o

PeopleSoft 8.00.01 Human
Resources PeopleBook
Tracking Faculty Events



PeopleSoft 8.00.01 Human Resources PeopleBook: Tracking Faculty Events
SKU MAHRAr8SP1B1200_6

PeopleBooks Contributors: Teams from PeopleSoft Product Documentation and
Development.

Copyright © 2001 by PeopleSoft, Inc. All rights reserved.
Printed in the United States of America.

All material contained in this documentation is proprietary and confidential to PeopleSoft,
Inc. and is protected by copyright laws. No part of this documentation may be reproduced,
stored in a retrieval system, or transmitted in any form or by any means, including, but not
limited to, electronic, graphic, mechanical, photocopying, recording, or otherwise without the
prior written permission of PeopleSoft, Inc.

This documentation is subject to change without notice, and PeopleSoft, Inc. does not warrant
that the material contained in this documentation is free of errors. Any errors found in this
document should be reported to PeopleSoft, Inc. in writing.

The copyrighted software that accompanies this documentation is licensed for use only in
strict accordance with the applicable license agreement which should be read carefully as it
governs the terms of use of the software and this documentation, including the disclosure
thereof.

PeopleSoft, the PeopleSoft logo, PeopleTools, PS/nVision, PeopleCode, PeopleBooks,
Vantive, and Vantive Enterprise are registered trademarks, and PeopleTalk and "People
power the internet." are trademarks of PeopleSoft, Inc. All other company and product names
may be trademarks of their respective owners.



Contents

Tracking Faculty Events

Chapter 1
Tracking Tenure
Before YOU Be@IN .....ccuviiiiiiiiiieieiecece ettt ettt b e s eb e e b e ebaenrae s 1-1
Identifying Tenure Granting Departments...........c.cceeereerereereneenieneeieneeiene e 1-2
Setting Up Service Parameters ..........coceverieriirienienieienieetenieetesie sttt 1-2
Setting Up Service Accrual Control Tables..........ccoeveeviiniiiininiininienecceeeeeeeceeen 1-2
Establishing Academic RanKs..........c.ccocvevieiiiiiiiiiciieiieeesee et 1-3
Academic Rank Page ..........cocooviiiiiiiniiiiic e 1-3
Setting Up Experience/Credit Codes.........ccoviiriiviiiniieniieiieieeereere et esiee v sene e 1-4
ExXp/Credit Codes Page .......c.ccouvevvieiiiiiiiciicreeeeeesee et 1-5
Setting Up Tenure Tracking Defaults at the Job Code or Position Level....................... 1-5
Assigning an EMployee t0 TENUIE.........cccvevieeiiiiiieiieciecie ettt siaeesveeaneas 1-6
Turning On Tenure ACCIUAL........cccoviiiiiiiiiieie ettt steesabeesbe b 1-6
Tenure Data Page ......c.c.oovuiiiiiiiiiic e 1-7
Prior Experience/Credits Page ..........ccoceveeiiririiiniiieccteeceeseee e 1-11
Change HiStory Page.......c.cccvieeiiiiiiiiiiiiecieeeeeesee ettt ve e neas 1-13
Related JODS Page.......ccoiuiiiiiiiiiiiieeeeee e 1-14
Processing Tenure and Viewing the Results.........c..cocceiiiiiniiiininieniniceccceee, 1-15
Running the Tenure Calculation Process ...........ccceeererieniniencnieniencnieenceeee, 1-16
How the System Calculates Tenure Service ........ccevvevveeriecreereenvenveeneennens 1-16
How the System Updates Tenure and Service HiStory .........ccoecvevveiieeieennnans 1-17
Batch Tenure Calc Page ........cccoevieiiiiiiiiiiiieceeseeeeee e 1-18
MeSSAZE LOZ PAZE.....oooiiiiiiiieieee ettt enes 1-20
Periodic Process Page.........ccvecviiiiiiiiiiiiieiieee ettt 1-22
Tenure Calc Summary Page..........coccoviiiiiiiiiiiniiieieeee e 1-23
Tenure Data — Service HiStory Page ........cccccveevvieviieiiiiiice e 1-25
Viewing Updated Tenure Data..........c.cccvvevvieviieiieniiiiicreereeseesee e eve e 1-27
Chapter 2
Tracking Events
Tracking EMPlOyee ACHVITIES .....ccviiviieriieiieiiieieesteesreere et eteeseresereesreesseeseneesneesseesseens 2-2

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL CONTENTS iii



TRACKING FACULTY EVENTS JANUARY 2001

ACHIVILIES PAZE ..ivviiiiiiiiciiecieeeeee ettt v et tr e s tb e e sb e b e e staestaeeaveennes 2-2
Tracking Administrative POSES. .......cccueiiiiiniiiiiiieeeee e 2-3
Administrative Post Table Page ..........cccccoiiiiiiiiiiniiceeeeeee 2-3
Administrative Posts Page..........coceviiiiiiiiiiiiie e 2-4
Tracking Employee EQUCAtION..........cceoviiiiiiiiieiieciicie ettt 2-5
Education - School Education Page ............cccoeeviiiiiiiieniiiiiciiceeeecee e 2-5
Education - Professional Ed. and Training Page...........cccccceevvvevieniiivie e, 2-7
Tracking Honors and AWards ..........ccccoeereririeniniiieneeeeseees et 2-8
Honors AWards Page........c.oooveviieiiiiiiiiieieeeeteeee sttt st e eve v ens 2-9
Tracking Licenses and Certificates...........eevuererriiririeninieninteeseeeeeeeseeeee e 2-10
Licenses and Certificates Page..........cccevveriiviiniiiieniiieceeeee e 2-10
Tracking MemberShIPS ......cc.eeoveiiiiiriiieeete et 2-11
Memberships Page ........ccueiieriiiiiiiiieiee e 2-11
Tracking PreSentations..........ccvecvieviiiiieriieniieiiesrecveereesreesteeseresevesreeseesseesssessnesssesssees 2-12
Presentations Page.........coeeieiiiiiiiiiieeeee s 2-12
Tracking PUbliCAtIONS .......c.cccviiiiiiieiieciie ettt ettt sr e v b e esbeesreesanesrseesbeenveens 2-13
Publications Page .......c..coeeieiiiiiiiiiieeectee e 2-13
Tracking Significant Special Projects........cccccveiiiiviiiniieiiecii et 2-15
Significant Special Projects Page.......c.cccvevviiiiiiiiniiiiiecieeieeeeeee e 2-15
Tracking Student AdVISEIMENT ..........cceciiiviiiiiieiieiie ettt sresre b e reesreeseee s 2-16
Student AdVISEMENt PAZE.........cccviivviiiieiieiiicie ettt saae v e 2-16
Tracking Teaching Responsibilities..........coevieririeniniininieeneceeeeeeee e 2-17
Teaching Responsibilities Page..........ccccevviiviiiviieiieiieeeecce e 2-17
Tracking Committee Information ..........c.ccecuerieieniiiiininiee e 2-19
Committee TYPE PaZE .....cooviriiriiiiiiiiiei et 2-19
Committees — Committee Page ........ccccovverieiiiiiiiniiieiceeeeeeeeeen 2-20
Committee — Committee Members Page..........cccccveeeviivieniiiciieiieecceecre e 2-21
Employee Committees Page...........cocoveevieniiieniiiiiiniiieseeceetee e 2-22
Chapter 3
Reviewing Cases
Defining EMPlOyee Cases.......c.eevueriiieririeieiieteiestteeste ettt sttt 3-1
Case REVIEW Pae .....ccouieiiiiiiiiciicee ettt st sbre v ens 3-1
Reviewing Case INformation ...........coceceririeriniiiiniiieeeeee et 33
ReVIEW Path Page.......cccuiiiiiiiiiiiicce ettt st s eave e 33
Viewing Case Progress and Status..........coceecveriirieniininienineeiesieeetee et 3-5
CaSE VIBW PaZE.....eiiiiiiiiiiiiiieee ettt 3-6
Case Final Status Page ........cocoviiiiiiiiiiiiiieecteee e 3-7

CONTENTS iv PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



JANUARY 2001 TRACKING FACULTY EVENTS

Chapter 4

Canada Academic Teaching Surveys Business Process

Setting Up the Canada Academic Teaching Surveys Business Process..........c..ccoceeueenee. 4-1
Principal Subjects Taught Page.........ccccooiiiiriiiiiiniiiieeeeeeeeeeseee 4-2
Faculty Code Table Page.........ccccoouiiiiiiiiiiiiiieieiee et 4-3
Non-Operational Funds Table Page ..........cccccoveiiiiiiiiiciieciccececeeeee e 4-4
Reporting Period Table Page..........cocceviiiiiiniiiiniiiiieeeeceeeeeeeeee e 4-5

Entering Employee Level Data for the Canada Academic Teaching Surveys................ 4-6

Populating and Modifying Data in the FT Academic Teaching Member Table ............ 4-7
Load FT Teaching Member Data Page ...........cccoceviniiiiniiiininceeeeee 4-7
Member Data Page .........ccceeiuieiieiieeieeie ettt 4-8

Loading Data into the Academic Teaching Survey Tables ..........ccccoceevvercreeciieniiennnennn. 4-10
Standard Element Definitions for the Load Teaching Survey Data Component ...4-11
FT SUIVEY PAZE ....eiiiiieciieeeece ettt ettt e e saae e esaesnnaeenes 4-11
PT SUIVEY PAE ..ot 4-13

Updating Academic Teaching SUIVEYS.......ccccecererienirieniinieieeeeseetee e 4-13
FT Academic Teaching Surveys - FT Survey Part 1 Page.........ccccocevinieninnnnne. 4-13
FT Academic Teaching Surveys - FT Survey Part 2 Page.........ccccoooeevveviiivivennnennn. 4-15
PT Academic Teaching Surveys — PT Survey Part 1 Page........ccccoovevvevvenneennenne. 4-19
PT Academic Teaching Surveys — PT Survey Part 2 Page .........ccecevinieniniencne. 4-20

Creating the Academic Teaching Survey Flat Files .......c..cccoovveviiiciiiniinieciecieeeee, 4-22
Standard Element Definitions for the Create Stats-Canada Survey Component.....4-22
Create Stats-Canada Survey — FT Report File Page..........ccccoovevviviicciiiiiicee, 4-23
Create Stats-Canada Survey - PT Report File Page ........ccccocevveiiniiiininnincnne, 4-23

Verifying Statistics Canada Academic Teaching Survey Results ..........c.cccoceeeeninnnne. 4-24

Chapter 5

Running Tracking Faculty Events Reports

Generating the Case Review Status Report ........cocovevieiiiiciieiieiccicceeeereesiee e 5-1
Case Review Report Page .......cc.cocvieiiiiiiiicciccic ettt 5-1
Case Review Status Report Details .........cccoveeveniiiiniiiiniiieeceeecee 5-2

Generating the Employee Tenure Status Report.........cccoveeveniriiniiieninicnineecceee, 5-3
Empl Tenure Status Page ........cccceoiiiiiiiiiiiiie e 5-3
Employee Tenure Status Report Details .........ccceeviiivieiiieniienieiiecieereesee e eve e 5-3

Generating the Faculty Events HiStory Report ..........cccvevvieiiiiiiniiiiiciieeccie e 5-4
Faculty Events Report Page .........ccooviiiiiiiiiieiieie ettt 5-4
Faculty Events History Report Details..........cccccviveiiierienieiiiiiicieiicseecve e 5-5

Generating the Statistics Canada Full Time Survey Report ...........oceveriininiinincnnene. 5-5
StatsCan FT Survey Report Page.........cocvoviiiiiiiiiiiiiiiecccceceeeeceee 5-6
Statistics Canada Full Time Survey Report Details .........cccoevcieninininienciiicnne 5-7

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL CONTENTS \



TRACKING FACULTY EVENTS JANUARY 2001

Generating the Tenure Calculation Report ...........ccceeiiiviiinieiiiiiececcee e 5-7
Tenure Calc PaE ......cooeiiiiiiiiiiieeee et 5-7
Tenure Calculation Report DetailS..........ccvevieiieiiiiiieiieiesiecieeie e 59

Generating the Tenure Years of Service Report.........coceecveviiiiniiiininncniicnceeeeee, 5-10
Tenure Service LiSt Page.......cccvovviiviiiiiiiiiciicecce et 5-10
Tenure Years of Service Report Details.........coceieevininiininieniiieneceecee 5-11

Index

CONTENTS vi PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



TRACKING FAcuUuLTY EVENTS

This book provides you with the information you will need for implementing and using the
Tracking Faculty Events module of PeopleSoft Human Resources. You can order the online
version by requesting SKU HRB8SP1RO, or the hardcopy version by requesting SKU
MAHRB18SP1B 1200.

Faculty Event Tracking is designed to help Higher Education organizations manage your faculty
resources. Although Faculty Event Tracking is designed for faculty, it can be used for all staff
employees.

Tracking Faculty Events consists of five chapters:
e Tracking Tenure

e Tracking Events

Reviewing Cases

Canada Academic Teaching Surveys Business Process

Running Tracking Faculty Events Reports
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CHAPTER 1

Tracking Tenure

The principal criteria for granting tenure are length of service, academic rank, and professional
competence. Although most institutions stipulate probationary periods for tenure, the most
common being seven years, this varies among colleges and universities. In many institutions,
tenure is generally available to those at the rank of assistant professor and above.

With Tracking Faculty Event's tenure tracking feature, you can establish rules and calendars for
calculating tenure service based on your organization’s specific needs and requirements. The
tenure tracking feature enables you to track tenure-related data, define a tenure calendar to match
your tenure service clock, and calculate tenure for employees on tenure track. In addition, you
can also:

¢ Identify appointments that are included for service tracking.
o [dentify departments capable of granting tenure.

e Monitor employees on tenure track with flexible reporting templates.

Before You Begin

To activate and set up the tenure tracking functionality, you'll need to complete the steps outlined
in the following sections:

1. Identifying Tenure Granting Departments
2. Setting Up Service Parameters
3. Setting Up Service Accrual Control Tables
4, Setting Up Tenure Tracking Defaults at the Job Code or Position Level
5. Assigning an Employee to Tenure
Once you've set up Tenure Tracking, you can do the following:
e Process tenure and view the results.

e Report on the case review status.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TENURE 1-1
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Identifying Tenure Granting Departments

Before you can use Tenure Tracking, you have to identify the departments that can grant tenure.
The Department Table--Comm. Acctg. and EG page has a Tenure Granting flag to identify
whether the department can grant or award tenure. You'll select this flag to identify tenure
granting departments. On the employee Tenure Data page, the Granting Dept? check box will be
selected if the Tenure Granting flag has been selected for this employee's department.

Setting Up Service Parameters

The pages on the Maintain Service Parameters menu enables you to define basic parameters such
as how a date should be rounded, how a raw date should be converted to a decimal date, and how
to calculate a year. You tell the system to assume a certain number of days per month or to use
the calendar month. This is also where you define the database alias (EVENT DT) to define the
reference to the job history. You can also turn on the application trace, which traces the
calculation during a calculation run.

For more information on setting up service parameters, please refer to E&G Setting Up
Service Parameters and Service Accrual Control Tables.

Setting Up Service Accrual Control Tables

1-2

Methods of calculating and tracking employee service vary among different groups at the same
organization and from one organization to the next. Use the setup tables to establish the service
rules that best fit your organization. These service rules provide the basis for the tenure accrual
processing.

You will be able to define your service Calendars, establish HR Action/Categories to categorize
the job action/reason codes that count toward service accrual, and define your date rounding
options.

The service rules become part of a Definition Name, which you then assign to a service type. The
system processes service types based on the service rules defined within the Definition Name.
Grouping service rules together under a Definition Name gives you and your organization
flexibility when determining calculation rules for different types of service accrual processing.

Service types belong to a calculation group. The calculation group can be associated with one or
more service types. The calculation group enables you to group employees that will have the
same calculation rules applied to their service accrual process.

The following setup tables that you use to establish service accrual rules are shared with the
Tracking Flexible Service feature. These tables are documented in E&G Setting Up Service
Parameters and Service Accrual Control Tables section of the Application Fundamentals for
PeopleSoft HRMS PeopleBook.

e Calendar page

TRACKING TENURE PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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e HR Action/Category page
e Service Rules component
e Calculation Group page

The Academic Rank and Experience Credit Codes pages are unique to Tracking Faculty Events
and are documented here. You should complete the above control tables before setting up
academic ranks and experience credit codes.

Establishing Academic Ranks

Use the Academic Rank page to establish academic ranks as they apply to your organization. If
applicable, you can also define tenure service eligibility information for the academic rank.
When you initially assign an academic rank to an employee on the Tenure Data page, the system
will default the calculation group and probationary period you establish on the Academic Rank
page. In addition, you can define other tenure eligibility data, such as whether the academic rank
carries automatic tenure and whether partial service credit is allowed.

Academic Rank Page

Usage Use the Academic Rank page to establish academic ranks and tenure
tracking eligibility for those ranks.

Object Name | EG_ RANK TBL

Navigation Develop Workforce, Manage Faculty Events, Setup, Academic

Rank, Academic Rank
Prerequisites | Calculation Group page
Access Enter an Academic Rank.
Requirements
Academic Rank
Academic Rank: aom
Wiy Al First (4] 154 [M] Last
*Effective Date: |p1m1:1 ag0 B *Status: |Active vI =]
*Description: |F'r0fessor Rank-IPEDS: IF'eressor 'I
Short Description: IProf
¥ Eligible for Tenure Tracking?
Calc Group: |FAC =Y [ Partial Credit Allowed?
Probationary Period (# of yrs): |6.0 [ Carry automatic tenure?
=
=

Academic Rank page

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TENURE 1-3
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The following elements are common to multiple pages and are defined at the front of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Effective Date, Status,
Description, and Short Description.

Academic Rank Displays the Academic Rank code you selected.

Rank - IPEDS (Integrated Select the IPEDS rank, such as Professor. This is used for
Postsecondary Education IPEDS reporting purposes.

