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About These EnterpriseOne PeopleBooks
Preface

EnterpriseOne PeopleBooks provide you with the information that you need to implement and use
PeopleSoft EnterpriseOne applications.

This preface discusses:
e EnterpriseOne application prerequisites
e Obtaining documentation updates
e Typographical elements and visual cues

e Comments and suggestions

Note

EnterpriseOne PeopleBooks document only fields that require additional explanation. If a field is not
documented with the process or task in which it is used, then either it requires no additional
explanation or it is documented with common elements for the section, chapter, PeopleBook, or
product line.

EnterpriseOne Application Prerequisites

To benefit fully from the information that is covered in these books, you should have a basic
understanding of how to use EnterpriseOne applications.

See the Foundation Guide.
You might also want to complete at least one EnterpriseOne introductory training course.

You should be familiar with navigating the system and adding, updating, and deleting information by
using EnterpriseOne menus and forms. You should also be comfortable using the World Wide Web
and the Microsoft Windows or Windows NT graphical user interface.

These books do not review navigation and other basics. They present the information that you need to
use the system and implement your EnterpriseOne applications most effectively.



Obtaining Documentation Updates

You can find updates and additional documentation for this release, as well as previous releases, on
the PeopleSoft Customer Connection Website. Through the Documentation section of PeopleSoft
Customer Connection, you can download files to add to your PeopleBook Library. You can find a
variety of useful and timely materials, including updates to the full PeopleSoft documentation that is
delivered on your PeopleBooks CD-ROM.

Note

Before you upgrade, you must check PeopleSoft Customer Connection for updates to the upgrade
instructions. PeopleSoft continually posts updates as the upgrade process is refined.

See Also

PeopleSoft Customer Connection Website, http.//www.peoplesoft.com/corp/en/login.jsp

Typographical Conventions and Visual Cues

This section discusses:

e Typographical conventions

e Visual cues

Typographical Conventions

The following table contains the typographical conventions that are used in EnterpriseOne
PeopleBooks:

Typographical Convention Description
or Visual Cue
Italics Indicates emphasis, topic titles, and titles of PeopleSoft or other
book-length publications. Also used in code to indicate variable
values.
Key+Key A plus sign (+) between keys means that you must hold down the

first key while you press the second key. For example, Alt+W
means hold down the Alt key while you press W.

Monospace font Indicates a PeopleCode program or other code example.

[ 1]

(quotation marks) Indicates an adjective that is used in a way that might not be
readily understood without the quotation marks, for example "as
of" date, “as if” currency, "from" date, and "thru" date.




Cross-references EnterpriseOne PeopleBooks provide cross-references either below

the heading “See Also” or preceded by the word See. Cross-
references lead to other documentation that is pertinent to the
immediately preceding documentation.

Visual Cues

EnterpriseOne PeopleBooks contain the following visual cues:

e Notes

e (Cautions

Notes

Notes indicate information that you should pay particular attention to as you work with the
PeopleSoft system.

Note

Example of a note.

Cautions

Text that is preceded by Caution is crucial and includes information that concerns what you must do
for the system to function properly.

Caution

Example of a caution.

Comments and Suggestions

Your comments are important to us. We encourage you to tell us what you like, or what you would
like to see changed about PeopleBooks and other PeopleSoft reference and training materials. Please
send your suggestions to:

PeopleSoft Product Documentation Manager, PeopleSoft Inc., 4460 Hacienda Drive, Pleasanton CA
94588

Or you can send e-mail comments to doc@peoplesoft.com.

While we cannot guarantee an answer to every e-mail message, we will pay careful attention to your
comments and suggestions.



Human Resources Overview

PeopleSoft understands that no such thing as a standard human resources department exists.
Management depends on you to respond to workforce and industry changes, government regulations,
and your organization's policies and procedures. The information that you need is unique and often
complex.

The PeopleSoft EnterpriseOne Human Resources system tracks the information that you need to meet
both your immediate and long-range goals, as well as the demands of change and growth within your
company and industry. You can access and compile the information quickly and provide quick
answers to questions. Because the Human Resources system manages many mundane and repetitive
tasks, you have more time to play a strategic role on your organization's management team.

In addition to the features that are included in the Human Capital Management Foundation system,
the Human Resources system provides the following features:

e Recruitment processing

e Requisition management

e Applicant tracking

e Position budget management
e Compensation management
e Pay-grade step progression

e Competency management

e Performance management

e Health Safety management

Human Resources System Integration Overview

The PeopleSoft EnterpriseOne Human Resources and Payroll systems integrate seamlessly and share
a central database. This integration provides the following advantages:

e Eliminates redundant data entry
e Makes business practices more efficient
e Enables the staff to focus its attention and efforts on other activities

To facilitate data entry for both Payroll and Human Resources system users, you enter a great deal of
human resources-related information into the Human Capital Management Foundation system. This
system contains the central database for all of the information that human resources and payroll users
typically share. For example, you use the foundation system to track the following information:

e Complete employee information
e Job information

e Pay type, deduction, benefit, and accrual (PDBA) information



e Time and labor information

The Human Resources system contains additional features, such as benefits administration,
recruitment management, and position control, that are specific to human resources users.

Both human resources and payroll users can enter information into the foundation system. However,
to prevent unauthorized access to confidential information, you can set up system security that allows
users to access only the information that they need to perform their jobs. Typically, your system
administrator sets up system security during system implementation. The system administrator can set
up security for an entire form, for individual fields on a form, or for certain programs, based on a
user’s role in the organization.

To simplify your processes and facilitate communication within your organization, the Human
Resources system also integrates with other PeopleSoft EnterpriseOne systems, including the
following systems:

Address Book vy yse the Address Book system to maintain employee information, such as name,
address, and tax ID.

General‘ You can use the Human Resources system to create salary budgets by business unit
Accounting and update them in the general ledger.

Accounts You can set up the Payroll system, which is closely integrated with the Human
Payable Resources system, to create accounts payable vouchers for deductions and benefits
that occur during payroll processing.

The following table shows how features of the Human Resources system integrate with the Benefits
Administration feature and the Payroll system:

Human Capital Management Benefits Human Payroll
System Integration Administration | Resources
e Quick Hire X
e Pay Types, Deductions, Benefits X X
and Accrual Setup
e Time Entry X
e  Automatic Accounting X
Instructions
e Job Information X X X
e Employee Information X X X
e Employee Self-Service X X X
e Employee History and X
Turnover Tracking




See Also

a System Features in the Human Capital Management Foundation Guide for more information
about features that are common to human resources, payroll, and time and labor

Workflow

The workflow feature provides the ability to automate virtually every business process. With
workflow, companies are no longer forced to rely on paper routing through interoffice mail and voice
mail messages.

For instance, to change an employee's salary in the past, a compensation specialist had to route a
change request form to the appropriate manager by way of interoffice mail and wait for the manager
to approve the change and reroute the form back to the human resources department. The manager
might meanwhile leave several voice mail messages to determine the status of the request. After the
human resources department received the approved form, the compensation specialist then updated
the salary change in the human resources database. Often, the compensation specialist needed to
make retroactive adjustments to compensate the employee for time that was lost during the approval
process.

Using workflow, a salary change can be immediately requested and approved using e-mail. After it is
approved, the salary change can be automatically updated in the database.

Using workflow, companies can eliminate many unnecessary steps in their business processes,
thereby saving time and money. Workflow processes can easily be created and customized to
streamline nearly every business practice.

Self-Service

Self-service applications transfer many responsibilities from human resources staff directly to
employees. For example, when employees get married, they might need to change their name,
address, tax withholding, and benefit elections. Using self-service, employees can make these
changes to the system through their company's intranet site, rather than filling out paperwork in the
human resources department and having a clerk enter the changes into the system.

Self-service applications can be set up to initiate workflow processes. For example, when an
employee address change reflects a move to a different taxing locality, a workflow message can be
automatically generated to notify the payroll department.

See Also

a Self-Service Overview in the Human Capital Management Self-Service Guide for more
information about self-service features



Flexibility

One of the most important features of the PeopleSoft EnterpriseOne solution is the flexibility of the
system. Instead of relying on programmers and system analysts, end-users can easily customize forms
on their desktop to meet their individual needs.

You can set processing options to customize operations. When an organization's needs or business
processes change, you can change the system to reflect those needs and processes within minutes.
This flexibility enables the PeopleSoft EnterpriseOne system to remain the comprehensive solution in
the growing and changing world of human resources.

Human Resources for the United States — The
Competitive Advantage

The following table presents typical problems with tracking human resources information, as well as
the PeopleSoft EnterpriseOne business activator that resolves each problem, and the return on
investment from using the PeopleSoft EnterpriseOne Human Resources system.

