use the Required Instr Comps/Accomps page to define competencies
and accomplishments that instructors need to teach the course. When
you add an instructor to the Instructor Table, you can compare the
instructor’s competency profile with the course requirements before you
add the course to the instructor’s profile.

Object Name | COURSE TABLE6

Navigation e Develop Workforce, Administer Training (GBL), Setup, Course
Table, Required Instr Comps/Accomps

¢ Develop Workforce, Administer Training (USF), Setup, Course
Table, Required Instr Comps/Accomps

e Develop Workforce, Budget Training (GBL), Setup, Course
Table, Required Instr Comps/Accomps

e Develop Workforce, Manage Competencies (GBL), Setup,
Course Table, Required Instr Comps/Accomps
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e Develop Workforce, Manage Competencies (USF), Setup,
Course Table, Required Instr Comps/Accomps

Prerequisites | Before you can use this page, you must have competencies and
accomplishments tables set up.

You must select the Instructor Comps/Accomps Req check box on the
Course Profile page to make the fields on the Required Instr
Comps/Accomps page available for entry.

Access Enter the Course Code.

Requirements

Course Profile ¥ Required Instr Compsiaccomps \'. Preregs,Goals Equipment Catalog Description
Course: k001 Time Management Status:  Active
Competency El
|D1 11 g Effectively manages own time EI
|021 ] g Ahility to transfer knowledge EI
|0502 g Communication Skills EI
|m1 [ Ql Training
Accomplishment EI
| Q)

Course Table - Required Instr Comps/Accomps (required instructor competencies/
accomplishments) page

The system displays the Course you selected and the course Status. These fields are for
information only.

Instructor Competencies

Competency Select a Competency that you want to add to the
instructor requirements, from the list of valid values. You
set up Competencies on the Competency Table.

Instructor Accomplishments

Accomplishment Select an Accomplishment that you want to add to the
instructor requirements, from the list of valid values.

@ For more information about setting up competencies and accomplishments see Setting Up
Competencies and Accomplishments.
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Insert additional rows, to add further competencies and accomplishments.

Course Table - Prereqs, Goals Page

Usage Use the Prereqgs, Goals page to designate the courses students should
complete before taking this course and to specify targeted skills and
certifications.

Object Name | COURSE TABLE2

Navigation e Develop Workforce, Administer Training (GBL), Setup, Course
Table, Prereqs,Goals

¢ Develop Workforce, Administer Training (USF), Setup, Course
Table, Prereqs,Goals

e Develop Workforce, Budget Training (GBL), Setup, Course
Table, Prereqs,Goals

e Develop Workforce, Manage Competencies (GBL), Setup,
Course Table, Prereqs,Goals

¢ Develop Workforce, Manage Competencies (USF), Setup,
Course Table, Prereqs,Goals

Prerequisites | Define Prerequisite Courses and Target Competencies.

Access Enter a Course Code.
Requirements
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| CourseProfile " Reguired Instr CompsfAccomps | Freregs,Goals %y Eguipment | Catalog ' Description |

Course: koot Time Management Status:  Active

Prerequisite Courses

IKDDE ﬂ Corparate Orientation EI
Target Competencies

Competency *Proficiency Grant to EE after Course

|D11D ﬂ Ahbility to manage own time IS_E Good ~ EI
|4014 g Multi-Tasking IS_E Good V EI

+

|4U15 =Y Planning & Scheduling |3_ﬂ Good i FE=]
Target Accomplishments

*License/Certification Code Grant to EE after Course

| Q o =]
Target Languages

*Language Speak Read Write Grant to EE after Course

I | = = = " =]

Course Table - Preregs, Goals (prerequisites, goals) page

The system displays the Course you selected and the course Status. These fields are for
information only.

Prerequisite Courses

Select course codes for Prerequisite Courses. Before you can select courses as prerequisites for
other courses, you have to create them using the Course Table. To save yourself time, enter the
most basic courses first, and then work your way up to the courses requiring prerequisites.

@ You can’t enter a course as a prerequisite for itself; if you do, the system will issue an error
message.

Target Competencies

To specify course objectives, you can select Target Competencies, which you create in the
Competency Table. Select the Grant to EE after Course (grant to employee after course) check
box if you want the system to update the employees’ competencies profiles automatically when
they complete the course.

@ For more information about competencies, see Before You Begin.

You can also establish a default Proficiency level that a student should receive for a competency
upon completing the course. For example, a beginner’s course in a competency might give a
rating of Fair, while completing an advanced level course warrants a proficiency level award of
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Expert. 1f you selected the Grant to EE after Course check box, the system adds the
competency to the employee’s profile and sets the proficiency rating to the level you enter here.
Competencies that are automatically assigned to an employee’s profile are given an evaluation
type of Approved.

Target Accomplishments

If students are awarded a license/certification on completion of the course, select a
License/Certification code from the list of valid values. You define License/Certification
codes in the License/Certification Table. Select the Grant to EE after Course check box if you
want the system to update the employees’ accomplishments profiles when they complete the
course.

Target Languages

To specify languages that a student learns by taking this course, select a Language from the list
of valid values. You define Language codes in the Language Table. In the Speak, Read, and
Write fields, select High, Moderate, or Low to indicate the level of proficiency that you expect
students to achieve on completion of the course.

Select the Grant to EE after Course check box if you want the system to update the employees’
accomplishments profiles with the language and proficiency when they complete the course.

Course Table - Equipment Page

Usage Use the Equipment page to define the equipment and materials that are
required for the course. You’ll probably want to add this information
only for courses that you administer in-house.

Object Name | COURSE TABLE3

Navigation e Develop Workforce, Administer Training (GBL), Setup, Course
Table, Equipment

¢ Develop Workforce, Administer Training (USF), Setup, Course
Table, Equipment

e Develop Workforce, Budget Training (GBL), Setup, Course
Table, Equipment

e Develop Workforce, Manage Competencies (GBL), Setup,
Course Table, Equipment

¢ Develop Workforce, Manage Competencies (USF), Setup,
Course Table, Equipment

Prerequisites | Before you can use this page, you must define Equipment/Materials
codes on the Equipment/Materials Table.

Access Enter a Course Code.
Requirements
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Course Profile Required Instr CompsiAccomps Freregs,Goals Equipment‘.I Catalog Description

Course: k001

Equipment Needed

*Equipment/Materials Code

Wﬂ Hanging White Board EI
Wg Instructor Guide =]
[k7 @l student Guides =]

Time Management Status:  Active

Course Table - Equipment page

The system displays the Course you selected and the course Status. These fields are for

information only.

Equipment Needed

Select the standard Equipment/Materials Code needed for the course from the list of valid

values.

Insert additional rows, to add as many pieces of equipment as necessary.

For more information about setting up Equipment and Materials Codes, see Setting Up
Training Equipment and Facilities.

Course Table

- Catalog Page

Usage Use the Catalog page to specify how you want your courses to be
classified in the system.

Object Name | COURSE TABLE4

Navigation e Develop Workforce, Administer Training (GBL), Setup, Course

e Develop Workforce, Manage Competencies (GBL), Setup,

Table, Catalog

e Develop Workforce, Administer Training (USF), Setup, Course
Table, Catalog

e Develop Workforce, Budget Training (GBL), Setup, Course
Table, Catalog

Course Table, Catalog
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e Develop Workforce, Manage Competencies (USF), Setup,
Course Table, Catalog

Prerequisites | None

Access Enter a Course Code.
Requirements

Course Profile Required Instr CompsiAccomps Preregs Goals Eguipment '  Catalog Y Description

Course: Koo1 Time Management Status:  Active

[~ Mot in Catalog

*Category Code: [ManAGEMENT Q Management +[=]

*Subcategory Code: ICAREER DEY ﬂ Career Development
*Category Code: IF'LANNING ﬂ Planning EI
*Subcategory Code: IORGAN 1ZATH ﬂ Organizatian

Course Table - Catalog page

The system displays the Course you selected and the course Status. These fields are for
information only.

Select the Not in Catalog check box if you don’t want to include the course in your course
catalog. Placing courses in a catalog is a way of organizing all of your training courses into an
easily managed, understandable structure that will help you administer courses more efficiently,
especially if your organization manages a large number of diverse courses for its workforce. If
you select this check box, the system makes the Category and Subcategory Code fields
unavailable for entry.

@ If you’ve already specified a category or subcategory for a course, and you select the Not in
Catalog check box, the system clears any category or subcategory information on the page.
If you select the check box again later, you will have to specify the course category again.

Catalog

If you choose to add this course to the catalog, select a Category Code and Subcategory Code
from the list of valid values. You create categories and subcategories on the
Category/Subcategory Table Page. Categories define training subjects, and subcategories allow
for a more specific definition of the subject matter.

Insert a new data row, to add the course to a different category in the catalog.
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Course Table - Description Page

Usage Use the Description page to enter additional information about the
course content, target audience, or course agenda.

Object Name | COURSE TABLES

Navigation e Develop Workforce, Administer Training (GBL), Setup, Course
Table, Description

e Develop Workforce, Administer Training (USF), Setup, Course
Table, Description

e Develop Workforce, Budget Training (GBL), Setup, Course
Table, Description

e Develop Workforce, Manage Competencies (GBL), Setup,
Course Table, Description

e Develop Workforce, Manage Competencies (USF), Setup,
Course Table, Description

Prerequisites | None

Access Enter a Course Code.
Requirements

| Course Prafile | Required Instt CompsiAccomps | Preregs,Goals | Equipment | Catalog [ Description \L

Course: Koo1 Time Management Status:  Active

First (] 1012 I Last

Type: IGeneraI 'l EI

Description Firet (4 1ot 1 [¥] Last
*Effective Date: [oriotreen & [+1=]
Description: This two day program is designed to help you learnto become a ;I

better manager of your time. Simple, easyto use solutions are
provided to assistin learning to actually manage your time rather than
warking longer days. This workshop includes an assessment that
covers the major categories oftime management and helps you
digcover present strenaths in managing time and identify
oppaortunities far improving time management skills.

Course Table - Description page

Description Type

Select a description Type to show the type of information that you want to add. For example,
you could add a full description of the appropriate Audience for this course. The valid options
are: Agenda, Contents, Audience, and General.

Description

Enter an Effective Date and a Description for the selected Description Type.
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The Course Table Report (PER703) prints only the current descriptions that you enter on this
page.

@ The Effective Date on this page applies only to the Description. It doesn’t apply to the
entire course definition.

Setting Up Your Training Catalog and Training Programs

With the Catalog Organization page, you can examine and adjust your category/subcategory
course organization structure. Doing so helps you organize your training courses by course
categories, which in turn makes managing large and diverse training programs an easier task.

Use the Training Program Table Page to group courses into logical progressions. You can then
associate standard training programs with job codes in the Job Code Table, which you’ll find
particularly helpful when using the PeopleSoft career planning functionality—when you set up
training and development programs for employees, you can choose to use the default training
program for their job codes.

@ For more information about the Job Code Table, see Setting Up Control Tables.

Catalog Organization Page

Usage Use the Catalog Organization page to view courses that are associated
with a selected category and subcategory. From here you can easily
reorganize your training catalog, by moving courses between categories
or subcategories.

Object Name | TRN CATALOG MOVE

Navigation e Develop Workforce, Administer Training (GBL), Setup, Catalog
Organization, Catalog Organization

e Develop Workforce, Administer Training (USF), Setup, Catalog
Organization, Catalog Organization

e Develop Workforce, Budget Training (GBL), Setup, Catalog
Organization, Catalog Organization

Prerequisites | Before you can use this page, you must set up your Category and
Subcategory codes on the Category/Subcategory Table Page.

Access Enter a Category and Subcategory Code
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‘ Requirements ‘

(' Catalog Organization
Category Code: IHUMRES (=Y Category Code: I (=Y
Subcategory Code: IRECR&STAFF (=Y Subcategory Code: | (=Y

Wiew All First 1of 1 [F] Last Wiew All First 101 [M] Last

Koot Effective Interviewing r

Catalog Organization page

To view the courses in a selected subcategory, select the Category Code and Subcategory Code
in the left or right column. When you move out of the Subcategory Code field, the system lists
the courses in that subcategory. If you want to move any courses out of that subcategory, select
the check box next to the course name.

In the other column, select the Category Code and Subcategory Code into which you want to
move the selected course. When you move out of the Subcategory Code field, the system lists
the courses in the target subcategory.

Use one of these buttons to move the selected course to the target subcategory:

il Click the Right Arrow button to move selected courses
from the category in the left column to the category in the
right column.

ﬂ Click the Left Arrow button to move selected courses
from the category in the right column to the category in
the left column.

Training Program Table Page

Usage Use the Training Program Table page to create a training program.

Object Name | TRN_PROGRAM TABLE

Navigation e Develop Workforce, Administer Training (GBL), Setup,
Training Program Table, Training Program Table

e Develop Workforce, Administer Training (USF), Setup,
Training Program Table, Training Program Table
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¢ Develop Workforce, Manage Competencies (GBL), Setup,
Training Program Table, Training Program Table

e Develop Workforce, Manage Competencies (USF), Setup,
Training Program Table, Training Program Table

¢ Develop Workforce, Plan Careers, Setup, Training Program
Table, Training Program Table

Prerequisites | Before you can create a training program, you must set up the courses
that make up that program on the Course Table.

Access Enter a Training Program code.
Requirements

Training Program Table \L

Program Code: KEXEC

*Pym Status: |Acti\te =]

*Description: |Executive Cevelopment Short Title: IExecutive
Creation Date: Im (] Revision Date: I— ]
Business Unit: Wg Global Business Institute BU

Owning Dept ID: Wﬂ Human Resources

Comment:

This program is intended to provide employees with the basic skills to perform ;I
amanagement rale,

Training Program

Sequence *Course Code Description Required

J1 Jko1o Q| Leadership Skills for Managers 3 =1
|2 Jko12 Q] Project Management r =]
E |voos QJ conducting Performance Reviews r =]

Training Program Table page

The system displays the Program Code you selected. This field is for information only.

Select the Pgm Status (program status) from the following valid options: Active (this is the
default), Inactive, and Proposed.

Enter a description of the training program in the Description field and an abbreviated
description in the Short Title field.

The Creation Date defaults to the system date, usually today’s date, which you can change if
necessary. If you decide to update the program at a later time, enter a Revision Date.

Select the Business Unit that you want to associate with this training program. Based on the
Business Unit you selected, select the Owning Dept ID—the department that is responsible for
maintaining the training program. You define department codes in the Department Table.

@ For more information about how business units impact your human resources system, see
Regulating HRMS System Data.
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Training Program

Select a Course Code for each course in the training program. You define course codes in the
Course Table. Select the Required check box if the course is mandatory.

The system sorts courses by course code. If you want them to appear in a different order, enter
Sequence numbers to define the order in which students should take courses.

To view the new order, save your changes and close the page. When you open this page again,
the courses will appear in the new order.

Setting Up Non-Course Training

2-44

Because not all training involves taking a course or attending a class, you may need to establish
Training IDs for the many other forms that training can take, such as multimedia CD-ROM
presentations, videos, or self-paced training guides.

Use the Non-Course Training Table to track training that isn’t course-based.

For more information about setting up non-course training, see Managing Competency
Training.
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CHAPTER 3

Setting Up Training Costs

Once you’ve set up your training tables for vendors, instructors, training facilities, and equipment
and defined course codes and training programs, you’re ready to set up training costs for your
organization.

In this section, we discuss each aspect of your setup so that you can create an effective training
budget. We enable you to capture each cost associated with training, so your budget is as detailed
as you need. You and others in your organization can then use your budget to make informed
decisions about training.

@ If you aren’t administering training budgets, you don’t need to set up any budgeting tables
discussed in this topic. However, if you want to enter costs on any training administration
pages, then you must set up the Training Base Currency and the Cost Unit Tables.

Overview of Training Cost Setup

To use the Budget Training module in PeopleSoft, you first need to set up your budgeting
structure. Once you have all the pieces in place, you can use them to create realistic budgets on a
regular basis.

To set up training costs and budgets:

1. Set up your training currency. In Budget Training, the system converts costs into a base
currency that you define. For the conversion to work, you also need to define the exchange
rate to use.

2. Review cost units.

Cost units are the units associated with a cost amount. For example, you might measure
instructor costs per hour or per day, but the cost unit for mileage might be per km. So, to
enter a cost, you enter the amount and then select a cost unit for that amount. PeopleSoft
delivers a set of cost units in the Cost Unit Table. If you need to add further cost units, see
Setting Up Training Cost Units.

3. Set up default vendor, facility, equipment, and instructor costs.
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To create accurate budgets, you need to record default costs for each training element, such as
vendor or facility costs. You can set up default costs for your catalog and then use these as
defaults for course costs.

For more information about entering default costs, see Setting Up Default Training Costs.

4. Setup student costs. Training budgets needs to include the cost of sending an employee on a
course. For example, if an employee’s time is normally billed to a client, time in training
represents a loss in revenue.

For more information about defining student costs, see Setting Up Student Costs.

5. Set up budget periods and departmental budgets.

Once you have your basic costs set up, you can enter budgets for departments in your
organization.

For more information about creating training budgets, see Setting Up Training Budgets.

Setting Up the Training Cost Currency

3-2

The first step in setting up training costs is to define the currency that you want to use in Budget
Training. This section explains how currencies default in the system and how to set up your
currency and currency exchange rate.

Overview of Training Currencies

As you work in the Budget Training module, the system always displays costs that are up-to-date
without the need to run any periodic batch process to update costs or currency conversion
information. The system can provide this immediate updated cost information because it
calculates costs as soon as you enter them into the system. The system accomplishes this by
converting all amounts into a single base currency and storing these computed costs in two
training cost tables—TRN_ALL COST and TRN_CST ELEMENT.

When you open a summary page in the Budget Training or Administer Training menu to look at
cost information for an employee, a department, or your organization as a whole, the system
again converts the costs which are stored in the training cost tables, into the display currency
appropriate to the organizational level. Display currencies can be different from your training
base currency.
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Departments can have display currencies that are different from your budget base currency
for your organization. Depending on the Business Unit and the Department that an
employee belongs to, the employee level display currency could be different from your
organizational currency. You associate a base currency with a Business Unit—and the
departments associated with that Business Unit—for a Budget Period on the Budget Period
Table (BUDGET_PERIOD TBL).

To provide a consistent means of tracking and maintaining training costs, you need to specify a
training currency exchange rate. This ensures that all training costs are consistently converted
over your budget periods using a single conversion rate. Specifying a training currency exchange
rate will help you insulate your training process from external fluctuations in exchange rates and
provide you with consistent cost information through you budget period.

To set up training cost currency information:
6. Create a currency rate type for budget training.

Add a new rate type for budget training from the General Options menu.

For more information about how to set up currency rates and rate types and for general
discussion of currency conversion in PeopleSoft HRMS, see Working with Currencies.

7. Set up a training currency exchange rate.

Having defined your currency rate type, you can now define the various exchange rates that
you want your budget training business module to track by selecting Define Business Rules,
Define General Options, Setup, Market Rate.

8. Set up the base currency for budget training.

Even if you have already defined a base currency for your HRMS system in the Define
General Options menu, before you can establish any training costs in the Training
Administration business process, you need to define a special training base currency using the
Base Currency Page.

Understanding Training Base Currency Defaulting

When you’re entering training costs in your Training Administration and Budget Training pages,
it is important to understand where the default currency code is coming from and how the system
determines currency defaulting in the Administer Training business process.

In budget training, we have extended this functionality by adding a further level of currency
manipulation that considers the nature of the cost before any cost conversions are performed.
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We achieve this by establishing a relationship between the nature of the cost and the use
requirement at cost summary time. The nature of the cost describes the point in the business
process at which you are reviewing costs. The table below describes this relationship:

Nature of Cost Process Status Currency Used for Costs

Budget training plan level Overall training plan cost Currency defined in the
summary for specified Budget Period Table.
budget period.

Department level Case 1: Budget has been Case 1: Per Unit Cost Base
allocated to the current Currency Code defined in the
department. Department Budget Table.
Case 2: Current department Case 2: Base Currency
isn’t allocated a budget. defined in this module’s Base

Currency Table.

No budget period or Non-budget training specific. | Currency defined in system

department. For example, Installation Table.

Employee Training Cost

Performing Training Cost Currency Conversions

The following table explains training cost currency defaulting in the Budget Training and
Administer Training modules. The table also details how the system uses Budget Period Begin
Dates or Effective Dates to establish the exchange rate to use when it converts costs from one
currency to another.

Cost Type Currency

Training Element Cost (for example, Costs are stored in the currency that you
Facility cost) enter.

Course Costs / Catalog Costs Costs are stored in table

TRN_ XXX COST in the entered currency.
Computed Costs are stored in

TRN_CST _ELEMENT with the base
currency. The system uses the effective
date that is entered in the page as the
currency conversion date.

Salary Costs (General Demand) Costs are stored in table TRN_DEMAND
in the currency that you entered. The
system stores Computed Costs in
TRN_CST _ELEMENT in the base
currency. The date the system uses for the
conversion from the entered currency to the
base currency is the Begin Date of the
Budget Period for which the demand was
defined.
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Displayed Costs (Summary Pages, Budget | The system converts costs from the base
Plan) currency to the displayed currency. The
date the system uses for the conversion is
the Begin Date of the Budget Period.

The date the system uses to convert to the base currency and the date the system uses to convert
to the display currency are not the same, with the exception of the Job Code Cost. The system
uses the Effective Date of the Course/Catalog Costs to convert to the base currency and the Begin
Date of the Budget Period to convert to the display currency.

The system uses different dates to process the two currency conversions. Therefore, if the length
of time is great enough between these two dates to allow for changes in the currency conversion
rate that your organization ordinarily uses for currency conversions, the displayed cost could be
very different from the cost that you originally entered. To avoid this problem, you’ll define a
special exchange rate on the Exchange Rate Table for use by the Budget Training business
process.

Because you are comparing your training budgets with training costs over a period of time
(budget period) you can set up a unique training currency exchange rate that enables you to track
training costs consistently through your budgetary cycle. In order to do that, you’ll set up an
exchange rate type specifically for your training budget so that you calculate the costs
consistently on a periodic basis.

Base Currency Page

Usage Use the Base Currency page (TRN_BASE CURRENCY) to specify the
base currency in which you want to track all cost amounts.

Object Name | TRN BASE CURRENCY

Navigation e Develop Workforce, Administer Training (GBL), Setup, Base
Currency, Base Currency

¢ Develop Workforce, Administer Training (USF), Setup, Base
Currency, Base Currency

¢ Develop Workforce, Budget Training (GBL), Setup, Base
Currency, Base Currency

Prerequisites | Establish Currencies

Access None
Requirements
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Base Currency )
‘Base Currency: IUSD Q

*Exchange Rate Type: IOFFIC Q)

Base Currency page

Select a Currency Code to use as your training cost Base Currency from the values in the
Currency Code Table. While you can enter training costs in multiple currencies, the system will
convert any training costs in your Administer Training business process to the Base Currency that
you establish here.

Select the currency Exchange Rate Type for your budget training business process, which you
set up earlier. If you’ve defined an exchange rate type specifically for training, associate it with
your training base currency here. The exchange rate type that you specify controls currency
conversion processing in the Administer Training and Budget Training modules. You define
Currency Exchange Rates on the Currency Exchange Rate Table.

@ You can define a currency exchange rate and currency exchange rate type specifically to
track your training budget costs.

@ For more information about setting up a training currency exchange rate type, see Setting Up
Default Training Costs. For more information about working with the Base Currency,
Exchange Rate Type and Currency Rate Type Tables, see Working with Currencies.

Setting Up Training Cost Units

The units of cost specified on the Cost Unit Table impact how you define specific costs for
various training components. With each training expense that you define, you’ll associate a cost
unit as a measurement criteria.

Overview of Cost Units and Cost Type

You enter Per Unit Costs for training components like facilities, vendors, books, and other
materials on pages throughout the Budget and Administer Training Business Process modules.
When you do this, the system uses the Cost Unit Type associated with a training component to
determine the subset of Cost Units that it should display in a prompt as you enter cost
information. For instance, when you enter a cost for an instructor, the system won’t display cost
units such as km/miles as a valid Cost Unit value.
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We deliver your system with four predefined cost unit types (categories) that are set up to limit
your selection to valid Cost Units that are based on the kind of cost that you’re tracking in the
Administer and Budget Training modules.

Cost Unit Type Purpose

Metrics Use for traveled distance expenses (for example m, km).

Time Use for time duration (for example, hour, day).

Training Use for specific training cost types such as, Flat Cost,
Person/Day.

General Use when unsure of cost type.

Using Views to Select the Right Cost Unit

To ensure that the system displays the appropriate Cost Unit options when you enter different
categories of costs on the training cost pages, the Cost Unit field on the training cost pages
prompts to a view that selects one or several cost units by specifying the cost unit type that is
associated with the cost unit.

When you enter Instructor costs, the cost unit prompts to the view, TD_COST_UNIT VW, which
selects Time cost units and Training cost units only.

For Expenses, the system performs no special Cost Unit Type selection, and you can select any
Cost Unit Table (COST_UNIT TBL) values.

Cost Type and Duration Amounts

The Duration Cost Unit is a display only label on training cost pages because it is based entirely
on the Cost Unit that you selected for the Per Unit Cost to which the Duration amount is related.
For example, when you enter a cost for instructors on the Course Session Cost Table, you may
have two instructors teaching the same course session. The two instructors may work together to
teach the course session at the same time, or one may present one portion of the session, and the
other may present another. In either case, you need to specify how long each instructor works on
this course session.

To do so, you enter a Duration period for each instructor. The unit for this duration period
depends on the Cost Unit that you chose for the Per Unit Cost amount for the instructor. If the
instructor costs your organization $200 USD per person/per day, the duration cost unit will be in
days. If you indicated that the instructor cost is $200 per person/per year, the duration cost unit
will be in years.

We specified the relationship between the Cost Unit and Duration Label on the Cost Type Table.

@ For more information about how the system calculates training costs based on cost unit, see
Understanding How the System Calculates Training Element Costs.
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Cost Unit Table Page

Usage Use the Cost Unit Table page to specify the relationship between the
Cost Unit and Duration Label on the Cost Type Table.
Object Name | COST _UNIT TABLE
Navigation e Develop Workforce, Administer Training (GBL), Setup, Cost
Unit Table, Cost Unit Table
e Develop Workforce, Administer Training (USF), Setup, Cost
Unit Table, Cost Unit Table
e Develop Workforce, Budget Training (GBL), Setup, Cost Unit
Table, Cost Unit Table
Prerequisites | None
Access Enter a Cost Unit.
Requirements
(CostUniTable
Cost Unit: STUDID
*Description: IPerPerson—PerDay
Short Description: IPersIDay
*Cost Unit Type: ITraining vI
Duration Label: Day
Cost Unit Table page

v Changing the Cost Unit Table data can negatively impact the way your system calculates
expenses and can require additional PeopleCode changes and other modifications that impact
all Budget Training cost calculations.

Enter a Description and Short Description for the Cost Unit.

Enter a Cost Unit Type to group similar cost units together. As you identify various training
costs in your business process, you’ll be entering units of cost for each training component, such
as instructors. To provide you with a prompt list that corresponds to your training component, we
use the Cost Unit Type as a key field for the prompt table. For example, to define instructor
costs, distance metrics won’t be applicable and not offered as valid value in the Translate Table.
Instead, you’ll be prompted for other values, such as time and training related metrics.
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You can select from these options:

Cost Unit Type Purpose

Metrics Use for expensing traveled distances (for example m, km).

Time Use for time duration (for example, hour, day).

Training Use for specific training cost types such as, Flat Cost,
Person/Day.

General Use when unsure of cost type.

Enter the Duration Label to use on the Cost pages when specifying instructor cost details. The
unit of this duration depends on the cost unit that you select. For example, if the instructor cost
unit is $200 per person/day, the duration will be in days.

Setting Up Default Training Costs

After you’ve defined courses and all other ancillary pieces of training provision, you’ll set up the
costs associated with training. You define each specific piece of the cost of training separately:
for example, costs of an instructor, training equipment and materials, vendors, facility, and
expenses.

Overview of Default Costs

Training costs are defined in two parts: per unit cost and cost unit. The per unit cost is the
amount, and the cost unit is the unit associated with that amount. For example, if an instructor
costs $100.00 per hour, the Per Unit Cost is /00 and the Cost Unit is Hour.

When you are specifying course element costs on the Catalog Cost Table, the Course Table, and
Course Session Cost Table, some cost elements tend to be the same. For example, instructors
tend to charge the same fee even if they are teaching different courses. Facility costs and vendor
costs tend to remain constant for different courses, as well. Because these costs tend to remain
the same across courses and sessions, the system stores the instructor cost on the Instructor Table
(INSTRUCTOR_TBL), the Training Facility Table (FACILITY _TBL), and the Vendor Table
(VENDOR TBL). The system uses the cost on the Instructor, Vendor and Facility Tables as the
default cost for instructors, vendors and facilities whenever they are referenced in the Administer
Training and Budget Training modules.

Defining Catalog Costs

Use the Catalog Cost Table component to record cost information for a particular category and
related subcategories within your training catalog. This information can then be used as a default
for your Course Cost Table.

In your course catalog, you can organize your courses into categories and subcategories for easier
administration. You can associate a cost with each category and subcategory. Doing this means
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that when you assign a course to a category or subcategory, the system assigns the subcategory
cost as the default cost of the course.

If you only assign a course to a category, the system uses the category cost. If you assign the
course to a subcategory, the system uses the subcategory cost. Using subcategories enables you to
define your defaults more exactly, but may not be necessary for your organization.

Defining Course Session Costs

Specifying costs at the course session level enables you to track differences in training cost that
can vary depending on where sessions are taught (facilities cost) and who is teaching a session.
This is important because different instructors may charge different rates to teach the same
sessions of a course. The system will look at the Course Session Cost Table to determine how
much the training will cost when you enroll a student in a particular session.

For more information about setting up and working with course sessions, see Administering
Course Sessions.

Catalog Cost - Vendor, Facility, Equipment Page

Usage Use the Vendor, Facility, Equipment page to enter default vendor,
facility, and equipment costs for a category or subcategory.

Object Name | TRN_COSTC TBL1_GBL

Navigation e Develop Workforce, Administer Training (GBL), Setup, Catalog
Cost, Vendor, Facility, Equipment

e Develop Workforce, Administer Training (USF), Setup, Catalog
Cost, Vendor, Facility, Equipment

e Develop Workforce, Budget Training (GBL), Setup, Catalog
Cost, Vendor, Facility, Equipment

Prerequisites | Before you can use this page to enter costs, you must set up your
categories and subcategories on the Category/Subcategory Table Page.

Access To enter costs for a category, select the Category Code and a
Requirements | Subcategory of UNKNOWN. To enter costs for a subcategory, enter a

Category Code and a Subcategory Code.
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“endor, Facility, Equipment \{ Instructor, Expense ‘|

Category Code: HUMRES Subcategory Code: UINERNOWYM
Catalog Cost view Al First (0 101 [ Last
*Effective Date:  [31/05/2000 5] Default Costs | +1=1
Vendor Per Unit Cost *Cost Unit
f al | Hluso @ [Four ~]
¥ I B rrance
™ certified [T chargeable
vendor: I Ql Facility: | Q|

Room Code: I Q

Per Unit Cost: | @|usog *Cost Unit; |Hour vl

Session EquipmentMaterials First (4 1 o6 4 [M] Last
*EquipmentMaterials Code Oty Per Unit Cost *Cost Unit
[ Ql [ ] &) [uso @) [Hour -] =]

Catalog Cost - Vendor, Facility, Equipment page

The system displays the Category Code and Subcategory Code that you entered. These fields
are for information only.

Catalog Cost

Effective Date The Effective Date defaults to the current date. Effective
dating enables you to track training costs with respect to a
defined budget period. All cost evaluations within the
defined budget period are performed against previous
training course costs with effective dates earlier than or
equal to the budget period that is being considered.

Default Costs If you are setting up costs for a subcategory, click the
Default Costs button to populate the cost fields with
default costs that you have defined for the category. You
can select to accept or modify these default costs as

necessary.

Vendor

Vendor Select the default Vendor for the category or subcategory
from the list of valid vendors. You define vendors in the
Vendor Table.

Per Unit Cost The system defaults the vendor cost from the Vendor table

if you have set up vendor costs. You can override the
defaults as necessary.
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Select the Cost Unit associated with the cost that you
entered in Per Unit Cost.

For more information about cost units, see Setting Up
Training Cost Units.

Select the Certified check box if the vendor is certified to
provide the training courses.

Select the Chargeable check box if the costs are
chargeable and can be declared on the 2483 Training
report.

@ For more information about the French 2483 legal reporting requirement, see Producing the

French Training Report 2483.

Facility

Use the Facility group box to define the default training facility that you use for training courses

in the selected category or subcategory.

Vendor

Facility

Room Code

3-12 SETTING UP TRAINING COSTS

If you use a vendor’s facility for the courses, select the
Vendor from the list of valid vendors. Otherwise, leave
this field blank.

If the default facility is in the Training Facility Table,
select the facility code from the list of valid values. When
you move out of the field, the system displays the facility.

If the facility isn’t in the Training Facility Table, leave the
facility code blank and enter the facility name in the
facility name field.

Select a room for the courses from the list of rooms
available at the selected facility. When you move out of
this field, the system displays the room name.

If you didn’t select a training facility from your Training
Facility Table, the system makes this field unavailable for
entry.
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The system defaults the room costs from the Training
Room table if you have set up room costs. You can
override the defaults as necessary.

If you didn’t select a training facility from your Training
Facility Table, enter the cost of the room and the
associated unit in the Cost Unit field.

Select the Cost Unit that is associated with the value in
Per Unit Cost.

Session Equipment/Materials

Use the Session Equipment/Materials group box to define the default equipment and material
costs for the courses in the category or subcategory.

Equipment/Materials Code  Select the equipment code from the list of valid values.

Qty (quantity)

Per Unit Cost

Cost Unit

Equipment codes are set up in the Equipment and
Materials Table.

Insert a row for each equipment/material code that is
required for the courses.

Enter the quantity required for each Equipment/Material
Code.

Enter a Per Unit Cost for each item.

Select a Cost Unit that is associated with the value in Per
Unit Cost.

Catalog Cost - Instructor, Expense Page

Usage Use the Instructor, Expense page to set up default instructor costs and
other expenses that are associated with courses in a selected category or
subcategory.

Object Name | TRN COSTC TBL2 GBL

Navigation e Develop Workforce, Administer Training (GBL), Setup, Catalog

Cost, Instructor, Expense

¢ Develop Workforce, Administer Training (USF), Setup, Catalog
Cost, Instructor, Expense

e Develop Workforce, Budget Training (GBL), Setup, Catalog
Cost, Instructor, Expense

Prerequisites | Before you can use this page to enter costs, you must set up your
categories and subcategories on the Category/Subcategory Table Page.

Access Enter a Category Code and Subcategory Code.

Requirements
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i Wendar, Facility, Equipment " Instructor, Expense \I_

Category Code: HUMRES Subcategory Code: LIMEMOWH

Effective Date: 31/05/2000

view Al First (4] 101 [F] Last

endor Instructor ID Per Unit Cost *Cost Unit E'
| Q) |kcoots Q) 75000 = ICAD Q IDaY -1
Hame: |CampbeII,Elarry Rohert Duration: | |H0ur j ¥ From Course

view Al First (0 101 [F] Last

*Expense Type Oty *Per Unit Cost *Cost Unit
[kotExPn Q) [ra~ [sooo g [uso @ [Flatcost =] [+1=1

Catalog Cost - Instructor, Expense page

The system displays the Category Code and Subcategory Code that you entered. These fields
are for information only.

Instructor

Use the Instructor group box to enter default instructor costs and default duration for the
category.

Vendor If the courses in the category or subcategory are run by an
external vendor, select the Vendor ID from the list of
vendors that you have set up in the Vendor Table. If
you’re using an internal instructor, leave the Vendor field
blank.

Instructor ID If the instructor is in your Instructor Table, select the
Instructor ID from the list of valid values. If the
instructor isn’t in the Instructor Table, leave this field
blank and complete the Name field.

Name If the instructor isn’t defined in the Instructor Table, enter
the instructor’s Name.

Per Unit Cost The system populates the Per Unit Cost for the instructor
from the Instructor Table. Override the default cost, if
necessary.

Cost Unit Select the Cost Unit that is associated with the value in
Per Unit Cost.
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The system populates the default Duration that you set up
for the category or subcategory on the
Category/Subcategory Table Page.

If you want to override the default value, clear the From
Course check box and enter the Duration manually.

The system automatically selects the From Course check
box to show that the Duration was populated from the
Category Table. Clear the From Course check box if you
want to override the default Duration.

Use the Expense group box to enter default expenses for the category or subcategory.

Expense Type
Qty (quantity)
Per Unit Cost

Cost Unit

Select the Expense Type from the list of valid values.
Enter the quantity of the item specified in Expense Type.
Enter the Per Unit Cost for the expense.

Select the Cost Unit that is associated with the value in
Per Unit Cost.

Course Cost - Vendor, Facility, and Equipment Page

Usage

Use the Course Cost - Vendor, Facility, Equipment page to define the
cost of courses in your training catalog. These costs may be the same as
the costs associated with the category or subcategory to which the
course belongs or they may be different, depending how your
organization needs to define its course costs.

Object Name

TRN COST TBL1 GBL

Navigation

Develop Workforce, Administer Training (GBL), Setup, Course
Cost, Vendor,Facility,Equipment

Develop Workforce, Administer Training (USF), Setup, Course
Cost, Vendor,Facility,Equipment

Develop Workforce, Budget Training (GBL), Setup, Course
Cost, Vendor,Facility,Equipment

Prerequisites

If you want to default course costs from the category or subcategory, set
up these default costs using the Catalog Cost component.

Access
Requirements

Enter a Course Code.
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/ Wendor Facility,Eguipment "\ Instructor, Expense |

Course Code: 001 Time Management
wigw Al First (0 1051 ] Last
*Effective Date:  [01/01/1880 3] Default Costs | +1=1
Vendor Per Unit Cost *Cost Unit
| Q| Hfusoal  [Hour |
—— France
™ Certified I” Chargeable

vendor I Q] Facility |KCFAC1@ |CanadianHeadquaners
Room Code IROOM1 Q) Training Room 1

Per Unit Cost |2250.DD @ICAD Q) *CostUnit Day =

Session Equipment/Materials First (4] 10r3 D Last
*EquipmentMaterials Code *Oty  Per Unit Cost *Cost Unit
[kooz @) whitemrs [ ] &uso Q [Hour -] [+1[=]

Course Cost - Vendor, Facility, Equipment page
The system displays the Course Code that you entered. This field is for information only.

Course Cost

Effective Date The Effective Date defaults to the current date. Effective
dating enables you to track training costs with respect to a
defined budget period. All cost evaluations within the
defined budget period are performed against previous
training course costs with effective dates earlier than or
equal to the budget period that are being considered.

Default Costs Click the Default Costs button to populate the cost fields
with default costs that you have defined for the category
or subcategory. When you click the button, the system
displays the From Which Category / Sub-Category Page
where you select the Category and Subcategory. You can
select to accept or modify these default costs as necessary.

Vendor

If an external vendor runs the course, use the Vendor group box to define the default vendor

costs.

Vendor Select the default Vendor for the category or subcategory
from the list of valid vendors. You define vendors in the
Vendor Table.
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Cost Unit

France
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The system defaults the vendor cost from the Vendor table
if you have set up vendor costs. You can override the
default as necessary.

Select the Cost Unit that is associated with the cost that
you entered in Per Unit Cost.

For more information about cost units, see Setting Up
Training Cost Units.

For French companies, additional vendor fields are required to meet the French legal reporting

requirements:

Certified

Chargeable

Select the Certified check box if the vendor is certified to
provide the training courses.

Select the Chargeable check box if the costs are
chargeable and can be declared on the 2483 Training
report.

@ For more information about the French 2483 legal reporting requirement, see Producing the

French Training Report 2483.

Facility

Use the Facility group box to define the default facility used for the training course.

Vendor

Facility

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

If you use a vendor’s facility for the course, select the
Vendor from the list of valid vendors. Otherwise, leave
this field blank.

If the default facility is in the Training Facility Table,
select the Facility code from the list of valid values.
When you move out of the field, the system displays the
facility.

If the facility isn’t in the Training Facility Table, leave the
Facility code blank and enter the facility name in the
facility name field.
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Select a room for the course from the list of rooms that are
available at the selected facility. When you move out of
this field, the system displays the room name.

If you didn’t select a training facility from your Training
Facility Table, the system makes this field unavailable for
entry.

The system populates the room cost from the Training
Room table if you have set up room costs. You can
override the default as necessary.

If you didn’t select a training facility from your Training
Facility Table, enter the cost of the room and the
associated unit in the Cost Unit field.

Select the Cost Unit that is associated with the value in
Per Unit Cost.

Session Equipment/Materials

Use the Session Equipment/Materials group box to define the default equipment and material

costs for the course.

Equipment/Materials Code

Qty (quantity)

Per Unit Cost

Cost Unit

Select the equipment code from the list of valid values.
Equipment codes are set up in the Equipment and
Materials Table.

Insert a row for each equipment/material code required for
the course.

Enter the quantity required for each Equipment/Material
Code.

Enter a Per Unit Cost for each item.

Select a Cost Unit list that is associated with the value in
Per Unit Cost.

@ For more information about catalog costs and courses, see Overview of Default Costs.

From Which Category / Sub-Category Page

Usage Use the From Which Category / Sub-Category page to select the source
of default costs. You can default course costs from a category or
subcategory according to your catalog structure.
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Object Name

TRN_CATLG_CRSE_SEC

Navigation

To access the page, click the Default Costs button on the Course Cost -
Vendor, Facility, and Equipment Page.

Course Code:

From which Category ! Sub-Category

Koo Time Management

Category Code:
Subcategory Code:

IPLANNING ey Planning
IORGANIZATN ﬂ Crganization

From which Category/Sub-Category page

Category Code Select the Category Code from the list of categories to
which the course belongs.
Subcategory Code Select the Subcategory Code from the list of

subcategories for the categories.

If you want to default costs from the category level, select
the Category Code and enter UNKNOWN in
Subcategory Code.

Course Cost - Instructor, Expense Page

Usage Use the Instructor, Expense page to define instructor costs and other
expenses for a course, such as meals or parking fees.
Object Name | TRN_COST TBL2 GBL
Navigation ¢ Develop Workforce, Administer Training (GBL), Setup, Course
Cost, Instructor, Expense
e Develop Workforce, Administer Training (USF), Setup, Course
Cost, Instructor, Expense
e Develop Workforce, Budget Training (GBL), Setup, Course
Cost, Instructor, Expense
Prerequisites | You must set up your course codes on the Course Table before you can
use this page.
Access Enter a Course Code.
Requirements
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| Wendor Facility, Equiprent " Instructor, Expense \_

Course Code: 001 Time Management

Course Cost e All First (4] 1011 [¥] Last
Effective Date: 01rati19a0

view Al First (0 1051 [#] Last

Vendor Instructor ID Per Unit Cost *Cost Unit: =]
Q] [kcoots Q]  [rs0.00 EICAD Q IDaY -]
Hame: |CampbeII,Barr\,r Robert Duration: |2_D |Dav j ¥ From Course

Yiew Al First 4 12012 (M Last

*Expense Type *Qty  *Per Unit Cost *Cost Unit
[kozexpn @ i [s0m0 gcan @ [Fersbay =] +1=]
[osExpn @ [ [rsmo gcan Q| [Fersmay 7] +1=]

Course Cost - Instructor, Expense page
The system displays the Course Code that you entered. This field is for information only.

Instructor

Use the Instructor group box to enter default instructor costs and default duration for the course.

Vendor If the course is run by an external vendor, select the
Vendor ID from the list of vendors that you have set up in
the Vendor Table. If you’re using an internal instructor,
leave the Vendor field blank.

Instructor ID If the instructor is in your Instructor Table, select the
Instructor ID from the list of valid values. If the
instructor isn’t in the Instructor Table, leave this field
blank and complete the Name field.

Name If the instructor isn’t defined in the Instructor Table, enter
the instructor’s Name.

Per Unit Cost The system populates the Per Unit Cost for the instructor,
from the Instructor Table. Override the default cost, if
necessary.

Cost Unit Select the Cost Unit that is associated with the value in
Per Unit Cost.

Duration The system populates the default Duration that you set up

for the course on the Course Table - Course Profile Page.

If you want to override the default value, clear the From
Course check box and enter the Duration manually.
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From Course The system automatically selects the From Course check
box to show that the Duration was populated from the
Course Table. Clear the From Course check box if you
want to override the default Duration.

Expense

Use the Expense group box to enter default expenses for the course.

Expense Type Select the Expense Type from the list of valid values.

Qty (quantity) Enter the quantity of the item specified in Expense Type.

Per Unit Cost Enter the Per Unit Cost for the expense.

Cost Unit Select the Cost Unit that is associated with the value in
Per Unit Cost.

Setting Up Student Costs

To track the total cost of an employee who is taking a training course, you need to record not only
the costs associated with the course itself, such as the price of materials and instructors, but also
the cost to your organization of the employee’s lost work time. For example, if an employee
typically bills their time to clients, then they cannot bill time while they are in training. This
represents an additional training expense for your company. To track these payroll costs
associated with training, you can specify compensation costs at the Job Code level and at the
individual employee level. If you want to associate payroll costs with a group of similar Job
Codes or a group of employees, you can use the Populate EE (employee) Training Costs process
to perform a mass update of your system.

@ When the system processes training costs for an employee, if no employee training cost is
specified on the Employee Training Cost Table, the system will use the Job Code Training
Cost. If you’ve specified training costs at both levels, the employee level training cost takes
priority.

Overview of Student Training Cost Defaulting

Before you begin entering costs associated with Job Codes and employees in your organization,
it’s important to understand how the system defaults training costs into any system pages where
you’re tracking training costs. The following chart explains the training cost defaults in the

Budget Training module:
Page Name Defaulted from
Job Code Training Cost No default.
Employee Training Cost Defaulted from Job Code Training Cost.
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Page Name Defaulted from

Employee Demand Default from Employee Training Cost
when defined; otherwise, the default comes
from Job Code Training Cost (with the
employee’s job code) otherwise set to
blank.

General Demand Set to blank by default; however, when a
profile is used as a template, the Training
Cost is computed with employees/job
codes included in the profile. The
Compute button is used to compute the
Training cost with job codes listed in the

page.
Department Demand No Default.
Employee Demand by Course Defaults the same as Employee Demand.

For more information about setting up and working with training Demands, see Determining
Training Demands for Your Organization.

Job Code Training Cost Page

Usage Use the Job Code Training Cost page to identify the compensation cost
of having an employee in this job code in training. For example, if you
have a job code of senior consultant, and a person in this job normally
bills their time, this would be the cost to your organization due to the
loss of their billable time while the employee is in training.

Object Name | TRN _JOB SLR COST

Navigation ¢ Develop Workforce, Administer Training (GBL), Setup, Job
Code Training Cost, Job Code Training Cost

e Develop Workforce, Administer Training (USF), Setup, Job
Code Training Cost, Job Code Training Cost

e Develop Workforce, Budget Training (GBL), Setup, Job Code
Training Cost, Job Code Training Cost

Prerequisites | None

Access Enter a SetID and Job Code.
Requirements
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‘( Job Code Training Cost \_

SetlD: SHARE Tahle Set shared across Carp

Job Code: koSt Administrative Assistant

Training Cost Details

Wiy Al

*Effective Date *Status *Per Unit Cost *Currency *Cost Unit
[o1r0411999 i | Active =l 3045 = [uso @] [FersiDay =] =1

First (40 105 1 [¥] Last

Job Code Training Cost page

Training Cost Details

The Effective Date defaults to the system date, which is usually today’s date. You’ll change this
unless you want the job code training cost to go into effect today. The job code training cost

Status defaults to Active.

Enter the Per Unit Cost for the Job Code and the associated Cost Unit with which this cost is to
be measured. Because the Per Unit Cost and Cost Unit fields are effective-dated, you are able

to enter standard training costs for job codes, which can change over time.

The system automatically populates the Currency. Override the default if the cost is in a

different currency.

Employee Training Cost Page

Usage

Use the Employee Training Cost page to define the costs to your
organization of having a selected employee in training. For example, if
you have employees who normally bill their time to a customer, you can
enter the cost of lost billing time while they are in training.

Entering employee level information is optional. If you don’t enter
information here, the system populates the field with the job code cost
information that you entered on the Job Code Training Cost Table. Use
this page to override the standard job code cost amounts for particular
employees.

Object Name

TRN_EE SALARY COST

Navigation

e Develop Workforce, Administer Training (GBL), Setup,
Employee Training Cost, Employee Training Cost

e Develop Workforce, Administer Training (USF), Setup,
Employee Training Cost, Employee Training Cost

e Develop Workforce, Budget Training (GBL), Setup, Employee
Training Cost, Employee Training Cost

Prerequisites

None

Access
Requirements

Enter an Employee ID and Employment Record Number.
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J.f Emplayee Training Cast \_

EmpliD: kuoozo Stevenson,Christelle Empl Rcd#: 1]
Training Cost Details ey A First (4] 108 1 [P] Last
Cost Jaok Period
*Training Type ‘Effective Date *Status Per Unit Cost *Currency *Cost Unit
[Budget T =] [01/01/1988 ]| [Active 2500 gl IUSD Ql IPerSIDay | =1

Employee Training Cost: Cost page

@ Multiple views of this page are available by clicking the tabs in the scroll area. We
document fields common to all views first.

Common Page Information

The system displays the EmplID (employee ID) and Empl Red# (employment record number)
that you entered. These fields are for information only.

Training Type If you store separate training costs for administer training
and budget training, select one of these Training Type
options:

Admin. Trg (administer training).
Budget Trg (budget training).

French organizations store separate costs in order to
administer training and budget training. If you aren’t a
French customer or you don’t want to track separate costs
for Administer and Budget Training, accept the Budget
Trg default.

For more information about the 2483 report, see
“Producing the French Training Report 2483,

Effective Date The Effective Date defaults to the system date. Change
the default as necessary.

Cost Tab

See the previous screen shot for a view of this tab.

Per Unit Cost Enter the employee cost and the associated unit in the
Cost Unit field.
Currency The system populates the Currency code. You can

override this, if necessary.
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Cost Unit Select the Cost Unit that is associated with the value in
Per Unit Cost.

Job Tab

Training Cost Details First (4 1.0t 1 [P] Last
Cost Jak Period

*Training Type ‘Effective Date *Status Job Code Description

|BudgetTm =] [or/m1r1998 Bl [Active | KUo71  SrPayroll Clerk +][=]

Employee Training Cost: Job page

Status The employee training cost Status defaults to Active.

Job Code The system defaults the employee’s Job Code from the
Job Data Table and makes this field unavailable for entry.

Description The system defaults the job Description from the Job
Data Table and makes this field unavailable for entry.

Period Tab

Training Cost Details First (4] 101 1 (] Last
Cost Job Period
*Training Type ‘Effective Date  *Status gg{:’" Begin gg{g’“ Ed  calc. Flag
|BudoetTm | 01011998 il | Active =l | B4l manually =1
Employee Training Cost: Period page
Period Begin Date Enter the date on which the cost that you specified comes

into effect.

If you have separate costs for administer training and
budget training, the period over which costs apply varies.
Administer Training costs cover pay periods, whereas
Budget Training costs apply to budget periods, which
normally cover a year.

Period End Date Enter the end of the period to which the cost is related.