Data System-Full Staff

Survey)

Rank - Stats Can (rank, Select a Statistics Canada rank from the list of available
Statistics Canada) options. The data in this field will be reported in the

Canada Academic Teaching Surveys. This field is
intended for Canadian higher education degree-granting
institutions only.

Eligible for Tenure Select the Eligible for Tenure Tracking? check box if
Tracking? the academic rank is eligible for tenure tracking. This
field doesn't affect tenure service calculation.

Tenure Tracking Eligibility

Calc Group (calculation Select the calculation group for this academic rank. For

group) example, select FAC to include the Associate Professor
rank in the FACULTY calculation group. Calc Groups are
maintained on the Calculation Group page.

Probationary Period (# of Enter the number of years this rank is in a probationary

yrs) period. An employee can have multiple concurrent jobs,
but they can accumulate probationary time toward tenure
in only one academic rank at a time.

Partial Credit Allowed? Select the Partial Credit Allowed? check box if some
credit is applied toward tenure service. This field doesn't
affect tenure service calculation.

Carry automatic tenure? Select the Carry automatic tenure? check box if tenure
automatically applies to this rank. This field doesn't affect
tenure service calculation.

Setting Up Experience/Credit Codes

Use the Exp/Credit Codes page to define the experiences and credits employees earn at other
institutions that apply toward tenure in your organization. You can also use this page to set up a
credit code for start-up credit to bring forward any accrued service credit in your organization on
initial loading of tenure service data.

The experiences and credits set up on this page are used in the tenure service accrual and
calculation process to determine an employee’s total time toward tenure as of a specified date.

TRACKING TENURE PEOPLESOFT PROPRIETARY AND CONFIDENTIAL



JANUARY 2001

TRACKING FACULTY EVENTS

Exp/Credit Codes Page

Usage Use the Exp/Credit Codes (experience and credit codes) page to define
the experiences and credits employees can earn at other institutions that
apply toward tenure at your organization.

Object Name | EG_ EXP DFN

Navigation Develop Workforce, Manage Faculty Events, Setup, Exp/Credit
Codes, Exp/Credit Codes

Access Enter an Experience or Credit Code.

Requirements

ExpiCredit Codes

Experience or Credit Code: PUNY

wiew Al First (4] 1.0 1 [ Last

‘Effective Date:  [D1/01/1950 & StatusActve =] +1[=]

Description:

*Description: IPrior University Experience

Short IPriorUniv

W Addto Tenure Services

Exp/Credit Codes page

The following elements are common to multiple pages and are defined at the front of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Description, Status, and Short

Description.

Experience or Credit Code  Displays the Experience or Credit Code, such as PUNIV

(prior university experience), that you selected in the
search page.

Effective Displays the date the experience or credit code is
effective.
Add to Tenure Services Select the Add to Tenure Services check box if the

experience or credit code counts toward tenure service in
your organization.

Setting Up Tenure Tracking Defaults at the Job Code or Position Level

Before you assign an employee to a tenure calculation group, you can set up the system to default
the academic rank from the job code or position level to the Tenure Data page when you set up
employee tenure data. To default an academic rank at the job-code level, select a default
Academic Rank to be associated with this job code on the Job Code Table - Evaluation Criteria
page. To default an academic rank at the position level, select an Academic Rank on the Position
Data-Work Location page.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TENURE 1-5
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Assigning an Employee to Tenure

Different job actions trigger tenure actions. For example, when an employee is hired, promoted,
or transferred from a job, the change from one job action to a different one may continue to count
for service or may start a break in the service. When an employee is assigned to tenure, a new
tenure record and prior experience/credit records are added into the tenure tracking tables to
initiate future processing and information lookups.

In order to calculate tenure service, you must establish which job histories should be processed.
To determine relevant jobs and what information automatically defaults when you first set up an
employee's tenure data, you need to indicate whether a job will accrue tenure and FTE for the
tenure service accrual.

For Tenure Tracking to work, you must turn on tenure accrual for the employee on the
Employment Data - Employment Information page. You'll use the Tenure Data page to display
and enter information about an employee's tenure status. You enter an employee's previous
experience and credits from other institutions on the Prior Experience/Credits page. Entering
credits and experience ensures that any start-up credits earned at other institutions are counted
toward the employee's tenure accrual. Inquiry pages enable you to view rank and status changes
for an employee's tenure history, and to view jobs related to tenure accrual in your organization.

The tenure calculation process accrues service for employees with multiple concurrent jobs. On
the Employment Data - Employment Information page, you turn on tenure accrual for each job
and indicate the corresponding FTE to prorate the service. The sum of the FTE for all the jobs
shouldn't be greater than 1.00.

Turning On Tenure Accrual

Use the Employment Data - Employment Information page to turn on tenure accrual for an
employee.

To turn on tenure tracking for an employee:

1. Select the Accrue Tenure check box.

2. Enter a value in the FTE for Tenure Accrual field, such as /.0.

@ FTE can't be greater than 1.0. On multiple jobs, the sum of the FTEs of all the jobs selected
to accrue tenure can't be greater than 1.0.

v Important! Don't use the Calc Group (Flex Service) and FTE for Service Accruals fields
on the right side of this page. These fields are for use only if the employee has flexible
service calculations run in addition to tenure. If you run only tenure calculations for the
employee, these fields must be left blank or errors occur during the tenure calculation
process.

1-6 TRACKING TENURE PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Tenure Data Page

Usage Use the Tenure Data page to maintain tenure tracking data for
employees. This page contains all data required to support the tracking
of an employee's tenure information. It includes employee-specific
information, including each employee's home department for tenure

tracking purposes. Much of this information defaults from the Job Data
Component.

Object Name | EG_ EMPL TENURE

Navigation Develop Workforce, Manage Faculty Events, Use, Tenure Data,
Tenure Data

Prerequisites | You must have set up this employee for tenure accrual on the
Employment Data - Employment Information page.

Access Enter an employee ID.
Requirements

{ Tenure Data Y Prior Experience/Credits Service History

MilesWilliam ID: PUD1E

*Tenure Status: [ FRMETOTERMIEN Home Rank: |DD1 QA Professar
Track Start Dt: |02m1r1 995 | Rank/Sts Chy Effect.: |DEID1 11884 Chyg Reason: | 'l
Orig. Track Dt: |02m1r1 995 [z *Tenure Home: |F'SU5306 R Electrical Engineering [¥ Granting Dept?

Calc Group: FAC = Mand. Review Dt: I B Granted Date: I (Ex1]|

™ override Calculation? Committed FTE: ID.SD SHARE Motes |
Total Req'd: |5.DDDDDD Time Accrued: 0.450000 Current As OF:  12/31/1995

Extended By: 0.000000

Time To Accrues 5550000 || Terminal Year

Other Tenure Departments i First (40 1ot 1 [¥] Last
Dept Rank Tenure Status  Effective Date  ¢commFTE
ar x| =l | o)) I |

Tenure Data page

Tenure Status Select the current Tenure Status for the employee.
Available options include:

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TENURE 1-7
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Home Rank

Track Start Dt (track start
date)

Rank/Sts Chg Effect (rank
or status change effect)

Chg Reason (change reason)
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Non Tenure On Track

Not Applicable

Other

Tenure by de facto

Tenure Denied

o Tenure

These values are maintained in the Translate Table.

Note. The tenure accrual program processes only those
employees having the tenure status of Non Tenure On
Track.

Displays Home Rank, which defaults from the Position
Data component or the Job Code Table depending on
where you set it up. If you didn't set up Home Rank on
these pages, select the rank of the employee, such as 005
(Professor).

Track Start Dt defaults to the Hired Date from the
employment record. Make sure you enter the actual date
the employee's tenure accrual begins, because tenure is
tracked from this date. If an employee has a Tenure
Status of Non Tenure On Track, then they must have a
Track Start Dt.

The Track Start Dt must correspond to the Begin Date of
the calendar associated with the Calculation Group for
the tenure calculation process to run correctly. For
example, if an employee's Track Start Dt is 09/01/1996,
then the calendar begin date must be 09/01/1996. For this
reason, you might have to define calendars solely for the
purpose of accommodating Track Start Dates. Calendars
are defined on the Calendar page.

This date defaults from the Track Start Dt field.

If you change the Home Rank or the Tenure Status
fields, the Rank/Sts Chg Effect and Chg Reason fields
will become available for entry to enable you to enter an
effective date and the reason for the change for history

purpose.

If this field doesn't default, then select the reason for the
change. Options include:

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Orig. Track Dt (original
track date)

Tenure Home

Granting Dept?

Calc Group (calculation
group)

Mand. Review Dt.
(mandatory review date)

Granted Date

Override Calculation?

Committed FTE

Notes

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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e None

e Correction
o Mid Period
e New

e Other

e Pending

® Recalc

® Retro Adj

This date is the same as the Track Start Dt initially but
can be overridden. Enter the date from which tenure
tracking begins for the employee, if necessary

Displays the department granting the employee's tenure.

This field defaults from the employee's current Job record.

This display-only check box is selected if the Tenure
Home that displays is the department granting the tenure
status.

Select the group used to calculate tenure accrual. You
define the Calc Group on the Academic Rank Table.

Enter the mandatory review date for the employee.

Enter the date tenure was granted, if appropriate.

Select the Override Calculation? check box if you don't
want this employee to be included in the batch tenure
calculation process.

Enter the Committed FTE for this employee. The
purpose of this field is to enable you to track the tenure
FTE committed for budgetary reasons. The Tenure FTE
field on the Employment Data - Employment Information
page determines the proration for the accrual process.

Note. Other tenure departments' information isn't used in
batch service calculation.

Click the Notes button to document notes regarding the
employee's tenure.

TRACKING TENURE
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Probation (Number of Years)

The Probation (Number of Years) group box of this page contains probation information for

tenure accrual.

Total Req'd (total required)

Extended By

Time Accrued

Time To Accrue

Current As Of

Terminal Year

Other Tenure Departments

Displays the total number of probationary years required
before granting tenured status. The total defaults from the
Academic Rank Table but can be overridden.

Enter the number of years by which the probationary
period is extended for this employee, if appropriate.

Displays the number of accrued probationary years. This
amount is posted to the Service History page.

Displays the remaining probationary years the employee
needs to accrue. This figure is calculated by the system.

Displays the end date of the last processed computational
period.

Select the Terminal Year check box when the employee
is in the last year of reaching the total number of required
probationary years.

For example, if the Total Req'd probationary years is 8,
then you may select the Terminal Year check box if
Time To Accrue equals 1 year.

The Time Accrued and Time To Accrue fields display 0
years when you select this check box.

The Other Tenure Departments group box of the Tenure Data page enables you to maintain
tenure-related information for an employee in departments other than the home department. The
data in this section doesn't default from the employee's Job record and isn't used in the service
calculation process. It is strictly for informational purposes only.

Dept (department)

Rank

Tenure Status

TRACKING TENURE

Enter other departments in which the employee is accruing
tenure. For example, an employee may hold positions in
two departments.

Note. If the check box next to Dept. is selected, it
indicates the department is a tenure-granting department.

Enter the Rank the employee holds in that department.
The Rank options are maintained on the Academic Rank
table.

Enter the employee's Tenure Status for the position.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Effect Dt (effective date) Enter the date the tenure status is effective.

CommFTE (committed full ~ Enter the percentage of time the employee is a committed
time equivalent) FTE.

Prior Experience/Credits Page

Usage Use the Prior Experience/Credits page to track an employee's accrued
service from other institutions that counts toward your organization's
tenure service clock. Experiences that count toward tenure are recorded
and are added into the total probationary period.

The experiences and credits that display on this page are maintained on
the Exp/Credit Codes page.

Object Name | EG_PRIOR _EXP

Navigation Develop Workforce, Manage Faculty Events, Use, Tenure Data,
Prior Experience/Credits

Prerequisites | Tenure Data page.

Access Enter an employee ID.
Requirements

Tenure Data y Prior ExperienceiCredits Y Service History

Miles William ID: FUO18

Orig Hire: 02/01/1985 Per Status: E  Employee Hi Educ Lv: A Mot Indic

Req'd: §.000000 Accrd: 0450000 Prior: 0.500000  Time To Accrue: 5.050000
Prior Experience/Credit First (0 10614 ] Last
*ExpiCr Type *Cr From Date Cr To Date Credit Granted Add To Granted at Rank

Tenure?
IPRSH Q) 01/01/2000 ] [o731s2000 ] 0.500000 ~ |uuz =Y N0198| +1=1
Prior Research Expetience Assist Professor
0.500000

Prior Experience/Credits page

The top sections of this page display the employee's name, employee 1D, and the following

information:
Orig Hire (original hire) Displays the date the employee was hired.
Per Status Displays the employee's status, such as Employee or

Contractor.
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Hi Educ Lv (highest
education level)

Summary Totals

Req'd (required)

Accr'd (accrued)

Prior

Time To Accrue

Prior Experience/Credit

Exp/Cr Type
(experience/credit type)

Cr From Date (credit from
date)

Cr To Date (credit to date)

Credit Granted

Add To Tenure?

Granted at Rank

Notes

TRACKING TENURE

JANUARY 2001

Displays the employee's highest level of education.

Displays the total number of service years required to
receive tenure. This information defaults from the Total
Req'd field on the Tenure Data page.

Displays the total number of service years accrued toward
tenure. This information defaults from the Time Accrued
field on the Tenure Data page. The number will change if
an online adjustment is made to service history.

Displays the number of years acquired from prior
employment that count toward tenure service. The unit is
in number of years calculated to two decimal places. This
information is maintained on the Exp/Credits page.

Displays the number of years remaining to accrue tenure
status. This information defaults from the Time To Accrue
field on the Tenure Data page. The number of years
remaining to accrue tenure status will adjust if online
adjustment is made to service history.

Select the employee's previous experience or credit type,
such as RSHR (research).

Enter the beginning date of the experience or credit.

Enter the ending date of the experience or credit.

Enter the amount of credit granted for the prior
experience.

Select the Add To Tenure? check box to add these credits
to tenure accrual.

Select the rank at which the credits were granted, such as
005 (professor).

Click the Notes button to add comments to the employee
record regarding prior experience.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Change History Page

Usage Use the Change History page to view information about changes made
to academic rank and tenure status associated with a home department.
The system automatically tracks changes made to academic rank and
tenure status associated with a home department. The Change History
page is a display-only page.

Object Name | EG TENURE CHG

Navigation Develop Workforce, Manage Faculty Events, Inquire, Rank/Status
Change History, Change History

Prerequisites | You must have set up this employee for tenure accrual on the
Employment Data - Employment Information page.

Access Enter an employee ID.
Requirements

Change History

Employee: Miles, William PLIOTE

Tenure Home:  PSUS306 Tenure Status:  MNTK On Track Calc Group: FAC

Track Start Dt: 0270171995 Override Calc?: Tenure Granted Date:

Home Departrment Rank/Status Change History g Al First (40 1o 1 [ Last
Eff Date Academic Rank Tenure Status ACTN DATE Change Reason
02/0141985 001 Professor MTK  On Track 0873152000

Change History page

The following element is common to multiple pages and is defined at the front of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Eff Date.

Employee Displays the employee's name and ID.

Tenure Home Displays the code for the department in which the
employee received, or will receive, tenure.

Tenure Status Displays the employee's tenure status.

Calc Group (calculation Displays the calculation group used to calculate this

group) employee's tenure, such as FAC (faculty).

Track Start Dt (track start Displays the date tenure tracking began for the employee.
date)

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TENURE 1-13
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Override Calc? (override Displays only if the Override Calc? check box is selected
calculation?) on the Tenure Data page.
Tenure Granted Date Displays the date tenure was granted, if the employee

received tenure status.

Home Department Rank/Status Change History

Academic Rank Displays the employee's academic rank at the time the
rank/status change became effective.

Tenure Status Displays the employee's tenure status at the time of the
rank/status change.

Action Dt (action date) Displays the date the rank/status change takes place.

Change Reason Displays the reason for the rank/status change.

Related Jobs Page

Usage Use the Related Jobs page to review current job(s) that count toward an
employee's tenure. This is a display-only page.

Object Name | EG JOB VW

Navigation Develop Workforce, Manage Faculty Events, Inquire, Related Jobs
for Tenure, Related Jobs

Prerequisites | You must have set up this employee for tenure accrual on the
Employment Data - Employment Information page.

Access Enter an employee ID.
Requirements
Related Johs
Employee: MilesWilliarm PUD1E
Tenure Home: FSLIS306 Electrical Engineering Tenure Status:  MTK On Track
Track Start Dt:  02/01/1995 Calc Group:  FAC Owerride Calc?: Tenure Granted Dt:
Jobs Counted for Tenure Accrual Wiew Al First (4 4.0t 1 [P] Last
Empl Rcd# FTE For Accrual Current Department Job Code Position
] 0.50 PSU5306 PLI3TO0 PUGOZY
Electrical Engineering Professar
Related Jobs page
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Employee

Tenure Home

Tenure Status

Track Start Dt (tenure start
date)

Calc Group (calculation
group)

Override Calc? (override
calculation?)

Tenure Granted Dt (tenure
granted date)

TRACKING FACULTY EVENTS

Displays the employee's name and ID.

Displays the code for the department in which the
employee received, or will receive, tenure.

Displays the employee's Tenure Status.

Displays the date tenure tracking began for the employee.

Displays the calculation group used to calculate this
employee's tenure, such as FAC (faculty).

Displays only if the Override Calc? check box is selected
on the Tenure Data page.

Enter the date the employee received tenure status.

Jobs Counted for Tenure Accrual

Empl Red# (employee record Displays the employee's record number, maintained in the

number)

FTE For Accrual (full time
equivalent for accrual)

Current Department

Job Code

Position

Job Data pages.

Displays the employee's full time equivalent value, such
as .80 for an employee working 80 percent of normal full
time schedule. The FTE for Accrual is maintained on the
Employment Data - Employment Information page.