You must tra.ck d.ata that is ) You can ensure compliance with Affirmative Action plans by
neefled to maintain Affirmative  {-5cking data that is updated annually for current employees,
Action plans. former employees, and applicants. You can track ethnicity,

gender, veteran status, and disability status. You can use this
information, as well as reasons for changes, turnover statistics,
date changes, and other country-specific data changes within
the employee information to compile statistics needed for
Affirmative Action plan reports. You can also run point-in-
time reports to capture data as of a specific date. Affirmative
Action plan reports include Workforce Analysis, Affirmative
Action Exception, and Hired Applicants by EEO Job Category.
The system saves you time and the research effort that you
usually spend compiling data.

Your company needs to revieW v our managers can use the Create Next Year's Positions

this year's budget and estimate program (R081820) to establish a new budget that is based on

one for next year. This effortis  {he existing position structure, and they can even build in an

time-consuming and often based  4,tomatic base salary increase. Using the Cross Year Budget

on guesswork. Comparison program (R081430), you can determine whether
trends exist within the budget from one year to the next, which
helps you evaluate the forecast for next year. Using the Work
with Position Activity form (W08111A), your managers can
review the activity that has occurred within a position for the
previous year. Using the Position Control feature, your
managers can review the positions that are within their
budgets, and can then review how much one person's budgeted
and actual salaries affect the total budget for the department.
You save time with the automated budgeting measures, and
you increase the accuracy of the budget information.



You must track the skills and You can use the Competency Management feature to maintain

accomplishments of each a bank of employee skills and accomplishments and to search

employee and be able to access  for specific skills. The system helps you save time and money

that information at the time that ;54 yse employee resources better. Lengthy research and

such skills are needed. tracking efforts are not needed, and efficiency is increased
because you can search for specific skills and experience
within the workforce. Employees can use employee self-
service to update their competencies and skills.

Your managers must complete Managers can use the Competency Management feature to
accurate performance enter the skills and accomplishments of each employee and the
appraisals that reflect the skills ;o mpetencies required by the jobs in which employees work.
and performance achievements vy, can develop job descriptions from the competencies that
of the employees. are required for the job, and from the job descriptions you can
create performance evaluations. Because you can respond
quickly to a market or organization change by reallocating
resources, your company can continue to remain competitive.
The system improves accuracy and consistency in evaluations
and increases employee morale. Managers can use self-service
to complete performance appraisals online, as well as to be
notified of any upcoming reviews for their direct reports.

Understanding User Defined Codes for Human Capital
Management Systems

Many fields throughout the EnterpriseOne Human Capital Management systems accept only user
defined codes. You can customize fields in your system by setting up user defined codes to meet the
needs of your business environment.

User defined codes are stored in tables that relate to a specific system and code type. For example,
07/PY represents system 07 (Payroll) and user defined code type PY (Pay Cycle Codes). User defined
code tables define which codes are valid for the individual fields in your system. If you enter a code
that is not valid for a field, the system displays an error message. For example, in the Pay Cycle field,
you can enter only those codes that are included in user defined code table 07/PY.

You can access all of the user defined code tables through a single user defined code form. After you
choose a user defined code form from a menu, you can change the system code and user defined code
type to access another user defined code table. The system stores user defined codes in the User
Defined Codes table (FO005). You can also print a list of all user defined code tables to review.

Note

You might need to set up some additional user defined codes that are specific to the countries in
which you conduct business.

Caution

User defined codes are central to PeopleSoft EnterpriseOne systems. You must be thoroughly familiar
with user defined codes before you change them.




See Also

Q User Defined Codes in the Foundation Guide for complete instructions for setting up user
defined codes

O The global solutions guide for your country for country-specific information about user
defined codes

User Defined Codes for Human Resources

The following user defined codes apply specifically to the PeopleSoft EnterpriseOne Human
Resources system.

Applicant Status (08/AS)

You use applicant status codes to define steps in the hiring process, such as initial contact and first
interview, that the applicant has completed. When you enter or change the status of an applicant on
the Applicant Information form (W08401C), the system adds a record to the supplemental data type
for applicant status. You can use supplemental data to review the history of changes made to the
applicant status field.

Approval Type (05/AP)

You use approval type codes to specify the type of change that needs approval. For example, you
might use COMP as the approval type code for a compensation change.

Based Date from Length of Service (08/RW)

You use based-on date from length of service codes to identify the date to use when calculating an
employee's length of service. For example, for some calculations, you might consider length of
service to be the time that the employee has spent in his or her current job. Therefore, you might use a
code to specify the data item Date in Current Job to calculate length of service. You might also use
hire date or start date if you are calculating length of service that is based on the time that the
employee has spent with the company.

Branch/Location (01/01)

You use branch or location codes to define the branch or geographic location for which an applicant
is being considered. This code can be helpful for tracking and reporting applicant information. For
example, by using this information, you can track which branch or location has the best applicant
response.

Budget Status (08/PC)

You use budget status codes to indicate the status of position budgets. The system uses the first
character in the second description in the user defined code table 08/PC to process approved and
closed positions. The position's budget must have an approved status before you can assign it to an
employee or an approved requisition. Positions with a closed budget status are not included when you
run the Create Next Year's Positions program (R081820).



Candidate Status (08/CN)

You use candidate status codes to track the current activity level of a candidate record that is attached
to a requisition. The system retrieves these codes from UDC 08/CN. You can group candidate
requisition status codes based on the hard-coded special handling code values in the table. The
following table lists these hard-coded values:

CAN Any candidate code

DET Any code that indicates that the position is detached or no longer filled
FIL Any code that indicates that the position has been filled

REJ A code that indicates that the candidate is rejected

™P A code that indicates that the position is filled temporarily

Candidate requisition status codes that have a special handling code of either FIL or TMP update the
Filled Headcount field. However, only those status codes that have special handling codes of FIL can
cause the system to change the requisition status to Filled and Closed.

Compensation Model Types (08/PM)

You use compensation model type codes to designate the type of compensation model that you create.
You can create the following three types of compensation models:

e Public. Can be viewed by the owner of the model, as well as other employees.
e Master. Used for final submission.

e Private. Can be viewed only by the owner of the model.

Data Item for Column or Row Factor (08/RH)

You use data item column and row factor codes to designate the data items that you are using in the
Define Increase Type Guidelines program (P08820). Codes entered in this user defined code table
should match the data item names of the fields that you want to use to define compensation review
guidelines. For example, if an employee's performance appraisal level is used to determine increase
guidelines, you would enter data item PAPL in UDC 08/RH.

Establishment Search Types (08H/ES)

You use establishment search type codes to define the search types that can be used as establishments
for health safety management reporting purposes. For example, if companies are the only
organizational unit within your organization that can be considered establishments for health safety
management reporting, you would enter the search type code that defines company, as it is set up in
UDC 01/ST, in UDC 08H/ES. Similarly, if both business units and companies can be considered
establishments, you would enter the codes for business unit and company, as they are set up in UDC
01/ST, in UDC 08H/ES. All codes entered in UDC 08H/ES must first be set up in UDC 01/ST.

Hazardous Material Codes (08/HM)

You use hazardous material codes to specify the type of hazardous chemical or material, if any, that is
involved in a work-related accident.
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Input Method Codes (08/RB)

You use input method codes to determine the type of entry that you use for basic compensation
calculations. Examples of codes that you might enter are Fixed Amount and Percentage.

Method of Application (08/MA)

You use method of application codes to define how an applicant applied for a job within your
organization. Examples of codes that you might use for methods of application are Phone, Fax, Mail,
and In Person.

Occupational lliness (08/H5)

You use occupational illness codes to define the exact nature of an occupational illness for health
safety management reporting purposes. The sequence of the illness codes that PeopleSoft
EnterpriseOne provides corresponds exactly to the sequence on the OSHA 300 Summary report. If
you plan to print the OSHA 300 Summary report that PeopleSoft EnterpriseOne provides and send it
to the US Department of Labor, you should not change the sequence of the codes. For example, you
can change user defined code A, Skin Disease or Disorder, to code R, Rash, if that better meets your
needs. However, the corresponding column on the OSHA 300 Summary report always refers to
Occupational Skin Diseases or Disorder. If you are not sending the report to OSHA, you can change
the codes, descriptions, and sequence to suit your organizational needs.

Occurrence Location (08/H2)

You use occurrence location codes to define the exact physical location where an event (injury or
illness) occurred. Examples of occurrence locations are the computer room, loading dock, and
cafeteria. Occurrence location codes are used in health safety management reporting.

Part of Body (08/H4)

You use part of body codes to indicate the part of the body that is affected by a work-related injury or
illness. Examples of part of body codes include Right Hand, Left Foot, and Lower Back. This
information is used in health safety management reporting.

Pay Type Categories (05/V1)

You use pay type category codes to group pay types into predefined categories that are used in the
standard verification of employment letter. Pay type category codes include base, overtime,
commission, bonus, and other pay.

Position Status (08/PL)

You use position status codes to define the current activity level of a position. When you attach an
employee record to a vacant position, the system updates the position status with the position status
code that has DEFA in its special handling code. The system updates the position status code on the
beginning date of the employee's assignment. When the position again becomes vacant, you must
manually change the value in the Position Status field to indicate that the position is vacant.