Calc. Flag (calculate flag) The system sets this field to Manually to indicate that the
cost has been entered manually. The system makes this
field unavailable for entry.
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Populate EE Training Cost Page

Usage Use the Populate EE (employee) Training Cost page to process training
costs for a group of job codes or employees. The Job Code Training
Cost and Employee Training Cost pages enable you to associate payroll
costs with a job code and by employees one at a time. You can use this
process to specify a per unit cost figure and a cost unit metric that you
want to apply on the specified effective date to a group of Job Codes or
Employees.

A third option is available for French organizations that store training
costs in their payroll system. If your organization runs PeopleSoft
Global Payroll for France, you can extract administer training and
budget training costs from the payroll system and apply the costs to
employees in a given Group ID.

Object Name | RUNCTL TRNO006

Navigation Develop Workforce, Budget Training (GBL), Process, Populate EE
Training Cost, Populate EE Training Cost

Prerequisites | None

Access Enter a Run Control ID.
Requirements

].f Fopulate EE Training Cost \L

Run Control ID: 01 Report Manager  Process Monitor Run
As Of Date: I Ed
Per Unit Cost: Jo.oo @|USD Q Cost Unit: |PersIDav 'I

& Apply on Jobcodes  Apply on Employees " Load from Global Payroll

SetlD and Jobcode Wiew All First (4 101 1 [P] Last

[sHere @) Ql =]

Populate EE Training Cost page

The system displays your User ID and the Run Control ID that you entered. These fields are for
information only.

As Of Date Enter the date that will act as the effective date for this
process.
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Per Unit Cost Enter the cost that you want to use for processing the cost
per job or cost per employee.

If you select Load from Global Payroll to take costs
from your payroll system, costs are not entered manually
so the system makes the Per Unit Cost field unavailable
for entry.

Cost Unit Select the Cost Unit that is associated with Per Unit
Cost. The system makes this field unavailable if you
select Load from Global Payroll because costs are not
entered manually but are calculated by the payroll runs.

Apply on Jobcodes Select the Apply on Jobcodes option if you want to apply
the cost to employees with a given job code.

Apply on Employees Select the Apply on Employees option if you want to
apply the cost to given employees.

Load from Global Payroll Select the Load from Global Payroll option if you want
to apply costs from your PeopleSoft Global Payroll for
France system to a group of employees. This option is
only available to French customers.

Depending on the option that you select, the system displays a group box and hides others:

Option Group Box Displayed
Apply on Jobcodes SetID and Jobcode
Apply on Employees EmplID

Load from Global Payroll | France

SetID and Jobcode

Select the SetID and Jobcode to which you want to apply the selected cost. Add as many setIDs
and job codes as necessary.

EmplID

Select the employee ID to which you want to apply the selected cost. Add further employees as
necessary.

France

From a regulatory perspective, individual hourly training rates must be provided for Administer
and Budget Training. In France, Administer Training costs are based on an average hourly rate
over a monthly period of time, and Budget Training costs are based on an average hourly rate
over the previous year.

PeopleSoft Global Payroll for France delivers as sample data, four accumulators and two
formulas that you can use as an example for coding your rules in your PeopleSoft Global Payroll
system.
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For more information about the PeopleSoft Global Payroll accumulators and formula, see
your PeopleSoft Global Payroll documentation.

Group ID Select the group from the list of valid groups. The group
ID defines the employees whose training costs are
retrieved from your PeopleSoft Global Payroll for France
system. Define groups from the Manage Human
Resources menu.

For more information about building groups, see
PeopleSoft 8 Application Fundamentals for HRMS,
“Working With Groups”.

Administer Training Select the Administer Training option if you want to
load the administer training cost from your payroll system.

Budget Training Select the Budget Training option if you want to load the
budget training cost from your payroll system.

Element Name Select the payroll element that stores the training cost that
you want to apply to the specified group.

@ For more information about using PeopleSoft Global Payroll for France to store administer
training and budget training costs, see your PeopleSoft Global Payroll documentation.

Pay Periods

Use the Pay Periods group box to define the periods for which you want to extract costs.

Period ID Select the period from the list of valid payroll periods.
For each period that is selected, the system loads costs
into the employee training cost table.

Description The system displays the description of the period and
makes this field unavailable for entry.

Begin Date The system displays the period start date and makes this
field unavailable for entry.

End Date The system displays the period end date and makes this
field unavailable for entry.

Click Run to run this request. Process Scheduler runs the Populate EE Training Cost process at
user-defined intervals.
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@ For more information about Process Scheduler, see Process Scheduler.

Setting Up Training Budgets

With your currency conversion, base currency and cost units defined, you’re ready to set up
training budgets for departments in your organization on the following pages:

e Budget Period Table Page. Use this page to define the budgetary period that you want to use
for your training plans.

e Department Budget Table Page. Use this page to allocate budget amounts to departments to
meet their training needs.

Budget Period Table Page

Usage Use the Budget Period Table page to define your budget periods. A
budget period is simply a period of time for which a training budget is
established. Your company’s business needs determine the length of the
budget period.

Object Name | BUDGET_PERIOD TBL

Navigation Develop Workforce, Budget Training (GBL), Setup, Budget Period
Table, Budget Period Table

Prerequisites | None

Access Enter a Budget Period.
Requirements
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Budget Period Takle

Budget Period: K2000CALYR

*Description: |QDDD Training Budget Period

Short Description: IQDDD Bdgt

From Date: ID‘IIDHEDDD @ *Thru Date: |12I31IEDDD @

*Business Unit Base Currency
+

[canon Q) GBI BU for Canada [cap Q) =]
+

[EEEEY Glohal Business Institute BU [uso @ =]
+

|U5f04 Ql GBI BU far US04 [uso’ =]
+

[Usooe 81 BU far USO0R [uso’Q =]

Budget Period Table page

@ Important! When you are establishing a budget period, keep in mind that course sessions
must fall within the budget period to be included in the budget and its tracking. Be sure that
a course session does not span over two different budget periods.

Enter the Description and Short Description for the Budget Period.

Enter the From Date and Thru Date (begin and end dates) that you want the budget period to
cover. Typically a budget period covers a one-year period. However, it depends on your
business requirements and process cycles and could instead be a period of a quarter, month, or
any other duration.

When you define a budget period, you need to associate it with one or more business units in your
organization. Select the Business Unit and corresponding Base Currency for the various parts
of your organization to be included within this budget period.

Add as many business units as necessary by inserting new rows. By doing this, you can create
training budgets for the employees in those business units as necessary. You can use only those
budget periods that are assigned to an employee’s business unit when you set up and track
budgeting demands. You associate employees with business units on the Job Data pages in the
Administer Workforce menu.

@ For more information about business units, see Regulating HRMS System Data.

You use Base Currency for cost calculations in your business process where the budget period is
a key field throughout the Budget Training and Training Administration modules.
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@ For more information about base currency and how it works in budget training, see Setting
Up the Training Cost Currency in this section.

Department Budget Table Page

Usage Use the Department Budget Table page to define the amount allocated to
departments in your organization for training in a given budget period.
You can also specify the base currency for department budgets and
training costs. This ensures that as you work within a department you
are always comparing budgets and costs in the same currency.

Use this departmental budget to examine how the estimated actual
training costs that are based on your department training demand
compare to a department’s allocated training budget.

Object Name | TRN_BUDGET TBL

Navigation Develop Workforce, Budget Training (GBL), Setup, Department
Budget Table, Department Budget

Prerequisites | Before you can set up a department budget, you must create budget
periods in the Budget Period Table.

Access Enter a Budget Period, Business Unit, and Department.
Requirements
Department Budget %
Budget Period: K1999CALYR BusinessUni; USO0E GBI BU for US006
Department: K01 Humah Resources
*Description: |99 HR Training Budget

Short Description: |99 HR Bdgt
Allocation Date: |D1 /0111999 B

Originating Emplid:  [lKU0007 Q) Lacherty, Betty
Budget Amount: [1570.00 = IUSD Q)
Department Budget page

The system displays the Budget Period, Business Unit, and Department that you selected.
These fields are for information only.

Enter a Description and Short Description of the budget.
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Enter the Allocation Date of the budget. This is the date that you allocate the budget to the
department. The Originating Emplid (originating employee ID) is the ID of the person who
allocated the budget.

For each department, you can enter a Budget Amount in the appropriate currency. The currency
that you specify here will be used when you compare the actual and budget costs by department.
The system also uses it as the currency default value on pages where the Budget Training process
calculates department budget costs to ensure that costs and budget are in the same currency.

@ For more information about base currency and how it works in budget training, see Setting
Up the Training Cost Currency in this section.
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CHAPTER 4

Defining Training Requirements

Once you’ve set up budget periods and defined department budgets, the next step is to assess the
training demand in your organization. In order to create a realistic training budget, you must
determine how much training you plan to provide for your workforce. In other words, you need
to determine how many employees want or need to take courses or participate in training
programs and how many of those who want training your organization can afford to train. Once
you know how many employees need to take a management training course, then you can figure
out the cost to train all of the students that need to take a course or training program. Once
you’ve established that amount, you can compare the cost of the training demand to your
proposed training budget and either adjust your budget amount or cut back on who can and who
can’t take the course.

With the Budget Training module, you can identify your training demands on three levels: global
(for your whole organization), departmental, and employee. This enables you to establish
training demand at whatever level works best for your organization. If you work in a
decentralized way, you’ll probably want to use departmental or employee level forecasting. If
you operate in a more centralized way, you may choose to work out the demand for training at the
global level.

Overview of Training Demand Planning

To determine your organization’s training demand, you can build profiles of employees with
similar qualities who need to take the same training course(s). A profile is simply a template,
which you create, that determines how many employees in your organization need to be trained in
a certain area, based on the criteria that you specify. For example, suppose that managers in your
customer support department need to take your organization’s Time Management course. You
can create a profile template that looks for all employees in the customer support department who
have a manager’s job code and who possess a competency, such as time management, with a
proficiency level of Low. You could also create a profile that excludes employees in other
departments or job codes or who have a high proficiency rating in time management. You need
define your profiles only once—you can use profiles on an ongoing basis every time you need to
check training demand for a new budget period. You can create and maintain as many profiles as
you need to assess your training demand.

@ For more information about setting up profiles, see Setting Up Demand Profiles.
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Determining Training Demands for Your Organization

The PeopleSoft Budget Training module offers four ways to establish your training demand.
Demand is the actual number of employees that you decide need to be trained. The four methods

are:

Demand Method Purpose

By General Demand General Demand is the number of employees to be trained in
certain departments and for certain job codes.

By Departmental Demand Departmental Demand represents the number of employees
to be trained in a specific course for a particular department.

By Employee Demand Employee Demand defines the training requirements for
individual employees. You select these employees by
Employee ID.

By Employee Demand by Employee Demand by Course enables you to gather the

Course number of employees to be trained in a particular course,
selected by Course Code.

@ All Demands, at whatever level, are established for a particular Budget Period.

Using these four methods, you can get everything from a large overview of the training needed by
your organization down to the exact training needs of a single employee. You can establish just
one type of demand, or one of each. For example, you could define general demands only and
not work with Departmental Demands or Employee Demands. You can still set up training
budget scenarios and come up with a training plan using just one or all four methods.

The Demand pages also determine the costs associated with a demand for training in a particular
course, not just how many employees need the training, but the cost to your organization in terms
of wages or lost billable time. You’ll use the training demand pages to determine a key
component of your training budget: the employee cost to your organization for putting employees
into a training course.
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EMPLOYEE
DEMAND
(BY EE OR

BY COURSE)

-~

DEPARTMENT DEMAND

GENERAL DEMAND

Understanding the layers of your organization’s training needs

For each of the demand components, you first define who in your organization should be included
when the system calculates the demand for training for a particular course. On the second page,
you’ll determine the cost for training these employees for a particular demand. This cost amount
will be either the average training cost, if you’re working with a general or department demand,
or the specific cost per employee, if you’re working on the Employee Demand or Employee
Demand by Course components.

Using the Department Tree to Populate Departments

In the Budget Training Business Process, when you set up components of your organization’s
training budget process that reference department information, such as Department Views,
demand Profiles, and General and Department Demands, the system enables you to make use of
your Department Security Tree. Here is an example page:
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4-4

Profile Directhy Y
Business Unit: GBIBY Profile ID: KFINGBI Profile Creation Date: 02/06r2000
*Description: |Direct Profile for GBI Finance

Short Description: IDirPro Firl

Wignw Al First (] 13053 [P Last First (4 1.0f 1 [ Last
Department Tree Job Code
[lkunas Ql Finance I BE=1 Ql E3=

|KUDDE Q| sales Administration ;l _| 2 =]
IKUDDT Q] Business Serdces ;l _| B =]

DEFINING TRAINING REQUIREMENTS

Example page using department tree to populate departments

The Department Tree feature enables you to enter a parent department on the Department
Security Tree on the page and include any child departments in departmental views, profile
templates and training demand definitions automatically, using two Tree column buttons.

+ Click the Expand button to automatically add related
departments specified in the Department Tree to the list on
the page. This enables you to add several departments to
the list in one step.

In the example above, if you want to form a profile
including all the Finance departments, click the Expand
button next to the department KU00S. All departments
reporting to the Finance department would automatically
appear on the list. This enables you to add departments
lower in the tree hierarchy automatically. If you want all
departments but one, click the Expand button, and then
delete the one department that you don’t want.

L Click the Collapse button to delete related departments
from the list. The system deletes only the departments
that you added using the Expand button. Departments
that you added manually remain on the list, even if they
are related departments.

You can also enter Departments by manually inserting a department row instead of using the
Expand and Collapse buttons. The system displays two different symbols to indicate if you
entered a Department row using the Expand/Collapse Department Tree option or manually.

JANUARY 2001
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The Tree symbol indicates that you added this department
to the list by using the Expand button.

The Person symbol indicates that you added this
department to the list manually.

@ For more information about the use of security trees, see Administering Security.

For example, when you establish the number of employees in your organization that need training
for a particular course by creating a General Demand, if you want to specify a demand for your
own department and no others, you need enter only your department number and the number of
people in that department that you want to train.

However, if you want to train people in each department for which you are responsible, you enter
the Department ID for the parent Department and click the Expand button. The system creates a
new data row for each department below the parent department according to the Department
Security Tree.

For example, the Expand process includes every level in the Department Tree shown below that
is a child to Worldwide Sales Management Dept. #1.

Department Tree example

Worlwide Sales Managment

Dept #1
[
[ I 1
Sales Managment America Sales Managment Europe Sales Managment Asia
Dept #11 Dept #12 Dept #13
I—% I—%
Sales USA Sales Canada Sales UK Sales France
Dept #111 Dept #112 Dept #121 Dept #122

Expand department tree example

If you don’t want to train employees in Sales Management America USA, Dept #11, you remove
that department from the Department list using the Collapse button for that Department row.
When you do this, the system deletes any departments that report to the selected department. In
the example, if you click the Collapse button for Dept #11, the system removes Dept #111 and
Dept #112.

Setting Up Demand Profiles
You can build profiles using two different methods—dynamic and static:

¢ If you know that every employee in a particular department with particular job code should
enroll in a training program, then use the Profile Directly Page to create a dynamic profile
template. As departments change and employees move into different jobs, your profile
population changes, too.
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o [f you need to assess the training demand for employees who don’t fit readily into the
Department/Job Code criteria, then use the Profile by Criteria option. For example, if you
wanted to search for employees in a particular Department and Job Code with certain
competencies, then you’d use the Profile by Criteria page. This creates a static template.

@ You use the profile templates that you define here to create general demands for your
organization, so you’ll need to set these up before you can work with the demand pages.

Profile Directly Page

Usage Use the Profile Directly page to create a profile based on a list of
department and job codes.

Object Name | TRN PROFILE CREATE

Navigation Develop Workforce, Budget Training (GBL), Use, Profile Directly,
Profile Directly

Prerequisites | None

Access Enter a Business Unit and a Profile ID.

Requirements

Prafile Directly
Business Unit: usood Profile ID: KHRLIS004 Profile Creation Date: Q6092000
*Description: |HR Direct Profile for LS004

Short Description: IHR Frof

e Al First (0 108 1 ] Last
Department Tree Joh Code
[kuam Q| Human Resources sl-]e =] [Funo7 &l HRis specialist F=]
IKUDSS ﬂ Human Resource Analyst EI
|KU1 00 Q] HR Representative =]
K101 @] HRMS Anatyst =]
[0z @l HRPayrall Analyst [+1=1

Profile Directly page

Enter a Description and a Short Description for the profile you’re creating.
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In the left group box, select the Department that you want to include in your training profile
template. To include both the Department that you specify and all child departments to that
Department on the Department Tree, you can use one of the following buttons.

g Click the Expand button to automatically add related
departments specified in the Department Tree to the list on
this page. This enables you to add several departments to
the list in one step.

E Click the Collapse button to delete related departments
from the list. The system deletes only the departments
that you added using the Expand button. Departments
that you added manually remain on the list, even if they
are related departments.

@ For more information about using these buttons, see Using the Department Tree to Populate
Departments.

In the group box on the right, select the Job Codes for the departments you specified that have
training requirements.

By creating this list of departments and job codes, you are identifying positions within your
organization that have training needs. You can save this profile as a template and reuse it for
future budget periods. Whenever you reference this profile template to establish your training
demand for a course, the system automatically includes any employees who fit this profile.

@ While the profile always gathers up the employees in these departments and jobs, remember
that the number of employees will change over time as the department headcount changes
and as employees change Job Codes.

Defining Demand Profiles by Criteria

Use the Profile by Criteria component to create a training profile template that defines a group of
employees who need training using more specific criteria than Department and Job Code. For
example, you could create a training demand profile that gathers all employees in a Department
and Job Code with a certain competency.

Identifying workers who need training using competencies is useful because you can target
workers with certain competencies and proficiency levels for training in courses that can improve
their competency level. Or you can exclude employees who already possess a competency from
the group of employees who should take a training course to improve that competency. As you
can see, while you can specify what to include in your profile, you can also specify exclusions on
the Profiles by Criteria page. In effect, you can define your criteria by inclusions or exclusions or
a combination of both. You can also define multiple criteria statements that the system processes
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in sequence, to refine your profile even further. How simple or complex your profile criteria are
is up to you and your training needs.

By pooling training demand information from the department, job code and competency areas,
you’ll be able to accurately define the training need for this employee group profile in your
organization. The profile you create becomes a template that you can reuse in the future as you
reassess training demands. You specify the criteria on the Profile Criteria page and view the
resultant profile on the Profile Selection page.

Profile by Criteria - Profile Criteria Page

Usage Use the Profile Criteria page to define the criteria that you want to use to
include or exclude employees in your training plans.

Object Name | TRN_PROFILE TABLE

Navigation Develop Workforce, Budget Training (GBL), Use, Profile by
Criteria, Profile Criteria

Prerequisites | Before you can use this page to include competencies in your selection
criteria, you must set up your competency codes on the Competency
Table Setup Page.

Access Enter a Business Unit and a Profile ID of up to 10 characters.
Requirements

[ Profile Criteria \__Erofile Selection )

Business Unit: L%Dﬂd Profile ID: KGBIHR Profile Creation Date: Q6022000
*Description: |HR LS Global Business Inst Short Description: IHRUSGEII - Delayed

=]

*Criteria #: |1_ ™ Link with Competencies

Tree

e e T

Human Resources

Profile by Criteria - Profile Criteria page (1 of 2)
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First (0 1 1 III Last First (4 1. Competencyiew Al First [4] 1 of
1 [P Last

T l—’m

Profile by Criteria - Profile Criteria page (2 of 2)

Enter a Description and a Short Description for the Profile ID. The system displays the
description information that you enter here on any pages or reports that reference this Profile ID,
so your descriptions should identify what this profile does.

Select the Delayed check box if you want to delay processing the demand profile until later.
Depending on your requirements, it is possible for this profiling to take some time, so postponing
it might be a good option to consider. If the Delayed check box is cleared, the system executes
the profile criteria when you save the page.

If you choose to postpone this process, you can perform it at a later time by running the Create
Delayed Profile process. When this process has completed, you view the list of departments and
job codes selected for training from the Profile Selection page.

Or

In the Or group box, you can build your employee training profile template using one or more
selection criteria statements that you organize by Criteria # (criteria number). The system
processes your selection criteria statements based on their criteria numbers, starting at statement /
and moving sequentially through the statement list. When you define a new profile, the system
automatically sets the Criteria # to 1, to indicate that you are getting ready to enter your first
criteria statement.

Select the Link with Competencies check box if you want to include competencies as part of
your criteria statement. When you select this check box, the system makes the Competency
fields available for entry. Select the Competency and select a competency rating of Level. You
define competency codes on the Competency Table and the associated rating levels on the Rating
Model Table. When you complete the Competency fields, the system includes or excludes
workers with competencies at the rating that you specified.

Enter a new Criteria # to define additional profile criteria statement.

@ If you write several sequentially numbered criteria statements, you can reorganize them by
setting the number for each statement and then saving the page. The system sorts the
statements and displays them according to the Criteria #.

@ For more information about working with Competencies and understanding proficiency
levels assigned to workers, see Managing Competencies.
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Include

In the Include group box, select the Department, Job Code, and Competency that you want to
include in the profile. To include both the Department that you specify and all child departments
to that Department on the Department Tree, you can use one of the following buttons:

+ Click the Expand button to automatically add related
departments specified in the Department Tree to the list on
this page. This enables you to add several departments to
the list in one step.

Ij Click the Collapse button to delete related departments
from the list. The system deletes only the departments
that you added using the Expand button. Departments
that you added manually remain on the list, even if they
are related departments.

@ For more information about entering Departments on this page automatically, using the
Department Tree feature in Budgeting Training, see Using the Department Tree to Populate
Departments.

Exclude

In the Exclude group box, select the Department, Job Code, and Competency that you want to
exclude from the profile. Use the Expand and Collapse buttons to add and remove departments
on your department tree.

Understanding How the Criteria Impacts Profile Processing

In the following example, the selection includes all employees in Department KC003,
Information Systems, who are assigned to Job Code KC014, Sys Analyst.

Department Wigw All

Tree

[kcoos a 4| -]&

Information Services

IKCD1 4 Qf

Swys Anlyst

Include criteria statement

In the same selection criteria statement, you might want to exclude any employees with a high
rating (level 4) in the competency 0153, Technical Knowledge, as follows.
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l—ﬂ o _ ! EI *Lewvel EI
_I _I | Ql [HE al [« 4
Technical Wery Good

Exclude criteria statement

When you save the page the system starts to process your search and view the numbers of
employees who qualify if the Delayed check box is cleared. The system displays a warning
message before it begins the process of gathering the employees who match your profile
template.

W Warning! This process can be long. You can use the process scheduler to execute the
profile create.

This profile can now act as a template that you can run again and again during the current or next
budget period, to obtain a list of the qualifying employees who match your selection criteria for
this profile.

@ You have to save the contents of this page and execute the profile process, to view the
selection results in the Profile by Criteria - Profile Selection page.

Profile by Criteria - Profile Selection Page

Usage Use the Profile Selection page to view the number of employees selected
by department, and job codes according to the criteria you selected on
the Profile Criteria page.

Object Name | TRN_PROFILE VIEW

Navigation Develop Workforce, Budget Training (GBL), Use, Profile by
Criteria, Profile Selection

Prerequisites | You can view the results on this page only if you’ve run the profile
process for a Profile ID that you defined on the Profile Criteria page.

Access Enter a Business Unit and a Profile ID.
Requirements
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4-12

Profile Criteria Frofile Selection

Profile ID: KGBIHR HR US Global Business Inst Profile Creation Dates 1 2/06/2000

Wiew Selection

Unit Department Hbr Empl Joh Code Hbr Empl

Ugo04 KLom Human Resources G KLIOa Administrative Assistant 1
K7z Caonsultant- Seniar 2
knas Benefits Specialist 1
K112 Manager-Finance 1
K120 Data Entry Clerk 2

Total Count

fi f

Profile by Criteria - Profile Selection page

The system displays the Profile ID, Description, and Profile Creation Date for your reference.
The Profile Creation Date indicates the date that the system last processed this Profile ID.
When you rerun the profile process, the system updates the creation date information.

In the group box on the left, the system lists the Business Unit, Department code and Nbr Empl
(number of employees) that match the Department profile criteria. If you entered more than one
department in the selection criteria, then the system displays the number of matching employees
for each department code.

In the group box on the right, the system displays the number of employees found in each Job
Code that you specified for this Profile ID on the Profile Criteria page.

The Total Count indicates the total number of employees that match each of the profile criteria
for this Profile ID.

You can use this page to determine the effectiveness of your profile criteria selection statements.
If you’re resultant employee count is too high or too low, go back to the Profile Criteria page,
make any necessary changes to the selection criteria for this Profile ID, rerun the process, and
return to this page to evaluate your results.

Create Delayed Profile Page

Usage Use the Create Delayed Profile page to run the process that creates the
demand profile, based on the selection criteria that you set up on the
Profile By Ceriteria - Profile Criteria page. You need to run this process
only if you selected the Delayed check box on the Profile Criteria page.

Object Name | RUNCTL TRNO009

Navigation Develop Workforce, Budget Training (GBL), Process, Create
Delayed Profile, Create Delayed Profile

Prerequisites | Before you can run this process, you must set up the demand profile
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selection criteria on the Profile by Criteria - Profile Criteria Page.

Access Enter a Run Control ID.

Requirements

{ Create Delayed Profile

Run Control ID: 01 EeportManager  Process Monitar Run

Profile Details

First (4 105 1 [¥] Last

*Business Unit *Profile ID
+
IGEIIEIU Q) IKGBIFIN Ql Finance Global Business Inst EI

Create Delayed Profile page

The system displays the Run Control ID that you selected.

Select the Business Unit for the profile from the list of valid values. Select the Profile ID from
the list of demand profiles you have created using the Profile by Criteria - Profile Criteria Page.

Click Run to run this request. Process Scheduler runs the Create Delayed Profile process at user-
defined intervals.

For more information about Process Scheduler, see Process Scheduler.

Defining Global Training Demands

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

The General Demand pages will help you determine the number of employees throughout your
organization that need training in a certain course. The General Demand component consists of
two pages:

General Demand Page. Use the General Demand page to define the nature of the training need.
These demands address various populations defined by groupings of Departments and Job Codes.

Training Population Page. Use the Training Population page to define the specific employee
population with the training need (demand). You define your organization’s training demand by
Budget Period and Business Unit.

DEFINING TRAINING REQUIREMENTS ~ 4-13
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General Demand Page

Usage Use the General Demand page to view course details and general
information about the demand, including the demand priority and the
originator of the demand.

Object Name | TRN_DEMAND GNRL 1

Navigation Develop Workforce, Budget Training (GBL), Use, General Demand,
General Demand

Prerequisites | Before you can use this page, you must set up Budget Periods on the
Budget Period Table Page.

Access Enter a Budget Period, a Business Unit and a Demand ID.
Requirements

General Demand Y Training Population

Budget Period: K2000CALYR Business Unit:  [IS004 I~ Frozen

Demand ID: noooto From Date: 01/01s2000 Thru Date: 3101 2/2000

Category: IMANAGEMENT = Subcat: ISUPERVISN 4l I Mot in Catalog

Course Code: IKEIEIE ﬂ Conducting Performance Reviews
*Description: IConducting FPerformance Reviews Creation Date: IEDIDHZUUU ﬂ
Short Description: IPerf Revws Revision Date: I ﬂ

Originator: ISUDBNiSDF 'l OrigEmplid: I Ql
Demand Priority: Medium = Expiration Date: I (]

General Demand page

The system displays the Budget Period, Business Unit, and Demand ID that you selected. The
Demand ID defaults to NEW when you create a demand for the first time. You can accept the
system-generated ID or enter one manually. The system generates a sequence number based on
the last demand ID stored in the Installation Table.

@ For more information about setting up automatic numbering using the Installation Table, see
Installation Table - Last ID Assigned Page.

The From Date and Thru Date dates correspond to the Budget Period that you specified. If the
Frozen check box is selected, this indicates that the budget period is frozen and that you cannot
modify the general demand information on the page for this Demand ID and Budget Period. If
you attempt to modify a frozen budget, the system displays a warning message.

@ For more information about working with Frozen budgets, see Freeze Budget Period Page.
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Course Information

In the Course Information group box, specify the course that this training demand applies to by
select a course Category, Subcat (subcategory), and Course Code. If you don’t know the
category, subcategory, or course code, use the system default, UNKNOWN.

@ You cannot select a Subcategory Code until you’ve indicated a Course Category.

Select the Not in Catalog check box if the training course hasn’t been defined on the Catalog
Table. When you first enter the page, all of the Course Information values default to
UNKNOWN.

Demand Information

The system populates the Description and Short Description fields after you enter the category,
subcategory, and course code. The system displays the description information whenever the
Demand ID is referenced on a page or report.

The Creation Date defaults to the system date, usually today’s date, which you can change if
necessary. Later, when you make changes to the original demand profile, you can enter a
Revision Date. While you shouldn’t update the Creation Date for auditing purposes, you can
update the Demand ID Revision Date anytime you make a change to the demand.

Indicate whether the demand Originator (the person who created the demand) is an Employee or
Supervisor.

Select the OrigEmplid (originator employee ID) of the originator from the list of valid values.

You can also specify a Demand Priority for the demand; valid values are Low, Medium, and
High. When you’re building global scenarios using the Create Global Scenario processes, you
can specify that the system include only demands that have a certain Demand Priority in the
scenarios.

@ For more information about working with and defining global scenarios and how they fit
into your training administration and budget training business processes, see Approved in
Global Scenario - Approved by Demands Page.

Enter an Expiration Date to indicate the last possible date for meeting this training demand.
This is for informational purposes only, but it can be useful if you decide to mark a demand as
being obsolete after a specific time.

Training Population Page

Usage Use the Training Population page to define the group of people who
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need training in the course that you selected on the General Demand
page. Using this page, you can establish your Total General Demand
Amount and give the system additional parameters to use to calculate
the average cost for training employees for this demand. The
calculation here determines the employee cost of training and doesn’t
include the course costs themselves, such as instructor fees and facility
costs.

Object Name | TRN. DEMAND GNRL 2

Navigation Develop Workforce, Budget Training (GBL), Use, General Demand,
Training Population

Prerequisites | You must set up employee training costs and budgets before you can set
up training demands.

Access Enter a Budget Period, a Business Unit, and a Demand ID.
Requirements

{ General Demand )‘ Training Population \.I_

Budget Period: K2000CALYR Business Unit: Lso04 I~ Frozen
Demand ID: ooogio From Date: 01/01/2000 Thru Date: 310122000
Use Profile ag a Termnplate Created: 20/01/2000 Revision Date:

Empl. Training Budgeted Cost: [0 Ffusoq) Cunit [PersiHour =]

Job Code wigw Al First (0 108 1 ] Last

— EI=]

Training Population page (1 of 2)

view Al First [ 1054 [ Last

Department Tree Demand
IKUDD1 Q]  HumanResources ;l _l .23 |3 =]

Total General Demand
|3 & | 3

Training Population page (2 of 2)

The system displays the Budget Period, Business Unit, and Demand ID that you entered. If the
Frozen check box is selected, this indicates that the budget period is frozen and that you cannot
modify this general demand information on the page for this Demand ID and Budget Period. If
you attempt to modify a frozen budget, the system displays a warning message.
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The system also displays these budget period details: From Date, Thru Date, Created date, and
Revision Date. These fields are for information only.

Use Profile as a Template

Empl. Training Budgeted
Cost (employee training
budgeted cost)

Unit

Compute

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Click Use Profile as a Template if you want to import the
job codes and departments that you previously set up in a
profile. When you click the link, the system displays the
Profile Template Page where you select the profile to use.

If you don’t enter any Job Codes or Department
information in the Job Code and Demand group boxes on
this page, then the calculation is based solely on the
profile that you specified.

The Empl. Training Budgeted Cost is the average cost
of training the selected population. The system calculates
this value when you click the Compute button, using the
costs that are associated with the specified job codes on
the Job Code Training Cost Page. The Empl. Training
Budgeted Cost calculation looks like this:

Employee Training Budgeted Cost = (Job Code Training
Cost * Number of people in this Job Code) for all Job
Codes entered in the Job Code field on this page / Total
number of people in the General Demand.

Note. You specify the default currency for Business Units
for a Budget Period on the Budget Period Table. Budgets
for your organization are automatically converted to the
default base currency for your organization that you
establish on the Training Base Currency Table. The
system always converts all training costs to the base
currency to calculate training costs.

The system displays the cost unit associated with the
amount in Empl. Training Budgeted Cost.

Click the Compute button to populate the Empl.
Training Budgeted Cost field with the average job code
salary cost figures, using the job codes defined in the Job
Code group box.

The system pulls the costs associated with the specified
job codes from the Job Code Training Cost Table, and
averages the costs together to come up with an Empl.
Training Budgeted Cost figure. For this process to
work, you need to have entered the job codes for this
demand and it’s associated costs on the Job Code Training
Cost Page.

DEFINING TRAINING REQUIREMENTS
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In the Job Code group box, specify the job codes that are included this training demand. When
the system calculates the training demand, only employees with the selected job code are
considered. The system also uses the Job Code information that you enter here to calculate the
average cost to train employees for this demand.

Demand

In the Demand group box, specify the departments that you want to include when calculating the
demand for this course. Use the Tree column to populate the department as necessary.

Department

4-18 DEFINING TRAINING REQUIREMENTS

Select the Department that you want to include when
calculating the demand.

The person symbol appears beside the departments that
you added to the list manually. Use the Expand button to
populate the department as necessary.

When you select the department, the system displays the
department description. If you need to enter country-
specific information, the system links the department
name to the Department - Country page. Click the
department name to view the Department - Country Page
where you enter information required by your local
country.

Click the Expand button to automatically add related
departments to the list on this page. This enables you to
add several departments to the list in one step.

The tree symbol appears beside the departments that you
added using this button.

Click the Collapse button to delete related departments
from the list. The system deletes only the departments
that you added using the Expand button (indicated by the
tree symbol). Departments that you added manually
(indicated by the person symbol) remain on the list, even
if they are related departments.

For more information about the use of the Expand and
Collapse buttons in the Tree column, see Using the
Department Tree to Populate Departments.
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Total General Demand
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Enter the number of the employees to be trained for each
of the departments selected. This is an optional field, but
the more precise the information you can provide, the
more realistic the subsequent simulation and pricing will
be.

Warning! If you don’t enter a Demand amount, your
computed costs throughout the Budget Training business
process will be incorrect. Remember, all the computed
cost are based on the Demand amounts that you enter
here.

The Total General Demand field is required for each population demand. The system uses the
Total General Demand amount when it calculates the average cost of training employees for this

demand.

[<]

Profile Template Page

Click the Summation button to move the sum of all the
individual Department Demands to Total General
Demand. If you make changes to the Demand ficlds, you
must click this button to update the Total General
Demand before you can save the page.

Usage Use the Profile Template page to specify the profile that you want to use
to populate the General Demand page.

Object Name | TRN_PROF _TMPLT_SEC

Navigation To access the page, click Use Profile as a Template on the General
Demand - Training Population page.

Profile Template

* Directly £ By Criteria

Profile ID: | Q)

Profile Template page

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Select the Profile Type:

Directly: Use this option to select a profile that you
created using the Profile Directly Page.

By Criteria: Use this option to select a profile that you
created using the Profile by Criteria pages. This method is
particularly useful if you need to determine which people
in your organization need to be trained based on a set of
criteria—in other words, select all people who are in this
department list and have a low rating in the time
management competency.

Select the profile from the list of valid profiles.

When you click OK, the system calculates the training cost using the Job Codes list selected in
the specified Profile and the number of people selected for each Job Code and displays the
average training cost for the profile population in the Empl. Training Budgeted Cost (employee
training budgeted cost) field on the General Demand page.

Department - Country Page

Usage Use the Department - Country page to enter country-specific department
information that is required for the general demand that you have set up
on the Training Population page.

Object Name | TRN_DPT DMD_SEC

Navigation To access this page, click the department name on the General Demand -
Training Population page.

"i France

Female:

Male:

Executive:
Manager:
Office Worker:

Qualified Worker:

T T

Non Qualified Worker:

Department - Country page

DEFINING TRAINING REQUIREMENTS
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France

Use the France group box to define how your training demand is split by gender and professional
category. Remember, the sum of male and female employees must equal the total general demand
that you specified on the Training Population page. Similarly, the sum of all the professional
categories must also equal the total general demand.

Gender

Female Enter the number of female employees who make up the
demand shown on the Training Population page.

Male Enter the number of male employees who make up the

demand shown on the Training Population page.

Socio Professional Category

Executive Enter the number of employees classified as Executive
who make up the demand shown on the Training
Population page.

Manager Enter the number of employees included in the demand

who are classified as managers.

Office Worker Enter the number of employees included in the demand
who are classified as office workers.

Qualified Worker Enter the number of employees included in the demand
who are classified as qualified workers.

Non Qualified Worker Enter the number of employees included in the demand
who are classified as non qualified workers.

Defining Departmental Training Demands

The Department Demand page enables you to determine the number of employees in a
department that need training in a certain course.

Department Demand Page

Usage Use the Department Demand page to define the number of employees to
be trained in a specific course or set of courses for a particular
Department during a specified Budget Period.

Object Name | TRN_DEMAND DEPT

Navigation Develop Workforce, Budget Training (GBL), Use, Department
Demand, Department Demand

Prerequisites | You must set up your training costs and budgets before you can set up
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department demands.

Category: IMANAGEMENT (=Y
Course Code: |KUU [ Q)

Demand ID: ooooog Creation Date: |D1IDEIEDDD @ Revision Date: I @

Access Enter a Budget Period, a Business Unit, and a Department ID.
Requirements
Department Demand

Budget Period: |K2000CALYR Business Unit: C:AND1 DeptiD:  KCOO1 = Frozen

Course Information

Yiew Al First (4 101 1 [ Last

=]

Subcat: ISUF‘ERVISN QJ ™ Notin Catalog

Conducting Pedfarmance Reviews

Short Description: IPen’ Rewws
Originator: ISuper\risur vl

Demand Priority: | Medium hd

*Description: |Cnnducting Ferformance Reviews

Employee Cost: |D.DD

Job Code

a

Demand: |5
origkmptic: [ &

Expiration Date: I B
EIUSD Q]  Cost Unit: IPersIHour 'I

First (4 151 [M] Last

=]

Department Demand page

The system displays the Budget Period, Business Unit, and DeptID (department ID) that you
selected If the budget period is frozen, the system selects the Frozen check box. These fields are

for information only.

Course Information

In the Course Information group box, specify the course for this training demand. If you don’t
know the Category, Subcat (subcategory), or Course Code, use the system default,

UNKNOWN.
Category
Subcat

Course Code

Not in Catalog
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Select the Category that the course belongs to.
Select the subcategory that the course belongs to.
Select the Course Code from the list of valid courses.

Add as many courses as needed to adequately represent
the department’s training needs. To add another course,
insert an additional data row.

Select the Not in Catalog check box if the training course
hasn’t been defined on the Catalog Table.
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Demand ID

Creation Date

Revision Date

Description

Short Description

Demand

Originator

OrigEmplID (originating
employee ID)

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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The Demand ID defaults to NEW when you create a new
demand. The system generates a sequence number based
on the last demand ID stored in the Installation Table.

If you need to enter country-specific information, the
system links the Demand ID to the Department - Country
page. Click the Demand ID to view the Department -
Country Page, where you enter information that is
required by your local country.

If you’re creating a new department demand, enter the
Creation Date. The system defaults Creation Date to the
system date, which you can change if necessary.

If you’re making changes to an existing demand, enter a
Revision Date. While you shouldn’t update the Creation
Date for auditing purposes, you can update the Revision
Date anytime you make a change to the demand.

The system populates the Description after you enter the
Category, Subcat, and Course Code.

The system displays the description information whenever
the Demand ID is referenced on a page or report.

The system populates the Short Description after you
enter the Category, Subcat, and Course Code.

The system displays the description information whenever
the Demand ID is referenced on a page or report.

Enter the number of employees in the selected department
that need to take the training course.

Select the Originator from following options: Employee
and Supervisor.

Select the employee ID of the person who created the
demand.
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Demand Priority Select a Demand Priority from the following options:
Low, Medium, and High.

When you’re building global scenarios using the Create
Global Scenario processes, you can specify that the
system include only demands with a certain priority in the
scenarios.

For more information about working with and defining
global scenarios and how they fit into your training
administration and budget training business processes, see
“Planning Training Budgets for Your Organization”.

Expiration Date Enter the last possible date for meeting this training
demand. This is for information only, but it can be useful
if you decide to mark a demand as being obsolete after a
specific time.

Employee Cost Enter the Employee Cost (employee training cost) and the
currency it is tracked in. This cost will be used during the
simulation for pricing the scenarios and the training plan.

You specify the default currency for Business Units for a
Budget Period on the Budget Period Table Page. Budgets
for your organization are automatically converted to the
default base currency for your organization that you
establish on the Base Currency Page.

Cost Unit Select the Cost Unit that is associated with the amount in
Employee Cost.

For more information about how the cost unit impacts the
way that the system calculates demand costs, see
“Planning Training Budgets for Your Organization”

Job Code

Job Code Before you calculate your employee cost, you can select
one or more job codes that the system should use when it
calculates the average employee cost for training for this
Demand. When you select job codes here, the system uses
the Job Code Training Cost amount on the Job Code
Training Cost Table, when it calculates the Employee
Training Cost. The system takes an average of the costs
for all the Job Codes that you specify.
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Department - Country Page
Usage Use the Department - Country page to enter the country-specific
department information that is required for the department demand.
Object Name | TRN DPT DMD SECI
Navigation To access this page, click the Demand ID on the Department Demand
page.
¥ 0 B France
Female: I
Male: I
Executive: I
Manager: I
Office Worker: I
Qualified Worker: I
Non Qualified Worker: I

Department - Country page

France

Use the France group box to define how your training demand is split by gender and professional

category. Remember, the sum of male and female employees must equal the demand that you

specified on the Department Demand page. Similarly, the sum of all the professional categories

must also equal the total demand.

Gender

Female Enter the number of female employees who make up the
total training demand shown on the Department Demand
page.

Male Enter the number of male employees who make up the

total training demand shown on the Department Demand.

Socio Professional Category

Executive Enter the number of employees included in the
Department Demand, who are classified as Executives.
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Manager Enter the number of employees included in the department
demand who are classified as managers.

Office Worker Enter the number of employees included in the department
demand who are classified as office workers.

Qualified Worker Enter the number of employees included in the department
demand who are classified as qualified workers.

Non Qualified Worker Enter the number of employees included in the department
demand who are classified as non qualified workers.

You can print a Training Plan: Distribution report that shows how your training demands are
distributed, by gender and professional category.

Entering an Employee’s Training Demands

The Employee Demand pages enable you to identify the training needs of a particular employee
by category/subcategory/course. The Employee Demand component consists of two pages:

Employee Demand Profile Page. Use the Employee Demand Profile page to specify the courses
required for a selected employee.

Demand Details Page. Use the Demand Details page to enter the department and job code for the
employee and to enter employee costs.

Employee Demand Profile Page

Usage Use the Employee Demand Profile page to record the courses that the
selected employee requires during the specific budget period, and enter
audit information for the demand.

Object Name | TRN_DEMAND EE 1

Navigation Develop Workforce, Budget Training (GBL), Use, Employee
Demand, Employee Demand Profile

Prerequisites | Before you can use this page, you must set up Budget Periods on the
Budget Period Table Page.

Access Enter a Budget Period, a Business Unit, and an EmplID.
Requirements
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Employee Demand Profile % Demand Details

Budget Period: K2000CALYR Business Unit: Jsoo4 ™ Frozen
EmpliD: Koot a Espinosa,Carmichael
First [ 106 1 [M] Last
=1
Creation Date: [osiotrzoon (& RevisionDate: [ 5 From Date: 01/0142000
Demand ID: nooo13 Empl Red#: |U_ﬂ Thru Date: 311262000
*Description: |Espinosa,Carmichael
Short Desc: [Espinosac
Originator: IW, OrigEmplic: I— Ql
Demand Priority: lm Expiration Date: I— Ed
Category: M ey Subcat: Im Q| ™ Mot in Catalog
Course Code: IKD1D =\ Leadership Skills for Managers

Employee Demand Profile page

The system displays the Budget Period, Business Unit, and DeptID (department ID) that you
selected. If the budget period is frozen, the system selects the Frozen check box. These fields
are for information only. You must specify only the courses that the employee needs to take
during the specified Budget Period.

The From Date and Thru Date fields indicate the beginning and the end of the budget period
that you specified when you entered the page. The Demand ID is also displayed for your
reference.

The Creation Date defaults to the system date, which you can change if necessary. Later, when
you make changes to the original demand profile, you can enter a Revision Date.

Enter the Empl Red# (employee record number) to identify demands for employees who have
been in more than one department and job code since joining the organization. By using the
employee record number, you can enter employee demands against the correct department and
job code.

The system populates the Description and Short Description ficlds for the employee demand,
using the employee’s name. The system displays the description information that you enter here
for this employee demand ID on any pages or reports that reference the Demand ID.

Select the position of the demand Originator in the organization; valid values are Employee and
Supervisor.

Select OrigEmplid (original employee ID) of the Originator.

You can also specify a Demand Priority for the demand; valid values are Low, Medium, and
High. When you’re building global scenarios, using the Create Global Scenario processes, you
can specify that the system include demands with a certain priority only in the scenarios.
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@ For more information about working with and defining global scenarios and how they fit
into your training administration and budget training business processes, see Approved in
Global Scenario - Approved by Demands Page.

Enter an Expiration Date to indicate the last possible date for meeting this training demand.
This is for informational purposes only, but it can be useful if you decide to mark a demand as
being obsolete after a specific time.

Course Information

Specify the course that this training demand applies to by selecting a course Category, Subcat
(subcategory), and Course Code. If you’re unsure which course this demand is for, you can
select the category and subcategory codes and leave the Course Code field blank.

@ You cannot select a subcategory code until you’ve indicated a course category.

Select the Not in Catalog check box if the training course hasn’t been defined on the Catalog
Table. When you first enter the page, the Course Information values default to UNKNOWN.

To enter additional courses that this employee needs to take during the specified budget period,
place your cursor in the Category field, and insert new rows.

Demand Details Page

Usage Use the Demand Details page to define additional employee demand
details, including job code, department, and training costs.

Object Name | TRN._DEMAND EE 2

Navigation Develop Workforce, Budget Training (GBL), Use, Employee
Demand, Demand Details

Prerequisites | You must complete the Employee Demand Profile before you can use
this page.

Access Enter a Budget Period, Business Unit and Employee ID.
Requirements
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Employee Demand Profile {ml_
Budget Period: K2000CALYR: Business Unit: uso04 ™ Frozen
EmpliD: Kot a Espinosa,Carmichael
First [0 1.0r 1 [M] Last
Creation Date: 050172000 Revision Date: From Date:  01/01/2000 =]
Demand ID: 000013 KUOO0S ThruDate:  31/12/2000
Joh Code: KUa7T Consultant- Senior Empl Rco#: 0
Department: [ Hurman Resources
Unit Cost: 650.00 Ush STUDID
*Job Code: Wﬂ Cansultant - Seniar
*Department: Wﬂ Human Resources
Empl. Training Budgeted Cost: |ra0.00 HUsD A unit: [PersiDay =]

Demand Details page

The system displays the Budget Period, Business Unit, and EmplID (employee ID) that you
selected If the budget period is frozen, the system selects the Frozen check box. These fields are
for information only.

The system populates the following fields from the Employee Demand Profile page: Creation
Date, Revision Date, Demand ID, From Date, and Thru Date. These fields are for information
only.

The system populates the following fields from the employee’s job data: Job Code, Department,
and Unit Cost.

You can select a Job Code, Department, and Empl. Training Budgeted Cost (employee
training budgeted cost) that are different from those that are currently defined for this employee,
for budget purposes. You might want to do this if you’re aware that at the time of this future
budget period, the employee details will be different. For example, the employee may be
transferring to another department and job with a different employee training budgeted cost.

Enter an Empl. Training Budgeted Cost, and indicate the currency that the cost is tracked in.

You specify the default currency for Business Units for a Budget Period on the Budget Period
Table. Budgets for your organization are automatically converted to the default base currency for
your organization that you establish on the Training Base Currency Table

(TRN_BASE CURRENCY).

@ For more information about how the system determines default display currency for
employees, departments, and your overall organization, see Setting Up the Training Cost
Currency.

Select the Cost Unit for the value in Empl. Training Budgeted Cost. Because you’re entering
the cost to train the employee with respect to the employee’s wages, you could enter a cost unit of
Pers/Hours, if you were entering their hourly wage, or Pers/Day, if you were entering the cost
based on what the employee earns in a day.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL DEFINING TRAINING REQUIREMENTS 4-29



ADMINISTERING TRAINING JANUARY 2001

Defining Employee Training Demand by Course

Use the Employee Demand by Course pages to define employee training demands by training
courses. Using these pages, you can define a list of employees for a specific category,
subcategory and course.

The Employee Demand by Course component consists of two pages:

Employee Demand by Course Page. Use the Employee Demand by Course page to specify the
employees who need to attend the selected course.

Demand by Course Details Page. Use the Demand by Course Details page to enter the
department and job code for the employee and to enter employee costs.

Employee Demand by Course Page

Usage Use the Employee Demand by Course page to enter the employees who
require the selected training course and to enter audit information for the
demand.

Object Name | TRN. DEMAND EECRS_ 1

Navigation Develop Workforce, Budget Training (GBL), Use, Employee
Demand by Course, Employee Demand by Course

Prerequisites | Before you can use this page, you must set up Budget Periods on the
Budget Period Table Page.

Access Enter a Budget Period, a Business Unit, and a Course Code.
Requirements

l( Employee Demand by Course \'. Demand by Course Details

Budget Period: K1999CALYR Business Unit: CAMD ¥ Frozen
Category: MAMAGEMENT Subcat: CAREER DEV
Course Code: Kz Performance Management I Not in Catalog
Firgt (4 1062 O |act
=]
Creation Date: IW B Revision Date: l— B From Date: 0140141999
Demand ID: 000012 Thru Date: 3101211999
EmpliD: [kcomor @) Grifiths, Martina Rae
Empl Red#: Y
*Description: |Grifﬂths,Manina Fae
Short Desc: W
Qriginator: lm OrigEmplic: I ﬂ
Dermand Priority: Wedium ¥ Expiration Date: I (1]

Employee Demand by Course page
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The system displays the Budget Period, Business Unit, Category, Subcat (subcategory), and
Course Code that you selected. If the course isn’t in your training catalog, the system selects the
Not in Catalog check box. If the budget period is frozen, the system selects the Frozen check
box. These fields are for information only.

The system displays the From Date and Thru Date to indicate the beginning and the end of the
budget period that you specified when you entered the page. The system also displays the
Demand ID for your reference.

The Creation Date defaults to the system date, usually today’s date, which you can change if
necessary. Later, when you make changes to the original demand profile, you can enter a
Revision Date.

Select the EmplID (employee ID) of the employee that needs to take the specified course. Insert
a row for each employee who needs to attend the training course. Employees can come from any
department that is associated with the Business Unit that you specified.

Enter the Empl Red# (employee record number) to identify the demands for employees who
work in more than one department and job code for your organization. By using the employee
record number, you can enter employee demands against the appropriate department and job
code.

Enter a Description and Short Description for the demand.

Select the position in the organization of the demand Originator (the person who created the
demand ) in your organization; valid values are Employee and Supervisor.

Select the OrigEmplid (originating employee ID) of the originator.

You can also specify a Demand Priority for the demand; valid values are Low, Medium, and
High.