Displays the employee’s current department.

Displays the employee's job code. Job Code IDs are
maintained on the Job Code Table.

Displays the employee's position number and a description
of the position.

Processing Tenure and Viewing the Results

Once you've set up your service parameters and tenure control tables, assigned employees to
tenure service, and set up the employee's tenure data and any prior experience/service credits,
you're ready to run the tenure calculation process (Tenure Calc).

Tenure calculation is a two-step process. First, calculate tenure service in Normal Run mode for
a specific time period or periods, such as a semester or quarter. You can calculate tenure service
for a specified calculation group or an individual employee. The results display on the Tenure

Run Results page, but these are temporary until you run Update to History mode in the next step.

Second, use Update to History mode to update tenure and service history with the results of the
calculation run in Normal Run mode. Running Update to History mode updates the tenure
service totals on the employee tenure data record and adds new service details to the employee
service history. You can view the results of the update on the Service History page.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TENURE 1-15
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After you calculate tenure, view messages about the batch processing on the Message Log page.

Viewing messages enables you to make sure that tenure calculations are running correctly before
you commit them to history by running the Update to History mode. When tenure calculation is
complete, you can view the results on the Inquiry pages and then print tenure reports.

@ For more information on Tenure Service reports, see Running Tracking Faculty Events
Reports.

You'll want to run the tenure calculation on a periodic basis (for example, at the end of the
academic year-to calculate accrued tenure for employees). You can run the tenure calculation
process as many times as you like.

Running the Tenure Calculation Process

Use the Tenure Calc page to run tenure calculations for a specific tenure calculation group or an
individual employee. You also use this page to update tenure history. Tenure calculation is a
two-step process. First, you'll calculate tenure service in Normal Run mode for a specific time
period(s), such as a semester or quarter. Second, you'll use the Update to History mode to update
tenure and service history with the results of the calculation run in Normal Run mode. There's a
third processing option, Delete Rebuild History.

Follow these recommendations to run the tenure calculation process:
e Run Normal Run mode before you run Update to History.

e If you process an individual employee, we recommend that you do only the Normal Run for
that employee; then, do the Update to History for all the employees within a tenure calculation
group at the same time.

e When you use Delete_Rebuild History mode, none of the adjustments that you have entered on
the Service History page re-accrue. You will have to re-enter the adjustments. All start-up
credits recalculate.

e Use the same Run Control ID that you use in Normal Run mode for the Update to History run
for processing the same computation periods.

@ If you have a temporary file for an employee and you use the same run control but change
the end date for the Update to History run, the system will still update the contents of the
temporary file.

How the System Calculates Tenure Service
When you calculate tenure service, the system does the following:

e Determines an employee's eligibility by checking the tenure status on the Tenure Data record.
The batch process only processes employees with tenure status of Non Tenure On Track.

1-16 TRACKING TENURE PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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e (Calculates service based on the From Date and To Date, which constitute the computational
period specified on the run control page.

@ The only time the system doesn't calculate service based on the From Date and To Date is
the first time the employee goes through the calculation process. Since the employee has no
service history, the system uses the employee Track Start Date as the From Date for the
starting point in determining tenure service.

e [ooks at the employee's job history for the computational period to determine the service
amount. The process uses the Elapsed Time method to calculate service by measuring the time
between two dates. In the case of job history, it measures the time between the effective dates
of two job records and then applies the applicable service rules to the employee's tenure
calculation group. The calculation group is defined in the employee's tenure data record. The
setup tables as shown in Setting Up Service Accrual Control Tables are also used in the
process.

e When the calculation process is finished, performs any prorating by FTE on the calculated
service before writing the service details to a temporary service history file. Prorating by FTE
(on the calculated service) only occurs if it is specified in the Service Rules page. Service
details are written by the computational period set up on the Calendar page.

e Reviews the Action/Category codes of each employee in the calculation group to determine if
they were in an eligible status during a specific time period as defined on the Calendar. If the
employee is eligible the whole period, the employee is granted the amount of credit indicated
on the Calendar.

o [f the employee is in an eligible status for all (or part) of the period, the system grants partial or
prorated credit.

How the System Updates Tenure and Service History
When you update tenure service and service history, the system does the following:

e Processes each employee by selecting their service details from the temporary service history
file.

e Updates the employee tenure data record as follows:
= Adds the total calculated tenure amount to the Time Accrued field.

= Subtracts the amount from the Time to Accrue field to show the remaining time the employee
needs to accrue to reach the Total Req'd.

= Updates the Current As of field to show the To Date of the calculation period

o Updates the employee service history with the new tenure accrual details from the temporary
file.

e Purges the tenure accrual details from the temporary service history file.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TENURE 1-17
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Batch Tenure Calc Page

Run ControlIl: 135

MNormal Run

Usage Use the Batch Tenure Calc (tenure calculation process) page to run
tenure calculations for a specific tenure calculation group or an
individual employee. You also use this page to update tenure history.

Object Name | RUNCTL EGPPO1

Navigation Develop Workforce, Manage Faculty Events, Process, Tenure Calc
Process, Batch Tenure Calc

Prerequisites | You must have set up calculation groups on the Calculation Group page.

Access Enter a Run Control ID.

Requirements

{ Batch Tenure Calc

From Date; |D1J’D1IEDDD 4
To Date: IDSI31 2000 @ Calculation Mame: 135
*Calc Group: IFAC g Faculty Tenure Calc. Group

EmpliD: IPUD1 8 Q) Miles William

Periodic Processing Mode - E&G

Report anager Process Monitor Run

2
-
-

Batch Tenure Calc (tenure calculation process) page

The following element is common to multiple pages and is defined at the front of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Run Control ID.

From Date and To Date Enter the time period for the calculation in the From Date

and To Date fields. These dates must exactly match a
computational period of the calendar used by the Cale
Group you are processing. The From Date must match a
period begin date in the calendar, and the To Date must
match a period end date.

For example, you may want to calculate tenure for an
academic year that consists of two computational periods:
01/01/98 to 06/31/98, and 07/01/98 to 12/31/98.
Therefore, you enter 01/01/98 as the From Date and
12/31/98 as the To Date. The process creates a service
history for each computational period.

Calculation Name Displays the Run Control ID that you entered earlier.

TRACKING TENURE
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Calc Group (calculation
group)

EmplID (employee ID)

Tenure Processing Type

TRACKING FACULTY EVENTS

Select the calculation group, such as FACI (faculty) for
which you want to run tenure service totals. The Cale
Group processes all employees within that group for the
specified dates unless you specify a specific EmplID.

Note. If you process an individual, you still have to select
a Calc Group.

Select the EmplID only if you want to process tenure for
an individual employee; otherwise, leave this field blank.

Select the Period Processing Mode - E&G you would like. The check boxes to the right of this
field reflect the option you choose. The period processing mode options are listed below.

Delete & Rebuild History

Normal Run

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

This mode deletes an employee's tenure service history
and rebuilds it. Use this mode to regenerate tenure service
for an individual employee (or all employees) within a
tenure calculation group. When you select this option, the
system will select the Delete and Reload Service History
check box.

Warning! Be careful when you run this mode because it
removes all service history based on the tenure calculation
group or the employee you specified.

Use Normal Run to calculate tenure service for a specific
time period, such as a recently ended semester. You can
also run the calculation for the academic year and process
both semesters. The existing service history for an
employee isn't purged when you run this mode. When
you select this option, the system will select the Delete
old Calc Results check box.

Doing a Normal Run of the tenure calculation process
creates temporary tenure accrual records, which you can
view online in the Tenure Calculation Summary page.
The calculation is purged once you run the process in
Update to History mode.
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Update to History This mode updates the tenure service totals on the
employee tenure data record and adds the new service
details to the employee Service History page. The input
data for an Update to History run is the results of the
Normal Run. When you select this option, the system
will select the Commit to History check box.

When you run the Update to History process, the system
commits the calculated tenure information to the
employee's service history and updates the corresponding
dates on the employee's record. You can view updated
tenure information on the Service History page.

The Run Control ID you use for the Update to History
run must be identical to the one you use for the Normal
Run. Both the Run Control ID and the computational
period must be the same.

Message Log Page

Usage Use the Message Log page to view dated and timed information about
batch processes. This page tracks errors in processes and searches for
error messages associated with a particular run.

Administer Flexible Service also uses this page.

Object Name | EG MESSAGE LOG

Navigation o Administer Workforce, Administer Flexible Service, Inquire,
Message Log, Message Log

¢ Develop Workforce, Manage Faculty Events, Inquire, Message

Log, Message Log
Prerequisites | You must have run the Tenure Calculation Process.
Access None
Requirements
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{ Message Log

View Messages

" Show Program Names

*Search Criteria Process Instance  To Instance Joh ID
IInstance vl |2 |2 |

viewall  First [4] 1ot 1 [P Last

Instance Job ID DateTime  Program Name
2 06/0272000 3:52:22AM Process Request shows status of 1NITIATED" - E%
or PROCESSING' hut no longer running -
Message Log page

View Messages

Search Criteria

Process Instance and To
Instance

Job ID

Show Program Names

Y

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Select the options for the focus of the inquiry. Options
are:

o Instance
e Job ID
o Both

The search criteria fields to the right display differently
depending on the Search Criteria option you select.

If you select Instance or Both for the Search Criteria,
then enter the Process Instance field. As soon as you
enter Process Instance, the To Instance defaults to the
same number.

If you want to include more than one batch process
instance, enter the number of the last instance or process
for which you want information.

If you select Job ID as the Search Criteria, then enter the
ID number in the Job ID field.

Select the Show Program Names check box to display
program names in the message information. This enables
you to view the name of the specific program that
generated the error message.

Click the Search button to display the Message Log.

TRACKING TENURE
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Instance/Job ID

DateTime/Program Name

Sl
=
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Displays the Instance or JobID number for each message.

Displays the date and time the program was run. If you
selected the Show Program Names check box, the
program message displays in the text box.

Click this to launch the error message box, which displays
detailed information about the error message.

Periodic Process Page

Usage Use the Periodic Process page to view the output results of the tenure
calculation process run. Use this page to view information on
employee's tenure status, to verify what was processed, and to determine
if the run was successful or not.

The information on the Periodic Process page is temporary and changes
when you run the Tenure Clac Process in the Update to History mode
with the same Run Control ID and calculation group.

Administer Flexible Service also uses this page.

Object Name | EG_PRDIC RSLTS

Navigation e Administer Workforce, Administer Flexible Service, Inquire,
Periodic Results, Periodic Process

¢ Develop Workforce, Manage Faculty Events, Inquire, Tenure
Run Results, Periodic Process

Prerequisites | The Tenure Calculation process.

Requirements

Access Enter a Run Control ID.

Petiodic Process

Run Control ID: 135
Process Instance: 20

Calc Group: FAC

Service Type:  FACTEMURE
Employees with Errors

To Date: 04A/31/2000  Periodic Cycle: Process Mode:  Mormal Run

Service Calculation Group: — FAC ID: PUD1E Miles william

Calculate All Groups: M

Delete & Reload History: n  Delete old Calc Results: W Commit to History: ¥

Employees Processed: 1 Employees with Errors: 0

First (0 104 [P] Last

Run Date: 0ar28/2000
Run Status:  Complete with no Errors

wigw Al First (0 101 [ Last

Periodic Process page

1-22 TRACKING TENURE
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Run Control ID

Process Instance
Run Date

Run Status

To Date

Periodic Cycle

Process Mode

Service Calculation Group

ID

Calculate All Groups
Delete & Reload History
Delete Old Calc Results
Commit to History

Calc Group (calculation
group)

Service Type

Employees Processed

Employees with Errors

TRACKING FACULTY EVENTS

Displays the Run Control ID you assigned to this
process.

Displays the number of this process instance.
Displays the date the calculation process was run.

Displays basic information about the calculation process,
including whether the system encountered problems.

Displays the end date of the period covered in this process
run.

Displays the Periodic Cycle you established for this Run
Control ID. For instance, you can set a calculation
process to run every Semester, every Quarter or every
Year.

Displays the processing mode you selected on the Batch
Tenure Calc page for this calculation.

Displays the calculation group included in this process
run.

If you are running the calculation for an individual
employee, this field displays the employee's ID number.

This field displays N (No).

Each of these fields displays ¥ (Yes) or NV (No),
depending on the processing mode you chose for this
calculation.

Displays the calculation group selected for this run.

Displays the Service Type you selected for inclusion in
the calculation process.

Displays the number of employees processed during this
calculation.

Displays the number of employee records the system
flagged during the calculation process as erroneous.

Tenure Calc Summary Page

Usage

Use the Tenure Calc Summary page to review the results of the tenure
accrual for the calculation runs Normal Run or Delete Rebuild History
on the Tenure Calc Process, Batch Tenure Calc page. This data hasn't

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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yet been updated to the employee tenure history. It resides in a
temporary area until the final update process is run.

Once Update to History is run on the Tenure Calc Process, Batch
Tenure Calc page, the data is deleted from the temporary file and isn't
viewable from the Tenure Calculation Summary page.

Object Name | EG CLC SVC SUM
Navigation Develop Workforce, Manage Faculty Events, Inquire, Tenure Calc
Summary, Tenure Calc Summary
Prerequisites | The Tenure Calculation process.
Access Enter a Run Control ID.
Requirements
Tenure Calc Summarnye
User ID: Fs Run Control ID: 135
Calculation Name: 1348 From Date: 0150152000
To Date: 0563142000
First (] 1.2 of 10 I3 Last
Begin/End Service Amt Senvice Amt Service Accrued Accum
Date without Breaks with Breaks Adjustment Service Breaks
09/01/1995 0.250000 0.250000 0.000000 0.950000 0.000000
1213111995 Action: { BFW) Breaks: 0.000000
EmpliD: FLIO1S Miles William
01401/1996 0.250000 0.250000 0.000000 1.200000 0.000000
0&/31/1996 Action:  HIR { ! Breaks: 0.000000
EmpliD: FLIDTS Miles wWilliam

Tenure Calc Summary page

The Tenure Calc Summary page is a display-only page.

Run Control ID

Calculation Name

From Date

To Date

As of Date:

Begin/End Date

1-24 TRACKING TENURE

Displays the Run Control ID for this process.

Displays the name of the requested calculation. The
Calculation Name is the same as the Run Control ID.

Displays the date from which the batch tenure calculation
process was run.

Displays the date to which the batch tenure calculation
process was run.

Displays the date the batch calculation process was run.

Displays the Begin and End Dates for this calculation
process run.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Service Amt without Breaks Displays the amount of service without breaks that counts

(service amount without toward tenure.
breaks)
Service Amt with Breaks Displays the amount of service with breaks that counts

(service amount with breaks)  toward tenure.

Service Adjustment This field isn't currently used.

Accrued Service

Displays the total amount of accrued service time.

Accum Breaks (accumulated Displays the total amount of accumulated breaks in

breaks)

Action

Breaks

EmplID

service.

Note. If the employee has existing service history, the
total service amount will be brought forward in an entry
with an Action of BFW. Begin/End dates for the entry
will show the date of the day prior to the From Date of
the period you specified on the Tenure Calc Process page.

Displays the job action code that contributed to the service
accrual for the calendar period.

Displays the amount of breaks in service.

Displays the ID of the employee whose service
information was processed.

Tenure Data — Service History Page

Usage

When you run the tenure calculation process on the Batch Tenure Calc
page in Update to History mode, the calculation results are permanently
added to the database. These permanent results reside on the Service
History page.

This page details the history of tenure time calculated or adjusted,
displaying the history by computational period.

Note. Any adjustments you enter here in Correction mode will be
included in the next Update to History process. The adjustments made
on this page will automatically update the totals on the employee Tenure
Data page.

Object Name

EG_SVC HIST

Navigation

Develop Workforce, Manage Faculty Events, Use, Tenure Data,
Service History

Prerequisites

The Batch Tenure Calculation process.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TENURE
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Access Enter an employee ID.
Requirements
Tenure Data Erior Experience/Credits " Service History
Miles William ID: PUDMS
Req'd: 6.000000  Accrd: 2.700000 Prior: 0.500000 Time To Accrue: 2.800000
A First (4] 130111 O Last
Begin Date End Date Service Total Service  Accum  poe cale Group 88N
wio Breaks Accrued Breaks Ihd) EI
ototizo00 | [osstzoon Jp2soooo | [azooooo | [ooooooo | om Fac G
Action: | Reason Code: Adj Rsn: I 'l Mates |
08011994 12031119599 ID.ESDDDD IE.QSDDDD ID.DDDDDD o001 FAC G EI
Action: & Reason Code: Adj Rsn: I vl Motes |
[orioiiiaaa ) [oszrioss ) Jozs0000 2700000 | [0.000000 001 FAC s =]
Action: . Reason Code: Adi Rsn: I—L, Mates |

Tenure Data - Service History page

Req'd (required)
Accr'd (accrued)

Prior

Time to Accrue

Begin Date and End Date

Process Date

Service w/o Breaks (service
without breaks)

Total Service Accrued

Accum Breaks

Ranks

Calc Group (calculation
group)
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Displays the Total Req'd from the Tenure Data page.
Displays the number of years accrued toward tenure.

Displays tenure credits for prior experience. This field
defaults from the Prior Experience and Credits page.

Displays the remaining number of years before tenure is
granted.

Displays the begin and end dates of the tenure calculated
in this run process. You can't change the begin date and
end date if the service history for the period already exists.

Displays the end date of the cycle.

The percent of FTE accrued without service breaks.

The total percentage of services accrued. This field
increases incrementally when the calculation process is
run.

Displays the job Action, such as LOA (leave of absence),
falling within the requested period.

Displays the rank for the calculation group.

Displays the name of the calculation group, such as FAC
(faculty).
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Gen/Adj If the batch calculation process creates the line, this field
(generated/adjustment) will show G (generated). If it's entered online, the field
will show A4 (adjustment).

Action Displays the job Action, such as LOA (leave of absence),
falling within the requested period.