Requisition Status (08/RS)

You use requisition status codes to describe the status of the position that is associated with a
requisition. We provide several codes that you can use for requisition status purposes. The following
two of these codes are hard-coded and should not be changed:

e Approved (AA)
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¢ Filled and Closed (99)

Statuses that indicate that a requisition is approved should begin with the letter A. If you are using the
PeopleSoft EnterpriseOne Workflow Tools system to automate the process of approving requisitions,
the system automatically updates the requisition status when the appropriate person approves the
requisition. This update overwrites any existing value in the field.

Rounding Rule Code (08/RR)

You use rounding rule codes to specify the rounding rule for an increase amount or a prorated
amount. If you use prorating in the compensation review, the prorate amount is rounded. Otherwise,
the increase amount is rounded.

Setup Subclass (08/T2)

You use setup subclass codes, along with employee setup task codes, to define tasks that must be
performed in the Manager's Employee Setup Workflow process. For example, to further define the
employee setup task "setup computer,”" you might use a setup subclass code to identify the type of
computer that should be set up.

Setup Task Status (08/S2)

You use setup task status codes to identify the status of a task in the Manager's Employee Setup
Workflow process. Examples of setup task status codes are Pending and Complete.

Setup Task Types (08/T1)

You use setup task type codes to identify primary categories or classifications of employee setup
tasks. For example, you might use the setup task type code IT to categorize a task as something that
needs to be completed by an IT employee, such as setting up a computer.
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Recruitment Process Features

While many organizations are accustomed to using a paper-based process to organize their recruiting
efforts, the PeopleSoft EnterpriseOne Human Resources system offers an automated solution.

The requisition, application, and hiring processes are automated and paperless in the system. Using
the features of the Human Resources system and other systems, such as EnterpriseOne Workflow
Tools, managers no longer need to notify the human resources department about vacancies. The
managers can access the system directly, create electronic requisitions, and forward them by e-mail to
the human resources department and the approving managers. With electronic approvals, the human
resources department knows immediately when the approval has been granted. When this approval
occurs, a recruiter can begin to search for candidates and can electronically attach an applicant record
to the requisition as people submit resumes.

With each step of the applicant evaluation process, a human resources representative can update the
requisition with new information, such as "Applicant has completed second interview." Using the
Applicant Supplemental Database, the human resources representative can include additional
company-specific information in the applicant's record, such as scores on skills evaluation tests,
competency information, and previous job experience. Using the Supplemental Data Multiskill
Search program (P080250), the human resources representative can quickly assess those applicants
whose experience and education most closely match the requirements of the job. Reporting on
applicant demographics is easy using various standard reports, which are based on the applicant
records that the human resources representative has entered throughout the recruiting process.

Converting a candidate to an employee within the system is an easy process. The human resources
representative transfers the data that has already been entered for the candidate to the employee
database. The human resources representative is then prompted for other important employee
information that is required. Throughout this process, managers and approving authorities can access
the system to review the status of the search and review the qualification of the applicants.

The recruitment process includes working with requisitions and applicant information.

Requisition Management

You enter a requisition to begin the process of filling a vacancy within your organization. A
requisition is a record or document that contains information about the open position (an employee's
assignment for a fiscal year) and job (the duties that an employee performs for your organization). A
vacancy is a job opening or unfilled headcount (number of people) in a position.

After you enter a requisition, you typically need to wait for the appropriate person to approve it
before you can begin the process of filling the requisition. Enterprise Workflow Management
automates tasks that were formerly paper-based. For example, you can notify a manager that a
requisition is waiting for approval by using an e-mail-based process flow across a network. You can
track a requisition from its initial creation to its approval or rejection to its close.

You can associate a candidate with one or more requisitions. When you hire an applicant or transfer
an employee to a new position, the system automatically indicates that the requisition is closed.
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Because recruiting is expensive, you need to know where your efforts have been most effective. You
can track how long a requisition is open before it is filled. You can also track the costs associated
with filling the requisition, such as advertising, travel, and recruiter fees.

Entering Requisition Information

You enter requisition information to begin the process of filling one or more vacancies within your
organization. The requisition contains job and position information that you can use to match a
candidate to a vacancy.

You can also track additional information that is unique to your organization or your industry. For
example, if you need a senior consultant who speaks fluent Spanish, you can track Spanish fluency on
the requisition.

To help you manage your workflow, you can enter requisition information before the appropriate
manager has approved it and indicate that it is waiting for approval. Then, after the manager approves
or rejects the requisition, you can update its status.

You can use Enterprise Workflow Management to facilitate the process of getting approval for a
requisition. For example, you can notify a manager that a requisition is waiting for approval by using
an e-mail-based process flow across a network.

After you enter requisition information, you can review the information to verify that it is correct.
You can review detailed information about individual requisitions or about all of the requisitions for a
specific business unit or job type. For example, you can review all of the requisitions in business unit
701 to determine which of them have been approved and the name of the person who approved them.

Entering Initial Requisition Information

You enter initial requisition information to identify a new vacancy within your organization. For
example, you might enter the following types of initial requisition information:

e Fiscal year

e Home business unit
e Job type

e Job step

You can also attach the following types of objects to a requisition:

e Text documents
e Scanned images
e Links to other PeopleSoft EnterpriseOne applications and other software packages

For example, you can attach a Microsoft Word document that lists approval or rejection information
for the requisition.

Basic requisition information is the minimum amount of information that you should track. It
includes information such as the status of the requisition and the job to which it applies. Additional
information includes optional items, such as pay information and information that is unique to your
organization.
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» To enter initial requisition information

From the Requisitions menu (GO8BR1), choose Requisition Information.

1.
2.

On Work With Requisitions, click Add.

On Requisition Information, complete the following field to assign a specific requisition
number:

e Requisition Number

If you leave this field blank, the system assigns the next available number.

Click the Primary Information tab and complete the following fields:

e Requisition Status
e Home Business Unit
e Security Business Unit

e Requested By
Complete any of the following fields, as necessary:

e Requisition Date

e Effective From Date
e Effective Thru Date
e Fiscal Year

e Position ID

e Job Type/Step

e Approved By

e Headcount

e Approval Date

Click the Secondary Information tab and complete any of the following fields, as necessary:

e Pay Grade/Step

e Pay Class(H/S/P)
e Overtime Exempt
e Expected Salary
e FTE

e Hours

e Last Filled By

o Filled Date

To attach objects to the requisition, choose the Additional Information tab, and then enter the

information.
Choose the Category Codes tab and complete any applicable fields.
To complete the requisition, click OK.

If you have enabled Enterprise Workflow Management for requisition approvals, and you
entered a "waiting for approval" requisition status, the Requisition Workflow Pending
Review Notification form appears when you save the requisition.
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9. On Requisition Workflow Pending Review Notification, click OK.

See Also

Q Working with Media Objects in the Foundation Guide for information about entering text and
attachments

Q Updating the Status of a Requisition in the Human Resources Guide for information about
using the workflow process to approve a requisition

Processing Options for Requisition Information (P08102)

Defaults Tab

These processing options allow you to specify the default information that the system uses.

1. Enter a '1' to default Pay Grade, Pay Grade Step, Pay Class and Overtime Exempt
from the Job Information Table.

0 = Do not use default data. (Default if blank)
1 = Use default data

Use this processing option to specify whether the system enters default job information in
the requisition record when you change the job type or job step. The system supplies
default values from the Job information table (FO8001) for the Pay Grade, Pay Grade Step,
Pay Class, and Overtime Exempt fields. Valid values are:

Blank or 0

Do not use default job information.

1

Use default job information.

2. Address Number of Default Approver

Use this processing option to specify the address number of the employee who approves
requisitions. To override this approver, you can add recipient rules to the workflow
process.

3. Address Number of Default Recruiter

Use this processing option to specify the address number of the recruiter. The workflow
process sends an e-mail message to the recruiter. To override the recruiter, you can add
recipient rules to the workflow process.
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User Level Tab

This processing option allows you to specify whether a manager (employee) or a human resources
administrator will use the application.

1. User level

1 = Manager/Employee Level
2 = HR Administrator Level

Use this processing option to specify whether a manager, employee, or HR Administrator
will use the application. Valid values are:

1

Manager/Employee

2 or Blank

HR Administrator

If you set the user level to 1 (Manager/Employee) and the Requisition is not approved
(status WW), the Requisition Status is disabled.

Entering Supplemental Data for Requisitions

From the Requisition Supplemental Data menu (GOSBSDRI), choose the appropriate option.

Supplemental data is any type of additional information that you want to track about the following
items or individuals:

e Requisitions

e Jobs

e Employees

e Applicants

e Dependents and beneficiaries
e Health safety management

When you set up your Human Resources system, you specify the types of supplemental data (data
types) that you want to track. Supplemental data is not required by the system.

Requisitions might include the following types of supplemental data:
e Requirements
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e Approval steps

e Requisition notes

e Requisition activity
e Requisition review

The method that you use to enter supplemental data for requisitions is the same method that you use
for any other type of supplemental data that you track.