The Expiration Date indicates the last possible date for meeting this training demand. This is for
information only, but it can be useful if you decide to mark a demand as being obsolete after a
specific time.

Demand by Course Details Page

Usage Use the Demand by Course Details page to define additional employee
details by course. For example, if you know that the employee will
transfer to another department or job code during the budget period, and
the training need should be allotted to the new department, then you can
account for that change here.

Object Name | TRN. DEMAND EECRS 2

Navigation Develop Workforce, Budget Training (GBL), Use, Employee
Demand by Course, Demand by Course Details

Prerequisites | You must complete the Employee Demand by Course page before you
can use this page.
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Access Enter a Budget Period, a Business Unit, and a Course Code.
Requirements

Employee Demand by Course I( Cemand by Course Details \_

Budget Period: 1998 CALYR Business Unit:  CAMNO1 ¥ Frozen
Category: MANAGEMENT Subcat: CAREER DEV
Course Code: }003 Perfarmance Management I~ Notin Catalog
First 4 162 I Last
Creation Date: 07021999 Revision Date: From Date: 010111399 EI
Demand ID: ooono2 Thru Date: MM 21899
EmpliD: Koo Griffiths,Martina Rae Empl Rcd#: i}
Joh Code: K003 Senior Secretary
Department: kG001 Hurnan Resources
Unit Cost: 13.00 CAD  STUDMD
*Job Code: Wg Senior Secretary
*Department: Wﬂ Human Resources
Empl. Training Budgeted Cost: |23.00 EW =Y Unit: | PersMonth =

Demand by Course Details page

The system displays the employee information that you entered on the Employee Demand by
Course page so that you can easily determine which employee you’re entering additional data
about here.

You can select a different Job Code or Department for this employee, for this training demand
and Budget Period. You might want to do this if you’re aware that at the time of a future budget
period, the employee details will be different. For example, the employee may be transferring to
another department and job during the Budget Period, and this would result in a different
employee training budgeted cost.

Enter an Empl. Training Budgeted Cost (employee training budgeted cost), and indicate the
currency that the cost is tracked in.

You specify the default currency for Business Units for a Budget Period on the Budget Period
Table. Budgets for your organization are automatically converted to the default base currency for
your organization that you establish on the Training Base Currency Table

(TRN_BASE CURRENCY).

For more information about how the system determines default display currency for
employees, departments, and your overall organization, see Setting Up the Training Cost
Currency.

Indicate the Cost Unit for the cost in Empl. Training Budgeted Cost. Because you’re entering
the cost to train the employee with respect to the employee’s wages, you could enter a cost unit of
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Pers/Hour, if you are entering the hourly wage, or Pers/Day, if you enter the cost based on what
the employee earns in a day.

For more information about how the cost unit impacts the way that the system calculates
demand costs, see Creating Global Scenarios.
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CHAPTER 5§

Planning Training Budgets for Your
Organization

Once you have defined your training budgets and determined the training demand for your
organization, the next stage is to calculate the cost of the training demands and adjust budgets or
cut back on the training demands as necessary. This section describes how you use the budgeting
tools provided in PeopleSoft Human Resources to help you plan your budgets, approve selected
demands, and freeze your training plan.

Overview of the Training Planning Process

In Defining Training Requirements you learned how to created training demands for your
organization at three levels, general demands (for the whole organization), department demands,
and employee demands. Once you know how many employees need to take each training course,
you’ll want to find out the total cost of those demands. Having established that amount, you can
compare the cost of the training demand to the proposed training budget that you set up for your
departments on the Department Budget Table Page.

The Scenario budgeting tools enable you to set the level of employee demand that you can afford
during a specified budget period. A budget scenario is simply a budget plan. You can define as
many scenarios as you need, to represent different possible training budget plans. Scenarios
enable you to perform what-if analysis, to help you work out which budget plan works best for
your organization.

You work with these scenarios to simulate how different budgeting and demand decisions impact
your training programs and assess their financial impact on the organization before you reach a
final decision on your training budgetary plans and select the best budget plan scenario to balance
costs while meeting your workforce training needs.

Scenarios enable you to create virtual training plans that you can activate. Activating a training
plan scenario gives you the option to simulate the impact of one plan versus another as if it were
being implemented in the real world. This system uses the simulation to provide cost summaries
that you can use to compare your budgeted cost against the potential actual costs of a budget plan
scenario. As you review these summaries, you can continue to adjust the training demands in
your training plan and run additional simulations until you’re satisfied that your training cost
projections are adequate to meet your training needs.
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How the Scenario Process Works

By default, the system compiles all defined general (corporate), departmental and employee
training demands into a training demand composite to determine your overall training need. The
system then uses this composite to build an initial BASE scenario the first time that you use the
Adjust Department Demand page. This initial scenario is active by default, and the system loads
all of the demands associated with it into a Training Plan.

The Training Plan includes the built scenarios, the simulated demands, the activation of one or
several scenarios, and the subsequent freezing of the training plan. There is always a training
plan available because it is based on the demands specified in the current active budget plan
scenario.

Only one scenario can be the active scenario for each Budget Period and Business Unit,
though you may have more than one scenario in your Budget Training system. To activate a
scenario, use the Choose Active Scenario Page.

You can adjust your organization’s training demands to create a unique demand profile for each
scenario. You can do this at the department level and instantly observe the impact of this
modification on costs and pricing.

Working With Department and Global Scenarios

You can create new scenarios, either starting from an existing active scenario at the department
level or by combining all existing active department scenarios into a single global scenario for
your entire enterprise to get the big picture view of your training demand, costs, and budget. You
can activate or deactivate a scenario, at the Department or Global Scenario level, when you create
it.

Using Department Level scenarios works best for large organizations that want to plan their
training budgets at the department level in order to capture the level of budgeting detail that they
need, to adequately come up with a training budget. You can then roll up the work for all
departments to define a training budget for your organization as a whole. More centralized or
smaller organizations may find working with Global Scenarios to be more efficient.

You can narrow the scope of the training demands that the system automatically includes in the
Training Plan at each Department level or at the Global Scenario level.

Freezing a Scenario to Create a Live Training Plan

You can evaluate your training plan through successive iterations of simulation by Business Unit,
creating and activating new scenarios to see how they impact the training plan. Once you decide
on the right combination of demand and money, you can freeze the final budget plan scenario to
end the evaluation process for a Budget Period and establish your organization’s actual training
budget.

When you freeze a budget, you freeze the budget for an entire Business Unit.
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@ For more information about freezing budgets, see Freezing Training Budgets and Moving
Non Approved Demands.

Understanding How the System Calculates Training Element Costs

This section explains how the system calculates costs that are displayed on the Adjust Department
Demand - Demands Page and Adjust Department Demand - Costs Details Page.

When you define an expense associated with a training element, like a vendor, a facility, or an
instructor, you specify the cost amount, the cost currency (controlled by the Business Unit that
the training element is associated with), and a cost unit type, such as per day or per hour. These
costs are stored on the following tables:

COURSE TBL

CRSE_SESS FACIL

CRSE_SESS_INSTR

CRSE_SESSN_COST

CRSE SESSN TBL

TRN_INSTR_COST

All training element costs are then associated with a course or a catalog element, which specifies
the duration, in hours, for a course (stored on the COURSE TABLE) and the maximum number
of students who can enroll in the course.

When you enter a course cost, the system calculates the cost by element for that course and stores
them on the Catalog Cost Table and the Course Cost Table so that these amounts are ready to use
on the Adjust Department Demand pages. In effect, the system need only multiply the computed
costs for the training course by the number of students who need to enroll in the course (the
demand) to obtain the final computed cost that it displays when you select a training element on
the Cost Details page. When the system calculates the cost, it also converts the cost as recorded
on the Course Cost Table or the Catalog Cost Table to the Base Currency specified for this
Business Unit on the Budget Period Table (BUDGET PERIOD TBL).

To arrive at the cost displayed on the page, the system first determines the course session factor.
To understand how the system calculates the costs based on session demand, you need to
understand how sessions and cost units impact the Computed Cost calculation.
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Using Session Padding to Determine Session Demand

When you define Course and Catalog costs, the system requires you to enter a cost unit for each
Per Unit Cost. This cost unit specifies how the cost has to be computed when the system
calculates training costs. Cost units can be categorized into four groups:

e Cost for one session, such as Flat Cost.

¢ Duration-dependent cost, such as Hours.

¢ Student-dependent cost, such as Student/Training.

e Duration- and student-dependent cost, such as Student/Hours.

While the first two categories, Cost and Duration, aren’t student-dependent, in order to have a
good cost computation, the number of course sessions that need to be opened to accommodate
your estimated training need must be included in the cost formula. Thus, the system needs the
number of students by Course (or by Category/Subcategory, when the Demand is defined on a
Catalog element) to perform the Adjust Department Demand cost calculation.

However, for budgeting cost purposes, using the exact number of students specified by the
demand, to determine the number of course sessions that need to be opened and determine the
training cost for this demand, cannot be considered a reliable method because this information is
based on a projection of what is expected in the future.

The graph below shows the relationship of cost to the expected number of students that need to
take a course. If the maximum number of students allowed in a course session is 10, and you
plan to train 5 students, and then you find that you need to add 5 more to your Budget Plan, the
training cost doesn’t change. But if yet another student is added to the demand, the training cost
doubles. Based on your current information, that isn’t necessarily reliable because it represents a
projected number of students per course, and the computed training cost can differ dramatically,
based on a minor change in just one variable.

Session Cost

400 —r—
350 /
300 —o
250 /
Cost 200 —
150 //
100 *>—¢
50
0

1 5 10 15 20 25 30 35 40 45 50 55

Number of Students

Unweighted session costs based on number of employees in a training demand

To avoid this problem, the system uses the following formula to calculate session padding to
determine training demand cost:

Number of students planned / Maximum number of students per course
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This cost formula uses a progressive factor to determine the number of required sessions, based
on the number of students in the demand, which in turn impacts how the system determines the

total session cost.
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Adjusted session cost based on number of employees in a training demand

@ The system applies this session padding factor to calculate costs for all course session
dependent cost units—Categories 1 and 2.

How Cost Units Impact Budget Cost Calculations

Once the system has determined the course session demand using session padding, it calculates

costs based on the cost unit.

Cost Unit

Cost Computation Detail

None

Not possible; you must always provide a Cost Unit with a Cost Amount.

Km (Kilometers)

These costs are converted directly to the Base Currency.

Flat Cost

Converted to the Base Currency and then multiplied by the session
factor.

Hour

Converted to Base Currency, multiplied by the Course Duration, and
then multiplied by the Session Factor.

Day

Converted to the Base Currency, multiplied by the Course Duration,
divided by 8 (number of hours in a business day), and then multiplied by
the Session Factor.

Week

Converted to the Base Currency, multiplied by the Course Duration,
divided by 8 (number of hours in a business day), divided by 5 (number
of days in a standard work week), and then multiplied by the Session
Factor.

Month

Converted to the Base Currency, multiplied by the Course Duration,
divided by 8 (number of hours in a business day), divided by 20 (number
of working days in a standard work month), and then multiplied by the
Session Factor.
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Cost Unit Cost Computation Detail

Year Converted to the Base Currency, multiplied by the Course Duration,
divided by 8 (number of hours in a business day), divided by 20 (number
of working days in a standard month), divided by 12 (number of months
in a year) and then multiplied by the Session Factor.

Pers/Hr Converted to the Base Currency, multiplied by the Number of Demands,
and multiplied by the course duration.

Pers/Day Converted to the Base Currency, multiplied by the Number of Demands,
multiplied by the course duration, and then divided by 8 (number of
hours in a business day).

Pers/Week Converted to the Base Currency, multiplied by the Number of Demands,
multiplied by the course duration and divided by 8 (number of hours in a
business day), and then divided by 5 (number of days in a standard work
week).

Pers/Month Converted to the Base Currency, multiplied by the Number of Demands,
multiplied by the course duration and divided by 8 (number of hours in
a business day), and then divided by 20 (number of working days in a
standard work month).

Pers/Year Converted to the Base Currency, multiplied by the Number of Demands,
multiplied by the course duration, then divided by 8 (number of hours in
a business day), then divided by 20 (number of working days in a
standard work month), and divided by 12 (number of months in a year).

Pers/Train Converted to the Base Currency, multiplied by the Number of Demands.

@ All related time conversions are stored in FUNCLIB_ HR.COSTUNIT CONVERTED and
FUNCLIB_HR.DURATION CONVERTED. If you decide to change the number of hours
per standard day to 7.4, instead of &, you need to change only these two functions.

@ For more information about how the system performs the currency conversion, see Setting
Up the Training Cost Currency.

Creating Department Scenarios

The Adjust Department Demand pages enable you to create and work on budget plan scenarios
for your organization for a particular budget period. The Adjust Department Demand pages let
you work on your training budget scenarios one department at a time. The first time you adjust
your department demand, the system will generate a BASE scenario based on the demands you set
up on the Demand pages. As you adjust demand even further, you will create new scenarios on
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the system. This component also enables you to calculate computed costs of training and
compare them to the budgeted amount for the scenario.

The Adjust Department Demand pages are the tools you use to determine how many employees
the department can afford to train during a specified budget period. The information that you
enter on these pages, as you hone your training budget scenarios, is stored in the
TRN_SML COST TBL.

@ If you’ve frozen a scenario for a Budget Period, you cannot modify it on the Adjust
Department Demand pages.

@ For more information about creating departments demands, see Defining Departmental
Training Demands.

Adjust Department Demand - Demands Page

Usage Use the Adjust Department Demand - Demands page to develop a
training plan scenario and make adjustments for each of your Demand
IDs by department.

Object Name | TRN_ADJ DEM TABLE

Navigation Develop Workforce, Budget Training (GBL), Use, Adjust
Department Demand, Demands

Prerequisites | You must set up your demands before you can use this page to create
scenarios.

Access Enter the Budget Period, Business Unit, and Department.
Requirements
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Demands ' Costs Details )

Buidget Period: K1999CALYR Business Unit: 115006 Department: KLIon1 HR
First (4 102 D Last
: " +
*Scenario: IBASE I™ Active Scenario Demand Sort: IDemand 'l EI
First [ 10114 [ Last
Inside Department All Departments
Demand ID Priority  Approved Demand Approved  Demand
active Interviewing
ﬁ aooooz Effective Interviewi 1 5 |3 5 5

Refresh | 5 5 5 5

Budget | Costs

Budget Amount: 1570.00  USD 71.08% Computed Cost: 1115.944

Adjust Department Demand - Demands page

The system displays the Budget Period, Business Unit, and DeptID (department ID) that you
selected. These fields are for information only.

Scenario The Scenario field indicates the scenario on which the
simulation is being performed. The system creates an
initial BASE scenario when you open the Adjust
Department Demand - Demands page for the first time.

Insert new scenarios for the department if necessary. The
system makes the Scenario field unavailable for entry if
the Budget Period is frozen. You can add a new scenario
only if the Budget Period isn’t frozen.

Active Scenario The system selects the Active Scenario check box if this
scenario is the active scenario in your Budget Training
system.

Only one scenario at a time can be active, per Budget
Period and Business Unit, though you can have many
different scenarios in your system. Once you’ve created
one or more scenarios on the Adjust Department Demand
pages, you can activate a scenario using the Choose
Active Scenario Page.
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Demand Sort To change the order in which your demands are listed,
select a Demand Sort from the available options:

Demand: This sorts demands by Demand ID.

Approved: This sorts demands according to the number
entered in the Approved field.

Priority: This sorts demands by the Priority that you
specified on the demand pages.

Inside Department

The system builds scenarios using a/l training demands in your PeopleSoft Human Resources
system that are associated with the Business Unit, the Budget Period, and the Department that
you selected. The system also displays the employee demands that are associated with the
selected department.

@ Employees in one department can be included in many different training demands because
demands are generated by Category/Subcategory/Course Code. Similarly, one department
can be included in many different training demands.

The system displays the Demand ID and a description of the demands. The symbol next to the
Demand ID indicates the type of demand you are working with:

E Indicates an Employee Demand.

IE Indicates a General (corporate) Demand.

If you need to enter country-specific information, the system links the Demand ID to the
Department - Country page. Click the Demand ID to view the Department - Country Page, where
you enter information that is required by your local country.

Priority The system displays a numeric value associated with the
Priority that you assigned to the demand:

1 indicates a high priority demand.
2 indicates a medium priority demand.

3 indicates a low priority demand.
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Approved Enter the number of employees for each demand that you
want your training budget to include.

You can approve more employees for training for a
Demand ID than are included in the Demand. You need
to do this, for example, if you want to add extra budgeting
to account for any additional costs due to new employees
entering departments or employee transfers.

When you move out of the Approved field, the system
automatically adjusts any total or summary amounts on
the page accordingly.

Demand The system displays the total demand that you specified
for the selected Demand ID.

All Departments

Approved The system displays the number of approved demands for
the specified budget period for all departments, not just for
the one that you’re working with on this page.

Demand The system displays the total number of demands for the
specified budget period for all departments.

Total

The Total group box shows a running total of Approved demands and the total number of
requested demands by department and for all departments.

Refresh Click the Refresh button to update the total demands for
the selected department.

Budget/Costs

The Budget/Costs group box compares the Budget Amount with the Computed Cost, based on
the selected demands. The system displays the percentage of the Budget Amount that your
current Computed Cost represents.

Budget Amount The system defaults the budget amount for this budget
period from the Department Budget Table Page.

Computed Cost The system calculates the cost of the training for the
department, based on the Approved demands.

Department - Country Page

Usage Use the Department - Country page to enter the country-specific
department information that is required for the demand.

Object Name | TRN_DPT DMD_ SEC2
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Navigation To access this page, click the Demand ID on the Adjust Department
Demand - Demands page.

Female:

Male:

Executive:
Manager:
Office Worker:

Qualified Worker:

TR T

Non Qualified Worker:

Department - Country page

France

Use the France group box to define how your training demand is split by gender and professional
category. Remember that the sum of male and female employees must equal the demand you
specified on the Adjust Department - Demands page. Similarly, the sum of all the professional
categories must equal the total demand.

Gender

Female Enter the number of female employees who make up the
demand shown on the Adjust Department Demand -
Demands page.

Male Enter the number of male employees who make up the

demand shown on the Adjust Department Demand -
Demands page.

Socio Professional Category

Executive Enter the number of employees included in the department
demand who are classified as executives.

Manager Enter the number of employees included in the department
demand who are classified as managers.

Office Worker Enter the number of employees included in the department
demand who are classified as office workers.
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Qualified Worker Enter the number of employees included in the department
demand who are classified as qualified workers.

Non Qualified Worker Enter the number of employees included in the department

demand who are classified as non-qualified workers.

You can print a Training Plan: Distribution report that shows how your training demands are
distributed by gender and professional category.

Adjust Department Demand - Costs Details Page

Usage Use the Adjust Department Demand - Cost Details page to look at the
training components costs, such as equipment, vendors, and facilities,
that make up your Computed Cost amount in more detail.

Object Name | TRN_SML_COST TABLE

Navigation Develop Workforce, Budget Training (GBL), Use, Adjust
Department Demand, Costs Details

Prerequisites | You must set up your demands before you can use this page to create
scenarios.

Access Enter the Budget Period, Business Unit, and Department.
Requirements

Cemands Costs Details \_

Budget Period: |1333CALYR Business Unit: 115006 Department: K001 HR
viewal  First [ 102 D Last
*Scenario; IBASE Refresh | Cost Source: ITDtaI 'I [+I=]
wiew Al First (4] 1061 [P] Last
Demand ID Approved Computed Cost
ﬁ oooooz2 Effective Interviewing a 1115.9445

Budget / Costs

Budget Amount: 157000 USD 71.08% Computed Cost: 1115.945

Adjust Department Demand - Costs Details page

The system displays the Budget Period, Business Unit, and Department that you selected.
These fields are for information only.
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Scenarios

The system displays the Scenario that you selected on the Adjust Department Demand -
Demands page.

Select a Cost Source to view a breakdown of the costs for a particular training element. The
valid options are: Equipment, Expense, Facility, Vendor, Instructor, Salary Cost, and Total
Cost. For example, if you select Equipment, the system displays the cost of equipment for each
Demand ID and compares the total cost of equipment for all demand IDs to the Budget Period
Budget Amount and the percentage of the budget that is represented by your equipment costs.

For each Demand ID, the system displays the Approved demand and the Computed Cost for
the cost type that is specified in Cost Source.

Budget/Costs

In the Budget/Costs group box, you can compare your total Budget Amount to the Computed
Cost for each training element or to the Total Cost of all elements.

@ The total Budget Amount displayed in the Budget / Costs group box is the allocated budget
amount from the Department Budget Table for this Department and Budget Period only.

@ For more information about how the system calculates costs, see Understanding How the
System Calculates Training Element Costs.

Creating Global Scenarios

For smaller or more centralized organizations, you have the option to define your training plan
using global (or organization-wide) scenarios, rather than by one department at a time. When you
create global scenarios, you can limit their scope by defining special criteria that tell the system
what each global scenario should include. For example, you could limit the Global Scenario
scope by excluding certain demands. Alternatively you could increase the demands included in
the new scenario by multiplying the approved headcount in existing demands by a factor that you
specify.

@ Global Scenarios are specific to Budget Periods and Business Units, but they include all
departments within the Business Unit that you specify when you create the Global Scenario.

You have two options for creating global scenarios:

¢ Building global scenarios using criteria. If you’re setting up a global scenario, and you want
to use selection criteria to define the global scenario’s attributes, you can use the Create
Scenario by Criteria Process.

o Copying existing scenarios. If you’ve already created at least one global scenario, then you
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can clone it as many times as you need to for different Budget Periods and Business Units,
using the Create Global Scenario Process.

@ For more information about running processes in PeopleSoft HRMS, see Process Scheduler.

Creating Global Scenario by Criteria

Use the Create Scenario by Criteria component to create a global scenario using selection criteria
to specify the global scenario’s attributes. There are two pages in the component:

Create Scenario by Criteria - Criteria 1 Page is where you define the departments, job codes, and
competencies ratings to include or exclude.

Create Scenario by Criteria - Criteria 2 Page is where you define the courses to include or
exclude from the scenario.

Create Scenario by Criteria - Criteria 1 Page

Usage Use the Criteria 1 page to include or exclude departments, job codes,
and competencies for a particular Budget Period and Business Unit in
the global scenario.

Object Name | RUNCTL_TRNO08 1

Navigation Develop Workforce, Budget Training (GBL), Process, Create
Scenario By Criteria, Criteria 1

Prerequisites | You must set up your training demands before you can use this page.

Access Enter a Run Control ID.
Requirements
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‘( Criteria 1 Criteriad

Run Control ID: 01 Report Manager  Process Monitor Run

Budget Period: I Q) Business Unit: I Ql New Scenario: I

Create Scenario by Criteria - Criteria 1 page (2 of 2)

Select a Budget Period and a Business Unit that you want to associate with the new global
scenario. Enter the name of your New Scenario. Scenario IDs can be up to 10 characters long.
Select the Active New Scenario check box to make the new global scenario the current active
scenario in your system when your run the process.

@ Only one scenario can be the active scenario for each Budget Period and Business Unit,
though you may have more than one scenario in your Budget Training system.

Or

When you open the page, the system automatically specifies that your first selection statement is
Criteria # 1. You can enter multiple inclusion or exclusion statements. The system processes
the statements in order based on their Criteria # (criteria number). The Criteria # order can
seriously impact the result of your Create Scenario by Criteria process, so consider how you
organize your statements carefully.

If you want to reorganize a series of statements, update the Criteria # fields and save the page.
When you reopen the page, the system displays the statements in the appropriate order.
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Select the Link with Competencies check box if you want to include competencies as part of
your criteria statement. When you select this check box, the system makes the Competency
fields available for entry. Select the Competency, and select a competency rating Level. You
define the competency codes on the Competency Table and the associated rating levels on the
Rating Model Table. When you complete the Competency fields, the system includes or excludes
workers with competencies at the rating that you specified.

Enter a new Criteria # to define additional profile criteria statements.

Include

In the Include group box, select the Department, Job Code, and Competency that you want to
include in the scenario. To include both the Department that you specify and all child
departments to that Department on the Department Tree, you can use one of the following
buttons:

j Click the Expand button to automatically add related
departments specified in the Department Tree to the list on
this page. This enables you to add several departments to
the list in one step.

- Click the Collapse button to delete related departments
from the list. The system deletes only the departments
that you added using the Expand button. Departments
that you added manually remain on the list, even if they
are related departments.

For more information about entering departments on this page automatically, using the
Department Tree feature in Budgeting Training, see Using the Department Tree to Populate
Departments.

Exclude

In the Exclude group box, select the Department, Job Code, and Competency that you want to
exclude from the scenario. Use the Expand and Collapse buttons to add or remove departments
on your department tree.

You can select only departments that are associated with the Business Unit that you
associated with the new Global Scenario in the Business Unit field.

For more information about how Business Units impact field prompt values on pages in
PeopleSoft HRMS, see Regulating HRMS System Data. For more information about setting
up and tracking employee competencies, see Managing Competencies.
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Understanding How the Criteria Statements Include or Exclude Employees From
the Demand

In the following example, the selection includes employees in department KC0O1 who are
assigned to Job Code KC012, HR Analyst.

Department  ijewgye 8

[kcaot a |-]e

Human Resources

kcoiz @ r—

HR Analyst

Including criteria statement

In the same selection criteria statement, you might want to exclude any employees with a high
rating (Level 5) in the Competency 0703, Negotiation, as follows:

Department view Al First (1 1061 [P] Last lldob  view Al
1 [M] Last

*Level

[oroz a [Fal
Megatiatn Expert

Excluding criteria statement

@ You can opt not to enter a Department, Job Code, or Competency in any criteria statement.
For example, if you didn’t specify a Job Code in the Exclude criteria statement, the system
would exclude any employees in Department 10600 with an Expert proficiency Level rating
in Competency 0155.

Create Scenario by Criteria - Criteria 2 Page

Usage Use the Criteria 2 page to write criteria that specifies which courses
should be included in the scenario.

Object Name | RUNCTL TRNO0OO08 2

Navigation Develop Workforce, Budget Training (GBL), Process, Create
Scenario By Criteria, Criteria 2

Prerequisites | You must complete the Criteria 1 page before you use this page.

Access Enter a Run Control ID.
Requirements
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[ Ciitetiad " Criteria 2 \_

Run Control ID: 01 Report Manager  Process Monitor Run

Budget Period: New Scenario: Priority: | Medium e

Wiew Al First (4 101 [ Last

Criteria #: 1 El

wiew Al First (4 1081 [ Last
=]
Categony: ICOMF‘UTERS Q) Subcat: IOPER 575 (Y] Course Code: IUNKNOW[\ Q)

™ Mot in Catalog

wiew Al First [ 1.0t 1 [P] Last
=]
Categonyg I =Y Subcat; I Q) Course Code: I 4l

™ Mot in Catalog

Create Scenario by Criteria - Criteria 2 Page

For each demand selection statement (Criteria #) that you defined on the Criteria 1 page, enter
the courses to include or exclude from the global scenario.

Include

Use the Include group box to specify the courses that you want to include in the global scenario.
Select the Category, Subcategory (subcategory), and Course Code. When you select a course

code, you can select only courses that are associated with the category and subcategory that you

select.

Select the Not in Catalog check box if the course isn’t on the Catalog Table. To calculate costs
for the courses that are not in your catalog, the costs for the course, such as vendor, instructor,
and facility costs, need to be stored on the Course Cost Table.

For example, if you include the Category Computers, the Subcat OPER SYS (operating
systems), and the Course Code 4002, DOS/Windows Operating System, the global scenario will
include all the demands that you have for that course.

Exclude

Use the Exclude group box to specify courses that you want to exclude from the global scenario.
Select the Category, Subcat, and Course Code.

Select the Not in Catalog check box if the course isn’t on the Catalog Table.

Click Run to run this request. Process Scheduler runs the Create Scenario by Criteria process at
user-defined intervals.

@ For more information about Process Scheduler, see Process Scheduler.
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Create Global Scenario Page

Usage Use the Create Global Scenario page to create a scenario by copying a
global or an active scenario that you previously created for another
Budget Period or Business Unit.

Object Name | RUNCTL TRNO0O07

Navigation Develop Workforce, Budget Training (GBL), Process, Create
Global Scenario, Create Global Scenario

Prerequisites | You must have an existing global scenario before you can use this page.

Access Enter a Run Control ID.
Requirements
Create Global Scenario \_
Run Control ID: DBC.07-17-00.18:27:01 Report List Efocess Mooy L rocess Request
Budget Period: I Ql
& Active
Business Unit: I Ql € Global Scenario: I
New Scenario: I [T Active New Scenario
Increase Approved by Factor: 1.00
@ all Demands ) o Im
higher than Priority:
 Approve
" Unapprove less than Priority: Medium |

Create Global Scenario page

Select the Budget Period and Business Unit that you want your new scenario to be associated
with.

Enter a New Scenario ID for the scenario you want to create.

In the Scenario Type group box, select the existing scenario that you want to copy. If you select
Active, the system uses the current active scenario for the specified Business Unit as the source
for the new scenario. If you select Global, then select one of the other global scenarios that
you’ve already defined as the source for your new scenario.

Select the Active New Scenario check box if you want the new global scenario you are creating
to be the active scenario. Remember, you can have only one active scenario for a given budget
period.

@ Remember that if the Budget Period you specified is frozen, then you cannot make the
global scenario you’re defining here the active scenario. If you attempt to do so, the system
issues a warning message when you save the page.
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General Demand

In the General Demand group box, enter a multiplier for the Increase Approved by Factor.
e To reduce the total number of approved General Demands, enter a value of less than 1.
e To increase the total number of approved General Demands, enter a value of more than 1.

e To keep the total number of approved General Demands as they are in the source scenario,
enter 1.

For example, if you enter .75 here, and your source scenario specifies 100 approved demands,
then the new global scenario will have 75 approved demands when the build process is done. If
you wanted to double your approved demands, you would enter an Increase Approved by
Factor of 2. The result would be 200 approved demands in your new scenario.

Individual Demands

Use the Individual Demand group box to specify which employee demands you want to include
in your new global scenario.

You establish Demand Priority for employees by using the Employee Demand page and the
Employee Demand by Course page.

Select All Demands to copy existing employee demands.

Select Approve to copy approved demands to the new scenario. Select a priority in the higher
than priority field to copy approved demands that are higher than the selected priority. For
example, if you selected Low in the higher than priority field, the system would include all
Medium and High priority demands.

Select Unapprove to copy employee demands that are unapproved. Unapproved demands are
demands that have an approved headcount of 0, even though there is a requested demand
headcount for the Demand ID. Select a priority in the less than priority field to copy
unapproved demands that are lower than the selected priority.

Click Run to run this request. Process Scheduler runs the Create Global Scenario process at user-
defined intervals.

For more information about Process Scheduler, see Process Scheduler.

Making a Scenario Active

5-20

To make a scenario active, use one of these pages:
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e To make a department scenario active, use the Choose Active Scenario Page.

e To make a global scenario active, use the Scenario List Page.

Choose Active Scenario Page

Usage Use the Choose Active Scenario page to select a scenario to activate.
You can work only with the active scenario on the Adjust Department
Demand pages.

Object Name | TRN_ADJ SCE TABLE

Navigation Develop Workforce, Budget Training (GBL), Use, Choose Active
Scenario, Choose Active Scenario

Prerequisites | Before you can use this page, you must create department scenarios.

Access Enter the Budget Period, Business Unit and Department.
Requirements

Choose Active Scenatio )

Budget Period:  |<1999CALYR Business Unit: CARNO1 Department: k0o HR

View All First (4 1.4 ot 4 [¥] Last

Scenario Approved Ratio Computed Cost
BASE 0 0.00% 0.000 [T Active Scenario
GHLCAN1 0 0.00% 0.000 [T Active Scenario
KGBLCANZ 0 0.00% 0.000 ¥ Active Scenario
KGBLCANI 0 0.00% 0.0o0 7 Active Scenario

B udget Amount
217000 CAD

Choose Active Scenario page

The system displays the Budget Period, Business Unit, and Department that you selected.
These fields are for information only.

The system displays the following information for each Scenario that is associated with the
selected Department: the number of Approved employee demands, the corresponding
Computed Cost, and the Ratio of the total Computed Cost for the scenario to the department
Budget Amount.

To make one of the scenarios displayed the active scenario, select the Active Scenario check box
and save the page.
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Only one scenario can be active for a given Budget Period and Business Unit, though you
can work with many different budget scenarios in your Budget Training module. You
cannot change the status of a scenario that is part of a frozen budget.

Scenario List Page

JANUARY 2001

Scenario

Usage Use the Scenario List page to make a global scenario your active
scenario for a Budget Period and Business Unit.
Object Name | TRN_LST SCE TABLE
Navigation Develop Workforce, Budget Training (GBL), Inquire, Set Global
Scenario Active, Scenario List
Prerequisites | Establish Global Scenario.
Access Enter the Budget Period and Business Unit.
Requirements
{ Scenario List
Budget Period: KA19989CALYR Business Unit:  CARND Base Currency:  CAD

Approved

First [ 1.3 0t 3 [#] Last

Wigw Al

Cost

GRLCANT
KGBELCANZ

KGBELCAMZ

Current Active Scenario

™ Active Scenario

a0 4958 76 /|
35 465965 5 ¥ Active Scenario
29 3728.07/5) ™ Active Scenario

k1 4650 65 &

Scenario List page

The system displays the Budget Period and Business Unit that you selected and the Base
Currency for the costs.

The system displays the following information for each Scenario that is associated with the
selected Business Unit: the number of Approved demands and the corresponding Cost.

To make one of the scenarios displayed the active scenario, select the Active Scenario check box
and save the page.
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Only one scenario can be the active scenario for each Budget Period and Business Unit,
though you may have more than one scenario in your Budget Training system. You cannot
change the status of a scenario that is part of a frozen budget.

Viewing Approved Demands

There are two ways to view approved demands:

Approved in Active Scenario enables you to view the approved demands for the current active

scenario.

Approved in Global Scenario enables you to view approved demands for a global scenario.

ADMINISTERING TRAINING

Approved in Active Scenario - Approved by Demands Page

Total General Demand:

Department

Budget Period:  11999CALYR

Usage Use the Approved in Active Scenario - Approved by Demands page to
view the approved demands for the active scenario.

Object Name | TRN_ADJ DEP TABLE

Navigation Develop Workforce, Budget Training (GBL), Inquire, Approved in
Active Scenario, Approved by Demands

Prerequisites | Before you can use this page, you must create department demands.

Access Enter the Budget Period, Business Unit, and Demand ID.

Requirements

(Fpproved by Demands |

Dernand 1Dz £ oooo1o

IApproved 'I

Business Unit:  CAMND1 Gndr Camrm

g Sort By:

View All First (4 1.6 1 [P Last

Approved Demand

K CO06

g
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Approved in Active Scenario - Approved by Demands page
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The system displays the Budget Period, the Business Unit, and the Demand ID for your
reference for the active scenario. The symbol next to the demand ID indicates the type of

demand

‘E Indicates an Employee Demand

‘E Indicates a General Demand (for your entire organization)
Sort by To change the order in which the information is listed,

select one of these options in the Sort by field:

Demand: This sorts demands by the number of requested
demands

Approved: This sorts demands according to the number
entered in the Approved field.

The page lists the demands for each Department included in the active training budget scenario
Department.

Approved in Global Scenario - Approved by Demands Page

Usage Use the Approved in Global Scenario - Approved by Demands page to
view the approved demands in a global scenario.

Object Name | TRN_ADJ DEPG TABLE

Navigation Develop Workforce, Budget Training (GBL), Inquire, Approved in
Global Scenario, Approved by Demands

Prerequisites | Before you can use this page, you must create department demands and
global scenarios.

Access Enter the Budget Period, Business Unit, Scenario ID, and Demand ID.
Requirements
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~Approved by Demands
Budget Period: K1 998CALYR Business Unit: CANDT
Scenario: GBLCAM1 Demand ID: % aooo2 Grifiiths Martina Rae
Total General Demand: 1 Sort By: IAppro\red jv
Department Approved Demand
kCom Human Resources 1 1

Approved in Global Scenario - Approved by Demands page

The system displays the Budget Period, the Business Unit, the global Scenario name, and the
Demand ID for the active scenario. The symbol next to the Demand ID indicates the type of

demand:
@ Indicates an Employee Demand.
IE Indicates a General Demand (for your entire

organization).

@ For more information about how to define General and Employee Demands in the Budget
Training module, see Defining Training Requirements.

Sort by To change the order in which the information is listed,
select one of these options in the Sort by field:

Demand: This sorts demands by the number of requested
demands.

Approved: This sorts demands according to the number

entered in the Approved field.

The page lists the demands for each Department included in the scenario.
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Viewing Active Scenario Summaries

5-26

Once you’ve set up your training budget scenarios, you have several options for reviewing them
online using Inquire pages. While you cannot work with the scenarios using these pages, you can
get a quick look at them from different points of view.

Use the Active Scenario Summary inquiry to review the total costs and the demands included in
the active scenario for all departments that are represented in your organization’s training
demands. Because these pages provide you with details on all of your departments by department
in one place, this is an excellent tool for evaluating your overall training budget for the active
budget scenario.

For more information about making one of your training scenarios active, see Making a
Scenario Active.

Active Scenario Summary - Total Costs Page

Usage Use the Active Scenario Summary - Total Costs page to view your cost
details and the total cost of the current active scenario.

Object Name | TRN_SML DEP TABLE

Navigation Develop Workforce, Budget Training (GBL), Inquire, Active
Scenario Summary, Total Costs

Prerequisites | Establish a budget scenario.

Access Enter the Budget Period and Business Unit.
Requirements

Total Costs Y Demands

Budget Period: K1999CALYR Business Unit: GBIBU Base Currency:  USD
Viewall  First (4] 1.t 1 [P] Last
Department Approved Budget Ratio Computed Cost
kuoos Finance 11 USD7200.00 22.09 % USDB342.49

Buiget ! Costs

11 USDT200.00 8809 % USDE342.49

Active Scenario Summary - Total Costs page
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This page displays the cost detail for the active scenario sorted by Department. For each
Department, the system displays the Department ID and description and (in the Approved field)
the number of employees that you approved for training on the Adjust Department Demand -
Demands Page.

The system populates the department Budget Amount from the Department Budget Table and
the current Computed Cost from the Adjust Department Demand - Costs Details Page. The
Ratio field shows the percentage of the department Budget amount to the current Computed
Cost for the approved Demands. You can quickly determine whether one department is out of
sync with the others by being either over or under budget. You can also quickly determine which
departments are on budget.

Budget/Costs

The Budget/Cost group box gives you a total of the Approved employee Demands for all
departments included in the active scenario. The system displays your total training Budget for
all departments and your current total Computed Cost. The Ratio indicates whether your
current computed costs are over or under budget.

Active Scenario Summary - Demands Page

Usage Use the Active Scenario Summary - Demands page to view summary
information about the demands associated with the active scenario.

Object Name | TRN_SML DEM TABLE

Navigation Develop Workforce, Budget Training (GBL), Inquire, Active
Scenario Summary, Demands

Prerequisites | Establish scenario demands.

Access Enter the Budget Period and Business Unit.
Requirements
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Total Costs  Demands

Budget Period: K1998CALYR Business Unit: GRIBL Base Currency: UsD

First (0 154 [M] Last

Demand ID Approved Demand

ﬁ ooooos Time Management 11 10

Active Scenario Summary - Demands page

For the current active scenario, the system lists each Demand ID for the specified Budget Period
and Business Unit. For each demand, the Approved field shows the number of employees that
you’ve approved for training on the Adjust Department Demand - Demands Page.

@ You can obtain a printed report of this information by running the Active Scenario Summary
report.

Viewing Global Scenario Summaries

Once you’ve set up your training budget scenarios, you have several options for reviewing them
online using Inquire pages. While you cannot work with the scenarios using these pages, you can
get a quick look at them from different points of view.

Use the Global Scenario Summary pages to review the total costs and the demands in a global
scenario. Because these pages provide you with details on all of your departments, by
department, in one place, this is an excellent tool for evaluating your overall training budget for
the active budget scenario.

Global Scenario Summary - Total Costs Page

Usage Use the Global Scenario Summary - Total Costs page to view your cost
details and the total cost of a selected scenario.

Object Name | TRN_SML DEPG TABLE

Navigation Develop Workforce, Budget Training (GBL), Inquire, Global
Scenario Summary, Total Costs
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Prerequisites | Before you can use this page, you must create a global scenario.

Access Enter the Budget Period, Business Unit, and Scenario ID.
Requirements

Total Costs Y Demands

Budget Period: K1998CALYR Business Unit: GBIBU Scenario:  KGBLGBIBLM Base Currency: JSD
Yiew All First (4] 1t 1 [ Last
Department Approved Budget Ratio Computed Cost
KLoos Finance ih T200.00 28.09 % 6342449

Budget | Costs

11 720000 88.09 % f342.49

Global Scenario Summary - Total Costs page

For your reference, the system displays the global scenario’s Budget Period, Business Unit,
Scenario ID, and Base Currency.

You specify the default currency for Business Units for a Budget Period on the Budget Period
Table. Budgets for your organization are automatically converted to the default base currency for
your organization that you establish on the Training Base Currency Table

(TRN_BASE CURRENCY).

@ For more information about base currency and how it works in budget training, see
Overview of Training Currencies.

The page displays the cost detail for the scenario, sorted by Department. For each Department,
the system displays the Department ID and description and (in the Approved field) the number of
employees that you approved for training on the Adjust Department Demand - Demands Page.

The system populates the department Budget amount from the Department Budget Table and the
current Computed Cost from the Adjust Department Demand - Costs Details Page. The Ratio
field shows the percentage of the department Budget amount to the current Computed Cost for
the approved Demands. You can quickly determine if one department is out of sync with the
others by either being over or under budget. You can also quickly determine which departments
are on budget.
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Budget/Costs

The Budget/Cost group box gives you a total of the Approved employee Demands for all of
your departments included in the active scenario. The system displays your total training Budget
for all departments, your current total Computed Cost. The Ratio indicates whether your current
computed costs are over or under budget.

Global Scenario Summary - Demands Page

Usage Use the Global Scenario Summary - Demands page to view summary
information for the demands that are associated with the selected
scenario.

Object Name | TRN_SML DEMG TABLE

Navigation Develop Workforce, Budget Training (GBL), Inquire, Global
Scenario Summary, Demands

Prerequisites | Before you can use this page, you must create a global scenario.

Access Enter the Budget Period, Business Unit, and Scenario ID.
Requirements

Total Costs ¥ Demands Y

Budget Period: KA 989CALYR Business Unit:  GBIBU Scenario:  KGBLGBIBUM Base Currency: 1ISD
Al First (4 101 1 [#] Last
Demand ID Approved Demand
£ ooooog Time Management 11 10

1 10

Global Scenario Summary - Demands page

For your reference, the system displays the global scenario’s Budget Period, Business Unit,
Scenario ID, and Base Currency.

@ For more information about base currency and how it works in budget training, see
Overview of Training Currencies.
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For the current active scenario, the system lists each Demand ID for the specified Budget
Period, Business Unit, and Scenario. For each demand, the Approved ficld shows the number
of employees that you approved for training on the Adjust Department Demand - Demands Page.

@ You can obtain a printed report of this information by running the Global Scenario Summary
report.

Tracking Your Training Plan

Your company training plan for a course can undergo constant cost reviews and updates until you
freeze the company training plan. You can create department views to help you view your
training plan. For example, by creating a department view that corresponds to a business unit,
you can view the aggregate training plan for all the departments in the business unit.

You can create department views using the Departmental View page, and use the Training Plan -
Course List Page to view the training plan for a selected department view.

Departmental View Page

Usage Use the Departmental View page to define specific departmental groups.
You can use these views to display all or part of your training plan and
compare your actual and budget costs.

You can create numerous views that correspond to different functional
or geographic requirements in your organization. These groupings of
departments form snapshot views, which you can think of as segments
of the organization that you’ve grouped together so that you can
perform comparative costs analysis.

Object Name | TRN_DSPL TARGET

Navigation ¢ Develop Workforce, Administer Training (GBL), Setup,
Departmental View, Departmental View

¢ Develop Workforce, Administer Training (USF), Setup,
Departmental Plan, Departmental View

e Develop Workforce, Budget Training (GBL), Setup,
Departmental View, Departmental View

Prerequisites | Establish a Business Unit and a Department View ID.

Access Enter the Business Unit and Department View ID.
Requirements
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Departtmental View 3
Business Unit: CARNDT GBI B for Canada Dept View ID: KCHR
*Description: |CAND1 Human Resources

Short Description: ICAND1 HF

First (4 1.5 ot s (M Last

Department Tree

Wﬂ Human Resources ;l_l & EI
[kcooz ™ @ Beneiits IR R =]
[kCooz @& information services H-]a +=]
[kcoos @&l Finance EIRE:! =]
[kCoos & Training & Administration EIRE: =]
[kcots @ sales and Senices EIRE: =]

Departmental View page

Enter a Description and the Short Description.

In the Department field, enter the list of departments that you want to be included in your view.
The Tree field gives you various options and some information about the department.

@ For more information about entering Departments in this page automatically, using the
Department Tree feature in Budgeting Training, see Using the Department Tree to Populate
Departments.

Training Plan - Course List Page

Usage Use the Training Plan - Course List page to view your training plans by
Departmental View.

Object Name | TRN_PLAN APR TABLE

Navigation Develop Workforce, Budget Training (GBL), Inquire, Training
Plan, Course List

Prerequisites | Before you can use this page, you must create department views on the
Departmental View page.

Access Enter the Budget Period and Business Unit.
Requirements
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/ Course List
Budget Period: K1998CALYR Business Unit: CARDT I KCHR Base Currency:  CAD
vigw Al First (4 1.a.ora [M] Last
Course Code Cost Approved Duration
Kooz Performance Management a01.01 &| 2 16.0 Hours
KO04 Gender Communication 604.15 2| 14 19.0 Hours
KO0& Professional Presentations 1452 09 & 7 162.0 Hours
K013 PeopleSoft HRMS 220151 & 7 20 Hours

4659.65 | 35 350 Howrs

Training Plan - Course List page

The system displays the following for each Course Code in your training plan: the computed
Cost, the total number of people Approved for each course, and the total training Duration that
it represents in hours.

Total

The Total group box shows the total cost, the total approved demands, and the total number of
hours of training for all courses listed.

Freezing Training Budgets and Moving Non Approved Demands

Once you’ve completed the creation, review, and adjustment of your training scenarios, you can
freeze your company training budget for a specified budget period and business unit. Once you
freeze a budget, you can no longer update or change any demands or scenarios associated with
the budget period and business unit. Use the Freeze Budget Period Page to freeze a budget
period.

Once you’ve frozen a budget for a Business Unit and Budget Period, you can move any demands
from the frozen budget period that you didn’t approve to the next budget period for consideration
there. Use the Move Non Approved Demands Page to move demands between budget periods.

You can set the system so that it automatically includes employees who didn’t get approval for
their training request in one budget period as part of the demand for the next budget period.

Freeze Budget Period Page

Usage Use the Freeze Budget Period page to freeze or unfreeze a budget
period.
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Object Name | TRN_FREEZE PERIOD

Navigation Develop Workforce, Budget Training (GBL), Use, Freeze Budget
Period, Freeze Budget Period

Prerequisites | None

Access Enter the Budget Period and Business Unit.
Requirements

{ Freeze Budget Period

Budget Period: K1 989CALYR 1999 Training Budget Period ¥ Frozen

Business Unit: Uso04 GBI Bl for US004

From Date: 01/01/1353 Thru Date: 321999 Base Currency: USD
Approved Budget Ratio Computed Cost

o 0.003 - % 0.005) Refresh |

Freeze Budget Period page

This page displays all of the Approved demands, the total Budget that is the sum of all of the
individual department budgets included in the plan, the total Computed Cost for all departments
in the training plan, and the Budget/Cost Ratio for the entire training plan.

To freeze the plan, select the Frozen check box and save the page.

@ Freezing a training plan turns it into a /ive training budget for the Business Unit for the
specified Budget Period.

@ To unfreeze a training period, clear the Frozen check box and save the page.

Move Non Approved Demands Page

Usage Use the Move Non Approved Demands page to move unapproved
demands to the next budget period, once the current budget period has
been frozen.

Any demand with an Approved field value of O is considered
unapproved by the system. Also, if you have a Demand ID with a
requested Demand of 76, but you approved only 12 of the requested 16
headcount for the demand, the system considers the unapproved
demands for the Demand ID to be 4, because you didn’t approve 4 of
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the requested demand headcount. The Move Non Approved Demands
Process carries forward the 4 unapproved demands for the Demand ID..

Object Name | RUNCTL TRNO15

Navigation Develop Workforce, Budget Training (GBL), Process, Move non
Approved Demands, Move Non Approved Demands

Prerequisites | None.

Access Enter a Run Control ID.
Requirements

]( Mowve Mon Approved Demands \L

Run Control ID: 01 Report Manager  Process Monitor Run

Language: IEninsh vi

Budget Period: |K1 Y99CALYR ﬂ 1848 Training Budget Period
Business Unit: IUSDD4 ﬂ GBI BU for US004

Target Budget Period: IKEDDDCALYR ﬂ 2000 Training Budget Period

[ Data Override

Move Non Approved Demands page

Select the source Budget Period and Business Unit that you want to move the unapproved
demands from. Then select the Target Budget Period that you want to move the demands to.

We recommend that you apply this process to unapproved budgets before you create any new
demands for the target budget period.

Select the Data Override check box if you have run the Move Non Approved Demands process
already, and you want the system to override the results from the previous process run with the
new results.

@ Important! If you clear the Data Override check box, and you’re running the process for
the first time, there’s no danger that the system will override any manual changes that
you’ve made to the process results. If you rerun the process later, with the Data Override
check box selected, then any changes that you made for unapproved demands on the source
Budget Period will be reflected in the target Budget Period when you run the process. If the
check box is cleared, you’ll lose any changes that you may have made.

Deleting Obsolete Global Scenarios

As you develop different global scenarios for your organization, you will need to delete obsolete
scenarios for budget periods that are frozen. Use the Delete Inactive, Gbl Scenarios (delete
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inactive, global scenarios) page to initiate the process to delete the global scenarios that you no
longer need.

Delete Inactive, Gbl Scenarios Page

Usage Use the Delete Inactive, Gbl Scenarios page to delete redundant global
scenarios. You can delete global scenarios only if the scenarios status is
Inactive and the budget period for the associated business unit is frozen.

When you run this process, the system deletes data from these tables:
TRN_SIMULATION and TRN_SCENARIO.

Object Name | RUNCTL TRNO31

Navigation Develop Workforce, Budget Training (GBL), Process, Delete
Inactive,Gbl Scenarios, Delete Inactive,Gbl Scenarios

Prerequisites | None.

Access Enter a Run Control ID.
Requirements

l( Delete Inactive, 3l Scenarios \I_

Run Control ID: 0 Reportt Manader Process Monitor Run
Scenario Details Wiew All First (4] 1 .of 1 [¥] Last
*Scenario Budget Period Business Unit
+
IKGBLCANS g 1993 CALYR CAND1 EI

Delete Inactive,Gbl Scenarios page

The system displays your User ID and the Run Control ID you selected. These fields are for
information only.
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Scenario Details

Scenario

Budget Period

Business Unit

ADMINISTERING TRAINING

Select the scenario that you want to delete, from the list of
scenarios. The system lists only the scenarios that are
inactive and refer to a budget period that is frozen. When
you move out of this field, the system populates the
Budget Period and Business Unit fields.

Add a row for each scenario that you want to delete.