Reason Code Displays the Reason Code associated with this Action
that makes it count toward accrued tenure.

You use the HR Action/Category page to define job
actions and reasons that count toward tenure accrual.

Adj Rsn (adjustment reason)  Select an adjustment reason —(the reason tenure is added
to the total tenure accrued). You use this field to adjust
tenure accrual history records.

You can add a row to reflect an adjustment, or you can
adjust an existing row.

You can also modify a record generated by the system.
However, running Delete & Rebuild History from the
Batch Tenure Calc page purges the record.

Notes Click the Notes button to display notes regarding this
employee's tenure history.

Viewing Updated Tenure Data

When you update tenure and service history, the system updates the information on the Tenure
Data page where you can view it.

@ For more information about the Tenure Data page, see Tenure Data Page.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING TENURE 1-27






CHAPTER 2

Tracking Events

The events tracking feature enables you to track and maintain data on faculty events. This data
can be used to assist in tenure decisions. You can track specific information including:

o Activities (including research activities)
e Administrative posts

e Education

e Honors and awards

e Licenses and certificates

e Memberships

o Presentations

e Publications

o Significant special projects
e Student advisement

e Teaching responsibilities
e Committee information

Each page is keyed off the employee ID, employee name, and/or department. Some table set up
is required to support these pages. The tables are discussed in each section.

In addition, we deliver a Faculty Events History report that provides a hard copy of all the Event
information on file for the faculty member (Curriculum Vitae data).

@ For more information on Event Tracking reports, see Running Tracking Faculty Events
Reports.
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Tracking Employee Activities
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Use the Activities page to track an employee's research activities. We deliver the system with
two research types, Original and Scholarly. You can add your own types using the Translate

Table.

Activities Page

TenureHome Dept:  PSUS306

Usage Use the Activities page to track an employee's research activities.
Object Name | EG_ACTIVITIES
Navigation Develop Workforce, Manage Faculty Events, Use, Activities,
Activities
Access Enter an Employee ID.
Requirements
{ Activities
Miles William 1D: PLO1E

Electrical Engineering

Academic Rank: Professar Tenure Status:  On Track
First [0 1011 [ Last

Activity Type: | Schalarly Research I [+1[=]
Activity: |Research
Sponsor: |Depanment Internal/External: Im
From Date: Im B Thru Date: Im (] *Compensated: IN_
Qrganization: |
Comments:

=

[ |

Activities page

The top section of this page displays the employee's name, ID, Tenure/Home Depart, Academic

Rank, and Tenure Status.

Activity Type

Activity
Sponsor

Internal/External

From Date

TRACKING EVENTS

Select the type of research activity, such as Original, or
Scholarly, from the list of available options.

Enter a description of the activity.
Enter the sponsor's name.

Select whether the project was Internal (I) (took place
within the organization) or External (E) (took place
outside the organization).

Enter the beginning date of the activity.
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Thru Date Enter the date the activity ends.

Compensated Enter Y if the employee was compensated for the activity.

Enter /V if the employee wasn't compensated for the
activity.

Organization Enter the name of the department or external organization
where the activity took place.

Comments Enter any comments about the activity.

Tracking Administrative Posts

Use the Administrative Posts page to track an employee's administrative posts. You can also use
this page to track faculty appointments and titles that you don't want to track on the Job Data
pages. Before you can track administrative posts you'll need to define administrative posts on the

Administrative Post Table.

Administrative Post Table Page

Usage Use the Administrative Post Table page to set up administrative posts
for faculty and staff.

Object Name | EG_ ADMIN POST TBL

Navigation Develop Workforce, Manage Faculty Events, Setup, Administrative
Posts, Administrative Post Table

Access Enter an Administrative Post.

Requirements

‘( Administrative Post Table \_

*Administrative Post: ||Chair

Description: |Euard Chair

Post Type: | Administrative

Administrative Post Table page

Administrative Post

Description

Post Type

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Enter the name of the administrative post, appointment, or
title, such as Chair.

Enter a description of the post, appointment, or title.

Select the Post Type. PeopleSoft delivers the system with
the following three types of posts:
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o Academic Responsibility
o Administrative

o Title

You can add your own types of posts using the Translate
Table.

Select a Stats Can Responsibility code from the list of

Stats Can Responsibility
(Statistics Canada
Responsibility)

available options. The data in this field will be used in the
Canada Academic Teaching Surveys.

This field is intended for Canadian higher education
degree granting institutions only.

Administrative Posts Page

Academic Rank:

Administrative Posts

*Administrative Post:
Post Type:

Usage Use the Administrative Posts page to track an employee's administrative
posts. You can also use this page to track faculty appointments and
titles you don't want to track on the Job Data pages.

Object Name | EG_ ADMIN POSTS

Navigation Develop Workforce, Manage Faculty Events, Use, Administrative
Posts, Administrative Posts

Access Enter an Employee ID.

Requirements

Administrative Posts
Miles William 1D: PLO1E
TenureHome Dept:  FSLI5306 Electrical Engineering

On Track

*Appointment Type: |Initia| Appointrment j

Description: IChairofadmissinns hoard

*As Of Date: R End Date: [05731/2001 |5
Revision Date: l— B Reason: |

Department: Wﬂmademic Services

Organization: IState University

Comments:

Frofessar Tenure Status:

First (4 1.5 1 [M] Last

[chair @) Board Chair +1=]

Administrative

Administrative Posts page

The top section of this page displays the employee's name, ID, Tenure/Home Depart, Academic
Rank, and Tenure Status.
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Administrative Post

Post Type

Description
As Of Date
End Date
Revised Date
Reason
Department

Organization

Comments

TRACKING FACULTY EVENTS

Select the employee's administrative post from the entries
you've established in the Administrative Post Table.

The value that displays here depends upon your selection
in the Administrative Post field.

Enter a description of the post, title, or appointment.
Enter the date the post, title, or appointment begins
Enter the date the post, title, or appointment ends.
If the end date changes, enter the revised end date.
Enter the reason the end date changed.

Select the department in which the post is held.

Enter the organization (internal or external) in which the
post was held, if applicable.

Enter comments regarding the post. You might use this
field to record the responsibilities associated with the post,
title, or appointment.

Tracking Employee Education

Use the Education page group to record information about an employee's educational background
and to track an employee's professional education and training.

Education - School Education Page

Usage Use the School Education page to maintain information about an
employee's educational background. This information is helpful for
producing complete employee profiles, and to determine employee
abilities for career and tenure planning purposes.

Object Name | EG_ SCHOOL EDUCAT

Navigation Develop Workforce, Manage Faculty Events, Use, Education, School
Education

Requirements

Access Enter an Employee ID.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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{ School Education Y Brofessional Ed. and Training

Miles William ID: PUD1E

Country: W =Y

School Type: [Fiz 1) High sehaol Level Achieved: [Graduated =

Date Acquired: M G

JAverage Grade: IA— ¥ Completed

School Code: Y School Name:  [walt Whitman High Schaal

State: IMD—Q faryland

Area of Study i All First (40 1.or 1 [P] Last
*Area of Study: IScience program for gifted students EI
Grade: IB—

Education - School Education page

School Type Select the School Type, such as High Schl (high school)
from the list of available options. You can add additional
School Type(s) on the Translate Table.

Date Acquired Enter the date when the level of education was achieved.

Average Grade Enter an average grade using letters or numbers, for
example, 3.8.

School Code Select a School Code. Valid School Code values are
maintained in the School Table.

If no code exists, enter the School name. When you TAB
out of this field, the system automatically completes the
School name, State, and Country.

School Codes are maintained on the School Table.

Level Achieved Select the level of education achieved, such as Graduated
or Degree from the list of available options. You can add
additional education levels on the Translate Table.

Completed If this program has been completed, select the Completed
check box.

School Name, Country, and  Enter School Name, Country, and State if the system

State doesn't default them from the School Table.

Area of Study

Use the Area of Study section of the page to enter information on the employee's area of study
and their grade point average.

Area of Study Enter the major Area of Study for this employee.
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Grade Enter an average grade for the area of study using letters
or numbers. For example, enter 4.0.

Education - Professional Ed. and Training Page

Usage Use the Professional Ed. and Training page to track an employee's
professional education and training.

Object Name | EG_ EDUCAT TRAIN_GB

Navigation Develop Workforce, Manage Faculty Events, Use, Education,
Professional Ed. and Training

Access Enter an Employee ID.

Requirements

School Education )‘ Frofessional Ed. and Training \L

Miles William ID: PUOTS

view Al First (0 101 [P Last
Country: USA United States EI

‘Degree: IEIS g Bachelaor of Science ™ Terminal Degree
_ Average
Date Acquired |usx31 RECEN Grade: |3.25 | Graduated
Major Code: IKDDDDDS ﬂ Maijor: |Electrical Engineering
School Code: IKUSDE1 ﬂ School: |Georget0wn Liniversity
Educator: |
State: IDC District of Columbia
view Al First [ 1061 (] Last
Course Title School Hame Start Date End Date
| | | B gl

Education - Professional Ed. and Training page

Degree Select the Degree this employee has earned from the list
of available options. You can add additional degrees on
the Degree Table.

Terminal Degree Select the Terminal Degree check box if this degree is

the final degree earned by the employee.
Date Acquired Enter the date the degree was acquired.

Average Grade Enter an average grade for the area of study using letters
or numbers. For example, enter 3.9.

Graduated Select the Graduated check box for this employee if they
have graduated.
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Major Code and Major Select a Major Code from the list of available options.
You can add additional valid values on the Major Table.

When you select a Major Code, the system automatically
displays the corresponding Major and makes this
unavailable for entry.

To enter a major that doesn't have a code, leave Major
Code blank and enter a description in Major.

School Code and School Select a School Code from the list of available options.
You can add additional valid values on the School Table.

Enter a School Code or, if no code exists, enter the
School name. When you TAB out of this field, the
system automatically displays the School name State, and
Country.

Educator If appropriate, enter additional information about the
educator, such as organization (other than school), or
instructor's name.

Country and State When you TAB out of the School Code field, the system
automatically displays the Country and State.

If you select another Country code after you've already
selected a State code, the system clears the value in the
State field.

Training

Use the Training section of the page to enter specific courses the employee has taken.

Course Title Enter the name of the course.

School Name Enter the name of the school in which training was
completed.

Start Date Select the date the course started

End Date Select the date the course was completed

Tracking Honors and Awards

Use the Honors and Awards page to enter honors and awards an employee has received
throughout their career.
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Honors Awards Page

Usage Use the Honors Awards page to enter honors and awards an employee
has received throughout their career.
Object Name | EG HONORS AWARDS
Navigation Develop Workforce, Manage Faculty Events, Use, Honors and
Awards, Honors Awards
Access Enter an Employee ID.
Requirements
Honors Awards
Miles William ID: PUD1E
Honors and Awards : Al First (40 1.or 1 [P] Last
*Honor or Award Grantor Issue Date End Date
IEIOD QBoard of Directars Appaintment Bill Haley 011151889 i | Bl EI
Honors Awards page
Honor or Award Select the Honor or Award code from the list of available

Grantor

Issue Date

End Date

options. The list of honors and awards defaults from the
Honor/Award Table.

If you choose an honor or award code and tab out of the
field, the system automatically displays the honor/award
description.

If you choose not to select an honor or award from the
available options, you can enter your own description.

Enter the name of the person or organization that is the
Grantor of the award.

Enter the Date the honor or award was issued.

Enter the end date for the honor or award, if appropriate.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL TRACKING EVENTS
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Tracking Licenses and Certificates

Use the Licenses and Certificates page to record licenses and certificates that are pertinent to an

employee's job.

Licenses and Certificates Page

Usage Use
that

the Licenses and Certificates page to record licenses and certificates
are pertinent to an employee's job.

Object Name | EG LICENSE CERTIFS

Navigation Develop Workforce, Manage Faculty Events, Use, Licenses and
Certificates, Licenses and Certifications

Access Enter an Employee ID.

Requirements

l( Licenses and Cerifications \_

Miles Williarm

Licenses and Certifications

*License/Certif Code:
Issue Date:
License #:
Issued By:

Expiration Date:

Country: IUSA Ql

ID: PUD1E
First [0 1of 1 [P] Last
Wﬂ Cardio Pulmonary Resuscitation EI
e
[ —

|American Red Cross

|03r2911993 (]

¥ License Verified

State: I ﬂ

Licenses and Certificates page

License/Certif Code

Issue Date

License #

Issued By

Expiration Date
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Select the License/Certification Code for the license or
certificate the employee earned. You can add additional
codes on the License/Certification Table.

Enter the date the license or certificate was issued to the
employee.

Enter the License # (Number) of the license or certificate,
if any.

Indicate the person or organization the license or
certification is issued by.

If the license or certificate is temporary and expires at
some point, enter the expiration date.
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License Verified
Renewal in Progress

Country and State

Tracking Memberships

TRACKING FACULTY EVENTS

If you have confirmed that this employee holds the license
or certificate, select the License Verified check box.

Select the Renewal in Progress check box if the person is
currently renewing the license or certificate.

Indicate the country and state in which the license or

certification was issued.

Though it isn't required, you can select the state in which

the license was issued.

If you select a different Country code (after you've
already selected a State code), the system clears the value

in the State field.

Use the Memberships page to maintain membership in professional organizations that are

pertinent to an employee's

job.

Memberships Page

Usage Use the Memberships page to maintain membership in professional
organizations that are pertinent to an employee's job.

Object Name | EG_ MEMBERSHIPS

Navigation Develop Workforce, Manage Faculty Events, Use, Memberships,

Memberships
Access Enter an Employee ID.
Requirements
mMemberships 3
Miles williarm ID: PUD1E
Memberships Wiewy All First [ 10 4 [F] Last
N . o Membership . Mandate Begin Mandate End
Organization Description Date Mandate Mandate Position Date Date
Association Intl
1 Tomotraetars [pzi1aresr G | B | | =
Memberships page
Organization If the employee belongs to any professional organizations,
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select the code for the membership Organization from the
list of available values. You can add additional valid

values on the Membership Table.
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Description Displays the Description of the Organization code you
selected.

Membership Date Enter the date the employee became a member of the
organization.

Mandate If applicable, enter a Mandate.

Mandate Position If applicable, enter the Mandate Position.

Mandate Begin and If applicable, enter the dates the mandate position begins

Mandate End Dates and ends.

Tracking Presentations

2-12

Use the Presentations page to record employee's presentations.

Presentations Page

Presentations

Usage Use the Presentations page to record employee's presentations.
Object Name | EG PRESENTATIONS
Navigation Develop Workforce, Manage Faculty Events, Use, Presentations,
Presentations
Access Enter an Employee ID.
Requirements
{ Presentations
Miles william 1D: PLIOTS
Tenure/Home Dept:  FPSUA306 Electrical Engineering
Academic Rank: Professar Tenure Status:  Un Track

First (4 10t 14 [M] Last

*Presentation Type: | Conference =l +1=1
Presentation Date: ID?H 01995 @

*Presentation Title: |The Future of Electrical Engineering

Audience/ Function: |American Association of Engineers

Comments:

Location: |Tampa, FA

I

Presentations page

The top section of this page displays the employee's name, ID, Tenure/Home Depart, Academic

Rank, and Tenure Status.

TRACKING EVENTS
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Presentation Type Select the type of presentation the employee gave, such as
LEC (Lecture) from the list of available options. You can
add additional valid Presentation Type(s) on the
Translate Table.

Presentation Date Select or enter the date the employee made the
presentation.

Presentation Title Enter the title of the presentation.

Audience/Function Enter a description of the audience or function of the

audience for the presentation.

Location Enter the Location (e.g. City and State) in which the
presentation was given.

Comments Enter comments on the presentation.

Tracking Publications

Use the Publications page to track the type and number of publications for an employee.

Publications Page

Usage Use the Publications page to track the type and number of publications
for an employee.

Object Name | EG PUBLICATIONS

Navigation Develop Workforce, Manage Faculty Events, Use, Publications,
Publications

Access Enter an Employee ID.

Requirements
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{ Publications
Miles William ID: FUD1E
view Al First (0 1081 [P] Last
*Publication Number: |1 El
Publication Type: IAHiClE 'l Author Type: IAUThDI’ 'l
Publication Title: |The Future of Electrical Engineering
Publication Name: |Engineering Today
Publisher: |Rand0m House
' Date Format Date:IDSIHHQ% B
Volume: |4 Issue: |1 3 Page Number(s): |4
Notes: ;I
[

Publications page

Publication Number Displays the number of the publication in sequence. The
system fills this field automatically as you add
publications.

Publication Type Select the type of media used for the publication, such as

Book, or Video, from the list of available options.
Options are maintained on the Translate Table.

Author Type Select the role the employee had for the publication, such
as Author, Co-author, or Editor, from the list of available
options.

Author Types are set up on the Translate Table.

Publication Title Enter the title of the publication.

Publication Name Enter the name of the publication, such as Economics
Today (book series).

Publisher Enter the publisher's name.

Publication Information

Use the Publication Information section of the page to maintain information about the date,
volume, issue, and page number of a publication.

Date Format Select this check box to enter the date in the format
MM/DD/YYYY. Leave this check box clear if only the
year will be entered in Date.

Date Enter the date of publication.

Volume If applicable, enter the volume number of the publication.
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Issue If applicable, enter issue information.
Page Number(s) If applicable, enter the number of pages of the publication.
Notes Enter notes about the publication.

Tracking Significant Special Projects

Use the Significant Special Projects page to record special projects that benefit an employee's
professional standing.

Significant Special Projects Page

Usage Use the Significant Special Projects page to record special projects that
benefit an employee's professional standing.