See Also

Q Working with the Supplemental Database in the Human Capital Management Foundation
Guide for information about entering, copying, and reviewing supplemental data

Q Reviewing Requisition Reports in the Human Resources Guide

Working with Requisitions

After you enter basic requisition information, you typically need to wait for approval from the
appropriate person before you can begin recruiting candidates. If you have enabled the workflow
process for requisition approvals, the system automatically updates the status of a requisition. If you
are not using the workflow process, you must update the status manually.

You can attach candidates' records to a requisition to track the progress of the candidates as you
interview them and evaluate their qualifications. When you hire a candidate to fill a requisition, the
system automatically updates the filled head count for the requisition. (The filled head count is the
number of people who have been hired to fill the requisition.)

When you hire enough candidates to meet the head count for the requisition, the system automatically
indicates that the requisition is filled and closed. You cannot hire candidates for a requisition that is
filled and closed. If necessary, however, you can reopen a closed requisition by increasing its head
count and changing the requisition status.

Updating the Status of a Requisition

Y our organization might require that a new requisition be approved by a higher level of management
before it can be filled. In this case, when you (the requestor) enter a requisition, you can indicate that
it is waiting for approval. When the approving manager approves or rejects the requisition, the
requisition status must be updated accordingly.

Typically, you wait until a requisition is approved before you begin searching for candidates to fill
the requisition. The system does not allow you to hire a candidate to fill a requisition unless the
requisition status is "approved."

The demonstration data for your system includes a workflow process for requisition approvals. You
can enable this workflow process when you set up your system. If the workflow process is enabled,
the following events happen after you enter a requisition:

o The system automatically notifies the person who is authorized to approve requisitions (the
approving manager) that a requisition is waiting for approval.

o  When the approving manager approves or rejects a requisition, the system automatically
updates the requisition status. If the manager approves the requisition, the system also
updates the Approved By field.
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If you have activated this workflow process, you do not need to manually update the requisition status
when the requisition is approved or rejected. Instead, the system automatically updates the requisition
status for you. If you are not using the workflow process, you or the approving manager must
manually update the status of the requisition.

» To update the status of a requisition using workflow

The following steps describe how the approving manager completes the workflow process after the
requestor completes the steps for entering requisition information.

The approving manager receives a workflow message saying that a requisition is waiting for
approval. The message containing the requisition appears in the Requisition Approval mailbox in the
Work Center program (P012501).

From the Workflow Management menu (G02), choose Work Item Manager.
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1. On Work Item Manager, to approve or reject the requisition, choose the message containing
the requisition, and then click the Requisition Workflow Approval icon.

-

2. Click Requisition Workflow Approval on the right side of the form.
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3. On Requisition Workflow Approval, click the following option:
e Approve
4. Complete the following field:
e Requisition Status
5. Enter an optional text message.
The system stores the message text in an audit table so that you can refer to it later, if
necessary.
6. Click OK.

The system updates the requisition with the new status code, adds the name of the person who
approved the requisition, and notifies the requestor that the requisition has been evaluated. If
the manager approves the requisition, the system also sends a message to the appropriate
recruiter.

To update the status of a requisition manually

From the Requisitions menu (GO8BR1), choose Requisition Information.

1. On Work With Requisitions, to locate the requisition that you need to approve, complete one
or more of the following fields and click Find:
e Home Business Unit
e Position ID
e Requisition Number
e Requisition Status
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e Job Type/Step
e Fiscal Year

2. Choose the requisition and click Select.

3. On Requisition Information, complete the following fields, and then click OK:

e Requisition Status
e Approved By
e Approval Date

Attaching a Candidate Record to a Requisition

When you determine that a candidate might be suitable to fill a vacancy, you can attach the
candidate's record to the requisition. Attaching candidate records to a requisition simplifies the
process of tracking the status of each candidate as you interview and evaluate candidates for the
vacancy.

After you attach candidate records to a requisition, you can easily review the status of all of the
candidates who are being considered for a requisition. You can limit your review to include only
applicants, only employees, or both applicants and employees. For applicants, you can further limit
the search to include only those with a specific applicant status, such as applicants who have passed
the tests that are required for employment with your organization.

You can also update the candidate's requisition status as necessary. For example, when you decide
that a candidate is not suitable for the vacancy, you can reject the candidate.

When you are ready to fill a requisition, you hire an applicant or assign an employee to the
requisition. The system automatically changes the candidate's status to indicate that the candidate has
filled the requisition.

» To attach a candidate record to a requisition

From the Requisitions menu (GO8BR1), choose Requisition Information.

1. On Work With Requisitions, to locate the requisition to which you need to attach a candidate
record, complete one or more of the following fields and click Find:
e Home Business Unit
e Position ID
e Requisition Number
e Req Status
e Job Type
e Job Step
e Fiscal Year

2. Choose the requisition and click Select.

3. On Requisition Information, choose Req. Activity from the Form menu.
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4. On Requisition Activity, complete the following field:
e Address Number
5. Complete the following fields in the detail area of the form, and then click OK:

e Candidate Req. Status
e Requisition Status Date
e Date Avail.

Reopening a Requisition

In some cases, you might need to reopen a requisition that has been filled and closed. For example,
assume that you receive the necessary funding to increase the head count for a position that had
previously reached its maximum filled head count. If you have a filled and closed requisition that

references the position, you can save time by reopening the existing requisition instead of creating a
new one.

» To reopen a requisition

From the Requisitions menu (GOSBR1), choose Requisition Information.

1. On Work With Requisitions, to locate the requisition that you need to reopen, complete one
or more of the following fields and click Find:
e Home Business Unit
e Position ID
e Requisition Number
e Requisition Status
e Job Type
e Job Step
e Fiscal Year
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2. Choose the requisition and click Select.

3. On Requisition Information, change the information in the following field:
e Requisition Status

4. Complete the following field and click OK:

e Headcount

Reviewing Requisition Reports

After you enter requisition information, you can print reports to review the information and verify
that it is correct. You can also review information about groups of requisitions, such as their approval
status, their filled status, and the candidate records that are attached to them.

Reviewing the Requisition Supplemental Data Report (R080416)

From the Requisition Supplemental Data menu (GOSBSDRI1), choose Requisition Supplemental
Data Report.

To review complete information for one or more requisitions, print the Requisition Supplemental
Data report. You can review this information online for a single requisition using the Requisition
Supplemental Data Inquiry program (P08102). However, this report allows you to print information
for multiple requisitions at one time.

You can list requisitions either by requisition number or alphabetically by requisition description.
You also choose whether the report includes text information.

Reviewing the Requisition Data by Data Type Report (R080406)

From the Requisition Supplemental Data menu (GOS8BSDR1), choose Requisition Data by Data
Type Report.

To review a list of all of the requisitions that contain information in a particular supplemental data
type, print the Requisitions by Data Type report. You can review this same information online using
the Requisition Data by Data Type program (P050210).

Processing Options for Requisition Data by Data Type Report (R080406)

Options
Enter a '1' to bypass printing text information on the report.
Default of blank will print the text.

Reviewing the Requisition Review - Position Report (R081490)

From the Requisitions menu (GOSBR1), choose Requisition Review - Position.

To determine the approval status of a group of requisitions, print the Requisition Review - Position
report. You can print two versions of this report. One version lists the requisitions by job description,
and the other version lists them by position description.
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Processing Options for Requisition Review — Position (R081490)

Detail Type

1. Which field would you like to see on the report. Blank (default) = Position Description,
1 = Job Description.

Applicant Tracking

In today’s job market, one opening in your company can result in hundreds of resumes. You need to
be able to quickly identify the applicants who meet the requirements of an open requisition. With the
PeopleSoft EnterpriseOne Human Resources system, you can manage extensive information about
each applicant, such as desired salary, available date, education, prior experience, and foreign
language proficiency.

You can then search for applicants who meet specific criteria. The system’s extensive search
capabilities help you reduce a list of applicants to those whom you want to seriously consider. You
can then provide your managers with a list of qualified applicants.

You can use the detailed information that you track about applicants to perform the following tasks:

e Link applicants to requisitions
e Evaluate the qualifications of each applicant
e Meet government reporting requirements

You might track the following standard types of applicant information:

e Personal information, such as name, address, and tax identification number
e The job and position for which each applicant applies

e Governmental reporting information, such as that required to meet Equal Employment
Opportunity (EEO) and Canadian Employment Equity requirements

The system also gives you the flexibility to track any other type of information that your organization
needs. You can use the supplemental data feature to track entire categories of auxiliary information
for applicants, such as job skills or professional licenses.

When you hire an applicant, the system automatically updates the person’s employee master record to
indicate that he or she is an employee. You can also set up your system to require someone to enter
payroll information before the hiring process is complete.

Entering Applicant Information

Before you can begin evaluating applicant information, you must add a record that contains personal
information about the applicant to the database.