The system displays the budget period that you associated
with the Scenario. You specify the Budget Period when
you create the scenario, using the Create Scenario by
Criteria process or the Create Global Scenario process.

The system displays the Business Unit that you associated
with the scenario when you created it.

Click Run to run this request. Process Scheduler runs the Delete Obsolete Global Scenarios
process at user-defined intervals.

@ For more information about Process Scheduler, see Process Scheduler.
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CHAPTER 6

Administering Course Sessions

PeopleSoft Human Resources makes it easy for you to track all the details that you need to get
courses up and running. Once sessions are set up, you can enroll students in a matter of minutes.
And to help you keep up with all the changes that inevitably occur, PeopleSoft provides you with
a variety of ways to review and update student status and session enrollment data.

This section explains how to schedule course sessions, track course session costs, and how to
record student feedback about your course sessions.

Overview of Course Session Administration

The following diagram illustrates where setting up course sessions falls in your Training
Administration hierarchy in the Administer Training Business Process:

Training Program Table
Management Trainee Program

Course Table
Time Management

Course Table
Supervising

Course Table
Conflict Resolution

r

b

L

Course Session Tablg

Time Mogt-Session 1
Time Mot-Session 2
Time Mgt-Session 3

Course Session Tablg

Supervising -Session 1
Superising -Session 2
Supernvising -Session 3
Supernising -Session 4

Course Session Table

Conflict Resolution-Session
Caonflict Resolution-Session #

Establishing course sessions
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As you can see, before you set up course sessions, you need to have defined courses and training
programs for your organization.

For more information about setting up courses and training programs, see Defining Training
Courses and Programs.

Setting Up Course Sessions

Use the Course Session Table to set up sessions for the courses that you administer in-house.
This table is where you enter specific information about sessions, including the dates, times,
location, and cost. You can also track information such as available equipment, instructor, and
any services that you outsource to vendors.

Cut Sessions

Cut sessions are a means of dividing a course session. Each cut session has it’s own start date,
end date, location, and instructor. Use cut sessions for course sessions that:

e Don’t run consecutively from start to finish. For example, you might have a course that runs 2
days a week for a month.

o Are held in different training rooms or facilities. For example, if you have a 2 week course,
with the first week in room 2 and the second week in room 3.

e Are taught by multiple instructors. Using cut sessions ensures that the instructors are available

during any periods they aren’t teaching.

Cut Session Examples

Example 1
Course Dates: Monday and Tuesday for 4 weeks (starting 1 May, finishing 23 May)

Location: Company HQ, Conference Room 4
Instructor: Mr. Campbell
Set this up in Administer Training, as follows:

Course Session. You set up the Course Session on the Course Session Table - Course Session
Profile Page with these details:

Start Date End Date Duration

1 May 23 May 4 days

ADMINISTERING COURSE SESSIONS
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Cut Sessions. You then set up four cut sessions by creating four rows on the Location, Instructor

page with these details:

ADMINISTERING TRAINING

Start Date | End Date Duration | Location Instructor

(Monday) | (Tuesday)

1 May 2 May 2 days Company HQ, Conference Mr. Campbell
Room 4

8 May 9 May 2 days Company HQ, Conference Mr. Campbell
Room 4

15 May 16 May 2 days Company HQ, Conference Mr. Campbell
Room 4

22 May 23 May 2 days Company HQ, Conference Mr. Campbell
Room 4

Example 2

Course Dates: 1 May thru 5 May

Locations: Company HQ, Conference Room 4 for first 2 days and Conference Room 1 for final 3

days

Instructor: Mr. Campbell

Set this up in Administer Training, as follows:

Course Session. You set up the Course Session on the Course Session Table - Course Session
Profile Page with these details:

Start Date | End Date Duration
(Monday) (Friday)
1 May 5 May 5 days

Cut Sessions. You then set up two cut sessions by creating two rows on the Location, Instructor

page with these details:

Start Date | End Date Duration | Location Instructor

1 May 2 May 2 days Company HQ, Conference Mr. Campbell
Room 4

3 May 5 May 3 days Company HQ, Conference Mr. Campbell
Room 2

Planning and Setting Up Course Sessions

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

To help you schedule course sessions, the Administer Training menu includes a Course Session
Planner. From the Course Session Planner Page, you can check the availability of training rooms
and instructors for any given dates before you set up the course session on the Course Session
Table.
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The Course Session Table consists of four pages:
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Use the Course Session Profile page to enter session dates, times, and minimum and maximum

students allowed in the session.

Use the Location, Instructor page to enter training location information and instructor. If you need
to divide the session into cut sessions, you need to select a training facility and instructor for each

cut session.
Use the Equipment page to identify the equipment required for the training session

Use the Expenses page to enter the types of expenses associated with the session.

Once you have set up course sessions, you can use the Course Session Summary Page to view
details of the session and see a list of students enrolled in the session or on the session waiting

list.

ADMINISTERING COURSE SESSIONS

Course Session Planner Page

Usage Use the Course Session Planner page to plan a new course session.
From this page you can check the availability of training rooms and
instructors. When you are ready to set up a course session, click Course
Session Setup. The system displays the Course Session Table and
transfers the information that you have entered on this page.

Object Name | CRS SESS PLANI

Navigation Develop Workforce, Administer Training (GBL), Setup, Course
Session Planner, Course Session Planner

Prerequisites | You must have set up the course on the Course Table.

Access Enter a Course Code.

Requirements

]( Course Session Planner \L
Duration: 20 Day

rr
Room Code: I =Y,

Course Code: Koo Time Management

Start/End Dates: IDBIHIEDDD @ IDQIHIEDDD @ StartEnd Times: Course Session Setup

IKCFAC1 (=Y

Training Room Booked Time
Facility Room Humber

Facility: Cdn HQ

First (0 1.of 1 [P Last

Start Date Enil Date Start Time  End Time

KCFACT  ROOM1 08152000 0971152000 09:00 18:00

Language: IEN Q) English

Instructor: | Q)

Instructor Booked Time First (4 405 4 [¥] Last
Instructor Hame Start Date End Date Start Time  End Time
kcoo1a Campbell Barry Robert 081152000 09152000 09:00 18:00

Course Session Planner page
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Start/End Dates Enter the period start and end dates in the Start/End
Dates fields. When you move out of these fields, the
system updates the instructor grid with a list of qualified
instructors who are booked during the specified period. If
you have specified a Facility, the system also updates the
facility grid with existing bookings.

You can make this period as long as you want and then
adjust the dates as you narrow your search for free
instructors and training rooms. However, the system
doesn’t system check availability of Instructor or
Facility until you select a start date. Before you can set
up the course session, you must complete both dates, as
they become the course session start and end dates when
you click the Course Session Setup link.

Start/End Times The system displays the Start/End Times fields when you
complete the end date and move out of the field. Enter the
Start/End Times for the course session.

Course Session Setup Click Course Session Setup when you find an instructor
or training room available for the dates you specified, and
you are ready to set up the course session. The Instructor
and Facility aren’t mandatory fields, so you can set up a
course session with just one of these fields completed.

For example, if the course session will be held at a vendor
site that is not included in your Training Facility Table,
you can still use the Course Session Planner to check
instructor availability.

The system makes Course Session Setup unavailable if
you haven’t selected an end date, or if you have selected
an instructor or a training room that is booked during the
period defined by Start/End Dates.

When you click Course Session Setup, the system
transfers you to the Course Session Table and copies over
the data from the Course Session Planner page. Complete
the Course Session Table pages and click OK to set up the
session, or click Cancel to quit without creating the
session. The system then returns you to the Course
Session Planner.

Facility Select a Facility from the list of valid values. When you
move out of the field, the system checks the Course
Session Table for existing bookings and lists the dates and
times when training rooms at the facility are booked. If
the Training Room Booked Time group box is blank,
there are no bookings for the Facility, and you can
schedule the session at that facility for the selected dates.
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Room Code The system makes the Room Code field available when
you complete the Facility field. Select a Room Code
from the list of training rooms at the Facility. When you
move out of the field, the system checks existing room
bookings and updates the Training Room Booked Time
group box to show only the bookings for the selected
room. If the Training Room Booked Time group box is
blank, there are no bookings for the Room Code, and you
can schedule the session in the training room.

Language Select the Language for the course session from the list of
valid values. If the course isn’t multilingual, the system
makes this field unavailable for entry. You designate
courses as multilingual on the Course Table - Course
Profile Page.

Instructor Select an Instructor from the list of qualified instructors.
When you move out of the field, the system checks the
instructor’s availability and lists the dates and times when
the instructor is unavailable in the Instructor Booked
Time group box. The system checks the instructor’s
training schedule and their absence history.

If the Instructor Booked Time group box is blank, the
instructor is available for the period that is specified by the
Start/End Dates fields.

Training Room Booked Time

When you select a facility, the system displays existing bookings in the Training Room Booked
Time group box for the Start/End Dates that you have specified.

For each room booking, the system displays the following information: Facility, Room Number,
Start Date, End Date, Start Time, and End Time. Click the Room Number to view the Crse
Session Planner Facility Page, where you can view the details of the booking.

If you select a facility, and the group box is empty, this means that the facility is free, and you can
schedule the session for the dates and times you’ve selected.

Instructor Booked Time

When you select an Instructor, the system displays dates and times in the Instructor Booked
Time group box, when the instructor is unavailable during the period specified by Start/End
Dates.

For each period that the instructor is unavailable, the system displays the following information:
Instructor ID, Name, Start Date, End Date, Start Time, and End Time. Click the instructor
Name to view the Course Session Planner Instr Page, where you can view the reason that the
instructor is unavailable.

If you select an instructor, and the group box is empty, this means that the instructor is free, and
you can schedule the session for the dates and times you’ve selected.
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Crse Session Planner Facility Page

Usage Use the Crse Session Planner Facility page to view details of the room
booking.

Object Name | TRN_PLAN FAC SEC

Navigation To access the page, click the Room Number on the Course Session
Planner page.

Crse Session Planner Facility

Training Facility: KCFAC Canadian Headguarters
Room Code: ROOM1 Training Room 1
Course: koot Time Management
Session #: 0006

Session Start Date: 081152000

Session End Date: 0a/1172000
Start Time: 09:00
End Time: 18:00

Crse Session Planner Facility (course session planner facility) page

All data that is displayed defaults from the Course Session Table. This data is for information
only and covers the following:

Training Facility
Room Code

Course The system displays the name of the course that is
scheduled for the dates and times specified.

Session # (session number)
Session Start Date
Session End Date

Start Time

End Time

Course Session Planner Instr Page

Usage Use the Course Session Planner Instr page to view the instructor’s
schedule for the selected period.

Object Name | TRN_PLAN INSTR SEC
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Navigation To access the page, click the instructor Name on the Course Session
Planner page.

Course Session Planner Instr.
Instructor ID: Kzoo1a Campbell Barry Raobert
Description: Time Management
Start Date: 08i1s2000
End Date: 0851152000
Start Time: 09:00
Period End Time: 18:00

Course Session Planner Instr (course session planner instructor) page

The data on this page defaults from the employee’s absence history if the instructor is unavailable
due to a planned absence, or from the Course Session Table if the instructor is scheduled to teach.
This data is for information only and covers the following:

Instructor ID

Description If the instructor is scheduled to teach, the system displays
the name of the course. Otherwise, the system displays
the reason for the instructor’s absence, which is recorded
in the employee’s absence history.

Start Date
End Date
Start Time

End Time

Course Session Table - Course Session Profile Page

Usage Use the Course Session Profile page to set up general information about
the course session, including the start and end dates, the length of the
session, the number of students that can be enrolled on the session, and
the session language (if the course is multilingual).

Object Name | COURSE SESSN TBL1

Navigation ¢ Develop Workforce, Administer Training (GBL), Setup, Course
Session Table, Course Session Profile

e Develop Workforce, Administer Training (USF), Setup, Course
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Session Table, Course Session Profile

Prerequisites | To set up sessions for a course, you must have created the course in the
Course Table, given it an Active status, and selected the Session
Administration check box.

Access Enter the Course Code and Course Session Number. If you’re adding a
Requirements | new session, and you leave the Course Session Number blank , the
system automatically generates a sequential Session Number.

You can choose to reuse session numbers for completed or canceled
sessions for new sessions later on.

Course Session Profile \'. Location, Instructar Eguipment Expense
Course: K012 Project Management Course Status: Active
Session Number: 0o0g School:
*Session Status: Im I Session Administration
StartEnd Dates: Jorrzizoon B [rsmar000 B I Rescheduled
StartiEnd Times: | X (ET
Duration: IT Duration Unit: Day hé
Min Students/Session: |4— Maz Students/Session: IB_
Session Language: I
vendor ID: W Q)  Knowledge Transfer

Course Session Table - Course Session Profile page

Session Status Select a Session Status from the following options:

Active: Use this status when you create a new course
session. This is the default status when you add a new
session. You can enroll students only in Active sessions.

Canceled: Use this status if the session has been canceled.

Complete: Choose this status when the course session has
been completed.

For more information about using the Canceled or
Complete status, see Closing Completed or Canceled
Sessions.

Start/End Dates Enter the session start and end dates in the Start/End
Dates fields.
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When you change the start date or end date of a course
session, the system automatically updates the dates in the
Student Training records for students that are on waiting
lists for or enrolled in course sessions.

Start/End Times Enter the start and end times of the course session.

Rescheduled Select the Rescheduled check box if you change session
information, such as dates or times, so that you know
you’ve made changes to the original information. You
must select the Rescheduled check box if you want to
generate training letters to notify students of session
changes.

When you select the Rescheduled check box and save the
page, the system changes the letter code in the student
training record to RSC (reschedule). If you’ve created a
form letter to notify students of rescheduled sessions, you
can generate letters notifying students of the change.

For more information about generating training letters, see
“Enrolling or Waitlisting Students”.

Session Administration By default, the system selects this check box to indicate
that you want to administer the course session using
PeopleSoft Human Resources.

Clear the check box if you don’t want to use your
PeopleSoft Human Resources system to administer the
course session.

Duration The system populates the Duration field from the Course
Table. If the session duration is different from this
default, update the Duration field.

Duration Unit The system populates the Duration Unit field from the
Course Table. This is the unit in which the Duration is
being measured. If you want to use a different unit, select
a Duration Unit from the available options.

Min Students/ Session The system populates the minimum number of students
(minimum students per from the Course Table. Update the Min Students/Session
session) field if necessary.

Max Students/Session The system populates the maximum number of students
(maximum students per from the Course Table. Update the Max Students/Session
session) field if necessary.
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If you’re going to enroll students in this session
automatically, using the Course Auto Enrollment page,
you must enter a number in this field—if you don’t, the
system can’t enroll any students in the class. Also, if you
select a training facility code on the following Location,
Instructor page, the system validates the number that you
enter here against the maximum students that the room
allows.

Session Language Select the Session Language from the list of available
options. The system makes the Session Language field
available for entry if the course is designated as
multilingual on the Course Table - Course Profile Page.

Vendor ID Select a Vendor ID if you're outsourcing any part of this
session to a vendor. Valid Vendor IDs are stored on the
Vendor Table.

Course Session Table - Location, Instructor Page

Usage Use the Location, Instructor page to set up the location of the course
session and the course instructor. If you are dividing the course session
into cut sessions, use this page to set up the start and end dates, the
location, and the instructor for each cut session.

Object Name | COURSE SESSN TBL2A

Navigation e Develop Workforce, Administer Training (GBL), Setup, Course
Session Table, Location, Instructor

¢ Develop Workforce, Administer Training (USF), Setup, Course
Session Table, Location, Instructor

Prerequisites | Before you can use this page, you need to set up some or all these tables:

Training Facility Table. This table has details of the training facilities
that your organization uses, and you can use it to track the availability
and capacity of training rooms within the facility.

Vendor Table. If you regularly use external companies to manage
course sessions, you can add them to the Vendor Table and use this
information throughout Administer Training.

Instructor Table. This table contains all the instructors’ profiles,
including a list of the courses that each instructor is qualified to teach.

Access Enter the Course Code and Session Number.
Requirements
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Session #: anoa

Training Location

j/ Course Session Profile ™ Location, Instructor 'y Eguipment " Expense |

Course: K012 Project Management Course Status: Active

Session Status: Active

viewall  First [ 10i2 O Last

Yendor

StartEnd Dates:  [07/122000 ] [08r22000 ] StartEndTimes: [oson [0 =]
Duration: IT Duration Unit: | Day b

Facility: |KUFAC1 ﬂ |Cnrp0rati0n Headguarters Yendor ID: l— Training Facility Address
Selectfree Training Room

Room Code: ROCM2Z  Training Room 2 Maximum HNbr of Students: 15

Building: 2000

Floor #: 2

+=
I ﬂ Selectfree Instructor KCon1a |CampbeII,Elarry Fobert EI

First [0 1011 [ Last

Instructor ID Hame

Course Session Table - Location, Instructor page

The system displays the Course code that you selected, the Course Status, the Session # (session
number), and the Session Status. These fields are for information only.

Training Location

The Training Location group box contains details of all the locations that you will use for the
course session. You can choose a training facility from the Training Facility Table or specify a
vendor if the course is at an external site.

Start/End Dates

Start/End Times

Duration

ADMINISTERING COURSE SESSIONS

The system populates the Start/End Dates with the dates
that you entered on the Course Session Profile page.

If the course session is divided into cut sessions, insert a
row for each cut session, and adjust the Start/End dates
for each row.

The system populates the Start/End Times with the
Start/End Times that you entered on the Course Session
Profile page.

If the course session is divided into cut sessions, and the
Start/End Times vary, adjust the Start/End Times for
each cut session.

The system populates the Duration field from the Course
Session Profile page.

If the course session is divided into cut sessions, adjust the
Duration for each cut session. Make sure that the
Duration of all the cut sessions totals the Duration of the
Course Session.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Duration Unit

Facility

Vendor ID

Select free Training Room

Room Code

Building

Floor # (floor number)

Training Facility Address

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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The system populates the Duration Unit field with the
Duration Unit you entered on the Course Session Profile
page. Select a different Duration Unit if the cut session is
measured in another unit.

If the session will take place at a facility that you’ve set up
in the Training Facility Table, select the appropriate
training Facility. When you move out of this field, the
system automatically enters the facility name fields, and
you can’t change them.

If the training facility isn’t set up in the Training Facility
Table, leave the Facility field blank and add the address to
the Training Facility Address Page.

If a vendor is managing the course session, select a
Vendor ID from the list of valid values. When you move
out of this field, the system automatically enters the
vendor name.

Click Select free Training Room to display the Select
Free Training Room Page. When you click the link, the
system checks the training room bookings and displays a
list of the training rooms that are available between the
Start and End Dates you specified.

The system makes Select free Training Room
unavailable if you left Facility blank.

When you select a training room from the Select Free
Training Room Page, the system displays the Room
Code and the room name. The Room Code field isn’t
available for entry. To change it, click Select free
Training Room again.

When you select a training room for the session, the
system displays the Building in which the room is located.
This field isn’t available for entry. Building is an optional
field on the Training Facility Table - Training Rooms
Page.

When you select a training room, the system displays the
Floor # on which the room is located. This field isn’t
available for entry. The Floor # is an optional field on the
Training Facility Table - Training Rooms Page.

Click Training Facility Address to display the Training

Facility Address Page. This page displays the address of

the Facility or Vendor that you selected. If you left both
Facility and Vendor blank, the page is blank.

ADMINISTERING COURSE SESSIONS
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Maximum Nbr of Students  When you select a training room, the system displays the

(maximum number of Maximum Nbr of Students that the room accommodates.

students) This field isn’t available for entry. Set up training rooms
on the Training Facility Table - Training Rooms Page.

Instructor

The Instructor group box lists the instructors who will teach the course session.

Vendor If the instructor is from a Vendor, select the vendor ID
from the list of valid values. When you move out of this
field, the system displays the vendor name alongside the
Vendor.

If the instructor isn’t employed by a vendor, leave Vendor
blank.

Select free Instructor Click Select free Instructor to display the Select Free
Instructor Page. When you click the link, the system
checks the instructors’ profiles and teaching schedules,
and displays a list of qualified instructors that are
available between the Start and End Dates you specified.

Instructor ID When you select an instructor from the Select Free
Instructor Page, the system displays the Instructor ID.
This field isn’t available for entry. To change instructors,
click Select free Instructor again.

Name When you select an instructor from the Select Free
Instructor page, the system displays the instructor’s
Name. This field is available for entry if you don’t
specify a Vendor or if you don’t select an Instructor ID
from the Select Free Instructor page. To change
instructors, click Select free Instructor again.

Training Facility Address Page

Usage Use the Training Facility Address page to view and update the address
and contact details of the session or cut session.

The system completes fields on this page from the Training Facility
Table or the Vendor Table, depending on your selections on the
Location, Instructor page:

If you selected a Training Facility code, the system takes the contact and
address from the Training Facility Table.

If you selected a Vendor, the system takes the vendor address from the
Vendor Table (the Contact Name and Phone Number is blank).

If you left Training Facility and Vendor blank, the system leaves all the
fields on the page blank.
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Object Name | TRN_FACIL ADDR_SEC

Navigation To access the page, click Training Facility Address on the Location,
Instructor page.

Training Facility Address
Facility: KUFAC1  Corporation Headguarers
Contact Hame: |Tayl0r,David
Phone: |a77 5821234
Country: UISA United States
Address 1: |500 George Washington Plvay
Address 2: |
Address 3: |
City: |Mew vark
County: | Postal: IDTEEE
State: INY Mews York

Training Facility Address page

Contact Name Enter the name of a contact at the training facility.

If you selected a Facility on the Location, Instructor page,
the system defaults the contact name from the Training
Facility Table - Contacts and Equipment Page. Update the
name if necessary.

Phone Enter the telephone number of the person named in
Contact Name.

If the person has a business phone number specified, the
system completes the Phone field automatically. Update
the number if necessary.

Country If you selected a Training Facility or Vendor on the
Location, Instructor page, the system completes the
Country and the address fields automatically, making
these fields unavailable for entry.

If the Country field is blank, select the Country from the
list of valid values. When you move out of the field, the
system dynamically generates the proper address format
for that country, as specified on the Country Table,
Address Format page.

The address fields are common to multiple pages and are defined in PeopleBooks Standard Page
Element Definitions.
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Select Free Training Room Page

Usage Use the Select Free Training Room page to choose a training room for
the course session or cut session.

Object Name | TRN ROOM_SEL SEC

Navigation To access the page, click Select free Training Room on the Location,

Instructor page.

Room Code
I roowt

T Rroowms

Select Free Training Room

Facility: KUFACT  Corporation Headguaners

Training Room Availability Wiew A First (0 12 0t 2 [ Last

Room Nbr

Corpaorate Conference Room

Training Room 3

Select Free Training Room page

Training Room Availability

The Training Room Availability group box contains a list of the rooms at the Facility that are
suitable for the session or cut session. The system displays those rooms that meet these criteria:

o Availability.

The room must be available between the Start and End Dates that you specified

on the Location, Instructor page.

e Capacity. The room must be able to accommodate the maximum number of students that you
specified on the Course Session Profile page.

Room Code Select the check box next to the training room that you
want to book for the session or cut session, and click OK.
Room Nbr (number) This is a display-only field, showing the room name. Set

up the training rooms on the Training Facility Table.

Select Free Instructor Page

Usage Use the Select Free Instructor page to choose an instructor for the course
session or cut session.

Object Name | TRN_INSTR _SEL SEC

Navigation To access the page, click Select free Instructor on the Location,
Instructor page.
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Course: K012

Instructor Availability

Instructor
I kenoot

Select Free Instructor

Froject Management

First (4] 1ot 1 [P] Last

Vendor

Wi All

Name

waxhauler,Maoira

Select Free Instructor page

Instructor Availability

The Instructor Availability group box contains a list of the instructors that are suitable for the
session or cut session. The system includes only instructors that are:

e Qualified to teach the course. You define the courses that an instructor can teach on the
Instructor Table - Qualification Page. If the course is multilingual, the system makes an
additional check of the instructor’s language skills. Only instructors that can teach in the
language you specified on the Course Session Profile page are included in the list. Record
employee and non-employee language abilities on the Languages Page.

o Available between the Start and End Dates that you specified on the Location, Instructor page.
The system checks both the instructor’s teaching schedule and the absence data. This ensures
you can’t schedule instructors during periods of planned absence, such as a vacation.

Instructor

Name

Select the check box next to the instructor that you want to
book for the session or cut session, and click OK.

This is a display-only field, showing the instructor’s name.
Set up instructors on the Instructor Table - Instructor
Profile Page.

Course Session Table - Equipment Page

Usage Use the Equipment page to specify the equipment and materials that are
required for the course session.
Object Name | COURSE SESSN TBL3A
Navigation e Develop Workforce, Administer Training (GBL), Setup, Course
Session Table, Equipment
e Develop Workforce, Administer Training (USF), Setup, Course
Session Table, Equipment
Prerequisites | Before you can use this page, you must set up your equipment codes on
the Equipment and Materials Table Page.
Access Enter the Course Code and Session Number.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Requirements

J/ Course Session Profile | Location, Instructar " Equipment | Expense |

Course: K012 Project Management Course Status: Artive

Session #: onos Session Status: Active

Training Room Equipment Wien All First [ 1012 D1 Last

Start Date: 07/12r2000 Facility: KUFACT  Corporation Headguarters Training Facility Equipment

Room Code: ROOM2  Training Room 2

Fixed EquipmentMaterials First 1204 I |ast
Equip Code Quantity
Koo Owerhead Projector 1
Kooz Hanging White Board 1

Session Equipment Materials First (4] 12 02 D Last
*Equip Code Quantity
+
IKDD1 =Y Overhead Projector |1 [+1[=]
|I<002 =Y Hanging White Board |1 +1=]

Course Session Table - Equipment page

The system displays the Course code that you selected, the Course Status, the Session # (session
number), and the Session Status. These fields are for information only.

Training Room Equipment

The Training Room Equipment group box displays details of the training facility that you
selected on the Location, Instructor page. If you have divided the course session into cut
sessions, check the details of the training facilities for each cut session.

Training Facility Click Training Facility Equipment to display a list of

Equipment the shared equipment that is available at the Training
Facility. The system makes this link unavailable if you
haven’t specified a training facility.

Fixed Equipment/Materials

If you selected a training facility code on the Location, Instructor page, the system displays a list
of the fixed equipment available in the selected training room. This data is for information only.
Facility equipment is defined on the Training Facility Table - Training Rooms Page.

Session Equipment/Materials

Use the Session Equipment/Materials group box to specify the equipment and materials
required for the course session. The system populates session equipment from the Course Cost -
Vendor, Facility, and Equipment Page. Update the equipment list as required.
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Equip Code (equipment Select an Equip Code from the list of valid values. Set up
code) Equipment/Material codes on the Equipment and
Materials Table Page.

If you selected a training facility on the Location,
Instructor page, you don’t need to include in your list the
fixed equipment shown in the Fixed
Equipment/Materials group box.

Qty (quantity) Enter the Qty required.

Insert additional rows to add further equipment codes.

@ To find out whether the equipment required for the course session is available at the training
facility, generate the Equipment Checklist report.

Training Facility Equipment Page

Usage Use the Training Facility Equipment page to view a list of the
equipment and materials available at the Training Facility selected on
the Course Session Table - Equipment page.

Object Name | TRN_FAC_EQUIP_SEC

Navigation To access the page, click Training Facility on the Course Session Table -
Equipment page.
Training Facility Equipment
Facilitte  KUFAC1  Corporation Headguarters
Facility Equipment/Materials
Equip Code Quantity
Ko0s Photcopier 1
KOoog T Monitor with Video 1
k022 Lunch 50

Training Facility Equipment page
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Facility Equipment/Materials

The Facility Equipment/Materials group box lists the equipment that is available at the training
facility. It includes only equipment that is shared between training rooms. The fixed equipment
tied to individual training rooms isn’t included in the list. Define training facility equipment on
the Training Facility Table - Contacts and Equipment Page.

Course Session Table - Expense Page

Usage Use the Expense page to define the miscellaneous expenses that are
associated with a course session.

Object Name | COURSE SESSN TBL4A

Navigation e Develop Workforce, Administer Training (GBL), Setup, Course
Session Table, Expense

e Develop Workforce, Administer Training (USF), Setup, Course
Session Table, Expense

Prerequisites | You must set up your Tuition Expense Type Table Page before you can
use this page.

Access Enter the Course Code and Session Number.
Requirements

Course Session Profile Location, Instructor Equipmentl.‘ Expense

Course: K012 Project Management Course Status:  Active

Session #: aooe Session Status:  Active

[ozExPn @ Meals +1=]
[F0ZExPN @  Exam Fees [+1=]

Course Session Table - Expense page

The system displays the Course code that you selected, the Course Status, the Session # (session
number), and the Session Status. These fields are for information only.

Expense

Use the Expense group box to create a list of the types of expenses that are associated with this
course session. The system populates the Expense fields from the Course Cost - Instructor,
Expense Page. Update the expense list as required.
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Course Ses

sion Summary Page

Usage Use the Course Session Summary page to view details of a course
session, including the start and end dates, the session location, and a list
of students.

If the course session hasn’t completed, the system shows you who is
enrolled or waitlisted for the session. If the course session has
completed, the system shows whether the students completed the course
and the grades obtained.

Object Name | TRN CRS STUDNT SUM

Navigation Develop Workforce, Administer Training (GBL), Inquire, Course
Session Summary, Course Session Summary

Prerequisites | None.

Access Enter the Course Code and Session Number.

Requirements

Course Code:
Session #
Start’End Dates

Facility

Session Summary

EmpliD

KC0033
Klon3a
KII0056
KlIonsg
KII00G4

l( Course Session Summary \_

Koo Time Management

oooz

01/08/1333 02/09/1999 Status: Cornplete
Canadian Headguarters Language: English

y A First [4] 1.5 0t 5 [P Last
Hame Status Grade
Chan,Diana E Completed Pass
Holsinger,Derek Completed Pass
Mo, Edweard Completed Pass
Zinn,Vicki Completed Pass
Wong,Benny Completed Pass

Course Session Summary page

The system displays the Course Code and Session # (session number) that you selected.

All data that is displayed on the Course Session Summary page defaults from the course session
table. This data is for information only and covers the following:

Start/End Dates

Status
Facility

Language

Session Summary

The Session Summary group box lists the students associated with the course session.

PEOPLESOFT PROPRIETARY AND
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EmplID (employee ID)
Name

Status

Grade

JANUARY 2001

The system displays the session status:

Active: This is the default status when you add a new
session.

Canceled: This indicates that the session has been
cancelled.

Complete: This indicates that the course session has
completed.

If the student has successfully completed the course, the
system displays the student’s grade. You enter student
grades on the Student Training - Course Student
Enrollment Page.

Setting Up Course Session Costs

6-22

Now that you’ve set up Course Sessions, you can also track the specific costs that are associated
with each session, such as vendor fees, facility fees, and so forth. This enables you to account for
the fact that different sessions of the same course may cost your organization different amounts of
money. For example, instructor and classroom space fees will probably vary if a course is taught
in more than one geographical area or facility.

The course session costs default from the Course Cost Table. If you’ve already defined Course
costs, you can modify these general costs at the session level.

You need to establish costs for training facilities only if you are working with Training

Budgets.

Course Session Cost - Vendor Page

Usage

Use the Vendor page to enter vendor costs for a Course Session. If the
vendor manages all training requirements, such as facilities, equipment,
and instructors, for a single cost, then you need to enter only that amount
here, without providing additional information on the other pages in the
Course Session Cost Table.

Object Name

CRS_SESSN_TBL5 GBL

Navigation

e Develop Workforce, Administer Training (GBL), Setup, Course
Session Cost, Vendor

e Develop Workforce, Administer Training (USF), Setup, Course

ADMINISTERING COURSE SESSIONS
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Session Cost, Vendor

Prerequisites | Before you can use this page, you must set up the Course Session in the
Course Session Table.

Access Enter the Course Code and Session Number.
Requirements

[ “endor Y Facility, Instructar Eguipment Expense

Course: K012 Project Management Course Status:  Active
Session #: aooe Session Status:  Active Start Date: 7M1 2iz000
Vendor: KCWMDT Knowledge Transfar
Per Unit Cost Cost Unit Business Unit Department
[eo.no & [cro @) [Hour i a @l
* I Brrance

Financed Cost Financing Fund Financing Department

& cap | =Y, I al
™ Certified [ Chargeable

I Billed Date Entered: | E3
Agreement Date: | Ql Compamy: | Ql

Course Session Cost - Vendor page

The system displays the Course that you selected, the Course Status, the Session # (session
number), the Session Status, the Start Date, and the Vendor for the course session. These fields
are for information only.

Per Unit Cost Enter a Per Unit Cost amount for the Vendor that is
associated with this Course Session, and select a cost
currency from the list of valid values, if it is other than the
default currency. If you didn’t specify a vendor for this
Course Session, then the Per Unit Cost field isn’t
available for entry.

Note. You specify the default currency for Business Units
for a Budget Period on the Budget Period Table. Budgets
for your organization are automatically converted to the
default base currency for your organization that you
establish on the Training Base Currency Table
(TRN_BASE CURRENCY).

Cost Unit Select the Cost Unit that is associated with the amount in
the Per Unit Cost field. For example, if you’re tracking
hourly charges, then select Hour. If the vendor bills you
by the day, then select Day as your Cost Unit.
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Business Unit Select the Business Unit to which the vendor cost should
be applied when you update your budgets, using the
Compute Student Costs and Update Planned and Real
Costs processes.

Note. If you don’t enter Business Unit and Department
information here, then the system looks at the employee’s
record for this course session on the Course Session
Enrollment page (COURSE_ENROLLMENT) when it
processes the costs for budget processing purposes.

Department Select the Department that is associated with the Business
Unit

France

For French companies only, you’ll define additional course session costs for the 2483 report

requirements.

Financed Cost Enter the Financed Cost if some or all of the training cost
is being financed by an external fund.

Financing Fund Select the Financing Fund used to finance the training
costs. Valid values prompt from the Vendor Table.

Financing Department Select the Financing Department to receive the funds.
Valid values prompt from the Department Table.

Certified Select the Certified check box if the vendor administering
the course session is certified by the government.

Chargeable Select the Chargeable check box if the vendor costs are
chargeable to the company.

Billed Select the Billed check box if you want the vendor cost to
be included in your 2483 report. Clear the check box if
you want to track the cost, but you don’t want the cost
reported in the 2483 report.

Date Entered Enter the date that the agreement between the vendor and
the government body was recorded in your system.

Agreement Date Enter the start date for the agreement between the vendor
and the government body.

Company Select the government body with which the vendor has an

agreement.
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French Training Report 2483.

For more information about the French 2483 legal reporting requirement, see Producing the

Course Session Cost - Facility, Instructor Page

Usage Use the Facility, Instructor page to set up the session costs that are
associated with the facility and instructor. If you have divided the
course session into cut sessions, you need to enter costs for each cut
session.

Object Name | CRS_SESS TBL6A GBL

Navigation e Develop Workforce, Administer Training (GBL), Setup, Course

Session Cost, Facility, Instructor
¢ Develop Workforce, Administer Training (USF), Setup, Course
Session Cost, Facility, Instructor

Prerequisites | Before you can use this page, you must set up the Course Session.

Access Enter the Course Code and Session Number.

Requirements

Wendor  Facility, Instructar \'. Eguipment Expense
Course: k012 Project Management Course Status:  Active
Session# 0006 Session Status:  Active Start Date: 07M 242000

First (4 1062 O Last

¥ 0 Brrance

Start Date: 07M2/2000  Vendor:

Facility: KUFACT  Corparation Headguarters

Room Code:  poomz  Training Room 2

Per Unit Cost Cost Unit Business Unit Department
[rs00.00 & [uso Q) [oay =] al Y

Financed Cost

| = uso

Financing Fund

M«

Financing Department

<

Course Session Cost - Facility, Instructor page (1 of 2)
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Instructor: KCao1a

Vendor:

Campbell,Barn Robert

First (4] 1ot 1 [M] Last

Per Unit Cost Cost Unit Business Unit Department
[750.00 = [cap @ [Day = Q] Q]
Duration:
[z5 |Day =
¥ I Berance

Financed Cost Financing Fund  Financing Department

| &l cap &l Q)

Course Session Cost - Facility, Instructor page (2 of 2)

The system displays the Course that you selected, the Course Status, the Session # (session
number), the Session Status, and the Start Date. These fields are for information only.

Facility

The Facility group box contains details of the training facilities where the course session will be
held. This data defaults from the Course Session Table. If you didn’t specify a training facility,
the system makes the fields in this group box unavailable.

If you have divided the course session into cut sessions, you need to enter facility costs for each

cut session.

Start Date

Vendor

Facility

Room Code

Per Unit Cost

6-26  ADMINISTERING COURSE SESSIONS

The system displays the Start Date for the session or cut
session. This field is for information only.

If the course session or cut session is being held at a
vendor site, the system displays the Vendor and makes
this field unavailable.

The system displays the Facility for the session or cut
session. This field is for information only.

The system displays the Room Code for the session or cut
session. This field is for information only.

Enter a Per Unit Cost amount for the Facility where the
course session or cut session is held. Update the cost
currency, if necessary.

Note. You specify the default currency for Business Units
for a Budget Period on the Budget Period Table. Budgets
for your organization are automatically converted to the
default base currency for your organization that you
establish on the Training Base Currency Table
(TRN_BASE CURRENCY).
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Cost Unit Select a Cost Unit from the available options. This is the
unit in which the facility Per Unit Cost amount is
measured. For example, if you’re tracking hourly charges,
then select Hour.

Business Unit Select a Business Unit to which the facility cost should be
applied when you update your budgets, using the Compute
Student Costs and Update Planned and Real Costs
processes.

Department Select a Department that is associated with the selected
Business Unit.

@ If you don’t enter Business Unit and Department information here, then the system looks at
the employee’s record for this course session on the Course Session Enrollment page
(COURSE _ENROLLMENT) when it processes the costs for budget processing purposes.

@ For more information about how Business Units impact your human resources system, see
Regulating HRMS System Data.

France

For French companies only, you’ll define additional course session cost financing information for
the 2483 report requirements.

Enter the Financed Cost if some or all of the facility cost is being financed by an external fund.

Select the Financing Fund used to finance the facility costs from the available options. You
define Financing funds in the Vendor Table.

Select the Financing Department that will receive the funds from the available options. You
define your departments on the Department Table.

@ For more information about generating the French Training Report 2483, see Producing the
French Training Report 2483.

Instructor

The Instructor group box contains details of the instructors that are assigned to the selected
course session. The instructor data defaults from the Course Session Table - Location, Instructor
Page, and the instructor costs default from the Instructor Table - Instructor Profile Page. If you
didn’t specify instructors, the system makes the fields in this group box unavailable.
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If you have divided the course session into cut sessions, you need to enter instructor costs for

each cut session.

Instructor

Vendor

Per Unit Cost

Cost Unit

Business Unit

Department

Duration

France

For French companies only, you’ll define additional course session cost financing information for
the 2483 report requirements.

The system populates the Instructor field from the
Course Session Table. This is for information only.

If the instructor works for a vendor, the system displays
the vendor ID and makes this field unavailable. If the
instructor isn’t from a vendor, the field is blank.

Enter a Per Unit Cost amount for the Instructor that is
associated with this course session or cut session. Select a
currency from the list of valid values, if it is other than the
default currency.

Select a Cost Unit from the available options. This is the
unit in which the instructor Per Unit Cost amount is
measured. For example, if the instructors are charged at a
daily rate, then select Daily as the Cost Unit.

Select a Business Unit to which the instructor cost should
be applied when you update your budgets, using the
Compute Student Costs and Update Planned and Real
Costs processes.

Select a Department that is associated with the selected
Business Unit.

The system populates the Duration field from the Course
Session Table. Don’t update this field unless the
instructor costs don’t match the course session duration.
For example, if the duration of the course session or cut
session is 2.5 days, but the instructor charges for 3 days,
you should update the Duration field on this page to 3
days. Updating Duration here doesn’t change the data in
the Course Session Table.

Enter the Financed Cost if some or all of the instructor cost is being financed by an external

fund.

Select the Financing Fund used to finance the instructor costs from the available options. You

define Financing funds in the Vendor Table.

Select the Financing Department that will receive the funds from the available options. You

define your departments on the Department Table.
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For more information about generating the French Training Report 2483, see Producing the
French Training Report 2483.

Course Session Cost - Equipment Page

Usage

Use the Equipment page to record costs that are associated with the
equipment required for the course session.

Object Name | CRS_SESS TBL7A_GBL

Navigation e Develop Workforce, Administer Training (GBL), Setup, Course

Session Cost, Equipment

e Develop Workforce, Administer Training (USF), Setup, Course
Session Cost, Equipment

Prerequisites | Before you can use this page, you must set up the Course Session.

Access Enter the Course Code and Course Session Number.
Requirements

Wendor Eacility, Instructor I.‘ Equipment % Expense
Course: k012 Project Management Course Status:  Active
Session# 0006 Session Status:  Active Start Date: 071212000

Session Equipment Materials First 4 1262 I Last

Equip Code: K001 Cwerhead Projectar
Per Unit Cost Oty Cost Unit Business Unit Department
[soa &lcan @ i [ Day =] | Q| QY

* 0 Brrance

Financed Cost Financing Fund Financing Department

| & can | = [ <4

Course Session Cost - Equipment page

The system displays the Course that you selected, the Course Status, the Session # (session
number), the Session Status, and the Start Date. These fields are for information only.

Session Equipment/Materials

The system populates equipment or materials data from the Course Session Table. You cannot
enter new equipment or materials for course session on this page. To update or modify that
information, use the Course Session Table - Equipment Page.

If you didn’t specify any equipment or materials for this Course Session, then the system makes
the fields unavailable for entry.
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Equip Code (equipment The system displays the equipment code and description
code) of the equipment. This field is for information only.
Per Unit Cost Enter a Per Unit Cost amount for the item specified by

Equip Code. Sclect a cost currency from the list of valid
values, if you don’t want to use the default Currency for
this cost.

Note. You specify the default currency for Business Units
for a Budget Period on the Budget Period Table. Budgets
for your organization are automatically converted to the
default base currency for your organization that you
establish on the Training Base Currency Table
(TRN_BASE CURRENCY).

Qty (quantity) The system populates the equipment quantity from the
Course Session Table. If you want to change this value,
enter the new quantity. When you save the changes, the
system updates the data in the Course Session Table.

Cost Unit Select a Cost Unit from the available options. This is the
unit in which the equipment Per Unit Cost amount is
measured.

Business Unit Select a Business Unit to which the equipment costs

should be applied when you update your budgets using the
Compute Student Costs and Update Planned and Real
Costs processes.

Department Select a Department that is associated with this Business
Unit.

@ For more information about how Business Units impact your human resources system, see
Regulating HRMS System Data.

@ If you don’t enter Business Unit and Department information here, then the system looks at
the employee’s record for this course session on the Course Session Enrollment page
(COURSE_ENROLLMENT) when it processes the costs for budget processing purposes.

France

For French companies only, you’ll define additional course session cost financing information for
the 2483 report requirements.
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Enter the Financed Cost if some or all of the equipment costs are being financed by an external

fund.

Select the Financing Fund used to finance the equipment costs from the available options. You
define Financing funds in the Vendor Table.

Select the Financing Department that will receive the funds from the available options. You

define your departments on the Department Table.

@ For more information about generating the French Training Report 2483, see Producing the

French Training Report 2483.

Course Session Cost - Expense Page

Usage Use the Expense page to record costs associated with the course session
expenses. You can enter costs only for the expense types that you
specified on the Course Session Table - Expense Page.

Object Name | CRS_SESSN TBL8 GBL

Navigation e Develop Workforce, Administer Training (GBL), Setup, Course

Session Cost, Expense
e Develop Workforce, Administer Training (USF), Setup, Course
Session Cost, Expense

Prerequisites | Before you can use this page, you must set up the Course Session.

Access Enter the Course Code and Session Number.

Requirements

Wendor Facility, Instructar Eguipmentlf Expense

Course: K012
Session #: 0006

Sessioh ExXpenses

Expense Type:
Per Unit Cost

¥ 0 B France

e A First (0 1054 [¥] Last

Project Management Course Status:  Active

Session Status:  Active Start Date: 07212000

Cost Unit Qty  Business Unit Department

Financed Cost

| & uso |

Financing Fund Financing Department

Course Session Cost - Expense page
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The system displays the Course that you selected, the Course Status, the Session # (session
number), the Session Status, and the Start Date. These fields are for information only.

Session Expenses

Before you can enter cost information for any course session expenses, you need to associate
expenses with a Course Session on the Course Session Table - Expense page. If you didn’t
specify any expenses for this Course Session, then the Per Unit Cost and currency fields are

unavailable for data entry.

Expense Type

Per Unit Cost

Cost Unit

Business Unit

Department

Enter a Per Unit Cost amount for each Expense Type
associated with this Course Session, and select a cost
currency from the list of valid values, if it is other than the
default currency.

Note. You specify the default currency for Business Units
for a Budget Period on the Budget Period Table. Budgets
for your organization are automatically converted to the
default base currency for your organization that you
establish on the Training Base Currency Table
(TRN_BASE CURRENCY).

Select a Cost Unit from the available options. This is the
unit in which the amount in Per Unit Cost is measured.
For example, if you’re tracking hourly charges for
parking, then select Hour. If you reimburse a flat rate for
parking, then choose Flat Cost as your Cost Unit.

Select a Business Unit and the Department to which the
expense cost should be applied when you update your
budgets, using the Compute Student Costs and Update
Planned and Real Costs processes.

If you’re entering information for more than one expense,
you could specify that each one be billed to a different
Business Unit and Department if appropriate.

Select a Department that is associated with this Business
Unit.

@ For more information about how Business Units impact your PeopleSoft Human Resources
system, see Regulating HRMS System Data.
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If you don’t enter Business Unit and Department information here, then the system looks at
the employee’s record for this course session on the Course Session Enrollment page
(COURSE_ENROLLMENT) when it processes the costs for budget processing purposes.

France

For French companies only, you’ll define additional course session cost financing information for
the 2483 report requirements.

Enter the Financed Cost if some or all of the expense costs are being financed by an external
fund.

Select the Financing Fund used to finance the expense costs from the available options. You
define Financing funds in the Vendor Table.

Select the Financing Department that will receive the funds from the available options. You
define your departments on the Department Table.

For more information about generating the French Training Report 2483, see Producing the
French Training Report 2483.

Closing Completed or Canceled Sessions

Once the course session has taken place—or when you cancel a session—you need to indicate in
the system that this session is closed so that you won’t mistakenly enroll students in it. Use the
Course Session Table to indicate a change in session status.

For more information about the Course Session Table, see Planning and Setting Up Course
Sessions.

To close or cancel a course session:
1. Select the course session from the course session table.

Go to the Course Session Table - Course Session Profile Page and select the session from the
list of active sessions.

2. Change the Session Status to Complete, if the session has finished, or Canceled, to cancel the
session.

If you set status to Complete, when you save your changes, this message appears: Student
competencies/accomplishments will now be updated. When you click OK, the system
updates:
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= Student training profiles to show that the students enrolled in this session have completed this
course.

= Students’ competency profiles. The system assigns the competencies and accomplishments
defined on the Course Table - Prereqgs, Goals Page.

If you set the session status to Canceled, the system updates student data automatically and
inserts a letter code of CAN (cancellation) so that you can generate letters notifying students
of the session cancellation. You create letter codes in the Standard Letter Table Page.

For more information about generating training letters, see Generating Administer Training
Letters.

Once you have set course Session Status to Complete or Canceled, you can no longer use the
course session during enrollment and rescheduling.

3. If any students are on the waiting list for a canceled or complete session put the students back
on the waiting list so that you can enroll them in other sessions.

If you have students with a status of Session Waitlist, use the Course Wait List Page to add
them to the waiting list.

Recording Student Feedback

6-34

PeopleSoft Human Resources enables you to record students’ evaluation of courses that you
administer using the Administer Training business process. There are two options for recording
student feedback:

Course Session Evaluations page. This page is for all users (US Federal users and commercial
users). You use this page to record students’ ratings for a given session. For each aspect of the
training, you enter the number of students that submitted ratings of Excellent, Good, Fair or
Poor.

Individual Training Evaluations component. This is available to US Federal users only. You use
these pages to record an employee’s evaluation of a given course session that the employee
attended.

Course Session Evaluations Page

Usage Use the Course Session Evaluations page to record student feedback on
course sessions so that you know what areas need improvement. You
can track course ratings for areas such as training facilities, instructors,
course content, materials, and presentation. You can also review session
statistics, including the number of responses per rating, average ratings,
and the overall average for the session.
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Object Name | COURSE EVALUATNS

Navigation e Develop Workforce, Administer Training (GBL), Use, Course
Session Evaluations, Course Session Evaluations

e Develop Workforce, Administer Training (USF), Use, Course
Session Evaluations, Course Session Evaluations

Prerequisites | The course session must have a status of Complete on the Course
Session Table - Course Session Profile Page.

Access Enter the Course Code and Session Number.
Requirements

Course Session Evaluations \_

Course: Koo1 Time Management Session #: aooz

Start Date:  01/06/1934 Facility: Cdn HG Language:  English

First (4 101 1 [®] Last
Campbell Barry Rohert k00148

Ratihgs Area ) First [ 1013 D Last

Average Rating Total Count  Session Average
*Rating Area: Content j 1.20 5 0.40 El

wiew Al First (4] 1201 2 [P] Last

*Rating Rating Points *Total Count
| Excellent j 1 |4_ EI
| Good j 2 |1_ EI

Course Session Evaluations page

The system displays the Course code, the Session # (session number), the Start Date, and the
Language of the session you selected. If you entered a Facility in the Course Session Table, the
system displays the information here.

Instructor

If you entered an Instructor in the Course Session Table, the system displays the information
here. This is for information only.

Ratings Area

Rating Area Select a Rating Area from the list of options. Valid
options are: Content, Facility, Instructors, Materials, and
Presentation.
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Average Rating The Average Rating field shows the average rating for
the selected Rating Area.

Total Count The Total Count field shows the number of evaluations
received for the Rating Area. This is the sum of all the
Total Count ficlds in the Ratings group box.

Session Average The Session Average rating is the overall average rating
for the session. This is the average of the Average Rating
values for all rating areas.

Ratings

Use the Ratings group box to enter students’ evaluations of the area specified in Rating Area.
Add a row for each Rating level. For example, if four students evaluated the Content area of the
course session, with three students giving a rating of Excellent and one student giving a rating of
Good, then you would add one row to record the number of Excellent ratings and one row for the
Good ratings.

Rating Select the Rating from the available options: Excellent,
Good, Fair, and Poor.

Rating Points The system displays the number of points associated with
the Rating you selected. The points associated with each
Rating are as follows:

1 - Excellent
2 - Good
3 - Fair
4 - Poor

Total Count Enter the number of students that gave the Rating you
selected.

USF - Entering Individual Training Evaluation

US Federal users can enter detailed training evaluations for individual employees using the
Individual Training Evaluation component, which consists of three pages:

e The Course Information Page is where you enter general course information and employee
information, including the employee’s attendance and the grade obtained.

e The Evaluation Data page is where you enter the employee’s evaluation of the course.

e The Comments page is used for any additional comments you want to enter.
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Individual Training Evaluation — Course Information Page

Usage Use the Individual Training Evaluation — Course Information page to
enter general information about the course, including the start and end
date of the course session and the actual course hours. You also use the
page to indicate whether the employee completed the entire course
session, the grade obtained, and the employee’s overall rating of the
course.

Object Name | GVT TRNREQ SEC CEl

Navigation Develop Workforce, Administer Training (USF), Use, Individual
Training Evaluation, Course Information

Prerequisites | Before you can use this page, you must set up the course session in the
course session table.