Object Name | EG_SPECIAL PROJECT

Navigation Develop Workforce, Manage Faculty Events, Use, Significant
Special Projects, Significant Special Projects

Access Enter an Employee ID.
Requirements

J.f Significant Special Projects \'L

Miles William 1D: FUO18
TenureHome Dept:  PSUIS306 Elacttical Engineeting
Academic Rank: Professor Tenure Status: 0N Track
Special Projects Firat (4 106 4 [P] Last
*Date Completed: Im B [+]1[=]
Department: IW@ Electrical Engineering
Organization: |Science Wiarld § State Univesity
Description: Wias supenising professor to engineering students setting up exhihit on |=]

electricity at Science \Warld,

Significant Special Projects

The top section of this page displays the employee's name, ID, Tenure/Home Depart, Academic
Rank, and Tenure Status.

Use the Special Projects section to enter information about special projects completed either at
or outside your organization.

Date Completed Enter the date the special project was completed.
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Department

Organization

Description

JANUARY 2001

Select the employee's Department from the list of
available options.

Enter the internal or external organization for which the
special project was completed.

Enter a description of the special project.

Tracking Student Advisement

Use the Student Advisement page to record and track faculty's student advisees.

Student Advisement Page

TenureHome Dept:  PSUS306

Usage Use the Student Advisement page to record and track faculty's student
advisees.

Object Name | EG_ADVISEMENT

Navigation Develop Workforce, Manage Faculty Events, Use, Student
Advisement, Student Advisement

Access Enter an Employee ID.

Requirements

" StudentAdvisernent |

Miles William D: PUOTE

Electrical Engineeting

Tenure Status; On Track

Academic Rank: Professor
Student Advisement First [0 10f 1 [ Last
*Student Name: IEIrady,Shawn El
Advisement Level: | Master's Thesis |
From Date: M B Thru Date: M EJ
Project: |The Future of Electrical Engineering
Date Due: Im B
Comments:
=
[~
Student Advisement page

The top section of this page displays the employee's name, ID, Tenure/Home Depart, Academic

Rank, and Tenure Status.
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Student Advisement
Student Name

Advisement Level

From Date
Thru Date
Project
Date Due

Comments

TRACKING FACULTY EVENTS

Enter the student advisee's name in the following format:
Johnson,Jill

Select the advisement level from the list of available
options. PeopleSoft delivers the system with two
Advisement Levels, Master's Thesis and PhD
Dissertation. You can add your own levels on the
Translate Table.

Enter the beginning date of the advisement period.
Enter the ending date of the advisement period.
Enter a description of the project.

Enter the date the project is due.

Enter comments.

Tracking Teaching Responsibilities

Use the Teaching Responsibilities page to record and track faculty's teaching responsibilities.

Teaching Responsibilities Page

Usage Use the Teaching Responsibilities page to record and track faculty's
teaching responsibilities.

Object Name | EG TEACHING RESP

Navigation Develop Workforce, Manage Faculty Events, Use, Teaching
Responsibilities, Teaching Responsibilities

Requirements

Access Enter an Employee ID.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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]( Teaching Responsibilites \L

Miles William

TenureHome Dept:  PSLI5306

ID: FUOTE

Electrical Engineering

Tenure Status: 0N Track

Term: |1_ Year: IQDDD

Enrollment Type

IUnderGrad 'I

Academic Rank: Professor

Teaching Responsibilities First [0 1.of 1 [M] Last
*Course ID: F El
Title: |The Future of Electrical Engineering
Course Type: IDiSCUSSiDn j Un'rts:|3—

I/ Team Taught Percent:lSD.UD

First (4] 108 1 [P] Last

Nurnber Enrolled

o #=]

Teaching Responsibilities page

The top section of this page displays the employee's name, ID, Tenure/Home Depart, Academic
Rank, and Tenure Status.

Teaching Responsibilities

Course ID
Title

Course Type

Units

Term

Year

Team Taught

Percent

Enrollment Type

Number Enrolled

2-18 TRACKING EVENTS

Enter the course ID, such as TF001 (Teach.)
Enter the title of the course.

Select the Course Type, such as Lecture, from the list of
available options. You can add additional Course
Type(s) on the Translate Table.

Enter the number of units for the course.

Enter the term in which the course is taught. For example,
enter 2 to indicate the course is taught in the second term.

Enter the year in which the course taught.

Select the Team Taught check box if a team of
instructors teaches the course.

Enter the percent of the course for which the employee is
responsible to teach.

Select the Enrollment Type, such as UnderGrad, from
the list of available options. You can add additional
Enrollment Types on the Translate Table.

Enter the number of students enrolled in the course by
type.
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Tracking Committee Information

Tracking Events offers a comprehensive feature to set up committees and track employee
participation in them. The following table describes the pages you use to set up and track
committee information.

Use this page... To do this...

Committee Type Table Maintain different committee types and
committee roles within each type. The
committee types that you set up in this
page display in the Committee page.

Committee Establish a committee and attach a
committee type to it. For example, you
can establish the research Committee
Type and attach it to the research and
development committee.

Committee Members Assign employees to a committee type
within the committee.

Employee Committees View committee membership for an
individual employee.

Committee Type Page

Usage Use the Committee Type Table page to maintain different committee
types and committee roles within each type. The committee types that
you set up in this page display in the Committee page.

Object Name | EG COMMITTEE TABLE

Navigation Develop Workforce, Manage Faculty Events, Setup, Committee
Type Table, Committee Type Table

Access Enter a Committee Type.
Requirements
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{ Committee Type

Committee Type: SOCIAL

view Al First (9 1051 [ Last

*Effective Date: [o7in372000 ‘Status: [Active ~] [+1=]
*Description: |Socia| Events

Short Description: ISociaI

wiew Al First (40 1.0 1 [ Last

*Committee Role: I Staff 'I El

*Description: |Social Planners

Short Description: IPIanners|
Committee Type page
Effective Date Enter the date the committee type becomes effective.
Status Select the status of the committee. Available options

include Active or Inactive.

Description Enter a description of the committee type, such as
Curriculum Design.

Short Description Enter a short description of the committee type, such as
Curriculum.
Committee Role Select a role on the committee type, such as Admin Supp

(administrative support), from the list of available options.

Committee Roles are maintained on the Translate Table
and can be modified there.

Note. You can only add additional Committee Role(s) to
new Committee Type(s), not to existing Committee
Types.

Description Enter a Description for the selected the committee role.
For example, Documentation and Scheduling describes
the committee role of an administrative support person.

Short Description Enter a short description of the committee type, such as
Doc and Sched.

Committees — Committee Page

Usage Use the Committee page to establish a committee and attach a
committee type to it.
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Object Name | EG COMMITTEE
Navigation Develop Workforce, Manage Faculty Events, Setup, Committees,
Committee
Prerequisites | You must have set up a Committee Type on the Committee Type page.
Access Enter a Committee.
Requirements
Committee Committee Members

Committee:

Effective Date:
*Committee Name:
Committee Type:

Description:

SOCIAL

First (4 4.of 1 [¥] Last

M@ Status: |Active 'l ==
[3acial Events

Wﬂ Social Events

Co-ordinates staff and student social events ;l

Committees — Committee page

Committee

Effective Date

Status

Committee Name

Displays the short name of the selected committee, such as
RESEAR (Research).

Enter the date the committee becomes effective. The
default is the current date.

Select the committee status. Available options include
Active or Inactive. The default is Active.

Enter the name of the committee.

Committee Type Select the type of committee, such as Research or
Education, from the list of available options. You can
add additional entries on the Committee Type Table.

Description Enter a description of the committee.

Committee — Committee Members Page

Usage Use the Committee Members page to assign employees to a committee.

Object Name | EG COMMITT MEMBRS

Navigation Develop Workforce, Manage Faculty Events, Setup, Committees,
Committee Members
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Prerequisites | You must have set up a Committee Type on the Committee Type page.

Access Enter a Committee.
Requirements

f Committee )‘ Committee Members \_

Committee: S0CIAL
First [ 1011 [ Last
Committee Type: SOCIAL Social Events EI
Effective Date: 01/02/2000 Status: Active

view Al First (0 1081 [ Last

*Member Nbr: |1— El
EmpliD: [Fuote & nileswiliam

Role: |Sncial Planners j

Start Date: [otin47z000 & EndDate:  [o1/032001 5]

Committee Members

Member Nbr Displays the number of committee members in increments
of one for each new row.

EmplID Select the employee who is a member of this committee
from the list of available options.

Role Select the role of the committee member, such as Chair,
from the list of available options. You can add additional
roles on the Committee Type table.

Start Date Enter the date the committee membership becomes
effective.
End Date Enter the date the committee membership ends.

Employee Committees Page

Usage Use the Employee Committees page to view committee membership for
an individual employee.

Object Name | EG COMM MBR VW

Navigation Develop Workforce, Manage Faculty Events, Inquire, Employee
Committees, Employee Committees

Prerequisites | You must have assigned the employee to a Committee on the Committee
component.
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Access Enter an Employee ID.

Requirements

Employee Committees

Niles williarm Employes ID: PUDTE

Effective Date: 01032000 Member Mbr: 1
Committee: SOCIAL - Social Events

Role: STAF  Staff member of Committee

Start Date: 01/04/2000 End Date: 01/0342001

Employee Committees page

The fields on this page are display only.
Effective Date Displays the date the committee became effective.

Member Nbr Displays the employee's member number from the
Committee Table.

Committee Displays the name of the committee.

Role Displays the role the committee member has on the
committee, such as Member.

Role defaults from the Committee Members page.

Start Date Displays the date the employee began service on the
committee.

End Date Displays the date the employee ended service on the
committee.
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CHAPTER 3

Reviewing Cases

In many organizations, documents pertaining to faculty personnel actions, such as curriculum
vitae, performance, tenure reviews, and sabbatical reviews are maintained in hard copy and
transmitted “as a case” to the required reviewers. With Case Review you can track and report
information regarding faculty cases online.

While all users with access to an employee's record can view the current status and final outcome
of a case, more sensitive information (such as detailed assessments and interim
recommendations) are subject to a higher level of security.

You'll use the Case Review page to define the purpose of the case and how it relates to the faculty
member. You can also view case information from this page. You can view sensitive
information from specific reviewers and their recommendations on the Review Path page. Use
the Case Progress View page to view where the case is in the review process. Then, view the
final outcome of the case on the Case Final Status page. The Case Review module includes the
Case Review Report that shows the status of each employee's case.

Defining Employee Cases

Use the Case Review page to define the purpose of the case and how it relates to the faculty
member. You also use this page to display the current status of the case. The initial entry of a
case usually has an Open status indicating that activity is or will take place. For example, an
activity could be a decision to give a faculty member a change in tenure status, or a title change.

Case Review Page

Usage Use the Case Review page to define the purpose of the case and how it
relates to the faculty member.

Object Name | EG CASE REVIEW

Navigation Develop Workforce, Manage Faculty Events, Use, Case Review,
Case Review

Access Enter an Employee ID.
Requirements
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[ Case Review
Miles William 1D: PLIOTE
TenureHome Dept:  FSUA306 Electrical Engineering Annual Rate: 40000.000
Academic Rank: Professor Tenure Status: On Track

Tenure Status: I MNoton Trk 'I Acad Rank: I [l

Al First [ 1o 2 OO Last

*Case ID: IF'DD1 *Case Type:ITitIe 'I *Case Status: I Disapprove vl EIE'

Title: |F'rofessor FTE: W
Annual Rate: W Begin Date: Im (]

I™ Outside Offer Details: |

" Forward Case Portfolio
Portolo =
Description: =

Case Review page

The upper section of the page displays the following default employee information:

Tenure/Home Dept

Annual Rate

Academic Rank

Tenure Status

Displays the employee's home department from the
Tenure Data page (if it exists there), otherwise from the
Job Data page group.

Displays the employee's current annual salary from the
Job Data page group.

Displays the employee's academic rank if specified on the
Tenure Data page. If not, this field is blank.

Displays the employee's tenure status if specified on the
Tenure Data page. If not, this field is blank.

At the top of the page, enter the following information:

Case ID

Case Type

Case Status

REVIEWING CASES

Enter a unique case identification number for the employee.
Select the type of case, for example, Tenure, from the list of
available options. You can add additional Case Type(s) on
the Translate Table.

Select the status of the case from the list of available options.
Default available values include:

e Approved
e Disapproved
e In Appeal

e Open
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Proposed

Tenure Status

Acad Rank

Title
FTE

Annual Rate

TRACKING FACULTY EVENTS

You can add additional entries on the Translate Table.

Select a proposed tenure status from the list of available
options for this employee.

Select the proposed academic rank from the list of
available options for this employee. You can add
additional entries on the Academic Rank page.

Enter the proposed title.
Enter the proposed full-time equivalent for this position.

Enter the proposed annual rate.

Begin Date Enter the proposed date of the change.

Outside Offer Select the Outside Offer check box if this employee has
an outside offer of employment.

Details Enter the name of the organization offering the outside
position or other details about the offer.

Forward Case Portfolio Select the Forward Case Portfolio check box to indicate

the case portfolio (paper file) has been forwarded to the
reviewers.

Notes/Portfolio Description  Enter notes or a description of the case.

Reviewing Case Information

The Review Path page details sensitive information from specific reviewers and their
recommendations. You select the faculty member or employee and the case ID that you want to
review. Only users with access to the current (i.e. latest) steps in the review process have access

to this page.

Review Path Page

Usage Use the Review Path page to review sensitive information from specific
reviewers and their recommendations. You select the faculty member or
employee and the case ID that you want to review.

Object Name | EG REVIEW PATH

Navigation Develop Workforce, Manage Faculty Events, Use, Review Path,
Review Path

Prerequisites | You must have established a Case ID on the Case Review page.
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Access Enter an Employee ID and Case ID.
Requirements
[ Review Paih _
Miles William 1D: PLOE
TenureHome Dept:  FSUS306 Electrical Engineering Annual Rate: 40000.000
Academic Rank: Professar Tenure Status: 0N Track
Case ID: POM Case Type: 12 Case Status: Disapprove
Recommendation First (] 1orz B Last
*Review Dept: IPSUW@ Electrical Engineering *Step:lz_ El
Reviewer EmpliD: l— G
Reviewer Team: |Eloard of Directars
Case Received Date: |06/01/1998 ] Recommendation Date: [oeinTi1aes &
Recommendation: WI Forwarded Date: M @

Forward Department: IPSUSBDE g Electrical Engineering

Final Action ¥ Hext Case Type: ITenure vI Next Review Date: I12!U1I1998 B

-

Notes:

Review Path page

The upper section of the page displays the following default information about the employee and
his/her case:

Tenure/Home Dept Displays the employee's home department from the
Tenure Data page (if it exists there), otherwise from the
Job Data page group.

Annual Rate Displays the employee's current annual salary from the
Job Data page group.

Academic Rank Displays the employee's academic rank if specified on the

Tenure Data page. If not, this field is blank.

Tenure Status Displays the proposed tenure status for the employee.

Case ID Displays a unique case identification number for the
employee.

Case Type Displays the Case Type selected in the Case Review page.

Case Status Displays the Case Status selected in the Case Review
page.

Recommendation

Use the Recommendation section of the Review Path page to enter each reviewer's (or reviewing
department's) recommendation information for a particular case.
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Review Dept

Step

Reviewer EmplID

Reviewer Team

Case Received Date
Recommendation Date

Recommendation

Forwarded Date

Forward Department

Final Action

Next Case Type

Next Review Date

Notes

TRACKING FACULTY EVENTS

Select the appropriate ID for the department reviewing the
case from the list of available options. For example, select
D2142 (Economics Department).

There can be multiple reviewers per an employee ID/case.
Each one is assigned a step number.

Use the scroll bar to display multiple reviewers. As you
insert rows, the Step is incremented by 1.

Select the employee ID of the person reviewing the case.

For team review, enter the team name or department
description.

Enter the date the case was received by this reviewer.
Enter the date the recommendation is made.

Select the proposed action for the case. For example,
select Approve to indicate the reviewer approves the
request for tenure. We deliver the system with two
Recommendation values, Approve and Disapprove. You
can add additional entries on the Translate Table.

If this isn't the final step in the review process, enter the
date the case is forwarded.

If this isn't the final step in the review process, select the
department to which the case is forwarded (i.e. the next
reviewer) from the list of available options.

Select the Final Action check box if this is the last
reviewer of the case.

This field is displayed if the Final Action is checked. If
applicable, select the Next Case Type indicating the next
type of case anticipated for this employee.

This field is displayed if the Final Action is checked.
Enter the next review date, if applicable.

Enter any notes for this case.

Viewing Case Progress and Status

Case Review enables you to view where the case is in the review process and the final outcome of
the case. Then, you'll view the final outcome of the case on the Case Final Status page. Both
pages are available to all users with access to an employee's job record.
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Case View Page

Tenure/Home Dept:

Academic Rank:

Case ID:
Tenure Status:

Title:

Usage Use the Case Progress View page to view case data and
recommendation information from the Case Review and Review Path
pages. The Case Progress View page combines the information from
the Case Review and the Review Path page so that you can view the
non-sensitive case information on one page. This is a display only page.

Object Name | EG CASE REVIEW VW

Navigation Develop Workforce, Manage Faculty Events, Inquire, Case Progress
View, Case View

Prerequisites | Employee must have a Review Path record.

Access Enter an Employee ID.

Requirements

[ Caseviem
Miles William

Annual Rate: 40000.000  Begin Date: 01/01/1996
Recommencdation view Al First (4] 102 B Last
Review Dept: PEUA306 Electrical Engineering Step: 2
Reviewer EmpliD:
Reviewer Team: Board of Directors
Case Received Date:  06/01/1998 Recommendation Date:  06/01/1998
Forward Department: PSU5306 Electrical Engineering Forward Dt:  06/01/1998
Final Action 7 Next Case Type: Tenure Next Review Date:  12/01/1998

PSUS306

Professor

| First [ 102 M gt

Case Type: Title Case Status:  Disapprove

POO1

Mot on Trk Acad Rank:

Professar FTE: 1.00

Case View page

Tenure/Home Dept

Academic Rank

Proposed
Case ID

Case Type

Case Status

Tenure Status

REVIEWING CASES

Displays the employee's home department from the
Tenure Data page (if it exists there), otherwise from the
Job Data page group.