You can track detailed information about applicants so that you can evaluate applicants' qualifications
and match applicants to open requisitions. You can also track the applicant information that you need
to meet government reporting requirements.

24



After you enter initial information for an applicant, you can enter supplemental data, which is any
additional information that you want to track for an applicant.

When you hire an applicant, the system can update one of the following tables:

e Unedited Quick Hire Transaction File (F060116Z)
¢ Employee Master Information table (F060116)

If you click the Initiate Hire option after you add an applicant record, the system updates the Unedited
Quick Hire Transaction File table. This table is part of the Employee Quick Hire program
(P060116Q). The applicant record does not become an employee record in the Employee Master table
until you run the Process Pending Employees report (R060116P). This report copies the applicant
record from the Unedited Quick Hire Transaction table to the Employee Master Information table and
changes the search type from applicant to employee.

The Unedited Quick Hire Transaction File table does not automatically update the Employee Master
Information table, so you can review and revise the applicant records before they are copied to the
Employee Master Information table. You can review and revise applicant records with the Employee
Work File Revisions program (P060116P), and then run the Process Pending Employees report to
update the Employee Master Information table (F060116).

If you click the Hire option after you add an applicant record, the system updates the Employee
Master Information table and changes the search type on the record from applicant to employee.
See Also

Q Attaching a Candidate Record to a Requisition in the Human Resources Guide for
information about associating applicants with requisitions

Q Working with New Employee Information in the Human Capital Management Foundation
Guide for information about updating the Employee Master Information table (FO60116)

Adding New Applicant Records

Before you can track applicant information or search for an applicant who has a specific skill, you
must add a record for the applicant. This record includes the following personal information about the
applicant:

e Job applied for
e Country code
e Date available to work

Basic information includes information about the applicant, such as the job for which the applicant is
applying.

Address book information includes information such as the applicant's name, address, and phone
number. Entering address book information automatically adds the applicant to the Address Book
system. After you enter address book information for an applicant, you can locate the applicant's
record in the database by name. You do not need to know the applicant number.

Country-specific information is information that is required only in the country where the applicant
works. For example, in the United States, country-specific information includes information that is
required for government reporting, such as veteran and disability status.
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Adding new applicant records includes entering basic applicant information, plus address book and
country-specific information.

» To enter basic applicant information

From the Applicants menu (GOS8BAI), choose Applicant Information.

1. On Work With Applicants, click Add.

PeopleSoft.

Applicant Infermation - Applicant Information

otk With Applicants | Applicant Information

Ok Cancel Applicant Mational  Hire  Initiate Hire  Farm Previous  Mext  Toolz

Applicant Mumber annd Hogan, Betsy G,

Applicant Status ! Date |1 0 |DEISDID5 Return for 2nd Intarview

Home Business Unit | q Corporate Administration

Secutity Business Unit |

FPosition 1D |2H-2 Employment Representative

Job TypelStep |2H-2 | Employment Representative

Asking Salary 25.000.00 Application Date 06/0305

Hours Available Date Available 06/30/05
Diate of First Interview 06i14/05

Diate of Birth |_____ Gender F Female
Ethnic Code ag Unknow
Country Code us Linited States

2. On Applicant Information, complete the following fields:

e Applicant Number

e Applicant Status / Date
e Gender

e Ethnic Code

e Country Code

3. To associate the applicant's record with a specific job, complete the following fields:

e Home Business Unit
e Job Type/Step

4. Complete any of the following optional fields:

e Security Business Unit
e Position ID
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e Date Available

e Date of First Interview
e Asking Salary

e Hours Available

e Date of Birth

5. If you want to compare the applicant’s competencies with the competencies that are required
for a particular job, choose Gap Analysis from the Row menu.

6. On Work with Employee Competency Gap Analysis, complete the following fields and then
click Find:

e Job Type/Step
¢ Organizational Business Unit
e Effective Date
e Type Structure
7. Review the information, and then click OK.

8. On Applicant Information, to add text or objects to applicant information, choose Attachment
from the Form menu.

9. On Media Object Viewer, click the Text button, enter the text, and then click Save.
When you enter applicant information, you can use the attachment feature to attach additional
text or objects, such as a scanned copy of the applicant's resume, to the applicant record.

10. On Applicant Information, click OK.

After you have completed these steps, the Address Book Revision form appears. Follow the steps to
enter address book information for an applicant.

Note

If you are using the PeopleSoft EnterpriseOne Payroll system to report applicant information to the
Equal Employment Opportunity Commission (EEOC), you must enter all applicants into the
database, regardless of the applicant's qualifications.

After you have completed the steps to enter address book information for an applicant, the Work With
Applicants form appears. Follow the steps to enter country-specific information for an applicant.
Related Tasks

If you are using the PeopleSoft EnterpriseOne Payroll system to report applicant information to the
Equal Employment Opportunity Commission (EEOC), you must enter all applicants into the
database, regardless of the applicant’s qualifications.

See Also

Q Reviewing Gap Analysis Online in the Human Resources Guide for additional information
about comparing the applicant’s competencies with the competencies that are required for a
particular job

Q Working with Media Objects in the Foundation Guide for information about entering text and
attachments
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Q Address Book Maintenance in the Address Book Guide for more information about entering
address book information for an applicant

» To enter country-specific information for an applicant

After you complete the steps to enter address book information for an applicant, the Work With
Applicants form appears. You enter country-specific information for each applicant. When you enter
country-specific information, the system displays fields only for the information that applies to the
country code that you entered for the applicant. Many of the fields that appear on the Applicant
Information - National Data - Revisions form are user defined fields that you can customize to meet
the specific needs of your organization. The following steps apply to an applicant in the United
States.

1. On Work With Applicants, locate and choose the applicant's record, and then click Select.

2. On Applicant Information, choose Applicant National from the Form menu.

e

Applicant Infermation - Applicant Information - Mational Data - Revisions

0K Cancel Form Tools

)4 &

Address Mumber aoml Hogan, Betay 3.

EEQ Job Cat a0z Professionals Disahility M
Weteran er— | No, EE is not 3 velerah Disabled Veteran EJ__
Travel (i) [ Biznk Applicant Code 8 [ """""

Relocate (/M) [___ Biank Applicant Code 8 i_
Reg/Temp (R |ﬁ__ Regu/ar Emploves  Applicant Code 10 |__

Source of Reference [ """"""""""" Lingnown Applicant Code 6 [ """""""""""
Application Method [ I Unknown Applicant Code 7 r 1
Interviewer |r' 1. Applicant Code 8 |’

Branch/Location | /- Applicant Code § | i
Applicant Code 5 i_ 1 Applicant Cade 10 |‘ ]

3. On Applicant Information - National Data - Revisions, complete the following fields to enter
government reporting information:

e EEO Job Cat
e Veteran
e Disability
e Disabled Veteran
4. Complete any of the following optional fields:

e Travel (Y/N)
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e Relocate (Y/N)

e Reg/Temp (R/T)

e Source of Reference
e Application Method
e Interviewer

e Branch/Location

5. Complete any of the other user defined fields, as necessary.

6. Click OK.

Processing Options for Applicant Information (P08401)

Hire Tab

These processing options allow you to transfer specific applicant information to the Employee Master
Information table (F060116) or the Unedited Quick Hire Transaction File table (F060116Z) after you
add an applicant record.

1. Status Code

Use this processing option to specify the user defined code (08/AS) that your organization
uses to indicate that an applicant is hired. When you complete the steps to hire an
applicant, the system automatically updates the applicant's status with the code that you
enter.

2. Requisition Information

Default = No
1=Yes

Use this processing option to specify whether you want the system to automatically
transfer information that you entered for the requistion, including the position ID, home
business unit, job type, job step, and security business unit, to the applicant's record when
you enter an applicant.

When you hire an applicant, the system transfers this information to the applicant's
employee record. Valid values are:

1

Yes. Transfer requisition information to the applicant and employee records.
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Blank

No. Do not transfer requisition information.

If you enter 1 for this processing option, you must enter a requisition number for each
applicant when you enter the applicant record.

3. Job Information

Default = No
1=Yes

Use this processing option to specify whether you want the system to automatically
transfer information that you entered for the job to the employee record when you hire an
applicant. The system does not automatically transfer this job information to the applicant
record. Valid values are:

1

Yes. Transfer job information to employee records.

Blank

No. Do not transfer job information.

If you enter 1 for this processing option, you must enter a job type for each applicant when
you enter the applicant record. If your organization uses job steps, you must also enter a
job step for each applicant.

4. Transfer Supplemental Data

Default = No
1=Yes

Use this processing option to specify whether you want the system to automatically
transfer applicant supplemental data to the employee supplemental database when you hire
an applicant. The system transfers the information that you entered in the applicant
supplemental data types to the equivalent supplemental data types for employees. Valid
values are:
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1

Yes. Transfer supplemental data for applicants.

Blank

No. Do not transfer supplemental data for applicants.