Access Enter an Employee ID.

Requirements

{ Course Information Y Evaluation Data Comments
I Megan,Francis EmpliD: Loood 4
Course Code: K018 FeopleTools 1
Session # oo Training MEW
Request
Mumber:
¥ Yos Commenced: |1 5052000 [ | |Duty: | Grade/Score:
i No -
Completed: |1 9/06/2000 [ | |Mon-Duty | |
Use comment section to J
explain
* Yes EXCELLENT COURSE. =
 No |
Use comment section to
explain
*Stated Objective Accomplished: Yes =
*Cowverage of Subject Matter: Excellent |

Individual Training Evaluation — Course Information Page

The following fields are common to multiple pages and are defined in the preface of this

PeopleBook in PeopleBooks Standard Page Element Definitions: EmplID (employee ID).

The system displays the Course Code, Session # (session number), and the Training Request
Number associated with the training. These fields are for information only.

Course was Completed

All Sessions Attended

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Select Yes or No to indicate whether the employee
completed the course.

Select Yes or No to indicate whether the employee
attended every part of the course.
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Comments If you need to enter further explanation of the responses to
Course was Completed or All Sessions Attended, enter
the information in the Comments field.

Actual Course Dates

Commenced Enter the start date of the course session.

Completed Enter the end date of the course session.

Actual Course Hours

Duty Enter the number of hours in training that are normally
spent at work.

Non-Duty Enter the number of hours spent working or required for
travel outside of duty hours.

Academic Info

Grade/Score If the employee was awarded a grade or score on
completion of the course, enter this in the Grade/Score
field.

Entering the Employee’s Overall Evaluation

Stated Objective Select one of the following options to indicate whether the
Accomplished objectives of the course were accomplished: Yes, No, or
Partially.

Coverage of Subject Matter Select one of the following options to indicate how well
the subject matter was covered: Poor, Adequate, or
Excellent.

Individual Training Evaluation — Evaluation Data Page

Usage Use the Individual Training Evaluation — Evaluation Data page to record
an employee’s feedback about various areas of the course such as the
course materials, applicability of the course, and training facilities.

Object Name | GVT_TRNREQ SEC_CE2

Navigation Develop Workforce, Administer Training (USF), Use, Individual
Training Evaluation, Evaluation Data

Prerequisites | Before you can use this page, you must set up the course session in the
course session table.

Access Enter an Employee ID.
Requirements
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Course Information Evaluation Data Comments

legan Francis EmpliD: Looa14
TrngRegs#: MEW Course: Ko18 PeopleTools 1
*Qrganization of Subject Matter: |Wel| Organized j
*Suitability of Instr Materials: |Wel| Suited j
*Level of Difficulty: |Appropriate =]
*Length of Course: |Appr0priate j
*Aamt of Outside or Evening Work: |Appr0priate j
*Effectiveness of Instructors: | Excellent =l
*Appl of Subject Matter to Work: | Significant j
*Facilities: |Excellent =]
*Recommendations to Colleagues: | Highly Recommend j
*Meet Career Development Plans: |‘r‘es j

Individual Training Evaluation — Evaluation Data Page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: EmplID (employee ID).

The system displays the Course and the TrngReq# (training request number) associated with the
training. These fields are for information only.

Organization of Subject
Matter

Suitability of Instr
Materials (suitability of
instructor’s materials)

Level of Difficulty

Length of Course

Amt of Outside or Evening
Work (amount of outside or
evening work)

Effectiveness of Instructors

Appl of Subject Matter to
Work (applicability of
subject matter to work)

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Select one of the following options to indicate how well
the subject matter was organized: Poorly organized,
Adequate, or Well Organized.

Select one of the following options to indicate how
suitable the instructor’s materials were: Poorly suited,
Adequate, or Well Suited.

Select one of the following options to indicate whether the
course was at the correct level for the employee:
Appropriate, Too Advanced, or Too Elementary.

Select one of the following options to indicate whether the
course duration was correct: Appropriate, Too Long, or
Too Short.

Select one of the following options to indicate whether the
amount of work that had to be completed outside the
normal course hours was appropriate: Appropriate,
Insufficient, or Too Much.

Select the option that reflects the employee’s rating of the
instructors. The available options are: Excellent, Good, or
Poor.

Select one of the following options to indicate the
applicability of the course to the employee’s job:
Insignificant, Adequate, or Significant.
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Facilities Select the option that reflects the employee’s rating of the
facilities. The available options are: Excellent, Good, or
Poor.

Recommendations to Select the option that reflects the employee’s

Colleagues recommendation. The available option are: Highly

Recommend, Recommend, or Not Recommend.

Meet Career Development Select one of the following options to indicate whether the

Plans

course met the employee’s career development plans: Vo,
Yes, or Not Applicable.

Individual Training Evaluation - Comments Page

Usage Use the Individual Training Evaluation — Comments page to enter
additional comments made by the employee about the strong or weak
aspects of the training and the employee’s recommendations.

Object Name | GVT TRNREQ SEC CE3

Navigation Develop Workforce, Administer Training (USF), Use, Individual
Training Evaluation, Comments

Prerequisites | Before you can use this page, you must set up the course session in the
course session table.

Access Enter an Employee ID.

Requirements

Course Infarmation Evaluation Data  Comments

hMegan,Francis
TrngReg#: MEW

EmpliD: Looo14
Course: K018 PeopleTools 1

Strong Points: [KNOWLEDGEABLE INSTRUCTORS AND EXCELLENT MATERIALS

Weak Points:  |NOME

Were Your ES
Objectives
Met?:

Recommend
Course to:

Yiou Would ANYOME M TEAM

Additional
Comments:

o A O RO | SO L RO

Individual Training Evaluation - Comments Page

The following fields are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: EmplID (employee ID).

The system displays the Course and the TrngReq# (training request number) associated with the
training. These fields are for information only.
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Strong Points

Weak Points

Were Your Objectives Met?
You Would Recommend

Course to:

Additional Comments

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Enter the employee’s comments about the strong points of
the course.

Enter the employee’s comments about the weak points of
the course.

Enter any comments about how well the employee’s
objectives were met.

Enter the employee’s recommendations.

Enter any additional comments, if necessary.
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CHAPTER 7

Enrolling or Waitlisting Students

Once you have set up your course sessions, you are ready to start enrolling students and adding
students to course and session waiting lists. PeopleSoft Administer Training provides different
methods of enrolling students so you can select the best option for your organization. For
example, you may set up sessions in advance and publish a training schedule that students review
to make their enrollment requests. Alternatively, you may prefer to set up waiting lists and only
create course sessions when there are enough students on the list to fill the session.

This section discusses each of these methods of enrolling students.

Overview of Enroliment Options

There are a several ways you can enroll students in a course, including manual enrollment and
automatic enrollment, that are illustrated below.
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CourseWaiting Course Session By Demand: Group
List Enrollment Department or Enrollment
Employee

iy

Auto Enrallment

1L

1. SessionWait
List
(by date)

<5

2. Course Wait
List
(by date)

Enroliment options

When you use the Enroll by Department Demand, Enroll by Employee Demands, or Group
Enroll components, students with a waitlist status also appear in the Course Waiting List,
and students with an enrolled status appear in the Course Session Enrollment page.

For all the enrollment options, you can generate standard letters to notify students when you
enroll them in a course or reschedule or cancel a course session.

Generating Administer Training Letters

7-2

With PeopleSoft Human Resources, you can implement automated procedures for sending a
variety of form letters to students. By merging information automatically from PeopleSoft
Human Resources with your Windows-based word processor, you can generate these letters in a
fraction of the time it would take to generate them one at a time. The system will also send
training letters by email to those students whose employee records include an email address.

PeopleSoft Human Resources delivers samples of three types of administer training letters:

e Confirmation of course session enrollment.
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¢ Notification of course session rescheduling.
e Notification of course session cancellation.

Before you can generate any form letters, you must understand how this process works, how to
set up your form letters, and how to set up the process scheduler.

@ For more information about setting up and generating form letters, see Generating Form
Letters.

To generate training letters:

1. Review (and update, if necessary) the Letter Codes that PeopleSoft Human Resources has
inserted in the Administer Training pages for students to whom you’ll send letters.

The system automatically enters Letter Codes on these pages:

= Course Auto Enroll. When you trigger automatic enrollment of students in a course session,
the system displays a Letter Code of CON (confirmation) for all enrolled students.

= Course Session Enrollment
= Express Rescheduling
= Course Wait List

= Student Training. You can review Letter Codes for courses administered in-house on the
Student Training page. The default values come from the Course Session Enrollment page.

In the first three Administer Training pages, for students on waiting lists, the system inserts
the Letter Code WTS (for session wait list) or WTC (for course wait list). The system doesn’t
generate letters for these students because there are no sample letters for waiting list
notifications.

@ For more information about creating new form letters, see Adapting Form Letters.

Once the student records have Letter Codes, you can generate form letters at any time. You
can generate letters as often as you like. For example, you might find that generating form
letters once a week is sufficient. Alternatively, you might generate letters daily, especially if
you generate a high volume of letters or require quick responses from letter recipients.

2. Run the Training Letters report to generate form letters containing student data. You can run
the report for all course sessions scheduled within a defined period, for course sessions of a
specified course within a defined period, or for one course session.

This report runs three processes: an SQR to extract data from PeopleSoft Human Resources,
followed by a Microsoft Word for Windows macro to merge the data into a form letter
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template. The final process is an Application Engine process that sends training letters by
email to those students with an email address.

For students linked to course sessions that match the report parameters you select, the SQR
extracts data from student records containing the Letter Code CON (confirmation), CAN
(cancellation), or RSC (rescheduling), without a Date Printed value. Once you’ve run the
Training Letters process, the system enters a Date Printed value in student records so that the
next time you generate letters it won’t create duplicate letters for them.

For more information about running the Training Letters report, see Generating the Training
Letters Report.

3. Print the training letters using Microsoft Word for Windows. The system creates the form
letters in a temporary directory on the application server, putting all the letters of the same
type in one file.

For more information about changing the location of letter files, see Setting up the Macros
for your Environment.

Enrolling Students Manually

7-4

Use the Course Session Enrollment page to enroll students individually in a session. This is
particularly useful if you create course sessions before students request enrollment.

No matter how you enroll students—manually or automatically—this page is useful for reviewing
session enrollments and making adjustments to student rosters and status. For example, some
enrolled students might be unable to attend a session after all. Alternatively, because of an
emergency training need, you may need to enroll a student currently on a waiting list.

On the Course Session Enrollment page, you can indicate the reasons that students are taking the
course and your verification that students have met course prerequisites. If other students are
eager to attend a session when spaces become available, you can also add them to the session
waiting list for first priority during session rescheduling.

Course Session Enroliment Page

Usage Use the Course Session Enrollment page to enroll students, add them to
a course session waiting list, or make adjustments to existing
subscriptions. To remove students from a session, delete the row from
the page.

You can also use the page to check the results of your automatic
enrollment. If you need to adjust several students, you might find it

easier to restart automatic enrollment using the Course Auto Enroll
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page.
Object Name | COURSE ENROLLMENT

Navigation ¢ Develop Workforce, Administer Training (GBL), Use, Course
Session Enrollment, Course Session Enrollment

e Develop Workforce, Administer Training (USF), Use, Course
Session Enrollment, Course Session Enrollment

Prerequisites | Before you can enroll students in a course session, you must set up the
session using the Course Session Table.

Access Enter a course code and course session number.
Requirements

]( Course Session Enrollment \L

Course: Koo1 Time Management Session # 0007  Active
Start Date: 15/11/2000 Start Time: 0a:00
Faciliy: CdnHQ Language: French
Min Students: 3 Max Students: 10 Frerequisite Checking |
# Enrolled: 1 # Waiting: 0 Transfer-Course Session Setup
Attendance g 1o g
EmplID: [kcoozt Q) saintamand Marcel [+][=]
*Enroliment/aAttendance: Im Status Date: M B4
Trn Reason: |Ski|l Enhancement j ¥ Prerequisites Met
Letter Code: Wﬂ Confirmed  Date Letter Printed: Grade: I_
Business Unit: Wﬂ GBI BU for Canada
Department: Wﬂ Human Resources

Course Session Enrollment page (1 of 2)

Search Criteria:

I Population I catalog Demand ID: I

* 0 Brrance

[~ TrainingLeave [~ Part Time Course

Tithe Spent at | [Haur =
Training:

Course Session Enrollment page (2 of 2)

The system displays the Course, the Session # (session number), and the status of the session you
selected. The system enters the following default data from the Course Session Table: Start

Date, Start Time, Facility, session Language, the Min Students (minimum number of students)
and Max Students (maximum number of students) permitted, and the number of students already
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enrolled and waitlisted in the # Enrolled (number enrolled) and # Waiting (number waiting)
fields. This data is for information only.

Prerequisite Checking Click the Prerequisite Checking button to check whether
a student has met the requirements for a course before
confirming final enrollment. The system checks student
training records to see if the selected employee has met
the course prerequisites, which you specify on the Course
Table - Preregs, Goals Page.

If the student has met the prerequisites for a course, the
system automatically selects the Prerequisites Met check

box.
Transfer-Course Session Click the Transfer-Course Session Setup link to access
Setup the Course Session Table.
EmplID (employee ID) Select the employee ID from the list of valid values.
Enrollment/Attendance Select the student status from the available options:

Enrolled: Use this option to enroll a student in the
session.

Session Waitlist: Use this option to add a student to a
session waiting list.

You can change the student’s status to any of the values in
the Translate Table except Course Waitlist or Currently
Attending. To add students to a course waiting list, use
the Course Wait List page. To change student status to
either Course Waitlist or Currently Attending, use the
Student Training - Course Student Enrollment Page.

If you enroll more than the maximum number of students
allowed in the session, the system issues a warning
message when you save the page.

Request: This option is for US Federal (USF) users only.
Use this status if you want to enter a training request.
When you’ve entered the training request data, workflow
automatically routes the request and tracks the process
from the initial status of Request, on to Authorized, and
finally to Enrolled or waitlisted.

Status Date Enter the status date. The system uses the system date,
usually today’s date, as the default; you can override the
default if necessary.

Waitlst Dt (waitlist date) If the student is on a session waiting list, enter the waiting
list date. The system hides this field when the student is
enrolled in a training course.
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Trn Reason (training reason)

Prerequisites Met

Letter Code

Date Letter Printed

Grade

Department

Business Unit

Department

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

ADMINISTERING TRAINING

Select a reason for the training from the available options.

Select this check box if the student has met the course
prerequisites. If you have set up prerequisites on the
Course Table - Preregs, Goals Page, the system checks the
student’s records for you and automatically selects the
check box if the student has all the prerequisites.

If you want to generate a form letter, select a Letter
Code. The system uses one of the following codes, which
correspond with the student status, as the default; you can
change the default if necessary:

CON (confirmation). This code is used if the student
status is Enrolled.

WTS. This code is used if the student status is Session
Waitlist.

For more information about generating form letters, see
Generating Administer Training Letters.

The system automatically populates the Date Printed
field once you generate the letter.

The system makes the Grade field available for entry
when the student’s status is Completed. Select a value
from the list to indicate if the student passed the course.

The system populates an employee’s Business Unit field
from the employee’s job data record. If you've enrolled a
non-employee in a course session, the non-employee's
business unit information comes from the information that
you entered in the Add Non-Employee component.

The system populates an employee’s department from the
employee’s job data record. If you've enrolled a non-
employee, the department comes from the information that
you entered in the Add Non-Employee component.

For more information about setting up non-employees, see
Administering Your Workforce, “Hiring Your
Workforce”.

ENROLLING OR WAITLISTING STUDENTS
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USF - Training Request Data

The following elements are used for entering and printing training requests and only appear if you
are a US Federal user.

Enter a training request to request a training session and to track the student training processes.
Such processes include accessing student data, maintaining student training data, viewing training
summary information, tracking student tuition reimbursement, and reviewing training-related
employee data. You must set the Enrollment/Attendance ficld to Request if you want to
process training requests.

Trn Request (training If you want to process training request information for an

request) employee, select the Trn Request check box. When you
select the check box, the system displays the Trn Request
Data button and the Print SF182 button.

Trn Request Click the Trn Request button to display the USF -
Employee Training Request Data Page.

= Click the Print SF182 button to print the Training
Request Form (SF-182). The form is printed after you
have completed and saved the request information.

Demand From Budget Training

In the Demand from Budget Training group box, you can link enrollments with a training
demand (requirements) that you defined in the Budget Training business process. Making this
link enables the system to compute the ratio between the costs you've planned for in your Budget
Training module and the actual costs incurred for training that you track in the Administer
Training module.

Select the Population or Catalog check box to sort through the available Demand IDs.

If you select the Population check box, the system displays all Budget Training demands with
the following restrictions:

e The course session start and end date must be in the budget period of the demand.

e For individual demands, the EmplID of the demand must be the same as the EmplID you
entered on this page.

e For general demands, the EmplID on the Course Session Enrollment page must be in the
Demand Department list and in the Demand Job list.

o The course of the demand must be the same as the enrolling course.

If you select the Catalog check box and prompt for a Demand ID, the system displays all Budget
Training demands, with the following restrictions:

e The course session start and end date must be in the budget period of the demand.

e When the demand course isn’t UNKNOWN, the demand course must be the same as the
current course.
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¢ When the demand course is UNKNOWN, the demand subcategory must include the current
course.

e When the course and subcategory for the demand are UNKNOWN, the demand category must
include the current course.

If you select both check boxes, the system displays all Budget Training Demands, with the
following restrictions:

o The course session start and end date must be in the demand budget period.

¢ For individual demands, the Emplld of the demand must be the same as the Student ID for the
enrollment.

e For General Demands, the Student ID of the enrollment must be in the Demand Department list
and in the Demand Job list.

e When the demand course isn’t UNKNOWN, the demand course must be the same as the
current course.

e When the demand course is UNKNOWN, the demand subcategory must include the current
course.

¢ When the demand course and subcategory are UNKNOWN, the demand category must include
the current course.

@ For more information about the budget training process and how to work with Training
Demands, see Determining Training Demands for Your Organization.

Population Select the Population check box if you want to look for
people who entered a demand for the current course. The
system uses the employee’s department information to
retrieve matching demands.

Catalog Select the Catalog check box if you want to look for
demands that are associated with the current course or
with the demand category or subcategory that includes the
current course. The system uses the catalog hierarchy to
retrieve a demand for the current course.

Demand ID When you select the search criteria, the system displays
the budget training demands that match the criteria.

France

For French companies only, you’ll define additional enrollment information required for the
French Training Report 2483. This group box is for users of the PeopleSoft Human Resources
commercial application. The system doesn’t display the France group box if you’re a US
Federal user.
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Training Leave

Part Time Course

Time Spent at Training

JANUARY 2001

Select the Training Leave check box if the employee is
taking the training course during his or her leave.

Select the Part Time Course check box if you’re
enrolling the employee in a sandwich course, whereby the
employee gains work experience while studying.

If you selected the Part Time Course check box, enter
the amount of time spent training and the unit in which the
time is recorded (Hour, Day). You can only complete
Time Spent at Training if the student has a status of

Incomplete.

USF - Employee Training Request Data Page

Usage Use the USF - Employee Training Request Data page to track employee
training request data.
Object Name | GVT TREQ DATA A
Navigation To access the page, click the Trn Request button on the Course Session
Enrollment page.
Employee Training Request Data
Training Request Number: NEW Training Request Date: IDSH orz2o00 @
Training Objectives: = Non Government I_ Duty Hours: I_
;I Training Days: Hon Duty Hours: l_
c Y c [ & i [ a TCSpecint: [ Q)
Purpose: Type: Source:
vendor ID: I (Y]
Country: l—ﬂ I :I'
| FPostal Search
|
I_ [
— - =
|
| [
| Q)

Employee Training Request Data page (1 of 2)
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Location: I ﬂ
Country: I aQ
Address 1:

Address 2:
Address 3:

City:
County: Postal:
State:

Station Symbol: | Document/Purchase Order/Req No
Direct Cost Appropriation/Fund: Indirect Cost Appropriatn/Fund: Billing Instructions + Invoice:

B B =
H | | =

Employee Training Request Data page (2 of 2)

When you begin this page, the system automatically enters NEW as a Training Request
Number. When you save this page, the system automatically assigns a number. The Training
Request Date uses today's date as the default, but you can change it as necessary.

Enter the Training Objectives in the space provided.

Enter the Non Government Training Days, Duty Hours, and Non Duty Hours.

Training Codes

Select the training codes for TC Purpose (training code purpose), TC Type (training code type),
TC Source (training code source), and TC Speclnt (training code special interest).

Name and Address of Vendor

Select the Vendor ID code. The system populates the vendor address from the Vendor Table and
makes the fields unavailable for entry.

Location of Training Site

Select the Location of the training site from the list of available options. If you select Same as
Training Vendor, the system populates the address from the Vendor Table and makes the fields
unavailable for entry. If the address for the training site location isn’t the same as the vendor's,

select Other and enter the address of the training site.

Entering Estimated Costs and Billing Information
Enter the eight-digit Station Symbol using hyphens. Enter the Document/Purchase Order/ Req
No (document, purchase order, or requisition number).

Enter the Direct Cost Appropriation/Fund chargeable and enter the appropriation or fund
information.
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Enter the indirect costs and appropriation or fund chargeable in the Indirect Cost
Appropriatn/Fund (indirect cost appropriation or fund) field.

Describe any special Billing Instructions + Invoice (Furnish Invoice To:) in the space provided.

Enrolling by Department Demand

[0

7-12

Use the Department Demand component to enroll employees based on a Department Demand
that you defined in the Budget Training module.

For more information about establishing demands in the Budget Training module, see
Defining Departmental Training Demands.

The Enroll by Department Demand component is composed of two pages. On the Department
Demand page, you'll list all employees who qualify for training according to a set criteria. On the
Subscriptions page, you'll list all employees who have subscribed to a training course who belong
to the specified business unit and department for sessions that occur within the budget period.

Enroll by Department Demand - Department Demand Page

Usage Use the Enroll by Department Demand - Department Demand page to
enroll or add students to a waiting list who are included in a department
demand.

Object Name | TRN_GNRL DMND_SUBS

Navigation e Develop Workforce, Administer Training (GBL), Use, Enroll by
Department Demand, Department Demand

e Develop Workforce, Administer Training (USF), Use, Enroll by
Department Demand, Department Demand

Prerequisites | Before you can use this page, you must set up your Department
Demands on the Department Demand Page.

Access Enter a Budget Period, Business Unit, Demand ID, and Department.
Requirements
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Departrnent Dermand ' Subscriptions
Budget Period: |K1 Q53CALYR ﬂ 1899 Training Budget Period

Business Unit: IUSUU4 ﬂ GAl BU for US004 Demands Filter
Demand ID: IDDDDDS ﬂ Froject Managerment 241 16

Department:  [KUDOT @]  Human Resources 24/ qg _DisplayDemands
Matching Employees Wiy Al First (4] 1.4 ot 46 O Last
Do EmpliD Course Code Session # StartDate End Date Catalog

I kuio1? IKD1 2 Ql | Ql g Details

[~ kuioo? IKD1 2 Ql | Ql g Details

I kuotir IKD12 Ql | Ql g Details

© kuot1s IKD12 Ql | Ql g Details

*Attendance: I Enrolled 'l ™ Prerequisite Checking Subscrilie |

Enroll by Department Demand - Department Demand page

Select the Budget Period and Business Unit for the Department Demand that you want to enroll
in a course session.

Select the Demand ID that you want to include in the enrollment process. The training demand
includes information about the course in which the students should be enrolled, its category
classifications, budget period dates, and employee qualification criteria.

Select the Department code for the employees you want to enroll in a session. You can only
select from those departments included in the Demand ID that you specified. When you move
out of the Department field, the system makes the Display Demands button available.

If you want to limit the search further, click the Demands Filter link to access the Demands
Search Criteria Page where you can specify a category or subcategory from your training catalog,
or a course. If you want to limit your demands using selection criteria after you click the Display
Demands button and populated the Matching Employees group box, you need to cancel the
page and start again.

Click the Display Demands button to populate the Matching Employees group box with
employees who meet the selection criteria (such as department and job codes) defined within the
Demand ID.

Matching Employees

Select the Do check box next to the EmplIDs (employee IDs) you want to enroll in the course
session you selected, or to add them to the waiting list for the course or session you selected.

Use the Course Code to specify the course you want the employee to attend. The system
populates the Course Code from the department Demand ID that you specified.

Select a Session # (session number) for the Course Code you selected for the employee. If you
select a session that isn’t within the budget period for this demand, the system issues the warning
message The course start date doesn’t match with the budget period. Select another session that
is scheduled during the Budget Period.
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When you move out of the Session # field, the system displays the Start Date and End Date of
the session and selects the course Catalog check box if the session is in your training catalog.

Click the Details link to access the Employee / Course Details Page where you can view the
employee’s name and details of the course session that you've selected.

Subscribe Demand

In the Subscribe Demand group box, select the Attendance value to enroll the employees or add
them to the course or session waiting list. Valid values are Enrolled (the default value), Crse
Wait (course waitlisted), and Sessn Wait (session waitlisted). If you've already found matching
employees and then reset the Attendance field, the system clears any session information that you
may have entered for an employee.

@ For more information about enrolling students who are on course or session waiting lists into
course sessions automatically, see Course Auto Enroll Page.

If you want the system to check to see if your students have met the prerequisites for a course
specified on the Course Table, select the Prerequisite Checking check box. Students who
haven’t met the prerequisites won’t be enrolled in the course when the system processes the
request.

Once you've selected the employees you want to enroll or add to the waiting list, click the
Subscribe button. Depending on the Attendance you selected, the system enrolls or waitlists
students who have the Do check box selected.

Demands Search Criteria Page

Usage Use the Demands Search Criteria page to limit the selection to a specific
course or courses within a given category or subcategory.

Object Name | TRN._GN_DMND CR_SEC

Navigation To access the page, click the Demands Filter link on the Enroll by
Department Demand - Department Demand page.

Demands Search Criteria

Categony: I Q Subcat: I Q]  Course Code: I Q

Demands Search Criteria page

To limit the search to a specific category or subcategory from your training catalog, select the
Category from the list of available options.
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@ You must select a category before you can select a subcategory code.

To limit the search to a specific subcategory, select the Subcat (subcategory) from the list of
available options.

If you want to limit the search to a specific course, select the Course Code from the list of
available options.

Click OK to return to the Department Demand page and then click the Display Demands button
to populate the Matching Employees group box.

Employee / Course Details Page

Usage Use the Department Demand - Employee / Course Details page to view
information about the course session that you have selected for an
employee on the Department Demand page. Use this information to
decide how many of your demand students you can enroll in the course
session that you specified before it fills up.

Object Name | TRN_GN DMND_SEC

Navigation To access the page, click the Details link on the Department Demand
page.
Employee / Course Details
EmpliD: Ko7 Rhett, Diandra
Course Code: K012 Froject Management
Session & aooy
Start Date: 14406/1339
End Date: 1750611999
Min Students: 4
Mazx Students: a
Enrolled: 0
Waitlisted: 0

Employee / Course Details page

All data displayed on this default from the Course Session Table. This data is for information
only and covers the following: EmplID (employee ID), Course Code, Session # (session
number), Start Date, End Date, Min Students (minimum number of students), Max Students
(maximum number of students), number of students Enrolled, and number of students
Waitlisted.
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Enroll by Department Demand - Subscriptions Page

Usage Use the Enroll by Department Demand - Subscriptions page to view the
employees who were successfully subscribed to the courses and sessions
that you selected on the Enroll by Department Demand - Department
Demand page. You can also check on their status and the course
enrollment dates.

Object Name | TRN_ GNRL TRAIN SUB

Navigation ¢ Develop Workforce, Administer Training (GBL), Use, Enroll by

Department Demand, Subscriptions
e Develop Workforce, Administer Training (USF), Use, Enroll by
Department Demand, Subscriptions

Prerequisites | Before you can use this page, you must subscribe employees using the
Enroll by Department Demand - Department Demand Page.

Access Enter a Budget Period, Business Unit, Demand ID, and Department.

Requirements

Business Unit: 5004
Department: KLO01

Training Scheduled

Demand EmpliD
aooooz KUOOBS
000003 KU0055
noooo3 Kunos4

KL00a0
aooooz KLI00a0
ooooos Kuoo4r

Departrment Demand I.f Suhscriptions Y

Budget Period:  |£1999CALYR 1999 Training Budget Period

GBI BU for U004

Human Resaurces 241 16

Attendance Course Session # Start Date End Date

Completed Koo7 oot 0601999 06/10/1998 Details
Completed Ko12 0003 100211999 1072911999 Details
Caompleted k012 0003 1002171999 1072911999 Details
Completed K0oo3 ooz 11021999 11/08/1998 Details
Completed K012 ooo3 1072111999 10/29/1998 Details
Completed K012 ooz 05171999 05/25/1998 Details

Enroll by Department Demand - Subscriptions page

The system displays the Budget Period, Business Unit, and Department you selected. These
fields are for information only.

Training Scheduled

In the Training S

cheduled group box, the system lists the employees who were enrolled or

waitlisted in the courses and course sessions you selected on the Department Demand page.

You can see the employee's Demand 1D, EmplID (employee ID), and Attendance status. The
system also displays the course session Start Date and End Date for your reference.

Click the Details
employee’s name

link to access the Employee / Course Details Page where you can view the
and details of the course session.
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Employee / Course Details Page

Usage Use the Subscriptions - Employee / Course Details page to view
information about the course session that you have selected for an
employee.

Object Name | TRN_TRAINING SEC

Navigation To access the page, click the Details link on the Enroll by Department
Demand - Subscriptions page or Enroll by Employee Demand -
Subscriptions page.

Employee / Course Details
EmpliD: KLIo0s0 Tyler,Sylena
Course: k012 Project Management I Prerequisites Met
Session #: aoo3
Start Date: 21110194949
End Date: 281019499
Min Students: 4
Max Students: g
Enrolled: 7
Waitlisted: i]

Employee / Course Details page

All data displayed on this defaults from the Course Session Table. This data is for information
only and covers the following: EmplID (employee ID), Course, Session # (session number),
Start Date, End Date, Min Students (minimum number of students), Max Students (maximum
number of students), number of students Enrolled, and number of students Waitlisted. The
number of students enrolled or waitlisted includes the new students whom you subscribed on the
Enroll by Department Demand - Department Demand page.

The system selects the Prerequisites Met check box if the student meets the requirements of the
course.

Enrolling by Employee Demand

Use the Enroll by Employee Demand component to enroll your employees for training with the
employee demand profile.

The Enroll by Employee Demand component is composed of two pages. On the Employee
Demand page, you list all employees who qualify for training according to set criteria, and on the
Subscriptions page you'll list all employees who have subscribed for a training course.

@ For more information about Demand IDs, see Determining Training Demands for Your
Organization.
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Enroll by Employee Demands - Employee Demands Page

Usage Use the Enroll by Employee Demand - Employee Demands page to
select the approved Employee Demands that you want to enroll in the
requested courses.

Object Name | TRN_EMPL DMND SUBS

Navigation e Develop Workforce, Administer Training (GBL), Use, Enroll by

Employee Demands, Employee Demands
e Develop Workforce, Administer Training (USF), Use, Enroll by
Employee Demands, Employee Demands

Prerequisites | Before you use this page, you must set up employee demands using the
Employee Demand Profile Page or the Employee Demand by Course
Page.

Access Enter a Budget Period and Business Unit.

Requirements

{ Employee Demands Y Subscriptions

Budget Period: IKQDDDCAL‘(R Q] 2000 Training Budget Period
Business Unit: IUSDD4 =Y

GBI BU for LIS004

Demand from Budget Training Wia Al
Do Demand ID EmpliD Course Code Session# StartDate  End Date
™ oooo1s Kuoo1s IKD1D =Y | Ql

*Attendance: IEnrnIIed vl subscribe |

™ Prerequisite Checking

Cemands Filter

Display Dermands |

First [4] 1064 [ Last
Catalog
M Details

Enroll by Employee Demand - Employee Demands page

The system displays the Budget Period and Business Unit you selected. These fields are for

information only.

If you want to limit the search further, click the Demands Filter link to access the Demands
Search Criteria Page where you can specify a category or subcategory from your training catalog,
or a course. You can also specify that only employee demands with a certain priority are
included in the search. If you decide that you want to limit your demands using selection criteria

after you click the Display Demands button and populated the
group box, you need to cancel the page and start again.
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Click the Display Demands button to populate the Demand from Budget Training group box
with employees who meet the selection criteria.

Demand From Budget Training

Select the Do check box next to the EmplIDs (employee IDs) you want to enroll in the course
session that you selected, or to add them to the waiting list for the course or session that you
selected.

Use the Course Code to specify the course that you want the employee to attend. The system
populates this field from the employee demand.

Select a Session # (session number) for the Course Code that you selected for the employee. If
you select a session that isn’t within the budget period for this demand, the system issues the
warning message The course start date doesn’t match with the budget period. Select another
session that is scheduled during the Budget Period.

When you move out of the Session # field, the system displays the Start Date and End Date of
the session and selects the course Catalog check box if the session is in your training catalog.

To populate the matching employees list in the Demand from Budget Training according to
your category, subcategory, course, and priority selection criteria, click the Display Demands
button. The system displays those employees who are approved for the specified course with

your selection demand priority.

Subscribe Demand

In the Subscribe Demand group box, select the Attendance value to enroll the employees or add
them to the course or session waiting list. Valid values are Enrolled (the default), Crse Wait
(course waitlisted), and Sessn Wait (session waitlisted). If you've already populated the Demand
from Budget Training group box and then reset the Attendance field, the system clears any
session information that you may have entered for an employee.

@ For more information about enrolling students who are on course or session waiting lists into
course sessions automatically, see Course Auto Enroll Page.

If you want the system to check to see if your students have met the prerequisites for a course
specified on the Course Table, select the Prerequisite Checking check box. Students who
haven’t met the prerequisites won’t be enrolled in the course when the system processes the
request.

Once you've selected the employees you want to enroll or add to the waiting list, click the
Subscribe button. Depending on the Attendance you selected, the system enrolls or waitlists
students who have the Do check box selected.

Demands Search Criteria Page

Usage Use the Demands Search Criteria page to limit the selection to a specific
course or courses within a given category or subcategory.
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Object Name | TRN_EE DMND CR_SEC

Navigation To access the page, click the Demands Filter link on the Enroll by
Employee Demand - Employee Demands page.

Demands Search Criteria

Category: I Q Subcat; I =Y Course Code: I Ql

Priority: I i I

Demands Search Criteria page

To limit the search to a specific category or subcategory from your training catalog, select the
Category from the list of available options.

@ You must select a category before you can select a subcategory code.

To limit the search to a specific subcategory, select the Subcat (subcategory) from the list of
available options.

If you want to limit the search to a specific course, select the Course Code from the list of
available options.

Click OK to return to the Employee Demands page and then click the Display Demands button to
populate the Demand from Budget Training group box.

Employee / Course Details Page

Usage Use the Employee / Course Details page to view information about the
course session that you have selected for an employee on the Employee
Demands page. Use this information to decide how many of your
demand students you can enroll into the course session you specified

before it fills up.

Object Name | TRN_EE DMND_ SEC

Navigation To access the page, click the Details link on the Employee Demands
page.
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Employee ! Course Details

EmpliD: KLuoo1a Espinosa,Carmichael

Course Code:
Session #:
Start Date:
End Date:

Min Students:
Max Students:
Enrolled:

Waitlisted:

K010 Leadership Skills for Managers
nao1
03ra7r2000

03072000

Employee / Course Details page

All data displayed on this defaults from the Course Session Table. This data is for information
only and covers the following: EmplID (employee ID), Course Code, Session # (session
number), Start Date, End Date, Min Students (minimum number of students), Max Students
(maximum number of students), number of students Enrolled, and number of students

Waitlisted.

Enroll by Employee Demands - Subscriptions Page

Usage Use the Enroll by Employee Demand - Subscriptions page to view the
employees who were successfully subscribed in the courses and sessions
that you indicated on the Enroll by Employee Demand - Employee
Demands page. You can also check on their status and their course
enrollment dates.

Object Name | TRN_EMPL TRAIN SUB

Navigation e Develop Workforce, Administer Training (GBL), Use, Enroll by

Employee Demands, Subscriptions
e Develop Workforce, Administer Training (USF), Use, Enroll by
Employee Demands, Subscriptions

Prerequisites | Before you can use this page, you must subscribe employees using the
Enroll by Employee Demands - Employee Demands Page.

Access Enter a Budget Period and Business Unit.

Requirements
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Employee Demands § Suhbscriptions

Budget Period:  12000CALYR 2000 Training Budget Period

Business Unit: L5004 GBIBL for U004
Training Scheduled Wiewy All First (4] 12 ot 2 [P Last
Demand EmpliD Attendance Course Session# Start Date End Date
oooo13 Koo 4 Sessn Wait K010 o001 0702000 07032000 Details
K004 Sessn Wait K018 nao1 03132000 03172000  Details

Enroll by Employee Demand - Subscriptions page

JANUARY 2001

The system displays the Budget Period and Business Unit you selected. These fields are for

information only.

Training Scheduled

In the Training Scheduled group box, the system lists the employees who were enrolled or
waitlisted in the courses and course sessions that you selected on the Employee Demands page.

You can see the employee's Demand ID, EmplID (employee ID), and Attendance status. The

system also displays the course session Start Date and End Date for your reference.

Click the Details link to display the Employee / Course Details Page where you can view the

employee’s name and details of the course session.

Enrolling by Group

Use the Group Enrollment component to enroll some or all members of a group into a training

course.

The Group Enrollment component is composed of two pages. On the Enroll Group page, you
select employees and non-employees from the group you want to subscribe (enroll or waitlist) to
a course. On the Subscriptions inquiry page, you can list group members who have subscribed for

a training course.

@ For more information about creating groups, see Working With Groups.
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Group Enrollment - Enroll Group Page

Usage Use the Enroll Group page to select students from a group to subscribe
to a course. You can subscribe all members of a group or select specific
students by name or ID.

Object Name | TRN_GRP_ENROLL GBL

Navigation ¢ Develop Workforce, Administer Training (GBL), Use, Group
Enrollment, Enroll Group

e Develop Workforce, Administer Training (USF), Use, Group
Enrollment, Enroll Group

Prerequisites | Before you can use this page, you must define the group and create the
course and course sessions in which group members will be enrolled or
waitlisted.

Access None
Requirements

Enroll Group Y Subscriptions

*Group ID: IW@ Admin Training Birthdate Group Group Comments
*Course: Wﬂ Time Management
Session # Wﬂ Facility: KIGFAC Language:  English

™ Prerequisite Checking ¥ Subscribe Al Search by Mame or ID Refresh Search Fields |

Matching Employees

20 students will be subscribed to course KOO1

1t 25 of 66 IE‘ IE
. Already

Do Student ID Course Session # Start Date End Date Subscribed Attendance

W

KGO0 Koo IDDDE =Y 042001958 04/2141999 r |Sessn Wait 7] Deetails

<

KOGODZ Koot IDDDS Q) 04/20/1899  04/21/1999 = |Sessn wait = Details

<l

KDGO03 K001 IDDDS = 04/20/1999  04/21/1999 = |Sessn wait 7 Deetails

¥ KOGO04 K001 IDDDE ﬂ 04/2001893  04/2141 999 r ISESSN Wait 'I Deetails
Group Enrollment - Enroll Group page

Group ID Select the Group ID from the list of valid values.

Group Comments Click the Group Comments link to access the Comments
Page where you can view a description of the group and
the group definition.
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Course Select the Course from the list of valid values. When you
move out of this field, the system displays the course
name. If the course is multilingual, the system displays a
warning that you must select a course session.

Session # (session number) If you want to enroll the students in a specific session,
select the Session # from the list of active sessions. This
field is required for multilingual courses that don’t have
course waiting lists. Make sure that you select a session in
a language that is appropriate for the group.

Facility If you completed the Session # field, the system completes
the Facility field using values from the Course Session
Table - Location, Instructor Page. If you didn’t specify a
facility when you created the session, the field is blank.
This field is unavailable for entry.

Language If you completed the Session # field and the course is
multilingual, the system completes the Language field
from the Course Session Table. This field is unavailable
for entry. You designate courses as multilingual on the
Course Table - Course Profile Page.

Prerequisite Checking Select the Prerequisite Checking check box if you want
the system to check whether students meet the course
prerequisites. Students are added to waiting lists even if
they don’t meet the prerequisites, and you can decide if
they should attend the course. Check if the students met
the prerequisites on the Subscription page.

Subscribe All Select the Subscribe All check box if you want the system
to automatically select the Do check box for all students
listed in the Matching Students group box. For large
groups, this saves you time selecting students to enroll or
add to waiting lists.

Using Student Chunking Controls

Because the number of students could be very large, the system loads students into this page in
chunks. You determine the number of rows in a chunk in the Max Number of Rows in Scrolls
(maximum number of rows in scrolls) field on the Installation Table - Third Party/System Page.
You manage the display of chunks using filters and navigation buttons.

Filters enable you to enter search criteria for identifying a chunk of students. On the Enroll
Group page, click the Search by Name or ID link to access the filter fields. After entering
information in the filter fields, click the Load Students button to populate the page with students
who meet the search criteria. Navigation buttons enable you to move from one chunk to another.

Use the following filters and navigation buttons to move from one chunk of students to another:
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Search by Name or ID

Refresh Search Fields

Load Students

First

Previous

Next

Last

Matching Employees

ADMINISTERING TRAINING

Click the Search by Name or ID link to access the Name
or ID Search Page where you can filter students by name
or ID.

Click the Refresh Search Fields button to clear the search
criteria previously entered on the Name or ID Search

page.

Click the Search Students button to display the results of
a new search.

The system hides the Load Students button after
populating the Matching Employees group box. The
system then displays the button again when you select
new search criteria or click the Refresh Search Fields
button.

Click the First button to display the first chunk of
students.

Click the Previous button to display the previous chunk of
students.

Click the Next button to display the next chunk of
students.

Click the Last button to display the last chunk of students.

When you click the Load Students button, the system populates the Matching Employees group
box with students who match the search criteria you entered. The system indicates which rows
are visible, compared to the total number of rows. For example, 12 fo 20 of 56 means that rows
12 to 20 are displayed out of a total of 56 rows.

The system checks each student’s training records to find out if the student has attended the
course, and then the following fields are completed accordingly:

Do

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Select the Do check box if you want to update the selected
student’s training data with the current data. For example,
if you set a student’s Attendance to Enrolled and
complete the session details, when you save the page, the
system only enrolls the student if you have selected the Do
check box. The system ignores rows of data where the Do
check box is cleared.

The Do check box is automatically selected if you selected
the Subscribe All check box. You must clear the Do
check box if you don’t want to update the student’s
training data.

ENROLLING OR WAITLISTING STUDENTS
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Student ID The system displays the employee or non-employee ID in
the Student ID field and makes this field unavailable for
entry. To display the student’s full name, click the Details
link.

Course The system populates the Course field with the course
code that you selected and makes this field unavailable for
entry. If you want to select a different course for the
group, update the Course field at the top of the page and
rerun the search.

Session # For a student with an Attendance of Enrolled or Sessn
Wait (session waitlist), the system displays the session
number in Session #. You can change the course session,
and this won’t affect other students in the list.

For students with an Attendance of Crse Wait (course
waitlist), the Session # field is blank. If you want to add
the student to a course session, select the session from the
list of active sessions. When you move out of the field,
the system automatically makes the Attendance field
blank, and you must set it to Sessn Wait or Enrolled.

If the student has completed the course, the system
displays the Session # and makes the field unavailable for
entry.

Start Date If the student’s Attendance is set to Enrolled, Sessn
Wait, or Completed, the system populates the Start Date
from the Course Session Table and makes the field
unavailable for entry. This field is always unavailable for
entry.

End Date If the student’s Attendance is set to Enrolled, Sessn
Wait, or Completed, the system populates the End Date
from the Course Session Table and makes the field
unavailable for entry. This field is always unavailable for
entry.
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Attendance
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The system automatically selects the Already Subscribed
check box if a student has already been enrolled in a
course session or added to a waiting list via the Group
Enrollment component. The check box is for information
only; you can still change the subscription information on
the page. For example, if a student has been previously
added to a course waiting list, you can add the student to a
session waiting list from this page by updating the
Attendance and Session # fields.

If you subscribed the student using a different option (for
example, if you used Course Session Enrollment to
manually enroll the student), the system doesn’t select this
check box. Therefore, you can’t modify the Attendance
or the Session # for that student.

If a student is waitlisted for the course, enrolled in a
course session, or has completed the course, the system
uses the Attendance value from the student’s training
records as the default. If the course isn’t included in a
student’s training records, the system sets the student’s
Attendance status to Crse Wait or Sessn Wait. Here is a
list of the valid values and when they are used:

Crse Wait: This status indicates that the student is on the
course waiting list. The system sets Attendance to Crse
Wait if a student hasn’t been enrolled or waitlisted for the
course and you left the Session # field blank. Update
Attendance to Enrolled or Sessn Wait and complete the
Session field if you want to enroll or add the student to a
session waiting list.

Enrolled: This status indicates that the student is enrolled
in the selected course session. When you first click the
Load Students button, you only see Enrolled if the
student has previously been enrolled in the course session
(the system doesn’t automatically enroll students on this

page).

Sessn Wait: This status indicates that the student is on the
course session waiting list. The system sets Attendance
to Sessn Wait if a student hasn’t been enrolled or
waitlisted for the course and you specify a Session #. If
you want to enroll the student in the session, change
Attendance to Enrolled. The system displays a warning
message if you have reached the maximum number of
students for the course session.

ENROLLING OR WAITLISTING STUDENTS
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Student/Course Details

Comments Page

JANUARY 2001

Completed: This status indicates that the student has
completed the course. Once a student has completed a
course, you can’t enroll that person in the course again, so
the system makes all the fields in that row unavailable for
entry.

You can’t set a student’s Attendance to Completed from
this page; the system issues an error message if you select
this status. To set a student’s status to Completed, update
the course session status on the Course Table - Course
Profile Page.

Click the Student/Course Details button to access the
Employee/Course Details Page where you can view the
student’s full name and the course session details.

(

AMD
AMD
AMD
AMD
AMD

holds students that were horn from 1950 and before 1955,

Training Group

Record (Table) Field Name
Name

JOB EFFDT
JOB EMPL_RCD
JOB EFFSEQ

FERSOMAL_DATA BIRTHDATE
FERSOMAL_DATA BIRTHDATE

Usage Use the Comments page to view a description of the group selected on
the Enroll Group page and the selection criteria used to build the group.
Object Name | TRN_ _GRPDESCGBL_SEC
Navigation To access the page:
Click Group Comments on the Enroll Group page or
Click Group Comments on the Subscription page.
Comments
Group of employees used in Administer Training far enrolling purposes. The group =

E
Operator Values List ]
CURR
A
A
== 1950-01-01
= 1955-01-01

Comments page
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Comments

This page contains the description of the group and the criteria used to build the group. This data
is for information only and is populated from the group definition pages in the Manage Human
Resources menu.

@ For more information about creating groups, see Working With Groups.

Name or ID Search Page

Usage Use the Name or ID Search page to select specific members of the group
to enroll or add to waiting lists. You can search for students in the
group by name or ID.

Object Name | TRN_ GRPSONIGBL SEC

Navigation To access the page, click the Search by Name or ID link on the Enroll

Group page.
Name or ID Search
Search on Name: |
or
I I

Name or ID Search page

Search on Name Entering one or more letters in this filter field instructs the
system to populate the Enroll Group page with employees
and non-employees whose last names begin with the
letters you entered.

ID Entering one or more numbers in this filter field instructs
the system to populate the Enroll Group page with
employees and non-employees whose IDs begin with the
numbers you entered.

Employee/Course Details Page

Usage Use the Employee / Course Details page to view the full details of the
course session for which the selected employee is enrolled or waitlisted.

Object Name | TRN_GRP_ENRGBL _SEC

Navigation To access the page, click the Details link on the Enroll Group page.
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Employee | Course Details
Student 1D: KOGoo1 Jones, Susan
Course Code: koot Time Management
Session #: ooosz
Start Date: 20/04119949
End Date: 21/04/19949
Min Students: 5
Max Students: 10
# Enrolled: 1]
# Waiting: 1

Employee / Course Details page

All data displayed in the Employee / Course Details page comes from the Course Session Table
and Course Session Enrollment page. This data is for information only and covers the following:

Student ID

Course Code

Session # (session number)

Start Date

End Date

Min Students (minimum
number of students) and

Max Students (maximum
number of students)

# Enrolled (number enrolled)

7-30 ENROLLING OR WAITLISTING STUDENTS

The system displays the Student ID number and full
name.

The system displays the Course Code and course name.

If the student has been enrolled in or waitlisted for a
session, the system displays the Session number.

If the student has been enrolled in or waitlisted for a
session, the system displays the Start Date of the course
session.

If the student has been enrolled in or waitlisted for a
session, the system displays the End Date of the course
session.

If the student has been enrolled in or waitlisted for a
session, the system displays the minimum number of
students who can enroll in this session.

If the student has been enrolled in or waitlisted for a
session, the system displays the maximum number of
students who can enroll in this session.

If the student has been enrolled in or waitlisted for a
session, the system displays the number of students
currently enrolled in the course session. This number
doesn’t include any students on the Enroll Group page
whose Attendance you manually set to Enrolled. Only
when you save the Enroll Group page does the system
update the course session enrollment data.
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# Waiting (number waiting)  If the student has been enrolled in or waitlisted for a

session, the system displays the number of students
currently on the session waiting list.

Group Enrollment - Subscriptions Page

Usage Use the Subscriptions page to view the students who were successfully
subscribed into the courses and sessions that you indicated on the Enroll
Group page. You can also check whether they met the course
prerequisites and the course enrollment dates.

Object Name | TRN_GRP SUBS GBL

Navigation e Develop Workforce, Administer Training (GBL), Use, Group
Enrollment, Subscriptions

e Develop Workforce, Administer Training (USF), Use, Group
Enrollment, Subscriptions

Prerequisites | Before you can use this page to view enrollments, you must complete
the Enroll Group page and save the changes.

Access None
Requirements

Enroll Group §* Subscriptions

Group ID: KTRAIMNIMNG1 Admin Training Birthdate Group Group Comments
Course: koot Time Management
Search on Mame or D Refresh Search Fields |

Training Scheduled

1to2af2

This group has 0 students Enrolled, 2 Session Waitlisted and 0 Course Waitlisted, for Course K001,

Student ID Session# Start Date  End Date Attenidance Prerequisites Met
KOGO01 0006 11/08/2000 11/09/2000 SesshWait -

KOGO02 0006 11/082000  11/09/2000  Sessn Wait |
1to2of2

This group has 0 students Enrolled, 2 Session Waitlisted and 0 Course Waitlisted, for Course k001,
Training Scheduled

Group Enrollment - Subscriptions page

Group Comments Click Group Comments to access the Comments Page

where you can view a description of the group and the
group definition.
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Using Student Chunking Controls

Because the number of students could be very large, the system loads students into this page in
chunks. You determine the number of rows in a chunk in the Max Number of Rows in Scrolls
(maximum number of rows in scrolls) field on the Installation Table - Third Party/System Page.
Y ou manage the display of chunks using filters and navigation buttons.

Filters enable you to enter search criteria for identifying a chunk of students. On the
Subscriptions page, click the Search on Name or ID link to access the filter fields. After
entering information in the filter fields, click the Load Students button to populate the page with
students who meet the search criteria. Navigation buttons enable you to move from one chunk to
another.