Displays the employee's academic rank if specified on the
Tenure Data page. If not, this field is blank.

Displays a unique case identification number for the
employee.

Displays the type of case from the Case Review page.

Displays the status of the case from the Case Review
page.

Displays the tenure status proposed for the employee.
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Acad Rank

Title

FTE

Annual Rate

Begin Date

Recommendation

TRACKING FACULTY EVENTS

Displays the employee's academic rank if specified on the
Tenure Data page. If not, this field is blank.

Displays the proposed title.

Displays the proposed full time equivalent for this
position.

Displays the proposed annual salary.

Displays the proposed date of the change.

The Recommendation section of the Case Progress View page displays the following less
sensitive information from the Review Path page:

Review Dept

Step

Reviewer EmplID

Reviewer Team

Case Received Date
Recommendation Date

Forward Department

Forward Dt

Final Action

Next Case Type

Next Review Date

Displays the code for the department reviewing the case.

There can be multiple reviewers per employee ID/case.
Each one is assigned a step number.

Displays the employee ID of the person reviewing the
case.

Displays a description of the team reviewing the case,
such as, Economics Department.

Displays the date the case was received by the reviewer.
Displays the date the recommendation was made.

Displays the department to which the recommendation
was forwarded.

Displays the date the recommendation was forwarded.

The Final Action check box is selected if it was selected
in the Review Path page.

This field is populated if Next Case Type entered in the
Review Path page.

This field is populated if Next Review Date was entered
on the Review Path page.

Case Final Status Page

Usage Use the Case Final Status page to view the final or approved employee
cases. Only details from Approved cases are shown.
Object Name | EG CASE FIN VW
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Navigation Develop Workforce, Manage Faculty Events, Inquire, Case Final
Status, Case Final Status

Prerequisites | Case must have a Review Path record.

Access Enter an Employee ID.
Requirements

J( Case Final Status \_

Niles William 10: PLIO™E
TenureHome Dept:  PSUIAZ06 Electrical Engineering Annual Rate: 40000.000
Academic Rank: Professor Tenure Status: ©n Track
Wi . First (4 1084 (M Last

CaselD: Case Type: Case Status:

Tenure Status: Acad Rank:

Title: FTE:

Begin Date:

™ oOutside Offer patails:

Notes: ;l
=
Case Final Status page
Tenure/Home Dept Displays the employee's home department from the
Tenure Data page (if it exists there), otherwise from the
Job Data page group.
Annual Rate Displays the employee's current annual salary from the
Job Data page group.
Academic Rank Displays the employee's academic rank if specified on the

Tenure Data page. If not, this field is blank.

Tenure Status Displays the tenure status approved for the employee.

The lower section of the Case Final Status page displays the following information:

@ You can use the information in this section of the page as a reference when you enter
resulting changes on the faculty member's Job Data page group.

Case ID Displays a unique case identification number for the
employee.
Case Type Displays the type of case from the Case Review page.
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Case Status

Tenure Status

Acad Rank

Title

FTE

Begin Date

Outside Offer

Details

Notes

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Displays the status of the case from the Case Review
page. Since this is the Case Final status, this field always
displays as Approved.

Displays the tenure status approved for the employee as
entered on the Case Review page.

Displays the approved Academic Rank. Otherwise, this
field displays the employee's academic rank if specified on
the Tenure Data page; if not, this field is blank.

Displays the approved title.

Displays the approved full time equivalent for this
position.

Displays the approved date of the change.

Displays the Outside Offer check box from the Case
Review page, if the check box was selected.

Displays details of the outside offer, if any.

If Notes were entered on the Case Review page, they
display here.

REVIEWING CASES
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CHAPTER 4

Canada Academic Teaching Surveys
Business Process

Statistics Canada requires that all Canadian universities (all degree granting institutions) produce
full-time and part-time Canada Academic Teaching Surveys. These reports are a legislative
requirement. Tracking Faculty Events provides you with the functionality to code HRMS
information using Statistics Canada codes and create both the full-time and part-time Academic
Teaching Surveys.

This section will outline the system setup required to run the reports and detail the new pages we
have provided for you to produce the Academic Teaching Surveys.

Setting Up the Canada Academic Teaching Surveys Business Process

To run the Academic Teaching Surveys there are a number of tables that you must set up. Many
of these tables are required to run most PeopleSoft HRMS features and are described elsewhere in
the documentation. Some tables are setup tables for Tracking Faculty Events and are described
elsewhere in this book. The remaining setup tables are specific to the Academic Teaching
Surveys business process and are described here.

The following PeopleSoft HRMS control tables must be set up before you can create the
Academic Teaching Surveys. In addition to fields that are used system-wide, each table has one
or more fields that are used in the Statistics Canada reports. These fields are indicated next to the
table name.

e Department Table: StatsCan - Dept and StatsCan - Faculty.

@ StatsCan - Faculty values must be defined on the Faculty Code Table first.

e Job Code Table: Stats-Can Teaching Survey Codes
e Company Table: Stats-Can Institution Code

e Country Table: Statistics Canada Location Code.

@ PeopleSoft delivers this table with the Statistics Canada Location Code entered. PeopleSoft
doesn't maintain this information.
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e (Canadian Tax Table: Stats Can Province Code

@ PeopleSoft delivers this table with the Statistics Canada Location Code entered. PeopleSoft
doesn't maintain this information.

e Degree Table: StatsCan Teaching Survey Degree Level
e Earnings Table: Administrative Stipend Flag

The following Tracking Faculty Events tables must be set up before you can create the Canada
Academic Teaching Surveys. Each table includes a field that is used in the Statistics Canada
reports. These fields are indicated next to the table name.

e Academic Rank: Rank-Stats Can
o Administrative Posts: Stats Can Responsibility

The following pages are used specifically for the purposes of Canada Academic Teaching
Surveys reporting and their set up is described in this section:

e Principal Subjects Taught Table
e Faculty Code Table
e Non-Operational Funds Table

e Reporting Period Table

Principal Subjects Taught Page

Usage Use the Principal Subjects Taught page to maintain Statistics Canada
principal subjects taught codes and descriptions. PeopleSoft delivers
this table populated with Statistics Canada values but you must maintain
the values.

Object Name | HP STATS SUBJECTS

Navigation Develop Workforce, Manage Faculty Events, Setup, Principal
Subjects Taught, Principal Subjects Taught

Access Enter a Principal Subject Taught Code.
Requirements
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*Description:

Short Description:

]( Principal Subjects Taught \L

Principal Subject Taught Code: 13803

|Education Psychalogy

IEduc Psych

Principal Subjects Taught page

The following elements are common to multiple pages and are defined at the front of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Description and Short

Description.

Principal Subject Taught The Principal Subject Taught Code is a Statistics

Code

Canada code that is associated with a subject Description
and Short Description. You use this code to identify
which subjects are taught by academic teaching members
in the Canadian Academic Teaching Employment Table

on the Employment Data - Employment Information page.

Faculty Code Table Page

Usage Use the Faculty Code Table page to store information regarding faculty
codes. The Department Table references this table to associate a faculty
with a department.

Object Name | HP_STATS FACULTY

Navigation Develop Workforce, Manage Faculty Events, Setup, Stats-Can
Faculty Code Table, Faculty Code Table

Access Enter a Faculty Code.

Requirements

Faculty Code Table

Faculty Code: EMG

*Description: |Engineering

Short Description: Eng

*MedicalDental Category: |N0tAppIicable ﬂ
Faculty Code Table page

The following elements are common to multiple pages and are defined at the front of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Description and Short

Description.
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Faculty Code The Faculty Code represents a faculty at your educational
institution and is associated with a subject Description
and Short Description. You can associate Faculty
Codes with departments on the Department Table.

Medical/Dental Category Select a Medical/Dental Category to associate with the
Faculty Code from the list of available options. The
system uses the Faculty Code selected on the Department
Table to determine which Medical/Dental Category
should be reported on the Canada Academic Teaching
Survey.

Non-Operational Funds Table Page

Usage Use the Non-Operational Funds Table to identify non-operational
funding sources. This table is used together with the account code on
the Job Earnings Distribution page to calculate the salary source for each
employee reported on the Statistics Canada Full-Time Academic
Teaching Survey.

This table is intended for use by Ontario universities only.

Object Name | HP. NON_OP_FUNDS

Navigation Define Business Rules, Define Commit Accounting(CAN), Setup,
Non-Operational Funds Table, Non-Operation Funds Table

Access Enter a Non-Operation Fund Account in the search dialog box.
Requirements

J.f Mon-Operation Funds Tahble \.I_

Non-Operation Fund Account: 0000000132 Faculty Salaries

*Status:

Non-Operational Funds Table page

The following element is common to multiple pages and is defined at the front of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Status.

Non-Operation Fund Enter an account code in the Non-Operation Fund

Account Account field. The system uses Non-Operation Fund
Account with the account code on the Job Earnings
Distribution page to calculate the salary source for each
employee reported on the Canada Full-Time Academic
Teaching Survey.
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Reporting Period Table Page

Usage Use the StatsCan Reporting Period page to create and maintain report
period dates and parameters for the Statistics Canada Academic
Teaching Survey run controls. You will update the StatsCan Reporting
Period each reporting year.

Object Name | HP_ RPTNG PRD PNL

Navigation Develop Workforce, Manage Faculty Events, Setup, Stats-Can
Reporting Period, Reporting Period Table

Access None
Requirements

J(" Reparting Period Table \_

*Start Date; |b1mar1 agg [ End Date: 01/07/2000

Sabhatical:lCAT_F'SEl &)  other PaiuLeave:|CAT_P|_A_scg
Workload Reductiun:ICAT_PA‘r’ Q) UnpaidLea\re:ICAT_LOA 4l

HPH900CH Last Run Date: (Faculty Member Data Load)
HPHO01CH Last Run Date: 05/01/2000 (Survey Data Load)
FT Filename: IFT1 949 HPHI903CH Last Run Date: (Stats-Can Report File)
HPH905CH Last Run Date: (Verification Report)
*Start Date: [1705r1 955 | End Date: 01/07/1999
HPHI902CH Last Run Date: (Survey Data Load)
PT Filename: IPT1 953 HPH904CH Last Run Date: (Stats-Can Report File)
Reporting Period Table page
For Full-Time Survey
Start Date Enter the Start Date of the period you are reporting for

the Full-Time Academic Teaching Survey. The system
will use this date to calculate the survey End Date.

End Date The system will calculate the End Date of the period you
are reporting for the Full-Time Academic Teaching
Survey using the Start Date that you entered above. The
End Date is one year less a day from the Start Date.

HR Action/Categories
HR Action/Categories are defined on the HR Action/Categories page.
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Sabbatical

Workload Reduction

Other Paid Leave

Unpaid Leave

FT Filename (Full-time
Filename)

For Part-Time Survey
Start Date

End Data

PT Filename (Part-time
Filename)

JANUARY 2001

Select which HR category represents a Sabbatical from
the list of available options. The system will count HR
actions that fall into this category as Sabbatical on the
Statistics Canada Academic Teaching Survey.

Select which HR category represents Workload
Reduction from the list of available options. The system
will count HR actions that fall into this category as
Workload Reduction on the Statistics Canada Academic
Teaching Survey.

Select which HR category represents Other Paid Leave
from the list of available options. The system will count
HR actions that fall into this category as Other Paid
Leave on the Statistics Canada Academic Teaching
Survey.

Select which HR category represents Unpaid Leave from
the list of available options. The system will count HR
actions that fall into this category as Unpaid Leave on the
Statistics Canada Academic Teaching Survey.

Enter the FT Academic Teaching Survey flat file name.
You don't need to indicate a file suffix.

Enter the Start Date of the period you are reporting for
the Part-Time Academic Teaching Survey. The system
will use this date to calculate the survey End Date.

The system will calculate the End Date of the period you
are reporting for the Part-Time Academic Teaching
Survey using the Start Date that you entered above.

Enter the PT Academic Teaching Survey filename.

Entering Employee Level Data for the Canada Academic

Teaching Surveys

To accurately report on your academic teaching staff you must associate some of the Statistics
Canada codes defined above, in addition to other information, with your employee's records. You
can use the Statistics Canada Academic Teaching Employment Table on the Employment Data -
Employment Information page to add data required by Statistics Canada to your academic staff's

employee records.
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Populating and Modifying Data in the FT Academic Teaching
Member Table

Use the Load FT Teaching Member Data process (HPH900CN.SQR) to populate the FT
Academic Teaching Member table. Once you've populated the FT Academic Teaching Member
table, you can review, add, delete, and modify employee records.

You must populate the FT Teaching Member table to run the FT Academic Teaching Survey. If
an employee doesn't have a record in the FT Teaching Member table for the year being reported
then they won't be reported on the FT Academic Teaching Survey. There is no corresponding
table for employees reported on the PT Academic Teaching Survey.

The information that is stored in the FT Teaching Member table is what is reported in the FT
Academic Teaching Survey. You can modify information on this table to better control the
results that are reported to Statistics Canada. This includes adding and deleting FT Teaching
Member records, as well as modifying records for more accuracy.

The Load FT Teaching Member Data process captures employee data for regular and temporary
full-time employees with a job record prior or equal to October first of the reporting year and a
job record in the Statistics Canada Academic Employment Teaching Table (located on the
Employment Data - Employment Information page).

v Important! The first time you use PeopleSoft's Canada Academic Teaching Survey
business process you must load your prior year's data into the system. Some of the
information for the current year's report is derived from the previous year's report.

Load FT Teaching Member Data Page

Usage Use the Load FT Teaching Member Data process page to load full-time
teaching member data into the Member Data table. If you re-run this
process for any given reporting year you will overwrite all of the records
in the FT Teaching Member table, including records that were added,
deleted, or modified manually in the table for that reporting year.

Object Name | RUNCTL HPH900CN

Navigation Develop Workforce, Manage Faculty Events, Process, Load FT
Teaching Member Data, Load FT Teaching Member Data

Prerequisites | Statistics Canada Academic Teaching Employment Table on the
Employment Data - Employment Information page.

Access Enter a Run Control ID.
Requirements
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]( Load FT Teaching Member Data \L

Run Control ID:  Faculty Report Manager Process Monitor Run

Reporting Period: 1999

Start Date: 01/08/1999

End Date: 01/a7/2000

Load FT Teaching Member Data page

Reporting Period Displays the year of the data that will be loaded into the
FT Academic Teaching Member table. Reporting
Periods are defined on the Reporting Period page.

Start Date Displays the start of the employment year that will be used
to assess twelve months of employment and compensation
amounts. Start Dates are defined on the Reporting Period

page.

End Date Displays the end of the employment year that will be used
to assess twelve months of employment and compensation
amounts. The End Date is calculated by the system based
on the Start Date and is one year less a day from the
Start Date.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Member Data Page

Usage Use the FT Academic Teaching Member page to review, update, delete,
or add academic teaching member's records. The information stored in
this table is reported in the Statistics Canada Academic Teaching Survey
reports.

Object Name | HP_ FT TEACH MEMBER

Navigation Develop Workforce, Manage Faculty Events, Use, FT Academic
Teaching Member, FT Academic Teaching Member

Prerequisites | Load FT Teaching Member Data page.

Access Enter an Employee ID.
Requirements
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Member Data

Trudeau,Susan

*Reporting Year:

Canadian Resident Status V'

—

Reportable Employment Red Mbr: ID
visiting Facutty

Employee ID: kCooo7

First (4 4.of 4 [¥] Last
[+]=]

Wieww Al

*Previous Employment:

*Salary Status:

| Unknaown
Previous Employiment Province: I ﬂ

*Previous Emploviment Country: ICAN Q)

IReguIar 'l

Stats-Can Province Code:

Stats-Can Country Code: 50021

Member Data page

If you insert a new row the field values from the previous reporting year, assuming there is one,
will default, with the exception of the Reporting Year field.

You can't delete an Academic Teaching Member record if the employee has a matching record in
the Full-Time Academic Teaching Survey table.

Reporting Year

Reportable Employment
Rcd Nbr (Reportable
Employment Record
Number)

Canadian Resident Status

Visiting Faculty

Previous Employment

Previous Employment
Province

Previous Employment
Country

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Displays the year of the data that will be reported in the
Canada Academic Teaching Survey. If you are manually
adding a new FT Academic Teaching Member record, you
must enter the reporting year.

Enter the number of the employment record of the primary
full-time job being reported. If the information for this
academic teaching member was loaded using the Load FT
Teaching Member Data process then this value is derived
from the Statistics Canada Academic Teaching
Employment Table on the Employment Data -
Employment Information page.

Indicate if the employee had Canadian Resident Status
at the time of job offer.

Indicate if the employee is a Visiting Faculty member.

Select the employee's Previous Employment from the list
of available options.

Select the employee's province of previous employment
from the list of available options, if the Previous
Employment Country is Canada. This field isn't
required.

Select the employee's country of previous employment
from the list of available options.

CANADA ACADEMIC TEACHING SURVEYS BUSINESS PROCESS
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Salary Status Select the employee's Salary Status from the list of
available options. This field defaults to Regular.

Loading Data into the Academic Teaching Survey Tables

The Load Teaching Survey Data process component is composed of two pages: FT Survey
(HPH901CN.SQR) and PT Survey (HPH902CN.SQR). Use the appropriate page to load data
into the Academic Teaching Survey tables.

You can load data for all eligible employees or individual employees, as need be. When you run
the process for all employees, the process deletes all data from the applicable Academic Teaching
Survey table for the reporting year and then recreates the requested survey data. When you run
the process for a selected employee, the process overrides, creates, or deletes the survey for that
specific employee.

The system writes process errors and missing data detected during the survey creation process to
a temporary table. Once all survey records have been created, the creation process will print an
Errors and Missing Data report.