5. Notification Message

Address Book Number = Yes
0 =No

Use this processing option to specify the address book number of the person that you want
to notify when you choose Initiate Hire to hire an applicant. Typically, the person that you
notify is the person who is responsible for entering employee information for new
employees.

Delete Tab

This processing option allows you to automatically delete certain information.

1. Delete Supplemental Data and

Address Book Record
Default = No
1=Yes

Use this processing option to define whether you want the system to automatically delete
the supplemental data that you entered for an applicant when you delete the applicant's
record. Valid values are:

1
Yes. Delete supplemental data for applicants.
Blank

No. Do not delete supplemental data for applicants.
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Add Tab

This processing option allows you to specify whether the system requires you to complete the Date of
Birth, Gender, and Ethnic Code fields.

6. Date of Birth, Gender, and Ethnic Code Required

Default = No
1=Yes

Use this processing option to specify whether the system requires you to complete the
Date of Birth, Gender, and Ethnic Code fields when you enter applicant information. Valid
values are:

1
Yes. Date of Birth, Gender, and Ethnic Code fields are required.

Blank
No. Date of Birth, Gender, and Ethnic Code fields are not required.

Note: Date of birth is required by Canada for tax purposes.

Versions Tab

These processing options specify the version for the Resource Competency Information (P05100),
Competencies Gap Analysis (P08008), and Address Book Revisions (P01012) programs.

1. Resource Competency Information
Version

Blank = ZJDE0001

Use this processing option to define the version of the Resource Competency program
(P05100) that you want to use when you add or change information. If you leave this field
blank, the system enters the default version, ZJDE0OO1.

2. Gap Analysis Version

Blank = ZJDE0003

Use this processing option to define the version of the Gap Analysis program (P08008)
that vou want to use when vou add or change information. If vou leave this field blank. the
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system enters the default version, ZJDE00O3.

3. Address Book Version

Blank = ZJDE0003

Use this processing option to define the version of the Address Book program (P01012)
that you want to use when you add or change information. If you leave this field blank, the
system enters the default version, ZJDE00O3.

Entering Supplemental Data for Applicants

From the Applicant Supplemental Data menu (GOSBSDAI), choose the appropriate option.

Supplemental data is any type of additional, user defined information that you want to track about the
following items or individuals:

e Requisitions
e Applicants

e Employees

e Jobs

e Dependents
e Beneficiaries

e Health safety management

When you set up your Human Resources system, you specify the types of supplemental data (data
types) that you want to track. Supplemental data is not required by the system.

Y ou might include the following types of supplemental data for applicants:

e Applicant status history
e Work experience

e Education

e Job skills

e References

The method that you use to enter supplemental data is the same for any type of supplemental
information that you track.

After you enter supplemental data, you can use it to locate applicants who meet specific criteria that
are required to fill vacancies within the organization. For example, you might need someone with an
MBA degree who can speak Spanish. You can access the Supplemental Data Multiskill Search
program (P080250) to search for all applicants who meet these requirements.
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See Also

Q Working with the Supplemental Database in the Human Capital Management Foundation
Guide for information about entering, copying, and reviewing supplemental data

Q Reviewing Applicant Reports in the Human Resources Guide

Q Working with Multiskill Search in the Human Capital Management Foundation Guide for
more information about searching supplemental data for applicants.

Hiring an Applicant

When you offer an applicant a job and the applicant accepts, you need to indicate that the applicant is
hired. When you hire an applicant, you can either complete the employee record yourself or send a
message to the person in your organization who is responsible for creating new employee records in
the database.

When the person who hires applicants typically is the same person who creates new employee
records, you can save time and eliminate redundant data entry by setting up your system to
automatically copy applicant information to the employee database when you hire an applicant. You
can copy both initial applicant information, such as name, address, and position information, and
applicant supplemental data.

Because you typically need to retain applicant records for government reporting requirements,
copying applicant information to the employee database does not delete the information from the
applicant database.

When you hire an applicant, you can enter additional employee information. To ensure that you enter
the information that is required to process the employee through a payroll cycle, you can use a
processing option to require someone to enter that information before the hiring process is complete.

After you hire an applicant, the system automatically updates the person's Address Book record to
indicate that he or she is an employee.

You can also efficiently hire a high volume of new employees using the Employee Quick Hire
program (P060116Q).

See Also
Q Adding Employee Records for Applicants, Rehires, and New Hires in the Human Capital
Management Foundation Guide

Prerequisite

O Set up your system to transfer selected types of supplemental data when you hire an
applicant. See Setting Up Cross-Reference Tables for Supplemental Data in the Human
Capital Management Foundation Guide.

0 Review the processing options for this program and for the Employee Information program
(P0801). To transfer supplemental data for applicants to the employee supplemental database,
you must set up the appropriate processing options.

O Verify that the applicant status is set up in the Supplemental Data Setup program (P00091).
See Defining Types of Supplemental Data in the Human Capital Management Foundation
Guide.
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» To hire an applicant

From the Applicants menu (GO8BAI), choose Applicant Information.
1. On Work With Applicants, locate the applicant.

2. Choose the applicant's record, and then click Select.

3. On Applicant Information, do one of the following:

o Click the Hire button to hire the applicant and enter complete employee information for
the applicant.

e  Click the Initiate Hire button to hire the applicant and send an e-mail message to the
person who needs to enter complete employee information for the applicant.

PeopleSoft.

Applicant Information - Hire Applicant

Ok Cancel Form Tools

BE X B B

Applicant Mumber |5|:||:|1 Hagan, Betay 5.

Date Started ||:|3.r|:|1;|:|5
Requisition Mo. To Be Filled |1 265

Candidate Requisition Status |EF

Employee Tax D |

Effective On |IZ|BIIZI1IEIS
Change Reason ||:||:|1

4. On Hire Applicant, complete the following fields and click OK:

e Date Started
e Requisition No. To Be Filled

e Candidate Requisition Status

e Effective On
e Change Reason

5. Click OK to either hire the applicant or send notification to the person who will complete the
hiring process.

6. On History Effective Date Confirmation, click OK.
7. On Hire Applicant, click OK.
If you clicked the Hire button to hire the applicant, the Employee form appears.

8. On Employee, complete the remaining steps to add a new employee record.
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See Also

Q Adding Employee Records One at a Time in the Human Capital Management Foundation
Guide for more information about adding a new employee record

Creating Applicant Letters

To send written information to applicants, you can use the mailmerge features of your PeopleSoft
EnterpriseOne software to efficiently produce letters for small, infrequent mailings. Using the Print
Applicant Letters program (P08450), you can choose one or more applicants, specify a form letter,
and print customized copies for each recipient. You can also choose a specific group of applicants for
whom you want to print letters, such as all applicants who have been called for an interview.

You can use either of the following two methods to customize the contents of letters that you print for
specific individuals:

e Enter direct changes to a selected form letter just before you print it.

e Edit an existing form letter or create a new letter using the MailMerge Workbench Setup
program (P980014).

Prerequisite

0 Create or customize letters that you can use with the merge process. See MailMerge
Workbench in the Foundation Guide.

» To create an applicant letter

From the Applicants menu (GO8BAI), choose Print Applicant Letters.

1. On Print Applicant Letters, to create multiple letters, click Find to display all applicants, and
then choose multiple applicant records from the detail area.

People S,

Print Applicant Letters - Print Applicant Letters

Find Close Genersteletter Row  Tools

@ X ® ©# B

Applicant Mame [
Applicant Murmber = Mailing Date 05/01/05
Applicant Status * Applicant Letter Document APPCOMF

Records 1-8

App Status Position

Description 11}
[~ Jackson, John 2129 45 Terminated Em
™ Mar, Wade 6200 02 Called for Intery 031 5/08
[T Elking, Kyra 6201 02 Called for Intery 08i23/04
I Rieves, Trevor 6202 92 Rejected - Bette 0504599
I~ ‘Whalen, Tori 6203 01 Initial Caontact 0210/03
[ Hogan, Betsy G. 8001 10 Return for 2nd h 2H-2 Employment Represent: 0B30/05
[~ Taorres, Elizabeth M. 8004 01 Initial Caontact 0efiz2ioa
[~ Johnson, Robert a0o06 71 Hired 04520/045
i |
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2. To create a single letter, complete one or more of the following fields, click Find, and then
choose the applicant record:

e Applicant Name
e Applicant Number
e Applicant Status

3. Ifyou want to print a date other than the current system date on your letter, complete the
following field:

e Mailing Date
If the letter has been set up to use this value, this date prints on your letter.
4. Complete the following field to choose the desired letter template:
e Applicant Letter Document

5. Choose Generate Letter from the Row menu.

The system displays a copy of your letter, including the merged information. You can modify
the letter if necessary.

6. On MailMerge, choose Print from the Form menu.

See Also

Q MailMerge Workbench in the Foundation Guide for more information about using the
MailMerge feature

Processing Options for Print Applicant Letters (P08450)

Process Tab

This processing option specifies the letter template to use for the applicant letters.