Use the following filters and navigation buttons to move from one chunk of students to another:

Search on Name or ID Click the Search on Name or ID link to access the Name
or ID Search Page where you can filter students by name
or ID.

Refresh Search Fields Click the Refresh Search Fields button to clear the search

criteria previously entered on the Name or ID Search
page. When you click this button, the system displays the
message Search Fields have been cleared.

Load Students Click the Load Students button to display the results of a
new search.

The system hides the Search Students button after
populating the Training Scheduled group box. The
system then displays the button again when you select
new search criteria or click the Refresh Search Fields

button.

First Click the First button to display the first chunk of
students.

Previous Click the Previous button to display the previous chunk of
students.

Next Click the Next button to display the next chunk of
students.

Last Click the Last button to display the last chunk of students.

Training Scheduled

When you click the Load Students button, the system populates the Training Scheduled group
box with students who match the search criteria you entered. The system indicates which rows
are visible, compared to the total number of rows. For example, 12 to 20 of 56 means that rows
12 to 20 are displayed out of a total of 56 rows.

The Training Scheduled group box lists the students in the group who are scheduled to attend
the selected course. All data displayed is for information only and covers the following:
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Student ID

Session # (session number)

Start Date

End Date

Attendance

Prerequisites Met

Name or ID Search Page

ADMINISTERING TRAINING

The system displays the employee ID or non-employee ID
in the Student ID field.

If the student has been enrolled in or waitlisted for a
session, the system displays the Session #.

If the student has been enrolled in or waitlisted for a
session, the system displays the Start Date of the course
session.

If the student has been enrolled in or waitlisted for a
session, the system displays the End Date of the course
session.

The system displays the student’s Attendance status. The
valid values on this page are:

Crse Wait (course waitlist)
Enrolled
Session Wait (session waitlist)

See the Enroll Group page for a full description of the
Attendance field.

If you selected the Prerequisite Checking check box on
the Enroll Group page, the system checks if students have
met the course prerequisites. When you display the
Subscriptions page, the system selects the Prerequisites
Met check box if the student has met the course
prerequisites and clears it if the student doesn’t meet the
prerequisites.

Set up course prerequisites on the Course Table - Preregs,
Goals Page.

Usage Use the Name or ID Search page to select the members of the group
whose details you want to view. You can search for students in the
group by name or ID.

Object Name | TRN_GRPSON2GBL SEC

Navigation To access the page, click the Search on Name or ID link on the
Subscriptions page.
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Name or ID Search

Search on Name: |
or

1D: I

Name or ID Search page

Search on Name Entering one or more letters in this filter field instructs the
system to populate the Subscriptions page with employees
and non-employees whose last names begin with the
letters you entered.

ID Entering one or more numbers in this filter field instructs
the system to populate the Subscriptions page with
employees and non-employees whose IDs begin with the
numbers you entered.

Managing Waiting Lists

You might find that it’s most cost-effective to set up new sessions only when enough students
want to take a particular course. Therefore, you'll want to put students on waiting lists in order to
track course demand. You can review the lists to determine when you should create new sessions
and ensure enrollment fairness by enrolling students in the order of the date on which they were
added to the waiting list. Use the Course Wait List Page to review the waiting list for a course
and add employees and non-employees to the waiting list.

@ You'll see employees with a waitlist status on the Enroll by Department Demand, the Enroll
by Employee Demand, and the Group Enrollment components for a course in the Course
Wait List page. The Enroll by Department Demand, Enroll by Employee Demand, and
Group Enrollment options automatically include waitlisted employees on the Course Wait
List for the appropriate courses.

Use the Course Auto Enroll Page to automatically enroll students on your waiting list into a given
session. The system first enrolls those students with a Sessn Wait (session waitlist) status for the
session specified. If any places are still open, the system then enrolls any students with a Crse
Wait (course waitlist) status.

Course Wait List Page

Usage Use the Course Wait List page to put employees and non-employees on
waiting lists and to assign an enrollment status.

Object Name | COURSE WAIT LIST
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Navigation

e Develop Workforce, Administer Training (GBL), Use, Course
Waiting List, Course Wait List

e Develop Workforce, Administer Training (USF), Use, Course
Waiting List, Course Wait List

Prerequisites | First set up the course in the Course Table and give it a status of Active.

Access

Requirements

Enter a Course code.

Course:

# Waiting:

Attendance
EmpliD

{ CourseWait List

IKDGDD1 Q| Jones,Susan ISesanait | wrs |uax11xzuuu (1] IDDDB QJ 08 1/2000 =]
|Koennz Q) Michtalssac ISesanait | wrs |nar1112000 @hona QJ s 1/2000 =]
[coons Q) Jones Ramina [Sessnwait 7] TS [v&rz07z000 [ [oooe &) oerzorz000 =1

Koot Time Management

3

Name *Attendance Letter Code “Waitlst Dt

Course Wait List page

The system displays the Course you selected and the number of people on the waiting list for that
course (#¥ Waiting). These fields are for information only.

Attendance

The Attendance group box lists the students on the waiting list for the selected course. Insert
additional rows to add students to the waiting list. For each student, the system displays the
following information:

EmplID (employee ID) Select an EmplID from the list of valid values. When you

Name

Attendance

move out of the EmplID field the system displays the
student’s Name. You can add employees or non-
employees to a waiting list.

The system completes the Name when you select the
EmplID. Click the student’s name to access the Course
Waitlist Details Page where you can view more
information about the course session that you selected.

Select an Attendance from these two options (the other
options in the list aren’t valid for this page):

Crse Wait (course waitlist): This option means that the
student would like to enroll in any session of the course
that becomes available and implies that you haven’t yet
set up any open sessions for them to request.
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Sessn Wait (session waitlist): Select this status to waitlist
a student for a particular course session. To select this
status, you must have already created the session in the
Course Session Table and given it a status of Active.
Sessn Wait gives this student priority over students with a
Crse Wait status.

Note. For multilingual courses, you can’t add a student to
a course waiting list (Crse Wait status). You must use
Sessn Wait to add the student to a session waiting list and
select a session in the student’s language.

Letter Code PeopleSoft Human Resources enters a default Letter
Code, according to the student’s waiting list status. For
course waitlisted students, the letter code is WTC, and for
session waitlisted students, it is WTS. If you’ve created
waiting list form letters, once you save the information
you’ve entered on this page, you can generate letters
notifying students of their waiting list status. You create
letter codes on the Standard Letter Table Page.

For more information about form letters, see Generating
Administer Training Letters.

Waitlist Dt (waitlist date) The Waitlist Dt uses the system date as the default; you
can override the default if the student actually requested
the course on a different date. The system uses this date
to enroll students, from the oldest date to the most recent.

The system sorts students by session number in ascending
order. Within each session, it sorts students by status
(session waitlist first and course waitlist second), waitlist
date, and ID. Non-employees appear after employees,
using the same sort sequence. This is the same sequence
the system uses for automatic enrollment.

Session # (session number) If you selected an Attendance of Sessn Wait, select the
Session # from the list of Active sessions. When you
leave this field, the system completes the fields for Start
Date, Facility, and Language (if it’s a multilingual
course).

Status Date This field is unavailable for entry. The system uses the
system date, usually today’s date, as the default Status
Date.
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Course Waitlist Details Page

Usage Use the Course Waitlist Details page to view full details of the course or
course session for which the selected student is waitlisted.

Object Name | CRSE WAITLIST SEC

Navigation To access the page, click the student’s Name on the Course Wait List

page.

EmpliD:

Course Waitlist Details

KiG000s Jones,Ramina

Course Code:
Session #:
Session Status:
Start Date:
Facility:

Language:

Koo Time Management

noog
Active
20/04/1999

Reading - Enagland

Course Waitlist Details page

All data displayed on this page comes from the Course Session Table and Course Session
Enrollment page. This data is for information only and covers the following:

EmplID (employee ID)

Course Code

Session # (session number)

Session Status

Start Date

Facility

Language

The system displays the student’s ID number and full
name.

The system displays the Course Code and course name.

If the student has been waitlisted for a session, the system
displays the Session #.

The system displays the Session Status.

If the student has been waitlisted for a session, the system
displays the Start Date of the course session.

If the student has been waitlisted for a session, the system
displays the training Facility for the session.

If the course is multilingual, the system displays the
Language in which the course session will be taught.

Course Auto Enroll Page

Usage

Use the Course Auto Enroll page to enroll students automatically in a
course session. If you’ve set up waiting lists for students waiting for
either courses or sessions, you can streamline the enrollment process by
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triggering automatic system enrollment. The Course Auto Enroll page
saves you from having to enroll students one by one and ensures that
students are enrolled in the right order.

If you’ve given a student a status of Sessn Wait (session waitlist) for
several sessions of a course and perhaps one status of Crse Wait (course
waitlist), when the student is enrolled using automatic enrollment, the
system automatically deletes all the other data rows for the student in the
waiting list for this course.

Object Name | COURSE AUTO _ENROLL

Navigation e Develop Workforce, Administer Training (GBL), Use, Course
Auto Enrollment, Course Auto Enroll

e Develop Workforce, Administer Training (USF), Use, Course
Auto Enrollment, Course Auto Enroll

Prerequisites | Before you can enroll students in course sessions, you must have already
created the session in the Course Session Table, given it a status of
Active, and entered a maximum number of students per session.

Access Enter a Course Code.
Requirements
{ Course Auto Enrall
Course: K006 Conducting Performance Reviews
# Waiting: 2
Session #: I Q) Max Students: 0
Attendance o
Student Hame D Status Status Date Waitlst Dt Sessn Letter Code
Griffiths, Martina Rae K000 Sessn Wait 06/08/2000 06i05/2000 oooz - WIS
Reid,Charles i Kiooo4 Sessn Wait 0B/058/2000 0605872000 ooz WTS

Course Auto Enroll page

@ If you're managing training budgets, the Course Auto Enroll process links costs to the
appropriate Department and/or Demand in the Budget Training module. This isn’t
necessarily the department in which the employee works, as specified on the Job Record, but
rather the department to be billed for the employee's training costs.
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The system displays the Course you selected and the number of students waiting to enroll in the
course (# Waiting). These students are listed in the Attendance group box. The system displays
those on session waiting lists first, followed by students on the course waiting list.

Auto-Enrollment

To start system automatic enrollment, select a Session # (session number) from the list of active
sessions. When you move out of the field, the system issues one of two warning messages. If the
course session that you specified is already full, then the system displays a message indicating
that the course session you selected is overenrolled. When you click OK, you can either select
another Session # or Cancel to leave the page.

If the session isn’t full, the system issues a message indicating how many slots are available in the
course session. When you click OK, the system enrolls students up to the maximum number
allowed for the session, as shown in Max Students (maximum number of students). The system
first enrolls students who are on the waiting list for the session—where the Status is Sessn Wait
(session waitlist) and Sessn (session) matches the session that you selected in Session #. The
students are enrolled in order of Waitlist Dt (waitlist date) so that the students who have been on
the waiting list the longest are enrolled first and employees are enrolled before non-employees.

Once students on the session waiting list are enrolled, the system displays a message indicating
how many spaces, if any, are still available. If spaces are available, when you click OK, the
system enrolls students on the course waiting list—where the Status is Crse Wait (course
waitlist). Again, students are enrolled in order of the Waitlist Dt, with employees having priority
over non-employees.

Once these students are enrolled, the system displays another message indicating the number of
spaces available or a message indicating that the course is full.

Attendance

When you first enter the Course Auto Enroll page, the Attendance group box shows all
employees and non-employees who are on either session waiting lists or the course waiting list.
The system displays students sorted by Sessn number in ascending order. Within each session, it
sorts students by Status, with Sessn Wait taking first priority and Crse Wait taking second
priority, then according to Waitlist Dt, and then by ID. Non-employees appear after employees,
using the same sort sequence.

Once you select the Session #, the system updates the student details. All students now enrolled
in the course session have a Status of Enrolled. The system also displays a Letter Code of CON
(confirmation), so that you can generate form letters informing students of their enrollment.

@ For more information about generating form letters, see Generating Administer Training
Letters.

Once you’ve saved the Course Auto Enroll page, you can move to the Course Session Enrollment
page to make any necessary adjustments to the enrollees in this session.
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Moving Students Between Course Sessions

Use Express Rescheduling to review and update information about all students who are enrolled
in active sessions of a particular course or are on course or session waiting lists. You can move
students from one session to another, change their enrollment status, and designate the type of
form letter, if any, that you want to send to students.

You’ll find Express Rescheduling very helpful when you need to shuffle students from session to
session. For example, when openings occur due to student cancellations or other session
enrollment changes, you can view all active sessions at the same time and easily spot session slots
to which you can move students.

Although you can change student status, to avoid enrollment confusion, you can’t add or remove
students using this page.

Express Rescheduling Page

Usage Use the Express Rescheduling page to move students between course
sessions.

Object Name | COURSE RESCHEDULE

Navigation ¢ Develop Workforce, Administer Training (GBL), Use, Express
Rescheduling, Express Rescheduling

¢ Develop Workforce, Administer Training (USF), Use, Express
Rescheduling, Express Rescheduling

Prerequisites | You must create course sessions on the Course Session Table before you
can use this page to adjust enrollments.

Access Enter a Course code.
Requirements

Express Rescheduling

Course: Koot Time Management
Attendance First (40 105 4 [¥] Last
Sessioh # *Status Status Date 1D Stuident Narme Letter
[poos &) | sessn wait 7| [per30z000 | KBO0OS Jones,Ramina TEEREY

Express Rescheduling page
The system displays the Course you selected. This field is for information only.

Attendance

The Attendance group box lists all students who are on waiting lists or enrolled in active sessions
of this course. If the student is enrolled or waitlisted for a course session, the system completes
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the Session # (session number) field and the corresponding Letter code. For all students, the
system displays the Status, Status Date, ID (employee ID), and Student Name.

To enroll a student in a session, select the Session # and a Status of Enrolled. The system issues
a warning message if the number of enrolled students in the session exceeds the maximum
number allowed.

Rescheduling options include removing students from sessions, changing their status, and
changing their session numbers. On this page, you can select a status of Enrolled, Crse Wait
(course waitlist), or Sessn Wait (session waitlist) for a student.

When you select a different status for a student, the system updates the Status Date, which you
can change if necessary. The Letter code may also change according to the status you select.
The next time you generate training letters, the system creates a letter of the type defined by the
Letter code.

@ For more information about generating form letters for Training Administration, see
Generating Administer Training Letters.
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CHAPTER 8

Tracking Student Training

Tracking student training enables you to make sure that employees get the skills they need to
fulfill job requirements and achieve career objectives. With PeopleSoft Human Resources, you
can follow student progress in company-run and external courses for both employees and non-
employees, such as contractors or temporary workers.

To help you place students into the right courses and in the right order, you can view summary
training data online. For a clear picture of all aspects of employee training and development, you
can review and update training-related employee data, such as education and certifications.

Before You Begin

When you track student training, you might also want to review and update employee data that is
related to training, such as tests that employees have passed and their educational background.
You can define codes that standardize this information and thereby speed up data entry later.

If you want to use these features, you need to set up some or all of these tables:
e Competency Table. Use the Competency Table to organize and group competencies.

o License/Certification Table. Use the License/Certification Table to define the licenses or
certificates that are required to teach the course or achieved by completing the course.

e [anguage Table. If you want to track your employees’ and non-employees’ language skills, set
up language codes in the Language Table.

e Major Table. Use this table to identify areas of study.

e Test Table. Use the Test Table to track the standard tests that you administer to job applicants
or employees who are applying for positions within your organization, such as typing,
programming aptitude, or mathematical tests. You can include a test code as an instructor
requirement.

e Membership Table. If instructors need to belong to professional organizations or other
associations to teach specific courses, you need to add these membership codes to the
Membership Table.

Federal users must set up the following table:
e Degree Table. Use the Degree Table to identify the degree types and years of study that are
associated with those degrees.
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If you want to use PeopleSoft Human Resources to track courses at schools and colleges, you
have the option to create codes in the School Table.

You can access these tables from the Administer Training menu. They are the same tables that
you access from the Manage Competencies menu.

@ For more information about these tables, see Setting Up Competencies and
Accomplishments.

Accessing Student Data

You open the Student Training, Student Training Summary and Tuition Reimbursement pages to
retrieve, view, and update data only for those people (students) who have taken training courses
or have other training data in the system. Except for those who are about to become new
students, other people in PeopleSoft Human Resources aren’t relevant to the Administer Training
Business Process. Therefore, the search records for these pages are set up to search only for
Student IDs—employees and non-employees who have training data in the system.

When you first open any of the three pages, the system prompts you for an EmplID (employee
ID). You can also search by the student's Name, and their Last Name. If you are using Alternate
Character functionality in PeopleSoft Human Resources to record Alternate Character Names for
employees, you can also enter an AC Name (alternate character name).

@ For more information about Alternate Character functionality in PeopleSoft HRMS, see
Working With Double-Byte Characters.

Maintaining Student Training Data

You can use the Student Training page to see an employee's training history including courses
that students take outside of your organization, courses taken in-house, or training that employees
received before joining your enterprise. To fulfill training requirements, some students will take
classes at locations outside your organization, such as courses at local colleges or seminars at
trade associations. Use the Student Training page to enter courses that students are attending or
have completed for which you don’t administer sessions in-house. You can also review any
course sessions that are administered in-house that students have taken or are due to take and
enroll the students on the spot, as necessary. You can also use the Student Training page to track
course results for both employees and non-employees.

You’ll also find it helpful to track courses that employees took before joining your organization.
When you review the Student Training Summary pages used in various functions of PeopleSoft
Human Resources, all users will see an accurate and complete history of the training of any
employee. Historical training information might have been entered in the Student Training record
during the recruitment process or when the person was hired, so at this point, you can review it
and make any needed adjustments. If the information wasn’t added in earlier, you can do so now.
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For courses with sessions administered in-house, when you put students on waiting lists and
enroll them in sessions, the system automatically adds and updates data rows in Student Training.
You can then review and update information, as necessary.

To enroll or waitlist students in training course sessions, use the Course Waiting List or Course
Session Enrollment pages. When students have completed sessions, you can enter course grades
for them on this page.

@ If you're working with training budgets for your organization, you can use the Student
Training - Demand From Budget Training Page to specify how outside courses should be
billed to a Business Unit and Department in your organization. If you're reviewing a course
on the Student Training pages for a course that the employee took in-house, the system
defaults in the budget information that you specified in the Bill to Dept. group box on the
Course Session Enrollment page (COURSE_ENROLLMENT).

Student Training - Course Student Enroliment Page

Usage Use the Student Training - Course Student Enrollment page to review or
enter student and course information.

Object Name | COURSE STUDNT ENRL

Navigation ¢ Develop Workforce, Administer Training (GBL), Use, Student
Training, Course Student Enrollment

e Develop Workforce, Administer Training (USF), Use, Student
Training, Course Student Enrollment

e Develop Workforce, Manage Competencies (GBL), Use, Training,
Training History

e Develop Workforce, Manage Competencies (USF), Use, Student
Training, Course Student Enrollment

Prerequisites | None

Access Enter an Employee ID
Requirements
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l( Course Student Enrollment \'. Diemand fram Budoet Training
Course Information First [0 1.of 1 [P] Last
Harris Edward EmpliD: Looooy EI
Course Code: IW g Course Title: |Time Management
*Internal External: Im Facility: Canadian Headguarters Language: French
Session #: W ﬂ Min: a Max: 10 # Enrolled: 0 #Waiting: i}
Start Date: [ranTrzoon Start Time:  08.00 End Time:  18:00
End Date: [rer oo
¥ Training Request Required  Training Request Data | &
I Prerequisites Met DateNeeded: [ EJ
*Attendance: |Sessi0n Waitlist j Status Date: Mﬂ
Training Reason: | | waitist Dt: M@
Business Unit: Iﬁ Q) Telecom Department: IW G E&LRel
Grade: I_ Letter Code: Letter Dt:

Student Training - Course Student Enroliment page

The system displays the training history for the selected employee or non-employee, including

courses that the course sessions administered in-house:
waiting list, enrolled in, or has completed.

Course Information

those for which the student is on a session

For course sessions administered in-house, the system populates the data from the Course Session
Table and the Course Session Enrollment page and makes some fields unavailable for entry.

To enroll the student in a course you don’t administer in-house, insert a new row and enter the

following information:

Course Code If the course session is administered in-house, the system
displays the Course Code.

If you’re adding information about a course not
administered in-house, select the Course Code if the
course is in your Course Table. Otherwise, leave the field
blank and enter the course name in Course Title.

Course Title If the course session is administered in-house, the system

Internal/External

TRACKING STUDENT TRAINING

displays the Course Title from the Course Session Table.

If the course isn’t in your Course Table, enter the course
name in Course Title.

The system populates this field if you entered a Course
Code. If the course isn’t in your Course Table, select a
course type of Internal or External.
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Facility

Language

Session # (session number)

Min (minimum students)

Max (maximum students)

# Enrolled

# Waiting

Start Date

End Date

Start Time

End Time

Letter Code

Letter Dt (letter date)

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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The system populates the Facility from the Course
Session Table. This field only applies to course sessions
that are administered in-house.

The system populates the Language from the Course
Session Table. This field only applies to course sessions
that are administered in-house.

The system displays the Session #. This field only applies
to course sessions that are administered in-house.

The system displays the minimum number of students that
are allowed for the course session. This field only applies
to course sessions that are administered in-house.

The system displays the maximum number of students that
are allowed for the course session. This field only applies
to course sessions that are administered in-house.

The system displays the number of students that are
enrolled in the course session. This field only applies to
course sessions that are administered in-house.

The system displays the number of students on the session
waiting list. This field only applies to course sessions that
are administered in-house.

The system populates the date that the course session
starts from the Course Session Table. Enter a Start Date
if the course session isn’t administered in-house.

The system populates the date that the course session
finishes from the Course Session Table. Enter an End
Date if the course session isn’t administered in-house.

The system populates the time that the course session
starts from the Course Session Table. This field only
applies to course sessions that are administered in-house.

The system populates the time that the course session ends
each day from the Course Session Table. This field only
applies to course sessions that are administered in-house.

The system displays the Letter Code for the student from
the Course Session Enrollment page. This field only
applies to course sessions that are administered in-house.

If you have printed the administer training letter with the
code specified in Letter Code, the system displays the
date that the letter was printed. This field only applies to
course sessions that are administered in-house.

TRACKING STUDENT TRAINING
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USF - Training Request Data

The following elements are used for entering and printing training requests and only appear if you
are a US Federal user.

Enter a training request to request a training session and to track the student training processes.
Such processes include accessing student data, maintaining student training data, viewing training
summary information, tracking student tuition reimbursement, and reviewing training-related
employee data. You must set the Enrollment/Attendance field to Request if you want to process
training requests.

Training Request Required If you want to process training request information for an
employee, select the Training Request Required check
box. When you select the check box, the system displays
the Training Request Data button and the Print SF182
button.

Training Request Data Click the Training Request Data button to display the
USF - Employee Training Request Data Page.

= Click the Print SF182 button to print the Training
Request Form (SF-182). The form is printed after you
have completed and saved the request information.

Student Information

For course sessions administered in-house, the system populates the data from the Course Session
Table and makes some fields unavailable for entry.

Prerequisites Met Select the Prerequisites Met check box to indicate that an
employee or non-employee has met the required
prerequisites or training before enrolling in a course that
has specific requirements. You define course
prerequisites on the Course Table - Prereqs, Goals Page.

Date Needed Enter the date when the student should have completed
this course.
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Attendance

Status Date

Training Reason

Waitlst Dt (waitlist date)

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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The system displays the student’s Attendance status if the
course session is administered in-house. Changing the
status may affect session enrollments, so you’ll probably
need to go back to Course Session Enrollment to make
other adjustments, such as moving another student from
the waiting list into the course. You can update the status
of enrolled students to Completed here or in Course
Session Enrollment.

If the course isn’t administered in-house, select an
Attendance status for the student. The values that you’ll
use most often are Currently Attending and Completed.

If this training course is also in the employee career plan,
once the status is Completed, the Start Date of the course
appears in the Actual Completion Date field on the Career
Plan - Career Training Plan Page.

For more information about career planning, see Planning
Careers and Successions, “Planning Careers”.

The Status Date defaults to the system date and changes
the date, if necessary

Select a Training Reason from the list of available
options.

If the student’s Status is set to Crse Wait (course wait), the
system displays the Waitlst Dt. This field only applies to
courses that are administered in-house.
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Department

Grade
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If the course is administered in-house, the system
populates Business Unit and Department from the
Course Session Enrollment page.

If you're adding information about a course that is
administered outside of your organization and that
wouldn’t be administered using the Course Session
Enrollment page, or if you are entering new course
information here regardless of whether or not it is
administered in-house, then the system populates an
employee’s Business Unit and Department from the
employee’s job data record. If the student is a non-
employee, the non-employee's business unit information
comes from the information that you entered in the Add
Non-Employee component.

If the training is billed to a different business unit, select
the Business Unit from the list of available options.

Note. You'll also link the course to a Budget Training
Demand ID for budget processing purposes on the
Demand from Budget Training page in the Student
Training component.

If the training is billed to a different department, select the
Department from the list of available options.

If the student has completed the course, enter a Course
Grade.

Student Training - Demand From Budget Training Page

Usage Use the Demand from Budget Training page to specify how a course
that a student has completed or is enrolled in should be billed to a
Business Unit and Department in your organization. You already
specified a Business Unit and Department information for billing. Now,
you will link the student course information to a specific Demand ID in
your budget training plan. You make this link so that the system can
process training costs against your training budget. If the student is
taking or has completed an outside training course, then you can enter
information for how that course should be tracked as part of a Demand
ID, as well.

Object Name | COURSE STUDNT_ENR2

Navigation ¢ Develop Workforce, Administer Training (GBL), Use, Student

Training, Demand from Budget Training

Develop Workforce, Administer Training (USF), Use, Student
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Training, Demand from Budget Training

e Develop Workforce, Manage Competencies (USF), Use, Student
Training, Demand from Budget Training

Prerequisites | Enter Employees.

Access Enter an Employee ID.
Requirements

Course Student Enrollment I." Demand fram Budget Training \_

Tendulkar, Indira EmpliD: KGO0

Course Information wiew Al First [ 1051 [ Last
Course Code: Kooz Corparate Orientation
Session #: ooo Start Date: 2410451 995 End Date: 260411995

Search Criteria:
™ Population I™ catalog Demand ID: I

¥ I Brrance

[~ Training Leave [ Part Time Course

Time Spent at [ [Haur =
Training:

Student Training - Demand from Budget Training page

The system displays the employee name and the EmplID (employee ID) for your information so
that you can easily verify that you're entering billing information for the correct student. You can
also see the courses to which the student is assigned on the Student Training page. The system
displays the Course ID, Description, Session # (session number), and the session Start Date and
End Date.

Demand from Budget Training

In the Demand from Budget Training group box, you can link enrollments with a training
demand (requirements) that you defined in the Budget Training business process. Making this
link enables the system to compute the ratio between the costs that you've planned for in your
Budget Training module and the actual costs incurred for training that you track in the Administer
Training module.

To locate the right Demand ID, you can enter three varieties of Search Criteria. If you select
the Population check box, the system searches only for demands that match the employee's
Department, Job Code, and Competencies. If you select the Catalog check box, the system
searches for demands that match the Course Code selected. If you select both Population and
Catalog, the system searches for all the possibilities together.

@ For more information about the budget training process and how to work with Training
Demands, see Determining Training Demands for Your Organization.
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France

For French companies only, you’ll define additional enrollment information required for the
French Training Report 2483. This group box is for users of the PeopleSoft Human Resources
commercial application. The system doesn’t display the France group box if you’re a US
Federal user.

Training Leave Select the Training Leave check box if the training
course is to be taken during an employee's leave.

Part Time Course Select the Part Time Course check box if you’re
enrolling the employee on a sandwich course, whereby the
employee gains work experience while studying.

Time Spent at Training If you selected the Part Time Course check box, enter
the amount of time spent training and select the unit in
which the time is recorded, either Hour or Day. You can
only complete Time Spent at Training if the student has
a status of Incomplete.

Student Training Summary Page

Usage Use the Student Training Summary page to get an overview of student
training and determine at a glance whether students are receiving
adequate training to perform their current job. You’ll find summary
information especially helpful when you need to determine if students
have taken all course prerequisites.

Training summary information is also useful for career and succession
planning. Besides tracking current job training requirements, you can
help employees prepare for the next job they’re slated to assume or
determine succession candidate training qualifications instantly.

Object Name | TRN_STUDNT CRS SUM

Navigation ¢ Develop Workforce, Administer Training (GBL), Inquire,
Student Training Summary, Student Training Summary

e Develop Workforce, Plan Careers, Inquire, Training Summary,
Training Summary

e Develop Workforce, Plan Successions (GBL), Inquire, Training
Summary, Training Summary

e Develop Workforce, Plan Successions (USF), Inquire, Training
Summary, Training Summary

Prerequisites | None

Access Enter an Employee ID.
Requirements
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‘( Student Training Summary \_

Santos Antonio EmpliD: Koo10
Training Summary First [ 1.3 0t 3 [P Last
|-' Session '.I Status
Course Title Session# Start Date End Date
Kooz Effective Interviewing oooz 18/11/1999 18/11/1999
k013 FeopleSoft HRMS oom 16/06/1999 17/06/1999
k012 Froject Management oooz 17/05/1999 25/05/1999

Student Training Summary: Session page

Training Summary

Seszion |' Status '|

Course  Title Session # Status Gratdle
Kooy Effective Interviewing oooz2 Completed P
K013 FPeopleSoft HRMS ooo1 Completed P
K012 Project Management o002 Completed P

Student Training Summary: Status page

All the data displayed on this page defaults from the student’s training records. This data is for
information only and covers the following:

EmplID (employee ID), Course, Title of the course, Session # (session number) attended, Start
Date and End Date of the session, and student’s Status. If the student has completed the course,
the system also displays the Grade achieved.

The system includes all courses not administered in-house that the student is currently attending.

USF - Tracking Training Requests

This section is for US Federal users only to track training requests according to US Federal
requirements.

When you request training, you assign a status to the request, and the system routes it to
authorizing and approving officials according to your agency's requirements. After reviews and
approvals, the system automatically enrolls or waitlists students.

To request training, use the Course Session Enrollment Page. To directly enroll or waitlist
students in training course sessions, use the Course Wait List Page or Course Session Enrollment
pages. When students have completed sessions, you can enter course grades for them on this
page.

To review and print an employee’s training request information, use the USF - Student Course
Enrollment Page or the Student Training - Course Student Enrollment Page.
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USF - Student Course Enroliment Page

Usage Use the USF- Student Course Enrollment page to track and review the
courses that an individual student has requested.

Object Name | CRSE_ENRL WL

Navigation Develop Workforce, Administer Training (USF), Use, Student
Course Enrollment, Course Session Enrollment

Prerequisites | Establish courses.

Access Enter an Employee ID.
Requirements

].f Course Session Enroliment \L

1D: Loono1 RodriguezAnna Lucia

First (4] 12 0i2 (M Last

N . *Session N Trn

Course Description # Start Date Attendance Request Trn Request
1[koo1 [ Time Management [poo1 [ 010311999 [completea ] & Tm Request|§ =]
2 IKDDS QJ Performance Management IDDD1 & 03/051 989 ICumpIeted 'l r EI EI

Student Course Enrollment - Course Session Enroliment page

This page lists the courses that this person has requested.

To add a course, insert a row and enter the Course, Session # (session number), and Attendance
status.

To process training request information for an employee or non-employee, select the Trn
Request check box. When you select this check box, the system displays the Trn Request
button and the Print SF182 button.

Click the Print SF182 button to print the Training Request Form. The form is printed after you
have completed and saved the request information.

Click the Trn Request Data button to view the USF - Employee Training Request Data Page
where you can view the training request information.

Reviewing Training-Related Employee Data

As you administer training programs, you may want to review and update other employee
training-related information, such as education, competencies and languages, and the results of
tests. You’ll find several pages in the Administer Training menu that you can use for tracking all
the additional information that you need for employees and non-employees.

You can review and update training-related employee data in the following pages:

o Competencies
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Education

Licenses/Certifications

Memberships

e Languages

Test Results

@ The Education page is for users of the PeopleSoft commercial application only and doesn’t
appear in the menu for US Federal users.

These pages also appear in the Manage Competencies menu.

@ For more information about these pages, see Tracking Worker Competencies and
Accomplishments.
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CHAPTER 9

Tracking Training Costs

With PeopleSoft Human Resources, you can handle student reimbursements for external course
expenses—the system automatically calculates reimbursable amounts according to the schedules
you create. If you are working with the Budget Training module, you can also run processes that
update your organization's training costs, as students complete courses and are reimbursed for
expenses for training, and posts these actual costs against your organization's training budget.

Setting Up and Entering Reimbursed Tuition Expenses

If your organization reimburses employees for training-related expenses, use these pages to
define the expenses that are reimbursed and to track the expenses that are reimbursed:

e Tuition Expense Type Table Page. This is where you define the types of expenses that your
organization reimburses. For each expense type, you can also define the percentage that is
reimbursed and set up a reimbursable limit.

e Tuition Reimbursement Page Enter the expenses claimed by students. You can track
reimbursements for both external and internal courses.

@ The reimbursement information that you track here is for informational purposes only and

does not impact payroll processing in the PeopleSoft human resources management system
(HRMYS).

Tuition Expense Type Table Page

Usage Use the Tuition Expense Type Table page to classify reimbursable
training expenses and designate the percentage that are reimbursable.

You can track all the expense types for which you usually reimburse
students, including tuition, textbooks, and ancillary materials. You’ll
find this especially helpful for courses that students take that are outside
of your organization, such as courses at a local college.

Object Name | TRN_EXPNS TYP GBL

Navigation e Develop Workforce, Administer Training (GBL), Setup, Tuition
Expense Type Table, Tuition Expense Type Table
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e Develop Workforce, Administer Training (USF), Setup, Tuition
Expense Type Table, Trn Expns Typ Gbl

e Develop Workforce, Budget Training (GBL), Setup, Tuition
Expense Type Table, Tuition Expense Type Table

Prerequisites | None.

Access Enter the Tuition Expense Type.
Requirements

{ Tuition Expense Type Tahle 4

Tuition Expense Type:  K01EXPN

Tuition Expense Details ! Jl First (4] 10114 [M] Last
+

*Effective Date: |D1 f01/1980 @ *Status: IActi\re 'l EI
*Description: |ElooksISuppIies
Short Description: IBouksISupp

~—  France

2483 Type: I 'l I cChargeable

™ Limited Amount
Limit Amount: f =l IUSD Cost Unit: IPerSIHuur |
Work-Related Course: ISD Mon-Work-Related Course: ID
™ Limited Reimbursement
Reimbursable Limit Amount: | @IUSD Cost Unit: I PersfHour 'I

Tuition Expense Type Table page

The system displays the Tuition Expense Type you selected. This field is for information only.

Effective Date The Effective Date defaults to the system date, usually
today’s date, which you’ll change, unless you want the
training expense type to go into effect today.

Description Enter a Description of the expense type.
Short Description Enter a Short Description of the expense type.
Status The expense type Status will default to Active.

USF - Federal

The following button appears only if you are US Federal user.
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Federal Data Click the Federal Data button to access the USF - Cost
Type Page, where you specify whether the Tuition
Expense Type you selected is a direct or indirect cost.

France

For French companies only, you’ll define additional expense data for the 2483 report
requirements. This group box does not appear if you are a US Federal user.

2483 Type Select a 2483 Type that indicates the expense type. Valid
options include Equipment, Furniture, Instructor,
Lodging, and Non-Instruct (non-instructor-related
expenses.

Chargeable Select the Chargeable check box if the amounts entered
for this expense type are chargeable and can be reported
on the 2483 Training report.

Limited Amount Select the Limited Amount check box if the expense
amount is restricted to a specific value. When you select
this check box, the system makes the Limit Amount and
Cost Unit fields available for entry.

Limit Amount Enter the Limit Amount in this field and the associated
unit in the Cost Unit field.

For example, if you want to limit hotel lodging to 2000
FRF (French francs) per person, per day, enter 2000 in the
Limit Amount field, and select Pers/Day in the Cost Unit
field.

Cost Unit Select the Cost Unit for the Limit Amount.

@ For more information about the French 2483 legal reporting requirement, see Producing the
French Training Report 2483.

Percent Reimbursable

Work Related Course Enter the percentage of the expense that is reimbursable if
the course is work-related.

Non-Work-Related Course  Enter the percentage of the expense that is reimbursable if
the course is not work-related.

Reimbursable Limit

To help your organization track tuition reimbursement costs, you can define reimbursable limits
in the Reimbursable Limit group box.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TRAINING COSTS 9-3



ADMINISTERING TRAINING JANUARY 2001

Limited Reimbursement Select the Limited Reimbursement check box if you
want to limit the amount that students are reimbursed.

When you select this check box, the system makes the
Reimbursable Limit Amount and Cost Unit fields
available for entry.

Reimbursable Limit Enter the reimbursable limit in this field and the
Amount associated unit in Cost Unit.

For example, you can specify a flat cost, such as $100, or
you can limit the amount reimbursed for a period, such as
$100 per person, per year.

Cost Unit Select the Cost Unit for the Reimbursable Limit
Amount.

USF - Cost Type Page

Usage Use the USF - Cost Type page to specify whether the tuition expense
type that you selected is a direct or indirect cost.
Object Name | GVT TUIT EXPEN SEC
Navigation To access the page, click the Federal Data button on the Tuition Expense
Type page.
Cost Type
 Direct
 Indirect

USF - Cost Type page

Select one of these two cost types: Direct or Indirect.

Tuition Reimbursement Page

Usage Use the Tuition Reimbursement page to track expenses that are
reimbursed to students. You can enter and update tuition
reimbursements only for courses where students have a status of
Enrolled, Currently Attending, or Completed. You update (or the
system updates) the student status in Course Session Enrollment and
Student Training.

Object Name | TRN_TUITION REIMB

Navigation e Develop Workforce, Administer Training (GBL), Use, Tuition
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Reimbursement, Tuition Reimbursement

e Develop Workforce, Administer Training (USF), Use, Tuition
Reimbursement, Tuition Reimbursement

Prerequisites | Before you can enter expenses, you must define the types of expenses
that are reimbursed on the Tuition Expense Type Table Page.

Access Enter the Employee ID, Course Code, and Session Number.

Requirements

/ Tuition Reimbursement

Justin Clare EmpliD: KOGE00s
Course: K012 Project Management Session #: oo
StartEnd Date: 150218585 230021999

23000 230_00@ usD
First (4] 154 [M] Last
Diate Amaount

*Expense Type Reimb Date

[KoBERFN @ Travel [zorsizo00 B =

Tuition Reimbursement; Date page

@ Multiple views of this page are available by clicking the tabs in the scroll area. We
document fields common to all views first.

Common Page Information

The system displays the EmplID (employee ID), Course, Session # (session number), and

Start/End Date of the course session.

Totals

The Totals group box shows you the sum of the amounts in the Expense Amount field, the sum

of Amount Reimbursed, and the currency code. These fields are for information only.

Date Tab

See the previous screen shot for a view of this tab.

Expense Type

Select an Expense Type from the expenses types that you
created in the Tuition Expense Type Table Page. When

you move out of this field, the system displays a
description of the expense.

Reimb Date (reimbursement  Enter a reimbursement date.

date)

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Drate Amart

First (0 1ot 1 [M] Last

*Expense Type  Expense Amount d Amount Reimbursed gzrdr:nw
[kosExPN [ [230.00 g & [z = [uso &) [+] [=]

Tuition Reimbursement: Amount page

Expense Amount

Work Rltd (work related)

Amount Reimbursed

Currency Code

Enter the expense amount.

Select the Work Rltd check box if the course is work-
related.

The system calculates the amount reimbursed to the
student, based on the percentages that you enter on the
Tuition Expense Type Table. You can set up different
percentages for work-related and non-work-related
courses. If you have set a reimbursement limit on the
Tuition Expense Type table, when you select this check
box, the system calculates the amount reimbursed. If the
limit is exceeded, the system displays a warning message
and adjusts the Amount Reimbursed.

The system calculates the amount reimbursed to the
student, based on the percentages that you defined on the
Tuition Expense Type Table.

If you set a reimbursable limit, the system checks whether
the limit has been exceeded. If the limit is exceeded, the
system displays a warning message and reduces the
Amount Reimbursed according to the limit that you set.
You can continue with the reduced amount or update the
Amount Reimbursed.

The Currency Code defaults to the base currency that
your organization uses, which is specified in the
Installation Table. If you’re entering expenses for a
course that is reimbursable in another currency, select the
appropriate code from the valid values in the Currency
Code Table.

For more information about how the system determines default currency and performs
currency conversions, see Setting Up the Training Cost Currency.
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Calculating and Tracking Student Costs

You run the Compute Student Costs Process to calculate student costs for a particular course
session. This process splits out all the training costs to the employee level using cost information
that is specified at the course catalog, course, and course session level.

Once you've run the Student Costs Process, you can view the results in the Track Student Cost
component. Any adjustments you make to the cost information here override the cost information
that is calculated by the Compute Student Costs Process.

The Track Student Costs component has a page for each type of cost that is associated with
student training—salary, vendor, equipment, instructor, employee expense, and course session
expense. Use these pages to specify costs on an employee level. You'll review and manage this
information for each course session that an employee completes.

The process calculates the training cost for each employee in the specified session, for the
specified Budget Period, and populates the tables that store employee training cost component
information, as follows:

Training Cost Component Stored on This Table
Salary Cost TRN_EESAL COST
Vendor TRN_EEPROV_COST
Facility TRN_EEFACIL_COST
Equipment TRN_EEEQUIP_COST
Instructor TRN_EEINST COST
Employee Expense TRN _EEEXPN COST
Session Expense TRN_SSEXPN_COST

@ For more information about how the system calculates costs, based on the course session
costs and the different calculation formulas applied to each cost unit type, see Creating
Global Scenarios.

To review the results of the Compute Student Cost process, use the Track Student Costs
component. In this component, you review the student costs for course sessions, broken out by
salary, vendor, facility, equipment, instructor, and employee and session expenses. While the
system populates these amounts for you automatically, using the Compute Student Cost process,
you can overwrite any of the component costs and make any necessary adjustments to the costs.
If you manually update the cost component results on the Track Student Cost page, you can
specify that the system preserve your manual edits, if you rerun the Compute Student Costs
process.

When you run the Update Planned and Real Costs process to update your training budget for a
Budget Period with your actual training costs for the Budget Period that you've tracked in the
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Administer Training module, the system uses the cost amounts that you've specified on the Track
Student Cost pages to update your budgets.

Compute Student Costs Page

Usage Use the Compute Student Costs page to run the Compute Student Costs
process. You must run this process before you can review or update
your actual training costs at the employee level, using the Track Student
Cost pages.

This process computes student costs by Budget Period for the course
sessions that you specify as part of your process parameters. Once
you've run the process, you can view your results in the Track Student
Cost pages for the employees who received training during that Budget
Period for the specified courses.

Object Name | RUNCTL TRNO13

Navigation e Develop Workforce, Administer Training (GBL), Process,
Compute Student Cost, Compute Student Cost

e Develop Workforce, Administer Training (USF), Process,
Compute Student Cost, Compute Student Cost

Prerequisites | Before you can use the Student Cost Process, you need to establish your
training budget, the costs associated with Course Sessions, and define
training demands.

Access Enter the Run Control ID.
Requirements

].f Compute Student Cost \L

Run Control ID: 12 BeportManager  Process Maonitor Run

Budget Period: |K1 YR9CALYR ﬂ 1898 Training Budget Periad

From Date: 01/01/1999 ThruDate: 314121933 [ Cancelled [~ Completed ™ Incomplete
" HoShow [ Enrolled [~ Dropped
Course Information First (40 101 1 ] Last
*Course Code *Session # Last Proc Dt Spiit  Override
IKDD1 Q IDDDS Q)  Time Managemant g r =]

Compute Student Cost page
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The system displays the Run Control ID that you selected. This field is for information only.

Budget Period

From Date

Thru Date

Cancelled

Completed

Incomplete

No Show

Enrolled

Dropped

Course Information

Course Code

Session # (session number)

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Select the Budget Period from the list of valid values.
When you move out of the field, the system displays the
description of the Budget Period.

When you select a budget period, the system defaults the
From Date from the Budget Period Table Page. This
field is for information only.

When you select a budget period, the system defaults the
Thru Date from the Budget Period Table Page. This field
is for information only.

Select the Cancelled check box if you want to include
students who are associated with the specified courses and
course session and who have an attendance status of
Cancelled.

Select the Completed check box if you want to include
students who are associated with the specified courses and
course session and who have an attendance status of
Completed.

Select the Incomplete check box if you want to include
students who are associated with the specified courses and
course session and who have an attendance status of
Incomplete.

Select the No Show check box if you want to include
students who are associated with the specified courses and
course session and who have an attendance status of No
Show (the student didn’t attend the course).

Select the Enrolled check box if you want to include
students who are associated with the specified courses and
course session and who have an attendance status of
Enrolled.

Select the Dropped check box if you want to include
students who are associated with the specified courses and
course session and who have an attendance status of
Dropped.

Select the Course Code from the list of valid courses.
The system displays only the courses that have completed
sessions for the selected budget period.

Select the Session # from the list of completed sessions.

TRACKING TRAINING COSTS
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Last Proc Dt (last process Last Proc Dt shows the date that you last ran the

date) Compute Student Cost process for the course session and
budget period specified. This field is for information
only.

Split Select the Split check box if you want to proceed with the

process and populate the Track Student Cost pages with
the process calculation results.

Override Select the Override check box to replace data manually
input on the Track Student Cost pages.

On the Facility, Equipment, Instructor, and Session
Expense Track Student Cost pages, you have the option to
select the data Override check box to enter student-level
cost information that overrides any other defaults. If you
select the Override check box on this process page, the
system replaces the data with new cost information, if you
subsequently rerun the Compute Student Cost process. If
you do not select the Override check box, the Compute
Student Costs process preserves any data on the Track
Student Cost pages where you selected the Override
check box.

Click Run to run this request. Process Scheduler runs the Compute Student Costs process at
user-defined intervals.

@ For more information about setting up your Budget Training process and tracking your
training costs, see Setting Up Training Costs. To learn more about defining training
Demands and creating a training budget, see Defining Training Requirements. For more
information about the Process Scheduler, see Process Scheduler.

Track Student Costs - Salary Page

Usage Use the Track Student Costs - Salary page to review the employee salary
costs that are associated with a Course Session and Budget Period based
on the Employee Training Cost Table or the Job Code Training Cost
Table. The page displays the salary amount that resulted from the
Compute Course Cost process for this employee, course session, and
budget period.

Object Name | TRN_EE SESSN_CST!

Navigation ¢ Develop Workforce, Administer Training (GBL), Use, Track
Student Costs, Salary

e Develop Workforce, Administer Training (USF), Use, Track
Student Costs, Salary
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Prerequisites | Establish employees, courses and costs.

Access Enter the Employee ID, Course, and Session Number.
Requirements
{ Salary i ¥endor Facility Eguipment Instructar Employee Expense Session Expense
Santos Antonio EmpliD: Koo
Course: koo7 Effective Interviewing Session #: oooz

Start/End Date:  13/11/1999 1811111999

Per Employee Cost Business Unit Department
[31.00 = IUSD Ql  |usoos Q) [runot =Y
"f France
Financed Cost Financing Fund Financing Department

— TS R E—

Track Student Costs - Salary page

The system displays the Per Employee Cost, in the appropriate currency, for this employee. The
system also indicates the Business Unit and Department code to be charged for this salary cost,
when you run the Update Planned and Real Cost process for this budget period. The amount that
you see here is based first on Course Session Cost information. If there is no information on the
Course Session Cost Table, then the amount is based on the student's Course Session Enrollment
information.

You can override the salary amount here if it is necessary to make an adjustment to the system
calculated salary cost for this employee, for this course.

@ For more information about running the Compute Student Cost process, see Calculating and
Tracking Student Costs.

France

For French companies only, you’ll define additional salary information to be tracked.

Enter the Financed Cost if the student training is being financed by an external organization and
the Financing Fund that the Financing Department used to finance the student's training costs.

@ You enter this information to generate the French Training Report 2483.
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For more information about generating Report 2483, see Producing the French Training
Report 2483.

Track Student Costs - Vendor Page

Usage Use the Track Student Costs - Vendor page to review and update the
vendor costs that resulted from the Compute Course Cost process for
this employee, course session, and budget period.

Object Name | TRN_EE SESSN CST3

Navigation e Develop Workforce, Administer Training (GBL), Use, Track
Student Costs, Vendor

e Develop Workforce, Administer Training (USF), Use, Track
Student Costs, Vendor

Prerequisites | Establish the course sessions and costs.

Access Enter the Employee ID, Course, and Session Number.
Requirements

Salany ' Wendor \'. Facility Eguipment Instructor Employee Expense Session Expense

Santas Antonio EmpliD: Koo

Course: Koo7 Effective Interviewing Session #: nooz

StartEnd Date:  15/11/1993 18/ 1/989

Vendor ID

Data Override

[FoH0Z  Training Solutions r
Per Employee Cost Business Unit Department
|312.DD | IUSD IUSDDB IKUDD1
* 0 BFrance

Financed Cost Financing Fund Financing Department

| &l uso | [

= =

r Date Entered: |D1ID1I1QDD

Agreement Date: |D1ID1 Maon Compamy I

Track Student Costs - Vendor page

The system displays the Vendor ID that is associated with this course session on the Course
Session Table and the Vendor Description. The system also displays the Compute Student Costs
process calculated Per Employee Cost in the corresponding currency, as well as the Business
Unit and Department code to be charged. These fields are unavailable for data entry when you
first enter the page. The amount that you see here is based first on Course Session Cost
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information. If there is no information on the Course Session Cost Table, then the amount is
based on the student's Course Session Enrollment information.

@ For more information about how the system determines the default currency for employees
and performs currency conversions, see Setting Up the Training Cost Currency.

To make any manual changes to the vendor costs that are associated with this student for this
course session, select the Data Override check box. The system makes the fields available for
entry, and you can make any edits necessary to adjust the vendor cost.

v If you choose to override data here, and you rerun the Compute Student Cost process with
the Compute Student Cost Override check box selected, the system will overwrite the
information here with new calculation results.

@ Once you make any changes to the default values on the page, you cannot select the Data
Override check box again.

France

For French companies only, you’ll define additional vendor information to be tracked for your
legal reporting.

Enter the Financed Cost if the student training is being financed by an external organization, and
indicate the Financing Fund. You track external Financing Funds for French Training programs
using the Vendor Table.

Select the Financing Department to receive the funds.

For your legal reports, select the Certified, Billed, or Chargeable check boxes, if applicable. In
the Date Entered field, enter the invoice was entered for the vendor.

Enter the Agreement Date and the Company that signed the agreement.

@ You enter this information to generate the French Training Report 2483.

@ For more information about generating Report 2483, see Producing the French Training
Report 2483.
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Track Student Costs - Facility Page

¥ 0 BFrance

Usage Use the Track Student Costs - Facility page to review and update the
facility costs that resulted from the Compute Course Cost process for the
selected employee, course session, and budget period.

Object Name | TRN_EE SESSN CST5

Navigation ¢ Develop Workforce, Administer Training (GBL), Use, Track

Student Costs, Facility
e Develop Workforce, Administer Training (USF), Use, Track
Student Costs, Facility

Prerequisites | You must run the Compute Student Costs process to update costs before
you use this page.

Access Enter the Employee ID, Course, and Session Number.