The FT Survey load process will create a FT Academic Teaching Survey record for each
employee who meets the following conditions:

¢ Employee has a record in the Member Data table for the reporting year. The employee's job
can span the entire reporting year or can have begun during the reported year. Employees who
don't have a FT Academic Teaching Member record won't be reported in the Academic
Teaching Survey.

e Employee was employed on October first of the reporting year.

e Employee has a Statistics Canada reporting job. The Survey Report Flag on the Statistics
Canada Academic Teaching Employment Table on the Employment Data - Employment
Information page is set to FT (full-time) or Both.

The PT Survey load process will create a PT Academic Teaching Survey record for each
employee who meets the following conditions:

e Employee has a part-time job in effect within the reporting period or

Employee has a full-time job where then number of months worked in the reporting period is
less than 12 or

Employee has a full-time job with a compensation frequency of contract and the contract
period doesn't span the whole reporting period or

Employee has a full-time job with a compensation frequency that isn't contract and whose
appointment (from date of hire to appointment end date) doesn't span the whole reporting
year.

e Employee's job (as defined by Emple Rcd#) wasn't reported in the FT Academic Teaching
Survey for the same reporting year.

e Employee's job wasn't identified as a Collapse Into FT on the Statistics Canada Academic
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Teaching Employment Table on the Employment Data - Employment Information page,
effective October first of the reporting year.

e Employee has a Statistics Canada reporting job. The Survey Report Flag on the Statistics
Canada Academic Teaching Employment Table on the Employment Data - Employment
Information page is set to PT (part-time) or Both.

Standard Element Definitions for the Load Teaching Survey

Data Component

Reporting Period

Start Date

End Date

EmplID (Employee ID)

Displays the year of the data that will be loaded into the
FT or PT Academic Teaching Survey. Reporting
Periods are defined on the Reporting Period Table.

Displays the start of the employment year that will be used
to assess twelve months of employment and compensation
amounts. Start Dates are defined on the Reporting Period
Table.

Displays the end of the employment year that will be used
to assess twelve months of employment and compensation
amounts. The End Date is calculated by the system based
on the Start Date and is one year less a day from the
Start Date.

Use the EmplID field if you want to create or recreate the
Academic Teaching Survey record of a select employee.

FT Survey Page

Usage Use the Load Teaching Survey Data - FT Survey process page to create
a Full-Time Academic Teaching Survey for each full-time employee
who qualifies.

Object Name | RUNCTL HPH901CN

Navigation Develop Workforce, Manage Faculty Events, Process, Load
Teaching Survey Data, Load FT Survey Data

Prerequisites | Member Data table must be complete for all FT Academic Teaching
Members being reported in the Statistics Canada Academic Teaching
Survey.

Requirements

Access Enter a Run Control ID.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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{ FT Survey Y PT Surey

Run Control ID:  Faculty

Reporting Period: 193949

Start Date: 01/0261999
End Date: 0140742000
EmplID: | Ql

Administrative Stipend Earnings Codes

Earnings Code  Description
1

Report Manadger Process Monitos Run
Sabbatical: CAT_PSB
Waorkload Reduction: CAT_PAY
Unpaid Leave: CAT_LOA
Other Paid Leave: CAT_PLA_SC

First (4 1ot 1 [¥] Last

FT Survey page

The following elements are common to multiple pages in this component and are defined at the
front of this section in Standard Element Definitions for the Load Teaching Survey Data
Component: Reporting Period, Start Date, End Date, and EmplID.

HR Action/Category
Sabbatical

Workload Reduction

Unpaid Leave

Other Paid Leave

Displays the HR Action/Category defined for a
Sabbatical leave. These values are set up on the
Reporting Period Table.

Displays the HR Action/Category defined for a Workload
Reduction. These values are defined on the Reporting
Period Table.

Displays the HR Action/Category defined for a Unpaid
Leave. These values are defined on the Reporting Period
Table.

Displays the HR Action/Category defined for a Other
Paid Leave. These values are defined on the Reporting
Period Table.

Administrative Stipend Earnings Code

Earnings Code

Description

4-12 CANADA ACADEMIC TEACHING SURVEYS BUSINESS PROCESS

Displays the Earnings Code used to pay annual stipends
or other honoraria for administrative duties.

Displays the Description of the Earnings Code used to
pay annual stipends or other honoraria for administrative
duties.
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PT Survey Page

Usage Use the Load Teaching Survey Data - PT Survey process page to create
a Part-Time Academic Teaching Survey for each part-time employee
who qualifies.

Object Name | RUNCTL HPH902CN

Navigation Develop Workforce, Manage Faculty Events, Process, Load
Teaching Survey Data, Load PT Survey Data

Prerequisites | Statistics Canada Academic Teaching Employment Table on the
Employment Data - Employment Information page.

Access Enter a Run Control ID.
Requirements

FT Survey  PT Survey

Run Control I~ Faculty Report Manadger Process Monitor Run

Reporting Period: 1938

Start Date: 01/08/1998

End Date: 01/0711994

EmpliD: I Q
PT Survey page

The following elements are common to multiple pages in this component and are defined at the
front of this section in Standard Element Definitions for the Load Teaching Survey Data
Component: Reporting Period, Start Date, End Date, and EmplID.

Updating Academic Teaching Surveys

After you have run the Load Teaching Survey Data process you can view the survey information
on the FT (Full-Time) or PT (Part-Time) Academic Teaching Surveys Component. You can
modify some survey information on these pages but it is preferable to modify the fields at the
source of the data and re-create the surveys.

FT Academic Teaching Surveys - FT Survey Part 1 Page

Usage Use the FT Academic Teaching Surveys - FT Teaching Survey Part 1 to
view the results of the Academic Teaching survey for each full-time
employee.

Object Name | HP_FT SURVEY PNLI

Navigation Develop Workforce, Manage Faculty Events, Use, FT Academic
Teaching Surveys, FT Teaching Survey Part 1

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL CANADA ACADEMIC TEACHING SURVEYS BUSINESS PROCESS  4-13
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Prerequisites | Load Teaching Survey Data -FT Survey process page

Access Enter an Employee ID.
Requirements
{ FT Survey Part1 Y FT Survey Part 2
Miles, William Employee ID: PUD18
First (40 101 1 [®] Last
Reporting Year: 15999
Gender: Male Year of Birth: 1973
Year of Appointment: 159499 Previous Employment Location: 04623
Reporting Institution: 550111 Previous Employment: Military
Stats-Can Dept Code: 777 Principal Subject: Other Applied Arts
Level of Highest Degree: Mo DegreeiDiplomalProf. Desgntn
Year of First Degree; 9958 Year of Highest Degree: 9898
Province of First Degree: 99299 Province of Highest Degree: 93299
Stats-Can Citizenship .
Country Code: 99599 Immigrtn Status: Lnknown

FT Academic Teaching Surveys - FT Survey Part 1 page

The following elements are common to multiple pages and are defined at the front of this
PeopleBook in PeopleBooks Standard Page Element Definitions: Gender and Year of Birth.
The values for these elements are determined on the Personal Data table.

Reporting Year Displays the Reporting Year. Reporting periods are
defined on the Reporting Period Table.

Year of Appointment Displays the first year the employee was reported in the
Statistics Canada Academic Teaching Survey. If there has
been a year or more when the employee wasn't reported
then this field displays the first year reporting resumed for
this employee.

Reporting Institution Displays the Statistics Canada Reporting Institution
indicated on the Company Table.

Stats-Can Dept Code Displays the Statistics Canada code associated with the

(Statistics Canada department of the primary reported job on the Department

Department Code) Table.

Previous Employment Displays the employee's Previous Employment Location

Location as indicated on the Member Data page.

Previous Employment Displays the employee's Previous Employment as

indicated on the Member Data page.

Principle Subject Displays the employee's Principle Subject.

CANADA ACADEMIC TEACHING SURVEYS BUSINESS PROCESS PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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Degree Earned

Year of First Degree

Province of First Degree

Level of Highest Degree

Year of Highest Degree

Province of Highest Degree

Stats-Can Citizenship
Country Code

Immigrtn Status
(Immigration Status)

TRACKING FACULTY EVENTS

Displays the year the employee received their first degree
as specified on the Professional Ed. and Training page.

Displays the province in which the employee received
their first degree as specified on the Professional Ed. and
Training page.

Displays the Statistics Canada degree level (defined on the
Degree Table) specified on the Professional Ed. and
Training page.

Displays the year the employee received their highest
degree as specified on the Professional Ed. and Training

page.

Displays the province in which the employee received
their highest degree as specified on the Professional Ed.
and Training page.

Displays the Stats-Can Citizenship Country Code
associated with the employee's country of citizenship, as
indicated on the Citizenship/Passport page. Stats-Can
Citizenship Country Codes are maintained on the
Country Table.

Displays the employee's immigration status as indicated
on the Member Data page.

FT Academic Teaching Surveys - FT Survey Part 2 Page

Usage Use the FT Academic Teaching Survey Part 2 to view the results of the
Academic Teaching surveys for each full-time employee. You can
modify some of the fields on this page if necessary.

Object Name | HP_FT SURVEY PNL2

Navigation Develop Workforce, Manage Faculty Events, Use, FT Academic
Teaching Surveys, FT Teaching Survey Part 2

Prerequisites | Load Teaching Survey Data -FT Survey page

Requirements

Access Enter an Employee ID.

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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FT Survey Fart1 ' FT Survey Part2

Miles William

Reporting Year:

1989
Stats-Can Rank: Full Professar

Stats-Can Responsibility:

Year of Appointment to Rank: 19494
Actual Salans |p?am
Administrative Stipends: I
Ontario Final Rate of Salany: I
Ontario Salary Source: IDD

Percentage of Load Reduction: l_

Teaching - Mo other adm duties

Employee ID: FLOD1E

MedicalDental Category:
Mot Applicahle

Type of Appointment:  Mon-'stng Tchg Mbr Mon-Tenured

Annual Salany IW Salary Status:  Regular
[5 Months Not on Leave
I_Munths On Sahbatical Last Load Date: 060152000
I_Munths On Other Paid Leave  Last Date Changed: 06/01/2000
|3_Munths On Unpaid Leave Last Date Reported:

12 Total Months

FT Academic Teaching Surveys - FT Survey Part 2 page

Stats-Can Rank (Statistics
Canada Rank)

Stats-Can Responsibility
(Statistics Canada
Responsibility)

Year of Appointment to
Rank

Medical/Dental Category

Type of Appointment

4-16
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The Stats-Can Rank field displays the Statistics Canada
rank (defined on the Academic Rank page) as determined
by the Academic Rank indicated on the Job Code Table.

The Stats-Can Responsibility field displays the Statistics
Canada Responsibility (defined on the Administrative Post
page) as determined by the duties indicated on the
Statistics Canada Academic Teaching Employment Table
on the Employment Data - Employment Information page.

Displays the first year the employee achieved the reported
rank. If there has been a year or more when the employee
wasn't reported then this field displays the first year
reporting resumed for this employee.

Displays the Medical/Dental Category associated with
this employee's faculty code.

Displays the Type of Appointment. Type of
Appointment is determined using information from the
Visiting Faculty field on the Member Data page and the
Tenure Status field on the Tenure Data table.
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Salary Earned
Actual Salary

Annual Salary

Salary Status

Administrative Stipends

Ontario Final Rate of
Salary

Ontario Salary Source

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL
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The system calculates the Actual Salary using
compensation and Job Earnings Distribution information
from the reporting year. The system calculates Actual
Salary taking into account contracts, leaves, reduced
workloads, and salaries for multiple jobs identified as
Collapse as FT on the Statistics Canada Academic
Teaching Employment Table (on the Employment Data -
Employment Information page).

The system doesn't include any administrative stipends or
salary increases effective after October first of the
reporting year.

The system uses decimal months to calculate Actual
Salary. This may result in figures that are skewed. You
can modify the Actual Salary on this page if required.

If the employee hasn't had a reduced workload and has
been working for the entire 12 months of the reporting
year the Annual Salary will be the same as the Actual
Salary.

The system doesn't include any administrative stipends or
salary increases effective after October first of the
reporting year.

Displays the Salary Status from the Member Data page.

The system displays the amount paid for stipends and
honoraria for administrative duties for the reporting year.
The system uses Job Earnings Distribution records to
calculate Administrative Stipends.

The system uses decimal months to calculate
Administrative Stipends for the reporting year. This
may result in figures that are skewed. You can modify the
Administrative Stipends field on this page if required.

For Ontario based institutions, the system calculates the
final rate of salary using the Annual Salary and
Administrative Stipends.

For Ontario based institutions, the system calculates the
salary source using the Job Earnings Distribution amounts
distributed to non-operational funding accounts, excluding
administrative stipend amounts.

CANADA ACADEMIC TEACHING SURVEYS BUSINESS PROCESS
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Percentage of Load If the employee has been on reduced workload the system

Reduction calculates the percentage by which workload has been
reduced using the standard hours from the Job Data table
and the standard hours on the Job Code table.

The system calculates Percentage of Load Reduction
using this formula: (Standard Hours on the Job Data table
/ Standard Hours from the Job Code Table) * (number of
decimal months on reduced workload / number of decimal
months in appointment).

Months Not On Leave The system displays the number of months that the
employee wasn't on leave during the reporting year.

Months On Sabbatical The system displays the number of months that the
employee was on sabbatical leave during the reporting
year.

The system determines Months On Sabbatical from the
Action/Reason field on the Job Data table using the HR
Action/Category you specified on the Reporting Period

Table page.
Months On Other Paid The system displays the number of months that the
Leave employee was on other paid leave during the reporting
year.

The system determines Months On Other Paid Leave
from the Action/Reason field on the Job Data table using
the HR Action/Category you specified on the Reporting
Period Table page.

Months On Unpaid Leave The system displays the number of months that the
employee was on unpaid leave during the reporting year.

The system determines Months On Unpaid Leave from
the Action/Reason field on the Job Data table using the
HR Action/Category you specified on the Reporting
Period Table page.

Total Months Displays the total number of months of the Months Not
On Leave, Months On Sabbatical, Months On Other
Paid Leave, and Months On Unpaid Leave. The Total
Months value will be twelve.

Last Load Date Displays the date of the last time the teaching survey data
was loaded.

Last Date Changed Displays the date of the last time this page was modified.

Last Date Reported Displays the date of the last time this employee's teaching

survey data was reported.
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PT Academic Teaching Surveys — PT Survey Part 1 Page

employee.

Usage Use the PT Academic Teaching Surveys - PT Survey Part 1page to view
the results of the Academic Teaching surveys for each part-time

Object Name | HP_PT _SURVEY PNLI1

Navigation Develop Workforce, Manage Faculty Events, Use, PT Academic
Teaching Surveys, PT Teaching Survey Part 1

Prerequisites | Load Teaching Survey Data -PT Survey page

Requirements

Access Enter an Employee ID.

{ PT Survey Part1 % PT Survey Part 2

Catherwood,Elizabeth

Reporting Year: 1397

Gender: Female

¥ Bargaining Agent

Year of Highest Degres: 9aa8

Humber of Appointments To Be Reported:

Level of Highest Degree: Mo DegreeiDiplomalProf. Desgntn

Employee ID; TFCATIO

First 1 1o12 I Last

Year of Birth: 1948
Last Load Date: 0711272000
3 Last Date Changed:

Last Date Reported: 07/12/2000

PT Academic Teaching Surveys — PT Survey Part | page

The following elements are common to multiple pages and are defined at the front of this

PeopleBook in PeopleBooks Standard Page Element Definitions: Gender and Year of Birth.

The values for these elements are determined on the Personal Data table.

Reporting Year

Bargaining Agent

Degree Earned

Level of Highest Degree

Year of Highest Degree

PEOPLESOFT PROPRIETARY AND CONFIDENTIAL

Displays the Reporting Year. Reporting periods are
defined on the Reporting Period Table page.

Displays whether or not the employee is a Bargaining
Agent.

Displays the Statistics Canada degree level defined on the
Professional Ed. and Training page.

Displays the year the employee received their highest
degree.

CANADA ACADEMIC TEACHING SURVEYS BUSINESS PROCESS
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Number of Appointments

JANUARY 2001

Displays the total number of part-time positions held in

To Be Reported the last year. Only the five with longest duration will be
reported in detail in the Academic Teaching Survey
report.

Last Load Date Displays the date of the last time the teaching survey data
was loaded.

Last Date Changed Displays the date of the last time this page was modified.
Last Date Reported Displays the date of the last time this employee's teaching
survey data was reported.

PT Academic Teaching Surveys — PT Survey Part 2 Page

Usage Use the PT Teaching Survey Part 2 to view the results of the Academic
Teaching surveys for each part-time employee.

Object Name | HP_ PT_APPNTMNT PNL

Navigation Develop Workforce, Manage Faculty Events, Use, PT Academic
Teaching Surveys, PT Teaching Survey Part 2

Prerequisites | Load Teaching Survey Data -PT Survey page

Access Enter an Employee ID.

Requirements

Catherwood Elizabeth

Reporting Year:

Principal Subject:

Salary Paid:

PT Survey Part1 " PT Survey Part 2 %

Employment Rcd Hbr: 0

Work Duration Start Date:  09/01/1597 End Date: 11/30/1937
Appointment Status: FT Appointment = 12 Months

Type of Appointment: Duties Code == 10

Ermployes ID;: TFCATIO

First (4 1o 2 O Last

igw Al

1997

First (4] 103 D Last

I g0000

Stats-Can Teaching Load:

Full-Time Teaching Equivalent:

PT Academic Teaching Surveys — PT Survey Part 2 page

Employment Rcd Nbr Displays the employee's employment record number being
(Employment Record reported.
Number)
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Work Duration Start Date  If the job compensation frequency is contract, the system
will display the contract effective date that is maintained
on the Contract Data page.

If the job isn't contract the date of the employment hire or
re-hire (if the same employment record is used for
successive appointments) date is displayed. This
information is maintained on the Job Data table.

End Date If the job compensation frequency is contract, the system
will display the contract end date that is maintained on the
Contract Data page.

If the job isn't contract the date of the employment
termination date or the Appointment end date is displayed.
This information is maintained on the Job Data table.