Applicant Letter Document Name

Use this processing option to specify which letter template will be used when generating
applicant letters.
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Reviewing Applicant Reports

To review detailed information about applicants, you can print applicant reports. The following tasks
are easy to do with these reports:

e Search for applicants who have specific skills
e Satisfy government reporting requirements
e Evaluate the hiring practices of your organization

To review a summary of applicant information, as well as detailed supplemental information for each
applicant, you can print applicant listing and applicant supplemental data reports. You can review
applicant supplemental information by individual employee or by data type.

Related Tasks

To satisfy the requirements of the EEOC, you can print the Applicant Listing — EEO Listing report
(R084483). You can use this report to show that your organization provides equal opportunities for all
of the applicants who apply to your organization. Managers can also use these reports to analyze
hiring and promotion practices within your organization.

See Also

Q Working with the Supplemental Database in the Human Capital Management Foundation
Guide for information about reviewing supplemental data online

Q Working with Multiskill Search in the Human Capital Management Foundation Guide for
information about locating applicants who meet multiple criteria

Reviewing the Applicant List Report (R084480)

From the Applicants menu (GO8BAI), choose Applicant List.

To review detailed applicant information, print the Applicant List report. You can use this report to
list all of the applicants or just specific applicants, such as those who have reached a certain point in
the hiring process. This report lists detailed information, such as the applicant's available date and
asking salary.

Reviewing the Applicant Listing by Position Report (R084481)

From the Applicants menu (GO8BAI), choose Applicant Listing by Position.

To review a list of all applicants who have applied for a specific position, print the Applicant Listing
by Position report.

Reviewing the Applicant List - Job Type/Step Report (R084482)

From the Applicants menu (GO8BAI), choose Applicant List-Job Type/Step.

To review a list of all of the applicants, arranged according to their job type and step, print the
Applicant List-Job Type/Step report. This report includes the number of applicants in each job type
and step, along with the status of each applicant.
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Reviewing the Applicant List - EEO Listing Report (R084483)

From the Applicants menu (GO8BAI), choose Applicant List-EEQO Listing.

To analyze the number of female, minority, veteran, or disabled applicants who have applied to your
organization, print the Applicant List-EEO Listing report. You can also use this report for Affirmative
Action reporting purposes.

You can review applicants by job categories and ethnic codes. The report shows which applicants
were hired, as well as the total number of applicants from each EEO category who applied to your
organization.
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Processing Options for Applicant List-EEO Listing (R084483)

Date of Birth
Enter '1' to hide Date of Birth, default of blank will show Date of Birth.

Reviewing the Applicant Supplemental Data Report (R080411)

From the Applicant Supplemental Data menu (GOSBSDAI), choose Applicant Supplemental Data
Report.

To review complete supplemental information for one or more applicants, print the Applicant
Supplemental Data report. This report compiles all of an applicant's supplemental information into an
easy-to-read, resume-style format.

The information that prints on this report is the same information that you can review online by using
Applicant Supplemental Data Inquiry program (P08401). However, the report allows you to print
information for multiple applicants at the same time.

Processing Options for Applicant Supplemental Data Report (R080411)

Processing Tab

These processing options specify the information that prints on the report.

1. Enter a '1' if you wish to bypass printing the Tax ID. (Default of blank will print
the number.)

Use this processing option to specify whether to print the tax ID on the report. A default
of blank automatically prints the tax ID. Valid values are:

Blank

Print the tax ID

1

Do not print the tax ID

2. Enter a '1' if you wish to bypass printing the Asking Salary. (Default of blank will
print the number.)

Use this processing option to specify whether to print the asking salary. A default of blank
automatically prints the asking salary. Valid values are:
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Blank

Print the asking salary

1

Do not print the asking salary

3. Enter a '1' if you wish to bypass printing any extended narrative associated with
the data.

Use this processing option to specify whether to print any extended narrative text that is
associated with the data. A default of blank automatically prints any extended narrative
text. Valid values are:

Blank

Print extended narrative text

1

Do not print extended narrative text

Reviewing the Applicant Data by Data Type Report (R080401)

From the Applicant Supplemental Data menu (GOSBSDAI), choose Applicant Data by Data Type
Report.

To review a list of all of the applicants who have information entered in a particular supplemental
data type, you can print the Applicant Data by Data Type report. For example, you can review
applicants whose supplemental data includes job skills information. The information that prints on
this report is the same information that you can review online using Applicant Data by Data Type
program (P050210).

You can review information either by data type or by applicant. For each applicant, the system lists
data types in alphabetical order.

Processing Options for Applicant Data by Data Type Report (R080401)

Narrative

1. Enter a '1' to bypass printing text information on the report. Default of blank will print
the text.
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Government Reporting for Human Resources

Organizations complete government reporting requirements that allow the Equal Employment
Opportunity Commission to track and evaluate data regarding the equal treatment of employees in the
workplace. The PeopleSoft EnterpriseOne system allows you to build reports for a variety of
government reporting requirements.

Working with the EEO-1 Employment Data Report

Run the EEO-1 Annual Report (R058515) to verify that your organization complies with the
nondiscrimination requirements for private employers that the Equal Employment Opportunity
Commission (EEOC) established. EEOC specifications require that you use data from the months of
July through September. The EEOC also requires reporting totals from the prior year.

This report separates employees into the standard EEO job categories and then sorts employees by
EEO ethnic codes and gender. The total for each job category is calculated and printed, as is the total
for each home company or home business unit. The report starts a new page and prints totals for each
new company.

If this is the first filing year for which you are using the PeopleSoft EnterpriseOne system, you must
enter EEO-1 information before you run the report. When you run the report, you can set up your
processing options to print an EEO-1 report for establishments with 50 or fewer employees.

Entering EEO-1 Information

You enter EEO-1 reporting information in the following situations only:

e This is the first time that you are using the PeopleSoft EnterpriseOne system to run an EEO-1
report.

*  You need to revise company information for the EEO-1 report.

The system stores the required values in the EEO-1 Annual Data table (F05850) so that you can
report them on the following year's EEO-1 report. When you run the report, the system lists the prior
year's reporting information and also calculates the current year's gender and ethnicity totals.
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P To enter EEO-1 information

From the Government Reporting menu (GO5BG), choose EEO-1 Annual Data.
1. On Work With EEO-1 Annual Data, click Add.

e

EEC-1 Annual Data - EEQ-1 Annual Data Revisions

Ok Cancel Tools

B X B

FEC Company | T———y T

Company W Centuryiear ’W

EED Unit |'___ Industry Classification ’—_ """"""
EEQ White Males .[ """" Erma EEQ White Femalas Ir """" A
EEQ Black Males E EEQ Black Females ,1—_'
EEQ Hispanic hales Ir1— EEC Hispanic Females |_2—_
EEQ Asian Males !T EEC Asian Females |__|f|_
EEQ Indian Males ig— EEC Indian Females ig—

2. On EEO-1 Annual Data Revisions, type the current year values in the following fields, and
then click OK:
e EEO Company
e Address Number
e Company
e Century/Year
e EEO Unit
e Industry Classification
e EEO White Males
e EEO Black Males
o EEO Hispanic Males
e EEO Asian Males
¢ EEO Indian Males
e EEO White Females
e EFEO Black Females
e EEO Hispanic Females
e EEO Asian Females
e EEO Indian Females
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After you enter the required EEO-1 information, run the EEO-1 report.

Running the EEO-1 Annual Report

From the Government Reporting menu (GO5BG), choose EEO-1 Annual Report.

When you run EEO-1 Report (R058515), the EEO-1 Annual Data table (F05850) updates the report
with the prior year's information and calculates gender and ethnicity information for the current year.

If you use the PeopleSoft EnterpriseOne Payroll system, the system verifies whether an employee
should be included in the report by validating payment dates from the Pay Check History Summary
table (FO6156) using the reporting dates as defined in the processing options. If you do not use the
PeopleSoft EnterpriseOne system, the system determines whether an employee should appear on the
report using individual employment dates in the Employee Master Information table (F060116).

If the system finds that an employee was paid during the reporting dates, the employee is
automatically included on the report, provided that the employee has a record of an EEO code,
gender, and ethnicity in the Employee Master Information table.

To create reports that include separate establishments for a company with multiple establishments,
you can use the Employee Master program (P0801) to create user defined codes that designate
establishment numbers for each individual. You can then use the report data selection to choose
appropriate category codes to sort individual establishments for display on the report.

Prerequisite

Q Ifthis is the first filing year for which you are using the PeopleSoft EnterpriseOne system,
you must enter EEO information for your company before you run the report for the first
time.

See Also

Q Entering EEO-1 Information in the Human Capital Management Foundation for the United
States Guide
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Processing Options for EEO-1 Annual Report (R058515)

General Tab

These processing options specify additional information and default values that the system applies
when you generate this report.

1. Begin Date

Use this processing option to specify the beginning date of the pay period to be used for
employment figures. If you are using the PeopleSoft EnterpriseOne Payroll system, only
those employees who received payments during the pay period are included on the report.
If you are not using the PeopleSoft EnterpriseOne Payroll system, only those employees
who were active (not terminated or on leave of absence) during the pay period are included
on the report.