Requirements

Salary wendor I.‘ Facility ‘.I Eguipment Instructor Employee Expense Session Expense
Santos Antonio EmpliD: KlJoo1a
Course: Kooz? Effective Interviewing Session #: noonz
Start/End Date:  13/11/1999 1811519949
wiew Al First (4 1.0t 1 [P Last
Vendor Facility Location Room Code EI
| | | |
Per Employee Cost Business Unit Department Data Override
| gfoso  [osoe KUt r

Financed Cost

| & uso

Financing Fund

Financing Department

Track Student Costs - Facility page

The system displays the EmplID (employee ID), the Course, the Session # (session number) that
you entered, and the Start/End Date of the session. These fields are for information only.

Facility

Vendor

Facility

9-14 TRACKING TRAINING COSTS

The system displays the Vendor ID that is associated with
this course session on the Course Session Table - Course
Session Profile Page.

The system displays the Facility that is associated with
this course session on the Course Session Table -
Location, Instructor Page.
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Location The system displays the Location description.

Room Code The system displays the Room Code for the room where
the course session took place.

Per Employee Cost The system displays the facility costs per employee that
were calculated by the Compute Student Costs process.
The currency is shown next to the Per Employee Cost
field. The amount is based first on Course Session Cost
information. If there is no information on the Course
Session Cost Table, then the amount is based on the
student's Course Session Enrollment information.

You can override the cost if you select the Data Override
check box.

Note. Once you make any changes to the default values
on the page, the system makes the Data Override check
box unavailable for entry.

Business Unit The system displays the Business Unit that is charged for
the facility cost.

Department The system displays the Department that is charged for
the facility cost.

Data Override Select the Data Override check box if you want to make
any manual changes to the facility costs that are associated
with this student for this course session. When you select
the check box, the system makes all the fields on the page
available for entry.

v If you choose to override data on this page, and you rerun the Compute Student Cost process
with the Compute Student Cost Override check box selected, the system overwrites the data
that you entered here with new calculation results.

France

For French companies only, you’ll define additional facility information that is used to generate
the French Training Report 2483.

Financed Cost Enter the Financed Cost if the student training is being
financed by an external organization.

Financing Fund Select the Financing Fund that the Financing
Department uses to finance the student's training costs.
Set up financing funds in the Vendor Table.
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Financing Department Select the department that is financing the student training
costs from the list of valid department

@ For more information about generating Report 2483, see Producing the French Training
Report 2483.

Track Student Costs - Equipment Page

Usage Use the Track Student Costs - Equipment page to review or update
training equipment and materials costs that resulted from the Compute
Course Cost process for this employee, course session, and budget
period.

Object Name | TRN_EE SESSN_CST7

Navigation e Develop Workforce, Administer Training (GBL), Use, Track
Student Costs, Equipment

e Develop Workforce, Administer Training (USF), Use, Track
Student Costs, Equipment

Prerequisites | Establish the employees, courses and costs.

Access Enter the Employee ID, Course, and Session Number.
Requirements
Salary Yendar Facility " Eguiprment '\ Instructor " Employee Expense | Session Expense
Santos,Antonio EmpliD: Kuoo10
Course: K007 Effective Interviewing Session #: ooz

Start/End Date:  13/11/1999 181171999

Session Equipment Materials

*Equip Code Cost Unit Per Employee Cost EE Oty Data Cverride E|

IKDU2 Wihite Brd |HC'LIr j | = IUSD | r
Business Unit Department
|usoos J<uoo

¥ I BFrance

Financed Cost Financing Fund Financing Department

| &l uso

Track Student Costs - Equipment page

The system displays the Equip Code (equipment code) for any equipment that is associated with
this course session, on the Course Session Table.

9-16 TRACKING TRAINING COSTS PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



JANUARY 2001 ADMINISTERING TRAINING

The system displays the equipment cost per employee, which was calculated by the Compute
Student Costs process, in the Per Employee Cost field. The currency is shown next to the Per
Employee Cost field. The amount that you see here is based first on Course Session Cost
information. If there is no information on the Course Session Cost Table, then the amount is
based on the student's Course Session Enrollment information.

@ For more information about how the system determines the default currency for employees
and performs currency conversions, see Setting Up the Training Cost Currency.

The system displays the Business Unit and Department that is charged for the equipment cost.

EE Qty (employee quantity) defines how many units of equipment/materials that the employee
used as part of the course session. This information is specified for the Course Session on the
Course Session Table and the Course Session Cost Table. These fields are unavailable for data
entry when you first enter the page.

To make any manual changes to the equipment costs that are associated with this student for this
course session, select the Data Override check box. The system makes the fields available for
entry, and you can make any edits necessary to adjust the vendor cost.

v If you choose to override data here, and you rerun the Compute Student Cost process with
the Compute Student Cost Override check box selected, the system will overwrite the
information here with new calculation results.

@ Once you make any changes to the default values on the page, you cannot select the Data
Override check box again.

France

For French companies only, you’ll define additional equipment information.
Enter the Financed Cost, if the student training is being financed by an external organization,
and the Financing Fund that the Financing Department used to finance the student's training

costs. Select a valid department from the list of departments for this student, based on the
business units that are associated with this budgeting period.

You track external Financing Funds for French Training programs using the Vendor Table.

@ You enter this information to generate the French Training Report 2483.

@ For more information about generating Report 2483, see Producing the French Training
Report 2483.
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Track Student Costs - Instructor Page

Usage Use the Track Student Costs - Instructor page to review and update the
training instructor costs that resulted from the Compute Course Cost
process for this employee, course session, and budget period.

Object Name | TRN_EE SESSN CST4

Navigation e Develop Workforce, Administer Training (GBL), Use, Track

Student Costs, Instructor
e Develop Workforce, Administer Training (USF), Use, Track
Student Costs, Instructor

Prerequisites | Establish the employees, courses, and costs.

Access Enter the Employee ID, Course, and Session Number.

Requirements

Salary Yendar Facility Eguipment " Instructor '} Employee Expense | Session Expense

Santos Antanio

Course: K007

StartEnd Date:  18/1141999  18M1/1999

EmpliD: KlJoo1n

Effective Interviewing Session #: aooz

First [0 1ot 1 [P] Last
vendor ID Instructor ID Vendor Name Data Override =1
| | | =
Duration Unit Per Employee Cost Business Unit Department
[fo Joay  H | Foso  [usoos Jrcunos
N ¥rrance

Financed Cost

| = usD

Financing Fund Financing Department

Track Student Costs - Instructor page

The system displays the Instructor ID, the Vendor ID, and the Vendor Name for the vendor
that is supplying the instructors for this course session, on the Course Session Table.

The system displays the instructor cost per employee, which was calculated by the Compute
Student Costs process, in the Per Employee Cost field. The currency is shown next to the Per
Employee Cost field. The amount that you see here is based first on Course Session Cost
information. If there is no information on the Course Session Cost Table, then the amount is
based on the student's Course Session Enrollment information.

TRACKING TRAINING COSTS
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@ For more information about how the system determines the default currency for employees
and performs currency conversions, see Setting Up the Training Cost Currency.

The system displays the Business Unit and Department that is charged for the equipment cost.

The system displays the Duration, expressed in the same unit as the cost unit, based on the
Course Session Cost Table.

@ For more information about how the system establishes Duration cost units, see Setting Up
Default Training Costs.

To make any manual changes to the instructor costs that are associated with this student for this
course session, select the Data Override check box. The system makes the fields available for
entry, and you can make any edits necessary to adjust the vendor cost here.

v If you choose to override data here, and you rerun the Compute Student Cost process with
the Compute Student Cost Override check box selected, the system will overwrite the
information here with new calculation results.

@ Once you make any changes to the default values on the page, you cannot select the Data
Override check box again.

France

For French companies only, you’ll define additional instructor information.
Enter the Financed Cost, if the student training is being financed by an external organization,
and the Financing Fund that the Financing Department used to finance the student's training

costs. Select a valid department from the list of departments for this student, based on the
business units that are associated with this budgeting period.

You track external Financing Funds for French Training programs using the Vendor Table.

@ You enter this information to generate the French Training Report 2483.

@ For more information about generating Report 2483, see Producing the French Training
Report 2483.
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Track Student Costs - Employee Expense Page

Usage Use the Track Student Costs - Employee Expense page to update the
employee expense costs that resulted from the Compute Course Cost
process for this employee, course session, and budget period.

Object Name | TRN_EE SESSN CST2

Navigation ¢ Develop Workforce, Administer Training (GBL), Use, Track
Student Costs, Employee Expense

e Develop Workforce, Administer Training (USF), Use, Track
Student Costs, Employee Expense

Prerequisites | Establish the employees, courses, and costs.

Access Enter the Employee ID, Course, and Session Number.
Requirements

Salary Yendar Facility Eguipment Instructor Employes Expense Y Session Expense

Santos Antanio EmpliD: Kuoo10

Course: K007 Effective Interviewing Session #: ooz

StartEnd Date:  15/11/158589 1811101399

Employee Expense ey All First (40 101 1 ] Last
*Expense Type Per Emplovee Cost EE Oty El
| Q| g [

Business Unit Department

Ges @ oo

¥ I B rrance
Financed Cost Financing Fund Financing Department
[ guso | Y qQ

Track Student Costs - Employee Expense page

The system displays the Expense Type for the employee costs that are associated with this course
session, on the Course Session Table.

The system displays the employee expenses per employee, which was calculated by the Compute
Student Costs process, in the Per Employee Cost field. The currency is shown next to the Per
Employee Cost field. The amount that you see here is based first on Course Session Cost
information. If there is no information on the Course Session Cost Table, then the amount is
based on the student's Course Session Enrollment information.

@ For more information about how the system determines the default currency for employees
and performs currency conversions, see Setting Up the Training Cost Currency.

The system displays the Business Unit and Department that is charged for the equipment cost.
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EE Qty (employee quantity) defines how many units of the Expense Type that the employee used
as part of the course session. These fields are unavailable for data entry when you first enter the

page.

To make any manual changes to the vendor costs that are associated with this student, for this
course session, select the Data Override check box. The system makes the fields available for
entry, and you can make any edits necessary to adjust the vendor cost here.

v If you choose to override data here, and you rerun the Compute Student Cost process, with
the Compute Student Cost Override check box selected, the system will overwrite the
information here with new calculation results.

@ Once you make any changes to the default values on the page, you cannot select the Data
Override check box again.

France

For French companies only, you’ll define additional expense type information.
Enter the Financed Cost, if the student training is being financed by an external organization,
and the Financing Fund that the Financing Department used to finance the student's training

costs. Select a valid department from the list of departments for this student, based on business
units that are associated with this budgeting period.

You track external Financing Funds for French Training programs using the Vendor Table.

@ You enter this information to generate the French Training Report 2483.

@ For more information about generating Report 2483, see Producing the French Training
Report 2483.

Track Student Costs - Session Expense Page

Usage Use the Track Student Costs - Session Expense page to update the
expense costs that resulted from the Compute Course Cost process for
this employee, course session, and budget period.

Object Name | TRN_EE SESSN_CST6

Navigation e Develop Workforce, Administer Training (GBL), Use, Track
Student Costs, Session Expense

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TRAINING COSTS 9-21



ADMINISTERING TRAINING JANUARY 2001

e Develop Workforce, Administer Training (USF), Use, Track
Student Costs, Session Expense

Prerequisites | Establish employees, courses and costs.

Access Enter the Employee ID, Course, and Session Number.
Requirements

Salary Wendar Facility Eguipment Instructar Employee Expense I.f Session Expense

Santos Antonio EmpliD: KiJooino
Course: ooy Effective Interviewing Session #: oooz

StartEnd Date:  18/11/1959 18111939

Session Expenses First (4 10t 1 [M] Last

*Expense Tyne  Per Employee Cost EE Qty Data Override +1=1
[ [ foso oo r

Business Unit Department

[us0os [kuons

* I Brrance

Financed Cost Financing Fund Financing Department

| &| usp

Track Student Costs - Session Expense page

The system displays the Expense Type for this course session from the Course Session Table.

The system displays the session expenses per employee, which were calculated by the Compute
Student Costs process, in the Per Employee Cost field. The currency is shown next to the Per
Employee Cost field. The amount that you see here is based first on Course Session Cost
information. If there is no information on the Course Session Cost Table, then the amount is
based on the student's Course Session Enrollment information.

@ For more information about how the system determines the default currency for employees
and performs currency conversions, see Setting Up the Training Cost Currency.

The system displays the Business Unit and Department that is charged for the equipment cost.

EE Qty (employee quantity) defines how many units of the Expense Type that the employee
used as part of the course session. This information is specified for the Course Session on the
Course Session Table and the Course Session Cost Table. These fields are unavailable for data
entry when you first enter the page.

To make any manual changes to the session expense costs that are associated with this student for
this course session, select the Data Override check box. The system makes the fields available
for entry, and you can make any edits necessary to adjust the vendor cost here.
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v If you choose to override data here, and you rerun the Compute Student Cost process with
the Compute Student Cost Override check box selected, the system will overwrite the
information here with new calculation results.

@ Once you make any changes to the default values on the page, you cannot select the Data
Override check box again.

France

For French companies only, you’ll define additional expense type information.
Enter the Financed Cost, if the student training is being financed by an external organization,
and the Financing Fund that the Financing Department used to finance the student's training

costs. Select a valid department from the list of departments for this student, based on business
units that are associated with this budgeting period.

You track external Financing Funds for French Training programs using the Vendor Table.

@ You enter this information to generate the French Training Report 2483.

@ For more information about generating Report 2483, see Producing the French Training
Report 2483.

Running the Update Planned and Real Costs Process

After you run the Compute Student Costs process and review and update the student training cost
results on the Track Student Training pages, you can run an additional process that updates all of
the realized training costs that you’re tracking in the Administer Training business process
module. Then you can post these costs against your organization’s training budget in the Budget
Training module.

Once you run the Update Planned and Real Cost Process, you can examine how you’ve spent
your training budget, using online inquiry pages that detail your budgeted costs for your
organization and any unbudgeted costs that you incurred as part of training your employees.
Also, you can look at how your organization’s total budgeted costs compare to what you spent on
training at the end of your budget period, or at any point along the way, to examine how your
projected expenditures compare to what you’ve spent.
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Update Planned and Real Costs Page

Usage Use the Updated Planned and Real Costs page to run the Update
Planned and Real Cost process.

Object Name | RUNCTL TRNO12

Navigation e Develop Workforce, Administer Training (GBL), Process,
Update Planned and Real Cost, Update Planned and Real Cost

e Develop Workforce, Administer Training (USF), Process,
Update Planned and Real Cost, Update Planned and Real Cost

Prerequisites | You can run this process only if you’ve set up a training budget, using
the Budget Training module, and you’ve been tracking actual training
costs in the Administer Training business process.

Access Enter the Run Control ID.
Requirements

Update Planned and Real Cost \L
Run Control ID: 01 Repott Manager  Process Manitar Run
Budget Period: |K1 998CALYR Q) 1899 Training Budget Period
Business Unit: |usuu4 Ql GBI BU for US004
Base Currency: LsD

Update Planned and Real Costs page

The system displays the Run Control ID that you specified when you opened the Update
Planned and Real Cost run control page.

To run the process, enter a Budget Period. You can update costs for any predefined Budget
Period, but you’ll only want to run the process against the current budget period because you’ll
need to have recorded actual training costs for the budget period, to obtain meaningful cost
results. You can run the process at any time during your current Budget Period, to obtain a point
in time look at how your projected training spending compares to your actual expenditures today.

The Budget Period needs to be frozen for the process to execute properly.

Select a valid Business Unit for the Budget Period that you selected. You can only select only
the business units that are associated with the Budget Period on the Budget Period Table.

When you move out of the Business Unit field, the system displays the Base Currency that you
defined for that Business Unit for the specified only on the Budget Period Table. When the
system calculates the costs for this Budget Period and Business Unit, it converts all costs to the
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Base Currency shown here. It does this so that you can compare your training expenditures and
budget amounts in the same currency.

Click Run to run this request. Process Scheduler runs the Update Planned and Real Costs
process at user-defined intervals.

@ For more information about Process Scheduler, see Process Scheduler.

When the system executes the process, it calculates totals for all cost elements for each training
demand in the Budget Training business process that is associated with the Budget Period and
Business Unit that you selected, and compares it to the total training budget for the specified
Budget Period and Business Unit. To do so, it calculates the total training cost associated with
the Training Demands in your Budget Plan for the Budget Period and Business Unit.

@ For more information about how the system calculates the cost of training elements, see
Creating Global Scenarios.

Reviewing Your Training Costs

Once you’ve run the Update Planned and Real Costs process, you can use three inquiry pages to
review the results of the training cost calculation for the Budget Period and Business Unit that
you specified. The Budgeted Costs page lets you see how your budgeted costs compare to your
realized (spent) training costs for a specific Budget Period and Business Unit.

Budgeted Costs Page

Usage Use the Budgeted Costs page to review your Budgeted Costs compared
to your realized (actual) training costs to date.

Object Name | TRN._BDGT_ACT COST

Navigation ¢ Develop Workforce, Administer Training (GBL), Inquire,
Budgeted Cost, Budgeted Cost

e Develop Workforce, Administer Training (USF), Inquire,
Budgeted Cost, Budgeted Cost

Prerequisites | You must set up your training costs and department views before you
can use this page.

Access Enter the Budget Period, Business Unit, and Department View ID.
Requirements
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Budgeted Cost
Budget Period: [K1993CALYR  Business Unit: GBIBU Dept View ID: KFIMAMCE
Base Currency: LsD
Budgeted Cost First 1 130t I Last
Budgeted Projected/ Actual
Department Demand Duration Cost Demand Duration Cost
KUoD1 1] n.a 0.000 1] nao 0.000
1] nao 0.000
Kuoo3 1] n.a 0.000 1] nao 0.000
1] nao 0.000
Kuoos 1 176.0 0.000 1] nao 26456.000
1] nao 26456.000
11 176.0 0.000 i 0.0 26456.000
a 0.0 26456.000

Budgeted Cost page

The system displays the Budget Period, Business Unit, and Dept View ID (department view ID)
that you selected when you opened the Budgeted Cost inquiry page.

The system also displays the Base Currency for your organization, which you set for your
training budget and costs in the Base Currency Table (TRN_BASE CURRENCY).

@ For more information about setting up department views in the Budget Training module, see
the Departmental View Page. For more information about how the system defaults
currencies in the Budget Training and Administer Training modules, see Setting Up Default
Training Costs.

The system converts all training costs to the base currency that was specified for your training
budget, as you enter costs into the system.

@ For more information about how the system performs currency conversions in the Budget
Training process, see Setting Up the Training Cost Currency.

The system displays the costs for the Budget Period, Business Unit, and Dept View ID that you
specified. Budgeted costs are displayed in the Cost column under Budgeted and the current
realized costs are displayed in the Cost column under Projected/Actual.

Viewing Budgeted Costs By Department

For each Department in the departmental view for this Budget Period and Business Unit, the
system displays the total budgeted training Demand, the total Budgeted Duration for training,
and the total Budgeted Cost.
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Viewing Projected/Actual Costs By Department

The system displays two rows of calculations for Projected/Actual costs. The first row of results
details Projected costs. The Projected population is made up of students that have been enrolled
in the course sessions for that budget period, but have not yet completed the course (Attendance
Status is something other than Completed).

The second row of results details the Actual costs. The Actual population is made up of students
that have completed the course sessions for that budget period (Attendance Status is Completed).

For projected and actual costs, the system displays:

e The actual current total Demand; that is, the number of employees trained for all demands in
the training budget.

o The total Duration of the training; that is, the total amount of time spent in training by the
demand employees.

e The total current, actual training Cost; that is, the actual amount of money spent training
employees in this department to date.

@ To see all of the budgeted training versus the current actual training information for all of the
departments in the Departmental View, you may need to scroll down the page.

Viewing the Current Totals

At the bottom of the page, the system shows the total budgeted demand for all departments, the
total budgeted duration time, and the total budget amount for training for this Budget Period,
Business Unit, and Dept View ID.

The system also provides you with the total realized demand, the total realized training duration
time and the total training money spent as of the date that you ran the Update Planned and Real
Cost process.

Unbudgeted Cost Page

Usage Use the Unbudgeted Cost page to review your unbudgeted training costs
to date. These costs can include your projected costs without any actual
expenditures, if you have not spent the projected amount.

Object Name | TRN NOTBDGT COST

Navigation e Develop Workforce, Administer Training (GBL), Inquire,
Unbudgeted Cost, Unbudgeted Cost

e Develop Workforce, Administer Training (USF), Inquire,
Unbudgeted Cost, Unbudgeted Cost

Prerequisites | You must set up your training costs before you can use this page.

Access Enter the Budget Period, Business Unit, and Department View ID.
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‘ Requirements ‘
Unhudgeted Cost
Budget Period: K1993CALYR  Business Unit:  CaANO1 Dept View ID: KCHR
Base Currency: CAD
Unbhudgeted Cost First [ 1.5 ot [ Last
Projected Actual
Department Demand Duration Cost Demand Duration Cost
K001 1 240 4390.000 1 240 4390.000
Kooz 1 1.0 966.000 1 1.0 966.000
KCo03 0 0.0 1128.000 0 0.0 11258.000
KC0o05 1 .0 310.000 1 a.0 310.000
K006 1 240 3044.000 1 240 3044.000
KC015 1 16.0 317.000 1 16.0 317.000
] 730 12956.000 ] 730 12956.000
Unbudgeted Cost page

@ For more information about setting up department views in the Budget Training module, see
the Departmental View Page.

The system displays the Budget Period, Business Unit, and Dept View ID (department view
ID) that you selected when you opened the Unbudgeted Cost inquiry page.

The system also displays the Base Currency for your organization, which you set for your
training budget and costs in the Base Currency Table (TRN_BASE CURRENCY).

@ For more information about how the system defaults currencies in the Budget Training and
Administer Training modules, see Setting Up Training Cost Units.

The system converts all training costs to the base currency that was specified for your training
budget, as you enter costs into the system.

@ For more information about how the system performs currency conversions in the Budget
Training process, see Setting Up the Training Cost Currency.

The system displays the projected number of students enrolled in certain course sessions for the
budget period in the Demand column under Projected. The Actual figures include the number of
students who have completed the course session. For example, in the page above, I Demand was
enrolled (Projected) and 7 Demand completed the session (Actual). As a result, the projected
numbers and the actual numbers are the same.
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However, in some instances, you may have 10 projected students, but only 7 are reflected as
actual because 3 of the students in your projected demand dropped the course. As a result, you
projected to incur training costs that you will not realize. You’ll see the unbudgeted costs and the
current realized unbudgeted expenditures for each department included in the Budget Period,
Business Unit, and Dept View ID that you specified.

Viewing Projected Unbudgeted Costs By Department

For each Department in the Dept View ID for this Budget Period and Business Unit, the
system displays the total projected unbudgeted training Demand for that department, the total
projected unbudgeted training Duration, and the total projected unbudgeted Cost to your
organization.

Viewing Actual Unbudgeted Costs By Department

The system also displays the following information for each Department in the Dept View ID as
of the date you ran the Update Planned and Real Cost process:

o The actual current total unbudgeted Demand; that is, the number of employees trained in the
department that were not included in your training demands or budget.

e The total Duration of the training; that is, the total amount of time spent in training by the
unbudgeted employee(s).

o The total current actual unbudgeted training Cost; that is, the actual amount of money spent on
training employees in this Department, to date, that was not part of the training budget.

@ To see all of the budgeted training versus the current actual training information for all of the
departments in the Departmental View, you may need to scroll down the page.

Viewing the Current Totals

At the bottom of the page, the system shows the total for all the departments, the total projected
unbudgeted demand, the total projected unbudgeted Duration time, and the total projected
unbudgeted amount for training for this Budget Period, Business Unit, and Dept View ID.

The system also provides you with the total actual unbudgeted demand, the total actual
unbudgeted training Duration time, and the total actual unbudgeted training money spent that
was not part of your training budget, as of the date that you ran the Update Planned and Real Cost
process.

Summary Cost Page

Usage Use the Summary Cost page to view the compared budgeted and actual
training cost totals for your entire organization.

Object Name | TRN. CMPSUMMRY COST

Navigation e Develop Workforce, Administer Training (GBL), Inquire,
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Summary Cost, Summany Cost

Develop Workforce, Administer Training (USF), Inquire,
Summary Cost, Summany Cost

Prerequisites | You must set up your training costs before you can use this page.
Access Enter the Budget Period, Business Unit, and Department View ID.
Requirements
Summany Cost
Budget Period: k1999CALYR  Business Unit:  CAROT Dept View ID: KCHR
Base Currency: CAD Demand Duration Cost
From Budget Training Budgeted 34 315.0 0.000
Projected 3480 2296.000
% Projected i Budgeted 857 1524 0.00
Actual 3 480 2296.000
% Actual / Projected 100,00 100.00 100,00
o Actual / Budgeted a.57 15.24 0.00
From Administer Training Projected 5 730 12956.000
Actual 5 730 12956.000
Total Actual g 1210 15252.000
U Total PruiectedIBudgeted 2206 2841 0.00
U Total Actual / Total Pmiec. 100.00 100.00 100.00
U Total Actual / Budgeted 2286 3841 0.0n

Summary Cost page

@ For more information about setting up department views in the Budget Training module, see
the Departmental View Page.

The system displays the Budget Period, Business Unit, and Dept View ID (department view ID)
that you selected when you opened the Budgeted Cost inquiry page.

The system also displays the Base Currency for your organization, which you set for your
training budget and costs in the Base Currency Table (TRN_BASE CURRENCY).

The system converts all training costs to the base currency that is specified for your training
budget, as you enter costs into the system.

@ For more information about how the system performs currency conversions in the Budget

Training process, see Setting Up the Training Cost Currency.
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The results that you see here include all the demands that you budgeted for in the Budget
Training module

For all of your budgeted training costs for the specified Budget Period, Business Unit, and
departments in the Dept View ID, the system provides you with the following demand, duration
and cost information:

Category Demand Duration Cost
Budgeted Budgeted total Budgeted total Total budgeted training cost.
Demand training Duration that
(number of you estimated as part
employees to be | of your training
trained) budget
Projected Projected Projected (current Projected Cost for the training
(current realized) Duration for | to date. The projected
realized) the training that has amounts here include those
training Demand | occurred to date students that have been
(number of enrolled in the course sessions
employees that for that budget period, but
are currently have not yet completed the
trained or are in course (Attendance Status is
training) other than Completed).
Percent of Projected Projected (realized) Projected Cost compared to
Projected (realized) Duration compared to | Budgeted Cost. This
(realized) Cost | Demand Budgeted Duration represents the percentage of
compared to compared to your budget that you’ve
Budgeted Cost | Budgeted projected that you will spend
Demand to date. Remember, you
haven’t actually spent this
money yet, because it is only
projected.
Actual training | Actual number | Actual total training | Actual cost to date.
expenses of employees Duration to date
incurred to date | trained
(Demand)
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Category Demand Duration Cost

Percentage of Actual number | Actual duration Actual training cost compared

actual costs of employees amount compared to | to projected training cost. If

compared to trained your projected the amount is 100 percent, then

projected costs | compared to training duration your projected budget amount
projected amount equals the actual amount that
number of you’ve spent. If the result is
employees less than 100 percent, you still
trained have projected budget money

to spend. If the amount is
more than 100 percent, then
you’ve overspent your
training budget.

Percentage of Actual (realized) | Actual (realized) Actual (realized) Cost

Actual Cost Demand Duration compared to | compared to Budgeted Cost.
compared to compared to Budgeted Duration This represents the percentage
your Budgeted | Budgeted of your budget that you’ve
Cost Demand spent to date.

From Administer Training

Any amounts that you see displayed here are for costs that were not included as part of your
training budget for the budget period. This includes all training that was tracked in the
Administer Training module, but was never linked with a budget training demand.

The amounts that the system displays here detail the training costs captured in the Training
Administration module that are based on training expenses that are associated with training
employees not included in the Budget process. In other words, the students were trained, but are
outside of any training demands that are associated with the Budget Period, Business Unit, and
Dept View ID that you selected when you entered the page. The system also displays the total
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training costs captured in the Administer Training module.

Category

Demand

Duration

Cost

Projected

Projected (current
realized) training
Demand (number
of employees that
are currently
trained or are in
training)

Projected (current

realized) Duration for

the training that has
occurred to date

Projected Cost for the
training to date. The
projected amounts here
include those students that
have been enrolled in the
course sessions for that
budget period, but have
not yet completed the
course (Attendance Status
is other than Completed).

TRACKING TRAINING COSTS
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Category Demand Duration Cost

Actual Actual Actual unbudgeted Actual cost associated with
unbudgeted training duration training unbudgeted
employees amount employees. The Actual
trained population is made up of

those students that have
completed the course
sessions for that budget
period (Attendance Status
is Completed).

Total Actual Costs

The amounts that you see here represent a summary of the actual costs incurred as part of the

training budget (budgeted amounts) and from unbudgeted costs tracked in the Administer

Training module.

Category

Demand

Duration

Cost

Total Actual

Total (current
realized) training
Demand (number
of employees
currently trained or
in training

Total (current
realized) Duration
for the training that
has occurred to
date

Total Cost for the training to
date.

Percentage of
Total budgeted
amount that the
projected
amount
represents

Percentage of total
budgeted Demand
the projected
Demand represents

Percentage of total
budgeted Duration
the projected
Duration represents

Percentage of total budgeted
Cost the projected Cost
represents. The projected
amounts here include those
students that have been
enrolled in the course sessions
for that budget period but
have not yet completed the
course (Attendance Status is
other than Completed).
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Category

Demand

Duration

Cost

Percentage of
the Total
Actual Amount
represented by
the Total
Projected
Amount

Percentage of the
Total Actual
Demand
represented by the
Total Projected
Demand

Percentage of the
Total Actual
Duration
represented by the
Total Projected
Duration

Percentage of the Total
Actual Cost represented by
the Total Projected Cost. The
projected amounts here
include those students that
have been enrolled in the
course sessions for that
budget period but have not
yet completed the course
(Attendance Status is other
than Completed).

Percentage of
Total Budgeted
Amount that
the Actual
Amount
represents

Percentage of total
budgeted Demand
that the actual
Demand represents

Percentage of total
budgeted Duration
that the actual
Duration represents

Percentage of the total
budgeted Cost that the actual
Cost represents.

If you’re administering training programs for French workers, use the EE Session Cost Summary

Reviewing French Employee Session Costs

(FRA) page to view a summary of Course Session Cost information for the employee. This
inquiry page displays information that is relevant to the French Training Report 2483 and

includes information about financed training costs and chargeable amounts that aren’t included on

the Student Training Summary page.

You can use the EE Session Cost Summary inquiry page only after you’ve run the FRA
Compute 2483 process.

For more information about French Training Report 2483, see Producing the French
Training Report 2483.

EE Session Cost Summary Page

Usage

Use the EE Session Cost Summary page to view a summary of Course
Session Cost information for an employee. This inquiry is relevant only
for French organizations. Use this inquiry page only after you’ve run
the FRA Compute 2483 process and reviewed and/or updated the

TRACKING TRAINING COSTS
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employee’s cost information on the Track Student Cost component.

Object Name | TRN_EE SMR COSTI

Navigation Develop Workforce, Administer Training (GBL), Inq Lcl, FRA
Student Ssn Cost Summary, EE Session Cost Summary

Prerequisites | Run the FRA Compute 2483 process.

Access Enter the Employee ID, Course, and Session Number.

Requirements

‘( EE Session Cost Summary \_

Lau,Patrick EmpliD: Koo

Course: K001 Time Management Session #: ooo4

StartEnd Date: 02022000 02/09/2000

Currency Code: lﬁ ﬂ Financed Company Chargeable
Provider: 0.00/&) 0.00 &) o.00 &) 0.00&|
Facility: 708.293) 0.00 &) 708298 0.00&
Empl Cost: 0.00/&) 0.00 &) o.00 &) 0.00&
Instructor: 236.10/8) 0.00 &) 236108 0.00&|
Expense: 106.24/3)| 0.00/ & 106.24 | 0.00.E|
Equipment: 0.00/&) 0.00 &) 0.00/Z 0.00&
Total: 1050.63 /&) 0.00 &) 1050.63 & 0.00&|

EE Session Cost Summary (employee session cost summary) page

The system displays the employee’s name and EmplID (employee ID), the Course code and
description, the Session # (session number), and the session Start/End Date at the top of the

page. The page displays French Report 2483 cost information for one employee and course

session at a time.

@ For more information about the French Training Report, see Producing the French Training

Report 2483.

The system also displays the base Currency Code for your organization, which you set for your
training budget and costs in the Base Currency Table (TRN_BASE CURRENCY). To view the

costs in a different currency, select another currency in the Currency Code field. The system

converts all of the costs displayed on the page to that currency.

@ For more information about how the system performs currency conversions in the budget
training process, see Setting Up the Training Cost Currency.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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For each cost that is categorized as a Provider (stored on the Vendor Table), Facility, Employee
Cost, Instructor, Expense, or Equipment amount in the French group boxes on the Track
Student Cost pages on the Administer Training (GBL) menu, the system displays that cost here
for the indicated session indicated.

For each charge, the system displays the following information:

e The total amount that is associated with the training category.

The total Financed amount for the training category.

The total Company-contributed amount for the training category.

Any total Chargeable amount for the training category. Company costs are calculated as
follows:
Company Costs = Total Costs - Financed Costs.

The Chargeable amount is based on any charges for French workers that you’ve indicated
were chargeable on the cost pages in the Administer Training modules. Chargeable costs are
also reflected in the company-contributed/financed amount, as indicated on the Course
Session Cost Table. You can indicate a cost as chargeable in the Course Session Cost
French group boxes on the Administer Training (GBL) menu.

At the bottom of the page, the system displays the total cost for the course session for this student,
the total financed amount, the total company-contributed amount, and the total chargeable
amount.

You can specify the category for a training cost for a French Student on the Catalog Cost
Table, the Course Cost Table, the Course Session Cost Table, and the Track Student Cost
pages. The system uses only the categories that are listed on the Track Student Cost pages,
when generating the training costs for an employee, though the category information could
be defaulting to the Track Student Cost pages from any one of the other higher-level tables.

TRACKING TRAINING COSTS PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



CHAPTER 10

Tracking Professional Education
Programs for German Workers

Companies in Germany have the option to have employees follow specific professional education
programs provided by the company. This functionality enables companies offering these
programs to track the steps and status of employees as they work toward their degrees.

This section shows you how to set up and use professional education programs for German

workers.

Overview of German Internal Education Training Programs

The German Internal Education Training Programs enables you to set up an education plan, link
an education plan to an employee, and then monitor the employee’s progress in the plan.

To set up and monitor a German Internal Education Training Program:

1. Identify the steps that will make up the education plan on the Ipe Step Table Page.

2. Associate the steps to a plan on the Ipe Plan Table Page.

3. Assign a plan to an employee on the Internal Profes. Education Page.

You can also track an employee’s progress in the education plan by reviewing the status on
this page or by printing the German Internal Professional Education Status report.

Ipe Step Table Page

Usage Use the Ipe (Internal Professional Education) Step Table page to identify
the steps that make up an education training program.

Object Name | IPE_ STEP_TABLE

Navigation Develop Workforce, Administer Training (GBL), Setup Lcl, GER
Steps Table, Ipe Step Table

Prerequisites | None

Access Enter the Step ID. The Step ID can be up to 6 characters in length.

Requirements

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING PROFESSIONAL EDUCATION PROGRAMS FOR GERMAN WORKERS
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Ipe Step Table Y
Step ID: 12
*Description: |First Steps German Ops Plan
Short Description: |1 st GOPLAN
Duration Time: |5.D |Days j
" Theoretical ' practical
Comment: This course is designed to introduce warkers to new factory safety ;I
technigues |
=
GER Steps Table (German steps table) - Ipe Step Table page
Step ID The system displays the Step ID you entered to access this
page.
Description Enter or update the description of the Step ID. This can be
up to 30 characters in length.
Short Description Enter or update the short description of the Step ID. This

can be up to 10 characters in length.

Duration Time Enter or update the Duration Time for the Step, and
indicate whether the measurement is in Days, Hours,
Months, Weeks, or (none).

The Duration Time that you enter here isn’t related to
your Budget Training Duration Units. These pages don’t
impact your Budget Training or Administer Training
module training cost calculations in any way.

Theoretical/Practical Indicate if the course is Theoretical or Practical. These
categories are used for training reporting purposes by
German organizations.

Comments Enter any Comments regarding this training step. to
explain its purpose, make any notes regarding its
relationship to your German Training Plans, and so forth.

Ipe Plan Table Page

Usage Use the Ipe (Internal Professional Education) Plan Table page to group
the steps you created in the Ipe Step Table into a Training Plan.

Object Name | IPE PLAN TABLE
Navigation Develop Workforce, Administer Training (GBL), Setup Lcl, GER
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Plan Table, Ipe Plan Table

Prerequisites | Before you can create a plan you need to set up the steps on the Ipe Step
Table Page.

Access Enter a Training Plan ID. Training Plan IDs can be up to 8 characters in
Requirements | length.

Ipe Plan Table
Plan ID: 12
‘Description: |German Ops FPlan

Short Description: |Ger0p

view Al First (4] 1051 [ Last

Step ID Description Step Type

| q =]

GER Plan Table (German plan table) - Ipe Plan Table page

Plan ID The system displays the Plan ID that you entered to
access the page.

Description Enter or update the description of the Plan ID. This can be
up to 30 characters in length.

Short Description Enter or update the short description of the Plan ID. This
can be up to 10 characters in length.

Step ID This is where you add or delete the steps that make up this
plan. When you add a step, the system will automatically
display the information about that step.

Internal Profes. Education Page

Usage Use the Internal Profes. Education (internal professional education) page
to enter or track German workers who are participating in your
organization’s training program.

Object Name | EE_IPE PLAN

Navigation Develop Workforce, Administer Training (GBL), Use Lcl, GER
Internal Education, Internal Profes. Education

Prerequisites | Enter the employee’s educational background information on the
Education - Professional Ed. (Education) and Training Page to record
additional education information for German employees.

Access Enter the Employee ID and Employee Record Number. The search box
displays only those employees who have been entered on the Education
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Requirements | - Professional Ed and Training page.

].f Internal Profes. Education \.I_

]

Grin Alex Emplovee ID: KDOoo2 Empl Rod#:
Degree: BS Bachelor of Science
Date Acquired I B
Plan ID: IITPLAN g Infarmation Technology
view sl First [ 1.0r1 [P Last
Statusz Depattmernt School External
Step ID Short Description  From Date Thru Date Step Status
[NTRD (@] Intro [o2ioizoon B [13nozoo0 El [Pianned x| =1

Internal Profes. Education (internal professional education): Status page

document fields common to all views first.

Multiple views of this page are available by clicking the tabs in the scroll area. We

Common Page Information

ID/Empl Red# (employee
ID/employee record number)

Degree

Date Acquired

Plan ID

Step

Status Tab

The system displays the employee name, identification
number, and employee record number for the employee
ID that you entered to access this page.

The system displays the degree that applies to this training
plan. Valid degrees are stored on the Degree Table.

Enter the date that the employee acquired the degree.

Select a Plan ID from the German Training Plans that you
defined on the Ipe Plan Table Page.

When you move out of the Plan ID field, the system
displays the Plan Description and populates the Plan Step
table on the page with any Step IDs that are associated
with this Plan.

This section displays the Step IDs that are associated with
the plan entered in the Plan ID field. You can update the
Step ID, the associated Business Unit, and Department
defaults for the Plan ID on this page. You can also add
step IDs that are not associated with the Plan ID to, reflect
any variations in the Training Plan for the employee.

See previous screen shot for a view of this tab.
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From Date Enter the date the employee starts this step.

Thru Date Enter the date the employee completes the step.
Step Status Select Step Status from the list of available options.
Department Tab

First (40 151 [M] Last
Status Cepartmernt School External
Step ID 33;'"955 Department Short Description
[nTRO Q) DEUDT @ [kDoO2 @ sales =1

Internal Profes. Education: Department page

Business Unit The system populates the Business Unit based on the
Business Unit and Department in the employee’s Job
Record.

Department The system populates the Department based on the
Business Unit and Department in the employee’s Job
Record.

Short Description The system displays the department description.

School Tab

First (4] 151 [M] Last
Status Department School External
Step 1D School Code Short Description
INTRO Q| QJ =

Internal Profes. Education: School page

School Code Select the School Code from the available options.

Short Description When you select the School Code, the system displays the
school Short Description.
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External Tab

Status Departmernt School External
Step ID External
GEmEY =1

Internal Profes. Education: External page
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CHAPTER 11

Producing the French Training Report
2483

The Training Report 2483 (TRNO029) is a French regulatory report that is used to declare
vocational training that your company has provided to your employees. It is also known as the
Declaration 2483 Report. The purpose of the report is to compile information about the amount
of money your company has spent on training.

@ The report is also located in the Report Regulations (FRA) menu.

The report provides details about ten groups of information designated by the letters B through M.
For instance, B is General Information, and C is Costs Summary. You'll use the PeopleSoft
Application Engine in your PeopleSoft Human Resources system to calculate and compile the
information for the training report, saving you a large amount of time and effort.

@ For more information about the 2483 indicators delivered by PeopleSoft and advice on how
the 2483 indicators are calculated, see Meeting French Reporting Requirements.

@ For more information about the use of the PeopleSoft Application Engine in PeopleSoft
Human Resources, see Introducing Application Engine.

Overview of the French Training Report 2483 Process

To prepare your Training Report 2483:
1. Set up the training report groups.

2. Set up the training report indicators.
3. Enter the training report parameters

4. Run the Compute Training Report 2483 (DEC2483) process calculation for all of the
Indicators.
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5. Exercise the option to review the results of the process calculations, if desired.

6. Run the Training Report 2483 (TRN029) to print, or export to a file, the results of the process
calculations.

Setting Up Training Report Groups and Indicators

11

-2

Your second and third steps are to set up your training report groups and indicators. You'll do

this using the 2483 Table pages.

Use the 2483 Group page to enter, review, and update the ten groups defined by the French

government. Use the 2483 Indicator page to enter, review, and update the indicators for each

group.

The 2483 Group and 2483 Indicator pages are also located on the Report Regulations (FRA)
menu so that you can review and update the information, if needed.

Important! In PeopleSoft Human Resources, the Training Report 2483 Groups and
Indicators are delivered as system data.

FRA 2483 Table - 2483 Group Page

Usage

Use the 2483 Group page to review the group setup for your French
Training Report 2483 report.

Object Name

GROUP 2483 TBL FRA

Navigation

¢ Develop Workforce, Administer Training (GBL), Setup Lcl, FRA
2483 Table, 2483 Group

e Monitor Workplace, Report Regulations (FRA), Setup, 2483
Table, 2483 Group

Prerequisites

PeopleSoft delivers these groups as part of your system data in
PeopleSoft Human Resources. Any changes that you make to the
groups here will directly impact the way the system generates your
French Training Report 2483. Therefore, you should make changes
only in response to changes in the French regulatory reporting
requirements.

Access
Requirements

You can select from the predefined 2483 Report Groups B, C, E, F, H, J,
L, and M.

PRODUCING THE FRENCH TRAINING REPORT 2483
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2483 Group Y 2483 Indicator

2483 Group: B

*Description: |Genera| Information

Short Description: W

Description: ;I

*Mumber of Columns: IB_
Descr. 1 Descr. 2 Descr. 3 Descr. 4 Descr. 5 Descr. 6
|N0n@uaIer |QuaIer |0fﬂceer |Manager Executive Total

FRA 2483 Table - 2483 Group page

The following groups (used in the 2483 Group field) are delivered with your PeopleSoft Human
Resources system:

Group ID | Description

B General Information

C Costs Summary

E Training Levy Credit

F Company Cost

G Financing Sandwich
Course

H Finance Training Leave

J Finance Training Leave
Limited

L Distribution by Category

M Distribution by Gender
and Age

You can review the Short Description and Description and, in the second Description field,
enter any comments that you want, to provide additional information about this group. The
Description comments that you enter won’t impact your training reporting. You can review the
Number of Columns for this group. The Number of Columns that you specify here impacts the
number of columns that the system displays in the 2483 Report for this group. If you change the
Number of Columns when you move out of the field the Number of Column description labels
( Descr 1 through Descr 6) are changed automatically.

The number of columns and the descriptions on this page will be used as defaults on the indicator
page when you enter a new indicator for a group.

We provide the appropriate labels for each column here. The report prints Descr 1, Descr 2, and
so forth as the column label on the French Training Report.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL PRODUCING THE FRENCH TRAINING REPORT 2483 11-3



ADMINISTERING TRAINING

[0

11-4

JANUARY 2001

For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

FRA 2483 Table - 2483 Indicator Page

Usage

Use the 2483 Indicator page to review your indicators setup for your
French Training Report 2483 groups.

Object Name

INDIC 2483 TBL FRA

Navigation

¢ Develop Workforce, Administer Training (GBL), Setup Lcl,
FRA 2483 Table, 2483 Indicator

e Monitor Workplace, Report Regulations (FRA), Setup, 2483
Table, 2483 Indicator

Prerequisites

PeopleSoft deliver these groups as part of your system data in
PeopleSoft Human Resources. Any changes that you make to the
groups here will directly impact the way the system generates your
French Training Report 2483. Therefore, you should make changes
only in response to changes in the French regulatory reporting
requirements.

Access
Requirements

You can select from the predefined 2483 Report Groups B, C, E, F, H, J,
L and M.

2483 Group:

2483 Group 2483 Indicatar

B General Infarmation

First 4] 1or2 I Last

*2483 Indicator: | =
*Description: |Genera| Information
Short Description: W
Description: ;l
=
*Humber of Columns: IE_
Descr. 1 Descr. 2 Descr. 3 Descr. 4 Descr. 5 Descr. 6
|N0n@uaIer |QuaIer |Ofﬁceer |Manager |Executi\re |T0ta|

FRA 2483 Table - 2483 Indicator page

The system displays the 2483 Group that is associated with the Indicators on this page.

PRODUCING THE FRENCH TRAINING REPORT 2483
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You can review the Group Description and Short Description, and enter any Description
comments that you want, to provide additional information about this group. The Description
comments that you enter here won’t impact your training reporting.

You can review the Number of Columns for the Indicator. The Number of Columns that you
specify here impacts the number of Indicator columns that the system displays in the 2483 Report
for this Group. If you change the Number of Columns and press TAB to move out of the field, the
Number of Column description labels fields (Descr 1, for example) are changed automatically.

We provide the appropriate labels for each column. The report prints Deser 1, Descr 2, and so
forth as the Indicator label on the French Training Report.

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Entering Training Report Parameters

The 2483 report requires additional parameters that are not stored in your PeopleSoft Human
Resources system. Before you can run the report, you enter these parameters on the Trn 2483
Parameters page.

Trn 2483 Parameters Page

Usage Use the Trn 2483 Parameters page to enter data that is required for your
2483 report. Much of the information required for the 2483 report is
stored in your PeopleSoft Human Resources system and in your payroll
system. You need to enter the remaining required data on this page
before you can print the report.

Object Name | TRN 2483 PARM

Navigation ¢ Develop Workforce, Administer Training (GBL), Setup Lcl,
FRA 2483 Parameters, Trn 2483 Parameters Setup

¢ Monitor Workplace, Report Regulations (FRA), Setup, 2483
Parameters, Trn 2483 Parameters Setup

Prerequisites | None

Access Enter a company code.
Requirements

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL PRODUCING THE FRENCH TRAINING REPORT 2483 11-5



ADMINISTERING TRAINING

JANUARY 2001

Trn 2483 Parameters Setup \'L
Compamny KF1 Business Institute - France
2483 Report Parameters
*Effective Date: |1 2108¢2000 ]| EI
Indicator 8: I
Reduction Rate {10 Emp. Mark): I Indicator 12: I—
Indicator 1: I Reduction Rate: I
Reduction Rate: I Indicator 11: I
Indicator 12: I
Reduction Rate: I
Indicator 17: I Indicator 20: I
Indicator 18: I Indicator 22: I
Indicator 25: I Indicator 26: I

Trn 2483 Parameters Setup (training 2483 parameters setup) page

The system displays the Company code you selected and the company name. These fields are

for information only.

Effective Date

Reduction Rate (10 Emp.
Mark) (reduction rate (10
employee mark))

Group C

Indicator 8

Indicator 12

Group F

Indicator 1

Reduction Rate

Enter the effective date for the parameters. The system
defaults the effective date to your system date; you can
override it as necessary.

If your organization is entitled to a reduction, based on the
number of employees employed over the previous seven
years, enter the percentage in this field.

Enter the amount paid to a registered body for training.

Enter amount of other payments related to training.

Enter the total of the annual salaries for your organization.

The amount that an organization must spend on vocational
training is determined by the total annual salary and the
type of organization. Enter the multiplier (1, 5, or 2) that
applies to your organization.
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Group G
Reduction Rate

Indicator 11

Indicator 12

Group H
Reduction Rate

Indicator 17

Indicator 18

Group J
Indicator 20

Indicator 22

Group K
Indicator 25

Indicator 26

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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The amount that your organization must spend on
sandwich training depends on whether your organization
is liable for the tax known as La Taxe d’apprentissage.
Enter the multiplier, 0.3 (percent) or 0.4 (percent), that
applies to your organization.

Enter the amount paid to a registered body for sandwich
training courses.

Enter the amount paid directly by the organization for
sandwich courses.

The amount that an organization must spend on financing
training leave depends on the type of organization. Enter
the multiplier, 0.2 (percent) or 0.3 (percent), that applies
to your organization.

Enter the amount paid to a registered body for the Capital
Temps Formation. In this scheme, employers’ payments
are converted to a number of hours of training that an
employee is entitled to take.

Enter the amount paid to a registered body for training
leave.

Enter the total salaries for your limited contract
employees.

Enter the amount paid to a registered body for training
leave for limited contract employees.

If your organization hasn’t spent the required amount on
training, you must make a regularization payment to the
French authorities. Enter the amount of the payment in
this field.

If your organization is liable for an adjustment payment
for failing to consult the Company Work Council, enter
the amount of the adjustment in this field.

PRODUCING THE FRENCH TRAINING REPORT 2483
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For more information about how to calculate indicators required for report 2483, see the
official documentation issued by the French authorities, such as Les Fiches Pratiques de la
Formation Continue: Guide Special Declarations 2483, 2486, 2068.

Running the Compute Training Report Process

Once you have completed the FRA 2483 Table pages and entered additional parameters in the
Trn 2483 Parameters Page, you are ready to run the Compute Training Report process.

FRA Compute 2483 - Declaration 2483 Page

Usage Use the FRA Compute 2483 - Declaration 2483 page to run the
Compute Training Report 2483 (DEC2483) process. Run this process
once you have entered all of the Training Report Group and Indicator
information into your PeopleSoft Human Resources system.

Object Name | RUNCTL DEC2483

Navigation e Develop Workforce, Administer Training (GBL), Proc Lcl, FRA
Compute 2483, Declaration 2483

e Monitor Workplace, Report Regulations (FRA), Process,
Compute Training Report 2483, Declaration 2483

Prerequisites | Enter all Training Report Group and Indicator information.

Access Run Control ID.
Requirements
{ Declaration 2483 4
Run Control ID: 04 Report Manager Process Monitor Run
Compamy: IKF1 g Business Institute - France
Calendar Year: |1999 Creation Date: IQQIDEIQDDD @

FRA Compute 2483 - Declaration 2483 page

This process uses an Application Engine process in your PeopleSoft Human Resources system to
gather all of the information that is needed to produce the training report, saving you a large
amount of time and effort.