Appointment Status Displays the employee's Appointment Status. The
system derives Appointment Status from the Job Data
table. Possible Appointment Status values are:

1 - Full-Time appointment working less than 12 months
within the reporting period.

2 - Part-Time appointment

3 - Overload appointment of less than 12 months where
the employee was also reported in the Full-Time
Academic Teaching Survey for the same reporting year as
the Part-Time.

Type of Appointment The system displays the Type of Appointment as derived
from tenure status indicated on the Tenure Data page and
Duties indicated on the Statistics Canada Academic
Teaching Employment Table on the Employment Data -
Employment Information page.

Principal Subject Displays the Principal Subject taught by the employee
that is maintained on the Statistics Canada Academic
Teaching Employment Table on the Employment Data -
Employment Information page. The system displays the
Principal Subject taught as of the End Date of the
appointment.
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Salary Paid The system calculates the Salary Paid using
compensation and Job Earnings Distribution information
from the reporting year. The system calculates Salary
taking into account contracts, leaves, and reduced
workloads.

The system uses decimal months to calculate Salary Paid.
This may result in figures that are skewed. You can
modify the Salary Paid on this page if required.

Stats Can Teaching Load The system displays the employee's Stats Can Teaching

(Statistics Canada Teaching Load that is maintained on the Statistics Canada

Load) Academic Teaching Employment Table on the
Employment Data - Employment Information page.

Full-Time Teaching The system displays the employee's Full-Time Teaching

Equivalent Equivalent that is maintained on the Statistics Canada
Academic Teaching Employment Table on the
Employment Data - Employment Information page.

Creating the Academic Teaching Survey Flat Files

Use the pages in the Create Stats-Canada Survey component to create the Full-time and Part-time
Academic Teaching Reporting Files that you will submit to Statistics Canada from the full and
part-time Academic Teaching Survey tables.

Standard Element Definitions for the Create Stats-Canada Survey
Component

Reporting Period Displays the year of the data that will be loaded into the
FT and PT Academic Teaching Survey flat files.
Reporting Periods are defined on the Reporting Period
Table page.

Start Date Displays the start of the employment year that was used to
assess twelve months of employment and compensation
amounts. Start Date is defined on the Reporting Period
Page.

End Date Displays the end of the employment year that was used to
assess twelve months of employment and compensation
amounts. The End Date is calculated by the system based
on the Start Date and is one year less a day from the
Start Date.

Output File Name Displays the Output File Name of the Canada Academic
Teaching Survey flat file, as defined on the Reporting
Period Table page.
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Create Stats-Canada Survey — FT Report File Page

Usage Use the Create Stats-Canada Survey - FT Report File page to create the
Full-Time Academic Teaching report flat file.

Object Name | RUNCTL HPH903CN

Navigation Develop Workforce, Manage Faculty Events, Process, Create Stats-
Canada Survey, FT Report File

Prerequisites | Load Teaching Survey Data page and modifications, if required, to the
FT Teaching Survey Part 2.

Access Enter a Run Control ID.
Requirements

{ FTRepartFile Y PT ReportFile

Run Control 1D Faculty Report anader Process Monitor Run

Reporting Perfod: 1999
Start Date: 0108113933

End Date: 01/07r2000

Output Filename:  FT13349

Create Stats-Canada Survey — FT Report File page

The following elements are common to multiple pages in this component and are defined at the
front of this section in Standard Element Definitions for the Create Stats-Canada Survey
Component: Reporting Period, Start Date, End Date, and Output File Name.

Create Stats-Canada Survey - PT Report File Page

Usage Use the Create Stats-Canada Survey - PT Report File page to create the
Part-Time Academic Teaching report flat file.

Object Name | RUNCTL HPH903CN

Navigation Develop Workforce, Manage Faculty Events, Process, Create Stats-
Canada Survey, FT Report File

Prerequisites | Load Teaching Survey Data page and modifications, if required, to the
PT Teaching Survey Part 2.

Access Enter a Run Control ID.
Requirements
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FT ReportFile ¥ PT ReportFile

Run Control I~ Faculty Report Manager Process Monitor Run

Reporting Period: 1993
Start Date: 01/08/19593

End Date: 01/07/19589

Output Filename: PT19495

Create Stats-Canada Survey - PT Report File page

The following elements are common to multiple pages in this component and are defined at the
front of this section in Standard Element Definitions for the Create Stats-Canada Survey
Component: Reporting Period, Start Date, End Date, and Output File Name.

Verifying Statistics Canada Academic Teaching Survey Results

4-24

After you have submitted your full-time and part-time Academic Teaching Surveys to Statistics
Canada you will receive a summary report. Use the StatsCan FT Survey Report to compare your
results with Statistics Canada's summary.

The report consists of four pages, each page reporting full-time survey salary calculations based
on different selection criteria:

e Full-Time Staff Salaries - Including Admin Posts and Medical/Dental
e Full-Time Staff Salaries - Including Admin Posts , Excluding Medical/Dental
e Full-Time Staff Salaries - Excluding Senior Admin Duties, Including Medical/Dental

e Full-Time Staff Salaries - Excluding Senior Admin Duties and Medical/Dental
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Running Tracking Faculty Events
Reports

This chapter explains how to generate PeopleSoft Tracking Faculty Events reports and details the
output results of those reports. Tracking Faculty Events reports provide information designed to
help Higher Education organizations manage their faculty resources.

@ For more information on generating these reports see Introduction to PeopleSoft Reporting.
For a complete alphabetical listing of all PeopleSoft HRMS reports see List of Reports in
PeopleSoft Human Resources.

Generating the Case Review Status Report

The Case Review Status report captures the case review details and the less secure aspects of the
case review path details for an employee's tenure case.

Case Review Report Page

Usage Use the Case Review Status page to run the Case Review Status report.

Object Name | RUNCTL CASE REVIEW

Navigation Develop Workforce, Manage Faculty Events, Report, Case Review
Status, Case Review Report

Prerequisites | The employee you are reporting on must have a Case ID.

Access Enter a Run Control ID.
Requirements
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{ Case Review Report Y
Run Control ID: Faculty ReportManager  Process Monitar Run

EmpliD: IPUD1 & Ql Niles williarn
Case ID: |an1 Ql

Case Review Report page

EmplID Select the employee ID of the employee you want to
report on.
Case ID Select the employee's Case ID that you want to report on.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Case Review Status Report Details

Description The Case Review Status reports the case review details and the less
secure aspects of the case review path details for an employee's case.

Report ID PERO046

Type of SQR
Report

Parameters EmplID, Case ID

Source RUNCTL CASE REVIEW
Source EG_EMPL TENURE, JOB DATA, EG CASE REVIEW, EG
Records REVIEW_DATA

Sorted By None

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation or the PeopleSoft HRMS Reporting Tools.
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Generating the Employee Tenure Status Report

The Employee Tenure Status report lists employee tenure status and home department
information. You can select by calculation group and tenure status.

TRACKING FACULTY EVENTS

Empl Tenure Status Page

Usage Use the Empl Tenure Status page to run an Employee Tenure Status
report.

Object Name | RUNCTL EGPPO03

Navigation Develop Workforce, Manage Faculty Events, Report, Employee
Tenure Status, Empl Tenure Status

Access Enter a Run Control ID.
Requirements
Empl Tenure Status
Run ControlID:  Faculty Report Manager Process Monitor Run
Service Calculation Group: Fac Q) Faculty Tenure Cale. Graup
Tenure Status: | Mon Tenure On Track =l

Empl Tenure Status page

Service Calculation Group  Select the Service Calculation Group of the employees
you want to report on.

Tenure Status Select the Tenure Status of the employees in this Service
Calculation Group that you want to report on.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Employee Tenure Status Report Details

Description This report lists employee tenure status and home department
information. You can select by calculation group and tenure status.
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Report ID PER047

Type of SQR

Report

Parameters Service Calculation Group (or all), Tenure Status (or all)
Source RUNCTL _EGPP03

Source EG EMPL TENURE, JOB DATA

Records

Sorted By Service Calc Group, Tenure Status, Employee Name

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation or the PeopleSoft HRMS Reporting Tools.

Generating the Faculty Events History Report

This report lists all the tracking events for the employee requested. Tracking events includes all
events such as activities, administrative Posts/Appointments/Titles, education and training,
honors and awards, and memberships. This report may be used as a template for Curriculum
Vitae reporting.

Faculty Events Report Page

Usage Use the Faculty Events History page to run a Faculty Events History
report.

Object Name | RUNCTL EVENTS

Navigation Develop Workforce, Manage Faculty Events, Report, Faculty
Events History, Faculty Events Report

Access Enter a Run Control ID.
Requirements
Faculty Events Report
Run Control ID: ~ Faculty Report Manager Process Monitor Run

EmpliD: IPUD1 8 Ql

Faculty Events Report
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EmplID Enter the employee ID of the employee you would like to
report on.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Faculty Events History Report Details

Description This report lists all the tracking events for the employee requested.
Tracking events includes all events such as activities, administrative
Posts/Appointments/Titles, education and training, honors and awards,
and memberships. This report may be used as a template for Curriculum

Vitae reporting.
Report ID PERO045
Type of SQR
Report
Parameters EmplID
Source RUNCTL _EVENTS
Source EG_EMPL TENURE, JOB DATA, EG_ACTIVITIES,
Records EG_ADMIN_POSTS, SCHOOL EDUCATION,

EDUCAT TRAIN GBL, EG HONORS AWARDS,

LICENSES CERTIFS, MEMBERSHIPS, EG PRESENTATIONS,
PUBLICATIONS, EG_SPECIAL PROJECT, EG_ADVISEMENT,
EG _TEACHING_RESP

Sorted By None

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation or the PeopleSoft HRMS Reporting Tools.

Generating the Statistics Canada Full Time Survey Report
After you have submitted your full-time and part-time Academic Teaching Surveys to Statistics

Canada you will receive a summary report from Statistics Canada. Use the StatsCan FT Survey
Report to compare your results with Statistics Canada's summary.
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The report consists of four pages; each page reporting full-time survey salary calculations based
on different selection criteria:

e Full-Time Staff Salaries - Including Admin Posts and Medical/Dental
e Full-Time Staff Salaries - Including Admin Posts , Excluding Medical/Dental
e Full-Time Staff Salaries - Excluding Senior Admin Duties, Including Medical/Dental

e Full-Time Staff Salaries - Excluding Senior Admin Duties and Medical/Dental

StatsCan FT Survey Report Page

Usage Use the StatsCan FT Survey Report page to generate a Statistics Canada
Full Time Survey report.

Object Name | RUNCTL HPH905CN

Navigation Develop Workforce, Manage Faculty Events, Report, StatsCan FT
Survey Report, StatsCan FT Survey Report

Prerequisites | You must have processed full-time Academic Teaching Surveys using
the Create Stats-Canada Survey component.

Access Enter the Run Control ID used in the Create Stats-Canada Survey
Requirements | component when you created the full-time Academic Teaching Survey
that you now want to report on.

StatsCan FT Survey Repart \_

Run Control I Faculty Report Manager Process Monitor Run

Reporting Period: 1935

Start Date: 0140871989

End Date: 01072000

StatsCan FT Survey Report page

@ This report is based on the Statistics Canada Academic Teaching Survey report files you
created and submitted to Statistics Canada using the Stats-Canada Survey component.

Reporting Period The system will display the Reporting Period of the full
time Academic Teaching Survey that matches the Run
Control ID you entered.

Start Date The system will display the Start Date of the full time
Academic Teaching Survey that matches the Run Control
ID you entered.
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End Date The system will display the End Date of the full time
Academic Teaching Survey that matches the Run Control
ID you entered.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Statistics Canada Full Time Survey Report Details

Description After you have submitted your full-time and part-time Academic
Teaching Surveys to Statistics Canada you will receive a summary
report. Use the StatsCan FT Survey Report to compare your results with
Statistics Canada's summary.

Report ID HRH905CN

Type of SQR

Report

Parameters Reporting Period. These dates are set up on the Reporting Period Table
page.

Source RUNCTL_HRH905CN

Source PS HP FT SURVEY

Records

Sorted By Academic Rank

@ For samples of this and other reports in your application, see the PDF files published on CD-
ROM with your documentation or the PeopleSoft HRMS Reporting Tools.

Generating the Tenure Calculation Report

The Tenure Calculation report lists the calculated service information in the temporary
calculation file created from a calculation run, such as Normal Run.

Tenure Calc Page

Usage Use the Tenure Calc page to run the Tenure Calculation report.

Administer Flexible Service also uses this report.
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Object Name | RUNCTL EGPP05

Navigation e Administer Workforce, Administer Flexible Service, Reports,
Service Calc Report, Service Calc Report

¢ Develop Workforce, Manage Faculty Events, Report, Tenure
Calc. Report, Tenure Calc Rpt.

Prerequisites | You must have run the Tenure Calc process at least once.

Access Enter the Run Control ID of the Tenure Calc process information you
Requirements | are reporting on.

{ Tenure Calc
Run Control ID: ~ Tenure Report Manager Process Monitor Run
CalculationName{Blank for all): |Tenure

or
Business Unit {Blank for all): l—
Department (Blank for allj: l—
EmpliD (Blank for all): [
I—

Swvc Calc Grp (Blank for all):

Show service between (date) M G and: M"@E
Tenure Calc page

Run Control ID Enter the Run Control ID of the Tenure Calc process you
are reporting on.

CalculationName (Blank Based on the Run Control ID you entered, the system

for all): will default the calculation name that was processed in the

Tenure Calc process. Leave this field blank to include all
Calculation Names in the report.

Business Unit (Blank for Based on the Run Control ID you entered, the system

all): will default the business unit that was processed in the
Tenure Calc process. Leave this field blank to include all
Business Units in the report.

Department (Blank for all):  Based on the Run Control ID you entered, the system
will default the department that was processed in the
Tenure Calc process. Leave this field blank to include all
Departments in the report.

EmplID (Blank for all): Based on the Run Control ID you entered, the system
will default the EmplID that was processed in the Tenure
Calc process. Leave this field blank to include all
employees in the report.
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Sve Cale Grp (service Based on the Run Control ID you entered, the system
calculation group) (Blank for  will default the service calculation group that was

all): processed in the Tenure Calc process. Leave this field
blank to include all service calculation groups in the
report.

Show service between Select the begin date of the period for which you want to

(date): see service credits reported.

And: Select the end date of the period for which you want to see

service credits reported.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Tenure Calculation Report Details

Description This report lists the calculated service information in the temporary
calculation file created from a calculation run, such as Normal Run.

Report ID PERO050

Type of SQR

Report

Parameters There are two ways to drive this report:
1. By selecting a Calculation Name (or all)
2. By selecting a Business Unit (or all), Department (or all), EmplID (or
all), Service Calc Group (or all).
When you enter a Run Control ID the system will use the information
used in the Tenure Calc process with the same Run Control ID.
With either approach, you must also specify from/to dates for reporting
service credits.

Source RUNCTL_EGPP05

Source EG SVC HIST,JOB DATA

Records

Sorted By Service Calc Group, Department, Emplid, Service Interval

@ For samples of this and other reports in your application, see the PDF files published on CD-

ROM with your documentation or the PeopleSoft HRMS Reporting Tools.
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Generating the Tenure Years of Service Report

The Tenure Years of Service report provides detailed tenure service information for employees.
Information includes home department, tenure status, track start date, and accrued service. Using
this report you can list employees by Calculation Group and within specified tenure service
accruals between x and y years. You can also sort by ascending or descending service time.

Tenure Service List Page

Run Control ID:  Tenure

Business Unit:

Sort in:

Usage Use the Tenure Service List page to generate a Tenure Years of Service
report.

Object Name | RUNCTL EGPPO06

Navigation Develop Workforce, Manage Faculty Events, Report, Tenure Yrs of
Service Report, Tenure Service List

Access Enter a Run Control ID.

Requirements

Tenure Service List

Department (Blank for all): I Q
Sve Calc Grp (Blank for all) | al
Type of Service{Blank for all): I

Service amount between: |5 and: |1 i

Report Manager Process Monitor Run

IEGUELQ

IAscending 'l order of Service

Tenure Service List report page

@ After service is committed to history (following the Update to History run), information will
be purged from the temporary file. If you try running the report for the calculation group
you've just updated to history, you won't get any output.

Business Unit

Select the Business Unit of the employees whose tenure
service you'd like to report on.

Department (Blank for all)  Select the Department of the employees whose tenure

service you'd like to report on. Leave this field blank to
include employees of all departments in the report.
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Sve Calc Grp (service
calculation group) (Blank for
all)

Type of Service (Blank for
all)

Service amount between

And

Sort in

TRACKING FACULTY EVENTS

Select the service calculation group of the employees
whose tenure service you'd like to report on. Leave this
field blank to include employees of all service calculation
groups in the report.

Select the Type of Service of the employees whose tenure
service you'd like to report on. Leave this field blank to
include employees of all types of service in the report.

Enter the beginning amount of tenure service years being
reported.

Enter the cutoff number of tenure service years being
reported.

Select the order in which you'd like the report to sort the
information.

Click Run to run the report using Process Scheduler.

@ For more information about Process Scheduler, see Process Scheduler.

Tenure Years of Service Report Details

Description This report provides detailed tenure service information for employees.
Information includes home department, tenure status, track start date,
and accrued service. Using this report you can list employees by
Calculation Group and within specified tenure service accruals between
x and y years. You can also sort by ascending or descending service
time.

Report ID PEROS1

Type of SQR

Report

Parameters Business Unit (or all), Department (or all), Service Calc Group (or all),
Type of Service (or all), Service Amount (between x and y), Sort
Descending or Sort Ascending, (for Service Amount).

Source RUNCTL _EGPP06

Source EG EMPL TENURE, JOB_DATA, EG PRIOR EXP

Records

Sorted By Service Calc Group, Department (Tenure Home Department), Tenure
Service (ascending or descending as specified).
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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 or the PeopleSoft HRMS Reporting Tools.
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