11-8 PRODUCING THE FRENCH TRAINING REPORT 2483 PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



JANUARY 2001 ADMINISTERING TRAINING

[0

[0

For more information about the use of the Application Engine in PeopleSoft Human
Resources, see Introducing Application Engine.

Select the Company that you want to run the French Training Report 2483, and enter the
Calendar Year that the system should use to determine cost information for that report. You can
also specify the Creation Date for the report. The system displays this date for informational
purposes so that you can easily determine the actual date on which the system ran the report.

For a French Company, spending a given percentage of all the compensation for all the
employees of your company is mandatory. This report aims at verifying that your organization
has met its mandated training requirements each year, and it will let you save money by getting a
tax deduction from the government. The French Training Report also provides you with a
qualitative view of the training policy for a company for a particular calendar year.

Click Run to run this request. Process Scheduler runs the Compute Training Report process at
user-defined intervals.

For more information about Process Scheduler, see Process Scheduler.

Reviewing the Results of Your Compute Training Report Process
Calculations

Once you have run the Compute Training Report process you need to review the results of the
process before you finally generate the report. Use the Edit 2483 page to view the results and edit
them where necessary.

FRA Edit 2483 - Edit 2483 Page

Usage Use the Edit 2483 page to review, and modify if needed, the results of
the calculations run by the Compute Training Report process on each of
your Indicators. Also, some indicators cannot be computed. In those
cases, you can manually compile the necessary information and use this
page to enter the information into the system. That way, you'll ensure
that all of the information you need is displayed on the 2483 report.

Object Name | EDIT 2483 FRA

Navigation e Develop Workforce, Administer Training (GBL), Use Lcl, FRA
Edit 2483, Edit 2483

e Monitor Workplace, Report Regulations (FRA), Use, Edit 2483,
Edit 2483

Prerequisites | Enter all Training Report Group and Indicator information.
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Access Enter a User ID and Run Control ID.

Requirements

{EditzéEs

Run Control ID: 1 Report Manager Erocess Monitor Run |

First (4] 1ot 10 I3 Lact
2493 Group: B General Infarmation Creation Date:  [04/28/2000 =]
A 1 First (4 12067 I3 Last
2483 Indicator: 0z Male +[=]
Mondualtirk Giualirk Crfficetirk Manager Executive Total
| |+.000 |e.000 1.000 12.000
2483 Indicator: (3 Female [+][=]
ManGualirk Gualtirk Officeyrk Manager Executive Total
|2.000 |2.000 |2.000 6.000
2483 Indicator: 04 Male + Female [+1[=]
Monciuahirk Quahiirk Officeirl Manager Executive Tatal
[ |2.000 |6.000 [10.000 1.000 18.000

FRA Edit 2483 - Edit 2483 page

The system displays the Run Control ID that you used to open the page and the French Training
Report 2483 Creation Date that you specified on the Declaration 2483 Process run control page.

For each Group specified on your 2483 Group Table, the system displays the calculation results
for each Indicator associated with a Group on the 2483 Indicator Table. The system populated
the rows and columns of data that you see here, based on the results of the Declaration 2483
Process.

You can edit any of the amounts on the page as necessary. When you generate the French
Training Report, using the Training Report 2483 page, the system uses the results displayed on
this page to generate your training report.

If you rerun the Declaration 2483 Process after making edits to the amounts in the Edit 2483
page, the system overwrites any edits that you made to the Declaration 2483 results, prior to
rerunning the Declaration 2483 process.

For more information about running the Declaration 2483 Process, see Entering Training
Report Parameters.

The page is also included in the system at the Report Regulations (FRA) menu. Although
the page has a different name on that menu, it is the same page.
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Running the French Training Report 2483

When you are satisfied with the results of the Compute Training Report process, you run the
actual report on the Report Training 2483 page. The Indicators required by the French
government are calculated by your PeopleSoft Human Resources system and tabulated for you in
this Crystal report.

FRA Training Report 2483 - Report Training 2483 Page

Usage Use the Training Report 2483 page to run the report and send the output
to a printer or export the report to a file.

Object Name | RUNCTL TRNO029

Navigation e Develop Workforce, Administer Training (GBL), Report Lcl,
FRA Training Report 2483, Report Training 2483

e Monitor Workplace, Report Regulations (FRA), Report,
Training Report 2483, Report Training 2483

Prerequisites | Enter all Training Report Group and Indicator information.

Access To enter this page, use the same Run Control ID that you used to launch
Requirements | the Compute Training Report 2483 (DEC2483) process. If you use the
same Run Control ID to open the report run control page as you used to
generate the Declaration 2483 Process, the report run control page
displays the same parameters that you used to run the Declaration 2483
process here.

{ Report Training 2483 4

Run Control ID: 01 Report Manager Process Monitor Run
Company:
Calendar Year: Creation Date: 140852000

FRA Training Report 2483 - Report Training 2483 page

The system displays the Run Control ID that you selected.

The system also displays the Company and the Calendar Year that the report you’re about to
generate will cover. The system also displays the Creation Date for the Declaration 2483
Process results on which the report you’re about to generate is based.
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@ For more information about the Declaration 2483 Process, see Entering Training Report
Parameters.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.
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CHAPTER 12

Running Administer Training Reports

PeopleSoft Human Resources supplies a group of standard reports to help you track and review
courses, training costs, and produce training letters to notify students of changes in their course

enrollment.

In this section, we’ve listed the reports by name, and provided you with a description of each.

@ For more information about generating reports, see Introduction to PeopleSoft Reporting.
For a complete listing of all PeopleSoft Human Resources reports by Report Name, see

List of Reports in PeopleSoft Human Resources.

List of Administer Training Reports

Administer Training, Report

Report Name Report ID Location Global or
Local

Active Scenario Summary TRNO10 Develop Workforce, Budget | GBL
Training, Report

Attendance Status TRNO18 Develop Workforce, GBL
Administer Training, Report

Course Category TRNO024 Develop Workforce, GBL
Administer Training, Report

Course Description TRNO023 Develop Workforce, GBL
Administer Training, Report

Course Equipment TRNO025 Develop Workforce, GBL
Administer Training, Report

Course Rating TRNO17 Develop Workforce, GBL
Administer Training, Report

Course Rating Templates TRNO19 Develop Workforce, GBL
Administer Training, Report

Course Session Roster TRNO002 Develop Workforce, GBL
Administer Training, Report

Course Table PER703 Develop Workforce, GBL
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Course Vendors TRNO026 Develop Workforce, GBL
Administer Training, Report

Course Waiting List TRNO0O03 Develop Workforce, GBL
Administer Training, Report

Employee Session Cost TRNO032 Develop Workforce, GBL

Summary Administer Training, Report

Equipment Checklist TRNO034 Develop Workforce, GBL
Administer Training, Report

FRA Training Report 2483 TRNO029 Develop Workforce, GER
Administer Training, Report
Lecl

GER Internal Professional PER107GR | Develop Workforce, GER

Education Status Administer Training, Report
Lecl

Global Scenario Summary TRNO11 Develop Workforce, Budget | GBL
Training, Report

Prerequisite Courses TRNO27 Develop Workforce, GBL
Administer Training, Report

SF182 FGSF182 Develop Workforce, USF
Administer Training, Report

Statistics of EEs Enrolled TRNO022 Develop Workforce, GBL
Administer Training, Report

Student Training History TRNO020 Develop Workforce, GBL
Administer Training, Report

Target Course Certifications | TRNO16 Develop Workforce, GBL
Administer Training, Report

Target Qualifications TRNO028 Develop Workforce, GBL
Administer Training, Report

Training Facility Schedule TRNOO0S5 Develop Workforce, GBL
Administer Training, Report

Training Instructor Schedule | TRN033 Develop Workforce, GBL
Administer Training, Report

Training Letters TRNOO1 Develop Workforce, GBL
Administer Training, Report

Training Plan: Cost Detail TRNO036 Develop Workforce, Budget | FRA
Training, Report Lcl

Training Plan: Distribution TRNO35 Develop Workforce, Budget | FRA
Training, Report Lcl

Training Plan Summary TRNO030 Develop Workforce, Budget | GBL

Training, Report
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Training Program TRNO21 Develop Workforce, GBL
Administer Training, Report

Training Schedule TRNO004 Develop Workforce, GBL
Administer Training, Report

Generating the Active Scenario Summary Report

The Active Scenario Summary report summarizes the training demands that have been approved
in the active scenario for a business unit.

@ For more information about setting up scenarios and making scenarios active, see Planning
Training Budgets for Your Organization.

Active Scenario Summary Page

Usage Use this run control page to run the Active Scenario Summary report.

Object Name | RUNCTL TRNO10

Navigation Develop Workforce, Budget Training (GBL), Report, Active
Scenario Summary, Active Scenario Summary

Access Enter a Run Control ID.
Requirements

J.f Active Scenaro Summary \L

Run Control ID: 01 Eeport Manager  Process hManitar Run
Budget Period: IKEDDDCALYR QJ 2000 Training Budget Period
Business Unit: IGEIIBU ﬂ Glaohal Business Institute BU

Active Scenario Summary page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, Business
Unit.

Select the Budget Period from the list of Budget Periods you have set up on the Budget Period
Table.

Click Run to run the report using Process Scheduler.
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@ For more information about Process Scheduler, see Process Scheduler.

Active Scenario Summary Report

Description The Active Scenario Summary report provides a summary of approved
training demands and budget information for a business unit.

Report ID TRNO10

Type of SQR

Report

Parameters Budget Period, Business Unit

Source RUNCTL TRNOI10

Source PS BUDGET_PERIOD, PS TRN SCENARIO,
Records PS TRN_SIMULATION, PS TRN _DEMAND

Sorted By None

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Attendance Status Report

The Attendance Status report summarizes the status of students associated with a course session.

@ For more information about managing enrollment, see Enrolling or Waitlisting Students.

Course Attendance Status Page

Usage Use this run control page to run the Course Attendance Status report.

Object Name | RUNCTL TRNOI18

Navigation Develop Workforce, Administer Training (GBL), Report, Attendance
Status, Course Attendance Status

Develop Workforce, Administer Training (USF), Report, Attendance
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Status, Course Attendance Status

Access
Requirements

Enter a Run Control ID.

Run ControlID: 01

].f Course Atendance Status \'L

Report Manager Process Monitor Run

Course Code:

Course Session Nbr:

|KDD1 Q) Time Management
IDDD1 Ql

Course Attendance Status page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes that you have set up in the Course Table.

Select the Course Session Nbr from the list of active sessions that you have set up in the Course

Session Table.

Click Run to run the report using Process Scheduler.

For more information about Process Scheduler, see Process Scheduler.

Attendance Status Report

Description The Attendance Status report lists the attendance status of the students in
a course.

Report ID TRNO18

Type of SQR

Report

Parameters Course, Session

Source RUNCTL_TRNOI18

Source PS TRAINING, PS COURSE TBL, PS CRSE SESSN TBL

Records

Sorted By None
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@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Course Category Report

The Course Category report lists the categories that you have set up in your training catalog.

@ For more information about setting up categories, see Setting Up Course Categories.

Course Category Page

Usage Use this run control page to run the Course Category report.

Object Name | RUNCTL TRNO024

Navigation Develop Workforce, Administer Training (GBL), Report, Course
Category, Course Category
Develop Workforce, Administer Training (USF), Report, Course
Category, Course Category

Access Enter a Run Control ID.

Requirements

“Course Category

Run Control ID: 01 Beport Manager Process Manitor Run

Course Code:

IKDD1 =Y Time Wanagement

Course Category page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes you have set up in the Course Table.

Click Run to run the report using Process Scheduler.
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@ For more information about Process Scheduler, see Process Scheduler.

Course Category Report

Description The Course Category report lists the Course Categories.
Report ID TRNO024

Type of Crystal

Report

Parameters Course

Source RUNCTL_ TRNO024

Source PS _COURSE TBL, PS COURSE EQUIP, PS TRN EQUIP TBL,
Records PS COST UNIT TBL PS COURSE DESCR.

Sorted By Equipment/Material Code

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Course Description Report

The Course Description report lists the description of a selected course.

Course Description Page

Usage Use this run control page to run the Course Description report.

Object Name | RUNCTL TRNO023

Navigation Develop Workforce, Administer Training (GBL), Report, Course
Description, Course Description

Develop Workforce, Administer Training (USF), Report, Course
Description, Course Description

Access Enter a Run Control ID.
Requirements
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(" Course Description
Run Control ID: 01 Report Manager Process Monitor Run

Course Code: IKDD1 g Time Management

Course Description page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes you have set up in the Course Table.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Course Description Report

Description The Course Description report lists the description of a course.
Report ID TRNO023

Type of Crystal

Report

Parameters Course

Source RUNCTL_TRNO23

Source PS COURSE TBL, PS COURSE DESCR,PS COST UNIT TBL
Records

Sorted By Course description type

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

12-8 RUNNING ADMINISTER TRAINING REPORTS PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



JANUARY 2001 ADMINISTERING TRAINING

Generating the Course Equipment Report

The Course Equipment report lists the equipment that you need for a selected course. You set up
this information on the Course Table.

@ For more information about defining the equipment for a course, see the Course Table -
Equipment Page.

Course Equipment Page

Usage Use this run control page to run the Course Equipment report.

Object Name | RUNCTL TRNO025

Navigation Develop Workforce, Administer Training (GBL), Report, Course
Equipment, Course Equipment

Develop Workforce, Administer Training (USF), Report, Course
Equipment, Course Equipment

Access Enter a Run Control ID.
Requirements
{ Course Equipment
Run Control ID: 01 Report Manager Process Monitof Run

Course Code: IKDD1 ﬂ Time Management

Course Equipment page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes you have set up in the Course Table.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.
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Course Equipment Report

Description The Course Equipment report lists the equipment needed for a course.

Report ID TRNO025

Type of Crystal

Report

Parameters Course

Source RUNCTL_TRNO025

Source PS COURSE TBL,PS TRN CATALOG TBL,PS TRN CAT TBL,
Records PS TRN SUBCAT TBL,PS COST UNIT TBL

Sorted By Category, Subcategory, Course offering

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Course Rating Report

The Course Rating report details the ratings for course sessions of a selected course.

@ For more information about recording course evaluations, see the Course Session
Evaluations Page.

Course Rating Page

Usage Use this run control page to run the Course Rating report.

Object Name | RUNCTL TRNO17

Navigation Develop Workforce, Administer Training (GBL), Report, Course
Rating, Course Rating

Develop Workforce, Administer Training (USF), Report, Course Rating,
Course Rating

Access Enter a Run Control ID.
Requirements
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{ Course Rating
Run Control ID: 01 Report Manager Process Monitor Run

Course Code: IKDD1 ﬂ Time Management

Course Rating page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes you have set up in the Course Table.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Course Rating Report

Description The Course Rating report lists the evaluation rating for a course.

Report ID TRNO17

Type of Crystal

Report

Parameters Course

Source RUNCTL _TRNO17

Source PS COURSE TBL, PS CRSE SESSN TBL,
Records PS _CRSE SESS INSTR, PS CRSE SESS RATNG,

PS COST UNIT TBL,PS COURSE DESCR

Sorted By Session Number, Rating Area

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).
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The Course Rating Templates report prints the template form that is completed by students

enrolled in a course session.

@ For more information about recording course evaluations, see the Course Session

Evaluations Page.

Course Rating Templates Page

Usage Use this run control page to run the Course Rating Templates report.

Object Name | RUNCTL TRNO19

Templates, Course Rating Templates

Navigation Develop Workforce, Administer Training (GBL), Report, Course
Rating Templates, Course Rating Templates

Develop Workforce, Administer Training (USF), Report, Course Rating

Access Enter a Run Control ID.
Requirements

Course Rating Templates \I_

Run Control ID: 01 Eeport Manager Process Manitar

Run

Course Code: IKDD1 g Time Management
Course Session Nbr: IDDD1 Ql

Course Rating Templates page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes that you have set up in the Course Table.

Select the Course Session Nbr from the list of active sessions that you have set up in the Course

Session Table.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.
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Course Rating Templates Report

Description The Course Rating Templates report is the evaluation template to be
filled by the students enrolled for a course and session.

Report ID TRNO19

Type of Crystal

Report

Parameters Course, Session

Source RUNCTL_TRNO19

Source PS CRSE SESSN TBL, PS COURSE TBL, PS TRAINING,

Records PS CRSE SESS DATES, PS CRS IST SESS VW

Sorted By

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools

(for hard copy users).

Generating the Course Session Roster Report

[0
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The Course Session Roster report provides details of a course session and lists the students
enrolled in the session.

For more information about enrolling students, see Enrolling or Waitlisting Students.

Course Session Roster Page

Usage Use this run control page to run the Course Session Roster report.
Object Name | RUNCTL_ TRNO002
Navigation Develop Workforce, Administer Training (GBL), Report, Course

Session Roster, Course Session Roster

Develop Workforce, Administer Training (USF), Report, Course
Session Roster, Course Session Roster

RUNNING ADMINISTER TRAINING REPORTS
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Access
Requirements

Enter a Run Control ID.

Run Control ID: 01

Course Session Roster \L

ReportManager  Process Monitar Run

Course:
AND
Session #:

OR
Course Start Date:

IKDD1 Ql Time Management

o001 Q)

&

Course Session Roster page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes you have set up in the Course Table.

Select the Session # (session number) from the list of active sessions, or enter a Course Start

Date.

Click Run to run the report using Process Scheduler.

For more information about Process Scheduler, see Process Scheduler.

Course Session Roster Report

Description The Course Session Roster report lists the course name, session number,
session start date, and all students enrolled in this course.

Report ID TRNO002

Type of Crystal

Report

Parameters Course Number, Session Number or Course Number, Session Start Date

Source RUNCTL_TRNO002

Source PS TRAINING, PS COURSE TBL,PS PERSONAL DTA VW

Records

Sorted By None
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@ For samples of this and other reports in your application, see the PDF files published on CD-

ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Course Table Report

The Course Table report lists details of all the courses that you have set up in your Course Table.

@ For more information about creating courses, see Setting Up Training Courses.

Course Table Page

Usage Use this run control page to run the Course Table report.

Navigation Develop Workforce, Administer Training, Report, Course Table
Access Enter a Run Control ID.

Requirements

“Reun Control

Run Control ID: 01 Report Manager Process honior | Run

Course Table

— Run Control page

The following element is common to multiple pages and is defined in the preface of this

PeopleBook

in PeopleBooks Standard Page Element Definitions: Run Control ID.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.
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Description The Course Table report prints a list of the courses available and
includes a description of the course, a type code, the location, duration,
and school. You can use it to track internal training courses as well as
those offered by outside vendors.

Report ID PER703

Type of Crystal

Report

Parameters None

Source PRCSRUNCNTL

Source PS COURSE TBL, PS COST _UNIT_TBL

Records

Sorted By None

For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Course Vendors Report

[0
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The Course Vendors report lists the vendors that you have associated with a course on the Course

Table.

For more information about entering vendor information for courses, see Setting Up
Training Courses.

Course Vendors Page

Usage Use this run control page to run the Course Vendors report.

Object Name | RUNCTL TRNO026

Navigation Develop Workforce, Administer Training (GBL), Report, Course
Vendors, Course Vendors
Develop Workforce, Administer Training (USF), Report, Course
Vendors, Course Vendors

Access Enter a Run Control ID.
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‘ Requirements ‘
{ Course Vendors
Run Control ID: 01 Repon Manager Process Manitar Run

Course Code: IKDD1 g Time Management

Course Vendors page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes you have set up in the Course Table.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Course Vendors Report

Description The Course Vendors report lists the vendors that are used for a course.

Report ID TRNO026

Type of Crystal

Report

Parameters Course

Source RUNCTL_TRNO026

Source PS COURSE TBL, PS TRN PROV_COST,
Records PS TRN VENDOR TBL, PS COST UNIT TBL,

PS COURSE DESCR
Sorted By Vendor ID

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).
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Generating the Course Waiting List Report

The Course Waiting List report lists the students on the course or session waiting list for a course.

@ For more information about adding students to waiting lists, see Managing Waiting Lists.

Course Waiting List Page

Usage Use this run control page to run the Course Waiting List report.

Object Name | RUNCTL TRNO003

Navigation Develop Workforce, Administer Training (GBL), Report, Course
Waiting List, Course Waiting List

Develop Workforce, Administer Training (USF), Report, Course
Waiting List, Course Waiting List

Access Enter a Run Control ID.
Requirements

{ Course Waiting List

Run Control ID: 01 ReportManager  Process Monitar Run

Course: |KDD1 Q) Titne Management

Course Waiting List page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes that you have set up in the Course Table.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.
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Course Waiting List Report

Description The Course Waiting List report lists all students who are on the course
or session wait list for this course.

Report ID TRNO003

Type of Crystal

Report

Parameters Course Number

Source RUNCTL_TRNO003

Source PS_TRAINING, PS COURSE TBL, PS PERSONAL DTA VW
Reports

Sorted By Attendance

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Employee Session Cost Summary Report

The Employee Session Cost Summary report summarizes the costs associated with an employee
who is attending a training course.

@ For more information about how to process student costs, see Calculating and Tracking
Student Costs.

EE Sessn Cost Summary Page

Usage Use the EE Sessn Cost Summary (employee session cost summary) page
to run a report of costs associated with an employee attending a course.

Object Name | RUNCTL TRNO032

Navigation Develop Workforce, Administer Training (GBL), Report, EE
Session Cost Summary, EE Sessn Cost Summary

Prerequisites | Before you can run this report, you must run the Compute Student Cost
process which calculates the student costs for a given budget period and
selected course sessions.

Access Enter a Run Control ID.
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Requirements

EE Sessn Cost Summary \L

Run Control ID: (11 BEeport Manager  Process Maonitar Run

EmplID: IKCDDN ﬂ Davies,Craig R

Course: IKDDS ﬂ Professional Presentations
Session # |uuu1 =Y

EE Sessn Cost Summary (employee session cost summary) page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID and EmplID
(employee ID).

Course Select the Course from the list of course codes. The
system displays only the courses that the employee has
completed. When you move out of this field, the system
displays the course title.

Session # (session number) Select the course session from the list of valid sessions.

Click Run to run the report using Process Scheduler. The EE Session Cost Summary job runs
two processes to produce the report:

e EE Session Costs (HR._ TRNEECOST). This is an application engine process that extracts the
costs and stores them in a temporary table (PS_TRNO032 TAO). The system runs this process
first to generate the data for the report.

e EE Session Cost Summary. This is an SQR process that generates the report using the data in
the temporary table.

For more information about Process Scheduler, see Process Scheduler.

Employee Session Cost Summary Report

Description The Employee Session Cost Summary report lists the costs associated
with an employee who is attending a training course. There is a cost for
each of the following: salary, vendor, facility, equipment, instructor,
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employee expense, and session expense.

Report ID TRNO032

Type of SQR

Report

Parameters Employee ID, Course, and Session Number

Source RUNCTL_TRNO032

Source PS CRSE SESSN TBL, PS COURSE TBL, PS PERSONAL DATA,
Records PS RUN _CNTL TRNO032, PS TRNO032 TAO

Sorted By Cost type

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Equipment Checklist Report

The Equipment Checklist report provides a list of the equipment that you need for a course
session.

@ For more information about defining equipment for a course session, see Planning and
Setting Up Course Sessions.

Equipment Checklist Page

Usage Use the Equipment Checklist page to generate a listing of the equipment
required for a course session.

Object Name | RUNCTL TRNO034

Navigation Develop Workforce, Administer Training (GBL), Report,
Equipment Checklist, Equipment Checklist

Prerequisites | Before you can run the report, you must have set up the course session
in the Course Session Table.

Access Enter a Run Control ID.
Requirements
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Equipment Checklist
Run Control ID: 01 Report Manager  Process Monitor Run
Course: IKUD1 ﬂ Time Management

Course Session Nbr: IUUEIB Q)

Equipment Checklist page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Course Select the Course from the list of valid values.
Course Session Nbr (course  Select the Course Session Nbr from the list of course

session number) sessions.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Equipment Checklist Report

Description The Equipment Checklist report lists the equipment required for a course
session. For each item, the report shows the quantity required, the
number available in the training room and facility, and the total number
that has been booked at the facility for that period.

Report ID TRNO034

Type of SQR Report

Report

Parameters Course Code and Course Session Number
Source RUNCTL_TRNO034

Sorted By Equipment Code
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@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools

(for hard copy users).

Generating the French Training Report 2483

The Training Report 2483 (TRN029), or the Declaration 2483 Report, is a French regulatory

report in which you declare what vocational training your company has provided to your
employees. The report compiles information about the amount of money that your company has

spent on training.

@ For more information about preparing this report, see Producing the French Training Report

2483.

Report Training 2483 Page

Usage Use this run control page to run the French Training Report 2483.

Object RUNCTL_TRNO029

Navigation Develop Workforce, Administer Training (GBL), Report Lcl, FRA
Training Report 2483, Report Training 2483
Monitor Workplace, Report Regulations (FRA), Report, Training Report
2483, Report Training 2483

Prerequisites | Before running this report, you must:
Run the Compute Training Report 2483 (DEC2483) process to calculate
the indicators.
Check the results of the calculation and update them, if necessary, on the
FRA Edit 2483 - Edit 2483 Page.

Access Enter a Run Control ID.

Requirements
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{ Report Training 2483 4

Run Control ID: 01 Report Manager Process bonitor Run

Compamy

Calendar Year: Creation Date: 26/ 02000

Report Training 2483 page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

The fields on this page are set up when you run the Compute Training Report 2483 process.

For more information about these fields, see Running the Compute Training Report Process.

FRA Training Report 2483

Description The Training Report 2483 is a French regulatory report that is used to
declare vocational training that your organization has provided to your
employees. In France, organizations with more than 10 employees must
provide detailed information on training policy for the organization for a
given year through several indicators. This report compiles the results of
the calculation of the 2483 indicators.

Report ID TRNO029

Type of Crystal Report

Report

Parameters Company, Calendar Year, Creation Date

Source RUNCTL_TRNO029

Source GROUP_2483 FRA, INDIC 2483 FRA, EDIT 2483 FRA
Records

Sorted By 2483 Indicator group, 2483 Indicator

Generating the German Internal Professional Education Status Report

12-24

The German Internal Professional Education Status report summarizes the status of employees
enrolled in an internal training program.
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For more information about setting up German education programs, see Tracking
Professional Education Programs for German Workers.

Int. Prof. Education Status Page

Usage Use the Int. Prof. Education Status (internal professional education
status) page to report information about the current status of the steps in
the Internal Education Training Programs. Only those employees who
have the Intern check box selected and haven’t selected Graduated in the
Professional Education page are included in the report.

Navigation Go, Develop Workforce, Administer Training (GBL), Report (Lcl),
GER Int Prof Education Status

Access Enter a Run Control ID.

Requirements

Run Control ID: 01

‘( Int. Prof. Education Status \_

Report Manager Process Monitor Run

Int. Prof. Education Status (internal professional education status) page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Internal Professional Education Status Report

Description The Internal Professional Education Status (Ausbildungsverlauf) report
details the current status of employees who are enrolled in an internal
education training plan.

Report ID PER107GR

Type of Crystal
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Report

Parameters None

Source PRCSRUNCTL

Source PERSONAL DATA, ACOMPLISHMENTS, EE IPE STEPS
Records

Sorted By Employee ID

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Global Scenario Summary Report

The Global Scenario Summary report summarizes the training demands that have been approved
in a selected scenario.

@ For more information about setting up global scenarios, see Planning Training Budgets for
Your Organization.

Global Scenario Summary Page

Usage Use this run control page to run the Global Scenario Summary report.

Object Name | RUNCTL TRNOI11

Navigation Develop Workforce, Budget Training (GBL), Report, Global
Scenario Summary, Global Scenario Summary

Access Enter a Run Control ID.

Requirements
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‘( Global Scenario Summary ‘\_

Scenario:

Run Control ID: 01 Report Manager  Process Monitor Run
Budget Period: IKEDDDCALYR g
Business Unit: [cBiBU & 2000 Training Budget Period

|KGEIIEDDDA Q) Glohal Business Institute BU

Global Scenario Summary page

The following elements are common to multiple pages and are defined in the preface of this

PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, and Business

Unit.

Select the Budget Period from the list of Budget Periods that you have set up on the Budget
Period Table.

Select the Scenario from the list of scenarios that you have created.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Global Scenario Summary Report

Description The Global Scenario Summary report provides a summary of approved
training demands and the budget information for the department or
business unit retrieving the information from the selected global
scenario.

Report ID TRNO11

Type of SQR

Report

Parameters Budget Period, Business Unit, Scenario

Source RUNCTL_TRNOI11

Source PS BUDGET_PERIOD, PS TRN SCENARIO,

Records PS TRN_SIMULATION, PS TRN _DEMAND

Sorted By None
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@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Prerequisite Courses Report

The Prerequisites Courses report lists the courses that students need to complete before attending
a selected course. You set up prerequisites on the Course Table.

@ For more information about setting up prerequisites, see Setting Up Training Courses.

Prerequisite Courses Page

Run Control ID: 01

Usage Use this run control page to run the Course Description report.
Object Name | RUNCTL TRNO027

Navigation Develop Workforce, Administer Training (GBL), Report,
Prerequisite Courses, Prerequisite Courses
Develop Workforce, Administer Training (USF), Report, Prerequisite
Courses, Prerequisite Courses

Access Enter a Run Control ID.

Requirements

/" Prerequisite Courses

Report Manager Process Monitor Run

Course Code:

IKDD1 (=Y Time Managemant

Prerequisite Courses page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes you have set up in the Course Table.

Click Run to run the report using Process Scheduler.
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@ For more information about Process Scheduler, see Process Scheduler.

Prerequisite Courses Report

Description The Prerequisite Courses report lists the prerequisite courses for a
course.

Report ID TRNO027

Type of Crystal

Report

Parameters Course

Source RUNCTL _TRNO027

Source PS COURSE TBL, PS TRN_PREREQ CRSE, PS COURSE TBL,

Records PS COST UNIT _TBL, PS COURSE DESCR

Sorted By Prerequisite Course Code

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

USF Generating the SF182 Report

The SF182 report is used by US Federal users to generate the SF 182 to request, authorize, detail
estimates costs and billing, and certify training programs for employees.

@ For more information about entering training request data, see the Course Session
Enrollment Page.

USF - SF182 — Runctl SF182 Page

Usage Use this run control page to generate the SF182 report.
Object Name | RUNCTL SF182

Navigation Develop Workforce, Administer Training (USF), Report, SF182,
Runctl SF182
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12-30

Access Enter a Run Control ID.
Requirements
Runctl SF182
Run Control ID: 01 BepottManager  Process Monitor Run

EmpliD: I Q o Non-Empl ID: I Q
¥ Single Request

" Multiple Requests Request #: I al

view Al First (4 1081 [ Last
EmpliD Hon-Empl ID Request # -
=]

— Q@ o[ o Ql

SF182 — Runctl SF182 page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, and EmplID.

Non-EmplID Select the Non-EmplID (non-employee ID) you want to
include in the report.

Request # Select the Request # (request number) from the list of
training requests.

Click Run to run the report using Process Scheduler.

For more information about Process Scheduler, see Process Scheduler.

USF - SF182 Report

Description This report provides a standardized mechanism to generate SF 182 to
request, authorize, detail estimates costs and billing, and certify training
programs for employees.

Report ID FGSF182

Type of SQR
Report

Parameters Employee ID or Non-employee ID, Request #, Single or Multiple
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Requests

Source RUNCTL _SF182

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools

(for hard copy users).

Generating the Statistics of EEs Enrolled Report

The Statistics of EEs Enrolled report lists the employees enrolled in courses including their

company, location, and department.

Statistics of EEs Enrolled - Course Statistics Page

Usage Use this run control page to run the Statistics of EEs Enrolled report.

Object Name | RUNCTL TRNO022

of EEs Enrolled, Course Statistics

Evaluation, Course Statistics

Navigation Develop Workforce, Administer Training (GBL), Report, Statistics

Develop Workforce, Administer Training (USF), Report, Statistics

Access Enter a Run Control ID.

Requirements
{ Course Statistics

Run Control ID: 01 Report Manager Process Monitor Run

Statistics of EEs Enrolled - Course Statistics page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Click Run to run the report using Process Scheduler.
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@ For more information about Process Scheduler, see Process Scheduler.

Statistics of EEs Enrolled Report

Description The Statistics of EEs Enrolled report lists the employees enrolled in
courses and lists course statistics by company, location, and department.

Report ID TRNO022

Type of SQR

Report

Parameters None

Source RUNCTL_TRNO022

Source PS_TRAINING, PS COURSE TBL, PS JOB,

Records PS PERSONAL DATA, PS DEPT TBL PS LOCATION_ TBL,

PS COMPANY TBL

Sorted By Company, Location, Department ID, Employee ID, Course Start Date

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Student Training History Report

The Student Training History report summarizes the training that a student has completed.

@ For more information about tracking student training, see Maintaining Student Training
Data.

Student Training History Page

Usage Use this run control page to run the Student Training History report.
Object Name | RUNCTL TRNO020

Navigation Develop Workforce, Administer Training (GBL), Report, Student
Training History, Student Training History

12-32 RUNNING ADMINISTER TRAINING REPORTS PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



JANUARY 2001 ADMINISTERING TRAINING

Develop Workforce, Administer Training (USF), Report, Student
Training History, Student Training History

Access Enter a Run Control ID.
Requirements

]( Student Training Histary \L

Run Control ID: 01 Report Manager Process Monitor Run

EmplID: IKFDDDB Q] Florentin,Lucien

Student Training History page

The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID, EmpllD
(employee ID).

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Student Training History Report

Description The Student Training History report lists the courses and sessions
completed by a student.

Report ID TRNO020

Type of Crystal
Report

Parameters EmplID

Source RUNCTL_TRNO020

Source PS TRAINING, PS PERSONAL DATA,PS COURSE TBL
Records

Sorted By Course Start Date
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@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Target Course Certifications Report

The Target Course Certifications report lists the licenses/certifications that students are awarded
on successful completion of a course.

@ For more information about defining course goals, see Setting Up Training Courses.

Target Course Certifications Page

Usage Use this run control page to run the Target Course Certifications report.

Object Name | RUNCTL TRNO16

Navigation Develop Workforce, Administer Training (GBL), Report, Target
Course Certifications, Target Course Certifications

Develop Workforce, Administer Training (USF), Report, Target Course
Certifications, Target Course Certifications

Access Enter a Run Control ID.
Requirements

J( Target Course Cerifications \_

Run Control ID: 01 Report Manager Process Monitor Run

Course Code: IKDD1 ﬂ Time Management

Target Course Certifications page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes you have set up in the Course Table.

Click Run to run the report using Process Scheduler.
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@ For more information about Process Scheduler, see Process Scheduler.

Target Course Certifications Report

Description The Target Course Certifications report lists the target
license/certifications for a course

Report ID TRNO16

Type of Crystal

Report

Parameters Course

Source RUNCTL_TRNO16

Source PS COURSE TBL, PS_ COURSE LICENSE, PS LIC CERTIF_VW,

Records PS COST UNIT _TBL, PS COURSE DESCR

Sorted By License/Certification Code

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Target Qualifications Report

The Target Qualifications report lists the competencies that the course aims to develop or
improve. You set up target qualifications on the Course Table.

@ For more information about setting up course goals, see Setting Up Training Courses.

Target Qualifications Page

Usage Use this run control page to run the Target Qualifications report.

Object Name | RUNCTL TRNO028

Navigation Develop Workforce, Administer Training (GBL), Report, Target
Qualifications, Target Qualifications

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL RUNNING ADMINISTER TRAINING REPORTS 12-35



ADMINISTERING TRAINING

12-36

JANUARY 2001

Develop Workforce, Administer Training (USF), Report, Target
Qualifications, Target Qualifications

Access Enter a Run Control ID.

Requirements
/" Target Qualifications

Run Control ID: 01 Report Manager Run

Course Code:

IKDD1 Ql Time Management

Target Qualifications page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Select the Course Code from the course codes you have set up in the Course Table.

Click Run to run the report using Process Scheduler.

For more information about Process Scheduler, see Process Scheduler.

Target Qualifications Report

Description The Target Qualifications report lists the target qualifications for a
course.

Report ID TRNO028

Type of Crystal

Report

Parameters Course

Source RUNCTL TRNO028

Source PS COURSE TBL, PS COURSE COMPS,

Records PS COMPETENCY_TBL, PS COST UNIT TBL,
PS COURSE DESCR

Sorted By Competency
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@ For samples of this and other reports in your application, see the PDF files published on CD-

ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Training Facility Schedule Report

The Training Facility Schedule report provides a schedule of all the course sessions that you have

scheduled at a training facility, within a given period.

@ For more information about setting up Course Sessions, see Administering Course Sessions.

Training Facility Schedule Page

Usage Use this run control page to run the Training Facility Schedule report.

Object Name | RUNCTL TRNO0O05

Navigation Develop Workforce, Administer Training (GBL), Report, Training
Facility Schedule, Training Facility Schedule
Develop Workforce, Administer Training (USF), Report, Training
Facility Schedule, Training Facility Schedule

Access Enter a Run Control ID.

Requirements

Run Control ID: 01

Training Facility Schedule \L

Report Manager  Process Monitor Run

Facility:

Start Date:

End Date:

(Y

[ &
[ &

Training Facility Schedule page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Report Request Parameters
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Facility Select the Facility you want the report to cover.

Courses Starting

From Date Enter the start date for the report in From Date.

End Date Enter the End Date for the report.

Click the Run button to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Training Facility Schedule Report

Description The Training Facility Schedule report lists all scheduled classes at the
input facility between the input dates. All sessions are listed by course
start date.

Report ID TRNO005

Type of Crystal

Report

Parameters Training Facility, From Date, and Thru Date

Source RUNCTL_TRNO005

Source PS CRSE SESSN TBL, PS COURSE TBL,PS TRN ROOM TBL,

Records PS CRSE SESS DATES

Sorted By Room Number, Course Session Start Date, Course Start Time, Course

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Training Instructor Schedule Report

The Training Instructor Schedule report lists an instructor’s teaching schedule for a given period.
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@ For more information about setting up course sessions, see Administering Course Sessions.

Training Instructor Schedule Page

Usage Use the Training Instructor Schedule page to generate a report of an
instructor’s teaching schedule for a given period.

Object Name | RUNCTL TRNO033

Navigation Develop Workforce, Administer Training (GBL), Report, Training
Instructor Schedule, Training Instructor Schedule

Prerequisites | Before you can run the report, the instructor must be in the Instructor
Table.

Access Enter a Run Control ID.
Requirements

Training Instructor Schedule \_

Run Control ID: 01 Report Manager  Process Monitor Run

Instructor: IKCDD15 ﬂ Campbell,Barry Robert

Start Date: [raiatrzoo0 &
End Date: M@j

Training Instructor Schedule page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Instructor Select the Instructor from the list of valid values.

Courses Starting

From Date Enter the start date for the report in From Date.

Thru Date Enter the end date for the report in Thru Date.

Click the Run button to run the report using Process Scheduler.
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@ For more information about Process Scheduler, see Process Scheduler.

Training Instructor Schedule Report

Description The Training Instructor Schedule report lists the courses that an
instructor is scheduled to teach during a selected period.

Report ID TRNO33

Type of Crystal report

Report

Parameters Instructor, From Date, Thru Date
Source RUNCTL _TRNO033

Sorted By Course Start Date

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Training Letters Report

The Training Letters report generates training letters for course sessions over a given period.

For more information about using training letters, see Generating Administer Training
Letters.

Training Letters Page

Usage Use the Training Letters report page to generate training letters for
course sessions that you have scheduled.

Object Name | RUNCTL_TRNOO1

Navigation Develop Workforce, Administer Training (GBL), Report, Training
Letters, Training Letters
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Prerequisites | Before you can run the report, you must have set up your training letters.
Access Enter a Run Control ID.
Requirements
{ Training Letters 4
Run Control ID: 01 Report Manager  Process Monitor Run
Start Date: I
End Date: I
Course Code: I From Date: I
Thru Date: I
Course Code: IKDD1 Q) Course Session Nbr: IDDDE Q)

Training Letters page

Depending on the parameters that you supply, you can produce training letters for the following
sessions:

o All course sessions scheduled within a defined period.

Or

o Course sessions of a specified course within a defined period.

Or

e A specific course session.

To Generate Letters for all Course Sessions for a Defined Period
From Date Enter the start date for the report in From Date.

End Date Enter the End Date for the report.

To Generate Letters for Course Sessions of a Specific Course

Course Code Select the Course Code from the list of valid values.
From Date Enter the start date for the report in From Date.
Thru Date Enter the end date for the report in Thru Date.
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For a Specific Course Session

Course Code Select the Course Code from the list of valid values.

Course Session Nbr (course  Select the Course Session Nbr from the list of course
session number) sessions.

Running the Report

Click the Run button to run this request. From the Process Scheduler Request page, select the
check box for the process that you want to run and update the Type and Format fields for the
SQR Report process.

Select the Training Letters process (process type PSJob) if you want Process Scheduler to
automatically run the processes sequentially. Process Scheduler runs the SQR report process to
extract data, then it uses the Word macro to merge the data, and finally it runs the Application
Engine process that will email training letters to students with email addresses.

If you prefer to run each process manually, select the SQR Report process first. When that has
run, you run the WinWord process to merge the data, and then run the Application Engine
process for emails.

For the SQR Report process, select File in the Type field and LP in the Format field.

No matter what Output Destination that you specify on Process Scheduler, the system always
sends the data extract files and the form letter to a temp directory. You use Word for Windows to
print the letters.

@ For more information about location of the letters, see Setting up the Macros for your
Environment.

Training Letters Report

Description The Training Letters report involves three processes that run in the
following order:

An SQR report that extracts data from the database and creates several
data extract files.

A Microsoft Word for Windows mail merge which prints the training
letters you may issue at different stages of administering course sessions:
notification of course session enrollment, changes to schedules, and
cancellations. The report generates letters for all students, including
non-employees.

An application engine process that emails training letters to students
with an email address specified in personal data.

Report ID TRNOO1
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Type of SQR, Word for Windows
Report
Parameters From and Thru Date or

Course Code, From and Thru Date or

Course Code, Course Session Number

Source RUNCTL_TRN001
Source PS_CRSE SESSN TBL, PS TRAINING, PS_CRSE_SESS DATES,
Records PS PERSONAL DATA, PS TRN FACIL TBL,

PS TRN ROOM TBL, PS CRS IST SESS VW,
PS RUN CNTL_TRNO001, EC PS EMAIL ADDRESSES

Sorted By Letter Code, Employee 1D, Non-Employee ID

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Training Plan: Costs Detail Report

The Training Plan: Costs Detail report lists the costs that are associated with a course, for each
type of training cost, such as facility or vendor costs. You set up course costs on the Course Cost
Table.

@ For more information about defining course costs, see Setting Up Default Training Costs.

Training Plan: Costs Detail Page

Usage Use the Training Plan: Costs Detail report page to run the Training Plan:
Costs detail report for a given budget period.

Object Name | RUNCTL TRNO036

Navigation Develop Workforce, Budget Training (GBL), Rpt Lcl, FRA Trn
Plan: Costs Detail, Training Plan: Cost Details

Prerequisites | Before you can run the report, you must set up default training costs for
your courses.

Access Enter a Run Control ID.
Requirements
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Training Plan: Cost Details \_

Run Control ID: 01 Eeport Manager  Process bonitor Run

Budget Period: IKEDDDCALYR ﬂ 2000 Training Budget Period

Business Unit: IGBIEIU ﬂ Global Business Institute BU

Department: I al
Course Code: I =Y

FRA Tm Plan: Costs Detail - Training Plan: Cost Details page

The system displays your User ID and the Run Control ID that you selected. These fields are
for information only.

Budget Period Select from the list of valid budget periods the Budget
Period that you want to report to cover. When you move
out of this field, the system displays the budget period

description.

Business Unit Select the Business Unit from the list of valid business
units.

Department If you want to limit the report to one department, select

the Department from the list of valid departments. To
include all departments in the report, leave this field
blank.

Course Code If you want to limit the report to one course, select the
Course Code from the list of courses. To include all
courses in the report, leave this field blank.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Training Plan: Cost Details Report

Description The Training Plan: Costs Detail report lists your training costs that are
associated with each course. The report details the costs for these cost
types: facility, instructor, vendor, equipment, salary costs, and expenses.

Report ID TRNO036
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Type of SQR
Report
Parameters Budget Period, Business Unit, Department (optional), Course Code
(optional)
Source RUNCTL_TRNO036
Source PS BUDGET BUS UNIT, PS TRN BASE CUR,
Records PS CURRENCY CD TBL,PS TRN DEMAND,
PS TRN SIMULATION, PS TRN SCENARIO,
PS TRN CATALOG TBL, PS BUDGET PERIOD,
PS BUS UNIT TBL HR,PS COURSE TBL, PS DEPT TBL,
PS TRN DEMAND EE, PS JOB CURR VW,
PS TRN SML COST VW,PS TRN SML SUM VW,
PS TRN LST CRSE VW,PS TRN PLN DEM VW
Sorted By Department, Course Code

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools

(for hard copy users).

Generating the Training Plan: Distribution Report

The Training Plan: Distribution report is a French-specific report that shows how the training

demands you’ve defined for your organization are distributed by gender and professional

category.

Training Plan: Distribution Page

Usage Use the Training Plan: Distribution report page to run the Training Plan:
Distribution report.

Object Name | RUNCTL TRNO35

Navigation Develop Workforce, Budget Training (GBL), Rpt Lcl, FRA Trn
Plan: Distribution, Training Plan: Distribution

Prerequisites | Before you can run this report you need to set up your training demands
and specify how the demand is distributed. Set up your training
demands on the General Demand and Department Demand pages.

Access Enter a Run Control ID.

Requirements
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Training Plan: Distribution \_

Run Control ID: 01 Report Manager  Process Monitor Run

Budget Period: IKEDDDCALYR g 2000 Training Budget Periad

Business Unit: IGEIIBU ﬂ Global Business Institute BL

Department: I (=Y
Course Code: I Ql

FRA Tm Plan: Distribution - Training Plan: Distribution page

The system displays your User ID and the Run Control ID that you selected. These fields are
for information only.

Budget Period Select from the list of valid budget periods the Budget
Period that you want to report to cover. When you move
out of this field, the system displays the budget period

description.

Business Unit Select the Business Unit from the list of valid business
units.

Department If you want to limit the report to one department, select

the Department from the list of valid departments. To
include all departments in the report, leave this field
blank.

Course Code If you want to limit the report to one course, select the
Course Code from the list of courses. To include all
courses in the report, leave this field blank.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Training Plan: Distribution Report

Description The Training Plan: Distribution report details how your training
demands are distributed by gender and by professional category such as,
executive, manager, office worker, qualified worker, or non qualified
worker.
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Report ID TRNO35

Type of SQR

Report

Parameters Budget Period, Business Unit, Department (optional), Course Code
(optional)

Source RUNCTL_TRNO035

Source PS TRN_DEMAND, PS_TRN_SIMULATION, PS_ TRN_SCENARIO,

Records PS TRN_CATALOG TBL, PS BUDGET_PERIOD,

PS_BUS_UNIT TBL HR,PS _COURSE TBL,PS DEPT TBL,
PS TRN_DEMAND EE, PS PERSONAL DATA,
PS_JOB_CURR_VW, PS JOB, PS EMPL CTG L1

Sorted By Department and Course Code

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Training Plan Summary Report

The Training Plan Summary report lists all the courses that are included in your organization’s
training plan for a given budget period and business unit.

For more information about setting up training plans, see Planning Training Budgets for
Y our Organization.

Training Plan Summary Page

Usage Use the Training Plan Summary page to run a Training Plan Summary
report.

Object Name | RUNCTL TRNO030

Navigation Develop Workforce, Budget Training (GBL), Report, Training Plan
Summary, Training Plan Summary

Prerequisites | Before you can run this report you need to set up your training demands.
Set up your training demands on the General Demand and Department
Demand pages.

Access Enter a Run Control ID.
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Requirements

Training Plan Surmmary \L

Run Control ID: 01 Eeport Manager  Process bonitor Run
Budget Period: IKEDDDCALYR ﬂ 2000 Training Budget Period
Business Unit: |usuu4 Q) GBI BU for US004

Training Plan Summary page

The system displays your User ID and the Run Control ID that you selected. These fields are
for information only.

Budget Period Select from the list of valid budget periods the Budget
Period that you want the report to cover. When you move
out of this field, the system displays the budget period
description.

Business Unit Select the Business Unit from the list of valid business
units.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Training Plan Summary Report

Description The Training Plan Summary report lists all the courses that are included
in the training plan for a given budget period and business unit.

For each course, the report includes the cost of the course, the number of
people approved for the course, and the total number of hours of
training, which is calculated by multiplying the number of approved
employees by the course duration.

Report ID TRNO030
Type of SQR
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Report

Parameters Budget Period, Business Unit

Source RUNCTL_TRNO030

Source PS BUDGET_BUS UNIT, PS_ TRN_BASE CUR,

Records PS BUDGET_PERIOD, PS TRN_APR _CRSE VW,
PS TRN_SML SUM VW, PS COURSE TBL

Sorted By

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools

(for hard copy users).

Generating the Training Program Report

The Training Program report lists the training program you have set up for an employee.

Training Program — Course Attend. School Program Page

Usage Use this run control page to run the Training Program report.

Object Name | RUNCTL TRNO21

Navigation Develop Workforce, Administer Training (GBL), Report, Training
Program, Course Attend. School Program
Develop Workforce, Administer Training (USF), Report, Training
Program, Course Attend. School Program

Access Enter a Run Control ID.

Requirements

Run ControlID: 01

J( Course Attend. Schoal Program \I_

Report Manager Process Monitor Run

EmpliD: IKUDD15 ﬂ Espinosa, Carmichael

Training Program — Course Attend. School Program page
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The following elements are common to multiple pages and are defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID and EmpllD
(employee ID).

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Training Program Report

Description The Training Program report lists the training program for an employee.
Report ID TRNO21

Type of SQR
Report

Parameters EmplID

Source RUNCTL_TRNO021
Source PS PERSONAL DATA, PS JOB, PS JOBCD TRN_PROG,
Records PS TRN PROGRM CRSE

Sorted By EMPL RCD#, TRN_PROGRAM, COURSE SEQUENCE

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).

Generating the Training Schedule Report

The Training Schedule report provides a schedule of all the course sessions that you have
scheduled within a given period.

@ For more information about setting up Course Sessions, see Administering Course Sessions.

Training Schedule Page

Usage Use this run control page to run the Training Schedule report.
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Object Name | RUNCTL TRNO004

Navigation Develop Workforce, Administer Training (GBL), Report, Training
Schedule, Training Schedule

Develop Workforce, Administer Training (USF), Report, Training
Schedule, Training Schedule

Access Enter a Run Control ID.
Requirements
(" Training Schedule
Run Control ID: 01 BeportManager  Process Manitar Run
As Of Date: I @ Courses starting between
End Date: I E3 these dates

Training Schedule page

The following element is common to multiple pages and is defined in the preface of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

Report Request Parameters
As Of Date Enter the start date for the report in As Of Date.

End Date Enter the End Date for the report.

Click the Run button to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Training Schedule Report

Description The Training Schedule report lists all active course sessions that start
between the input parameter dates. All sessions are listed in start date
order.

Report ID TRNO004

Type of Crystal
Report
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Parameters From Date and Thru Date

Source RUNCTL TRNO004

Source PS CRSE SESSN TBL, PS COURSE TBL,PS COST UNIT TBL,
Records PS CRSE SESS DATES

Sorted By Session, Course Start Date, Course Start Time

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation (for online users) or the PeopleSoft HRMS Reporting Tools
(for hard copy users).
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