2. End Date

Use this processing option to specify the ending date of the pay period to be used for
employment figures. If you are using the PeopleSoft EnterpriseOne Payroll system, only
those employees who received payments during the pay period are included on the report.
If you are not using the PeopleSoft EnterpriseOne Payroll system, only those employees
who were active (not terminated or on leave of absence) during the pay period are included
on the report.

3. Report Type

Use this processing option to select the type of report that fits the needs of your
organization. Valid values are:

1 Single Establishment Report
Consolidated Report

Headquarters Report

E-N VS B S

Individual Establishment Report
5 Small Establishment Report

4. Establishments Covered

Use this processing option to specify the number of establishments that are included in the
EEO-1 Consolidated Report. The system-generated consolidated report cannot be
submitted to the Equal Employment Opportunity Commission. Use this report only to
review the information and verify that it is correct.
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Information from the system-generated consolidated report must be transferred and
submitted on the actual EEO-1 form.

5. Parent Employs 100+

Use this processing option to specify whether 100 or more people worked for the parent
company during the reporting period. The value that you enter in this processing option
appears as Y or N in Section C, Question 1 of the EEO-1 report. This value is used to
determine whether the establishment must file an EEO-1 report.

Valid values include:
0 No

1 Yes

These values are stored in user defined code list 00/NY.

6. Affiliate Employs 100+

Use this processing option to specify whether 100 or more people worked for an affiliated
company during the reporting period. The value that you enter in this processing option
appears as Y or N in Section C, Question 2 of the EEO-1 report. This value is used to
determine whether the establishment must file an EEO-1 report.

Valid values include:
0 No
1 Yes

These values are stored in user defined code list 00/NY.

7. Government Contracts

Use this processing option to specify whether the parent company was involved in any
government contract during the reporting period. The value that you enter in this
processing option appears as Y or N in section C, Question 3 of the EEO-1 report. This
value is used to determine whether the establishment must file an EEO-1 report.

Valid values include:

0 No
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1 Yes

These values are stored in user defined code list 00/NY.

8. Employ Apprentice(s)

Use this processing option to specify whether the establishment employed one or more
apprentices during the reporting period. The value that you enter in this processing option
appears as Y or N in the Other Questions section of the EEO-1 report.

Valid values include:
0 No
1 Yes

These values are stored in user defined code list 00/NY.

9. Page Number

Use this processing option to specify the beginning page number to print on the EEO-1
reports, except the single establishment report.

Company Tab

These processing options specify the default values that the system applies when you generate this
report.

1. Parent Company

Use this processing option to specify the code that was assigned for the parent company of
your organization, if any.

2. Establishment

Use this processing option to enter the address book number of the establishment for
which you are generating the EEO-1 report. If you enter zero in this processing option, the
system uses the parent company's address book number.

3. EEO Company Id

Use this processing option to specify the code assigned by the U. S. Equal Employment
Opportunity Commission (EEOC) that identifies a specific organization, fund, or entity.
The code is used for government reports, such as EEO-1.
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4. EEO Unit Number

Use this processing option to specify the code assigned by the U. S. Equal Opportunity
Commission (EEOC) to identify a specific business unit, location, or establishment. The
code is used for government reports, such as EEO-1.

5. SIC Code

Use this processing option to specify the Standard Industrial Code (SIC) that represents
your company or division. The SIC code classifies goods and services. This code can be
found in any of the following formats:

o Standard Industrial Code (SIC). SIC codes are a method used in the United States to
classify goods and services. This code normally has four digits, although some codes have
extension digits that serve as qualifiers.

o Harmonized System (HS). HS codes are an international method of classifying goods.
More than fifty countries use this code system. Each code can contain up to 10 digits.

o Standard Industrial Trade Classification (SITC). SITC codes, developed by the United
Nations, are a numerical code system used to classify goods in international trade. These
codes are used by international organizations and can contain up to six digits.

6. North American Industry Classification System (NAICS)

7. Dun and Bradstreet

Use this processing option to enter a number used by Dun and Bradstreet to identify the
company. Complete this processing option for a company that is involved in government
contracts, provided that the company has a Dun and Bradsteet number. When you enter the
number, include the appropriate dashes (for example, 9-999-9999).

Certification Tab

These processing options specify the names and related information for the individuals whom the
Equal Opportunity Commission can contact for further information, if needed.

1. Certifier

Use this processing option to enter the address book number of the person who certifies
that the EEO-1 report is accurate and truthful. This number is required only for single-
establishment EEO-1 reports.

2. Certifier Title
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Use this processing option to enter a description of the duties that the certifying person
performs. If the certifying person is an employee of the company, you can leave this
processing option blank to have the system print the job description entered in the
employee's record on the EEO-1 report. This title prints only for single-establishment
reports. It is not required for multiple-establishment reports.

3. Contact

Use this processing option to enter the address book number of the person whom the Equal
Employment Opportunity Commission would contact for additional information about the
report, if necessary. This number is required only for single-establishment EEO-1 reports.

4. Contact Title

Use this processing option to enter a description of the duties that the contact person
performs. If the contact person is an employee of the company, you can leave this
processing option blank to have the system print the job description entered in the
employee's record on the EEO-1 report. This title prints only for single-establishment
reports. It is not required for multiple-establishment reports.

5. Establishment Address

Use this processing option to specify whether the establishment's mailing address should
be used for the contact person.

Valid values are:
0 No
1 Yes

These values are stored in user defined code list 00/NY.

6. Contact Phone

Use this processing option to specify the area code and phone number of the contact
person. For example, use the following format: (xxx) xxx-xxxx. Include parentheses and
dashes. Do not include an extension number. The phone number is required only for
single-establishment reports.

7. Contact Extension

Use this processing option to enter the phone number extension of the contact person. The
extension number is required only for single-establishment reports.
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Information Tab

These processing options specify information that you want to include in section E of the EEO-1
report.

1. Information - Line 1

Use this processing option to enter information that you want to include in section E of the
EEO-1 report. You can enter up to 40 characters. The processing option description
corresponds to the line of the report on which the information appears.

2. Information - Line 2

Use this processing option to enter information that you want to include in section E of the
EEO-1 report. You can enter up to 40 characters. The processing option description
corresponds to the line of the report on which the information appears.

3. Information - Line 3

Use this processing option to enter information that you want to include in section E of the
EEO-1 report. You can enter up to 40 characters. The processing option description
corresponds to the line of the report on which the information appears.

4. Information - Line 4

Use this processing option to enter information that you want to include in section E of the
EEO-1 report. You can enter up to 40 characters. The processing option description
corresponds to the line of the report on which the information appears.

Multi-Establishment Tab

This processing option specifies whether you want to include information on individual
establishments in the report.

1. Multi-Establishment

'Y'=Yes
'N'=No

Use this processing option to specify whether the report includes category codes 11-20.
For example, to report on individual establishments, a multi-establishment company might
link individual establishment numbers to category codes 11-20. Valid values are:

Y

The system included category codes 11-20 in the report.
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N

The system does not include category codes 11-20 in the report.

To link individual establishment numbers to category codes, an administrator can enter
one or more individual establishment numbers in the UDC tables for category codes 11-
20. To choose a value for each category code, the adminstrator can access the User
Defined Category Codes 11-20 form (W0801EMPC) from a Row menu on the Employee
Master program (P0801). To create a report for individual establishments, the report data
selection can be used to choose appropriate category codes.

Running the Point-In-Time EEO-1 Report

From the Point in Time Employee Master menu (G05B31), choose Point in Time EEO-1.

Use the Point-In-Time EEO-1 Report (R058515D) to follow up EEOC nondiscrimination
requirements for private employers. You might want to use this report to capture a picture of EEO
information for specific individuals or groups of employees to prepare a response to an EEO inquiry.

The Point-In-Time EEO-1 Report contains the same information as the EEO-1 report; however, the
point-in-time report allows you to review information as of a specific date.

The Point-In-Time EEO-1 Report is not a replacement for the EEO-1 report. Use the EEO-1 report to
verify that you are in compliance with the EEOC nondiscrimination requirements for private
employers.
Prerequisite

O Prepare a new point-in-time version (employee group or specific date), and review the data.

0 In addition to the other processing option tabs, set appropriate options on the Point in Time
tab.

See Also

Q Working with Point-In-Time Employee Reports in the Human Capital Management
Foundation Guide

Processing Options for Point-In-Time EEO-1 Report (R058515D)

General Tab

These processing options specify additional information and default values that the system applies
when you generate this report.

1. Begin Date

Use this processing option to specify the beginning date of the pay period to be used for
emplovment figures. If vou are using the PeonleSoft EnterpriseOne Pavroll system. only
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those employees who received payments during the pay period are included on the report.
If you are not using the PeopleSoft EnterpriseOne Payroll system, only those employees
who were active (not terminated or on leave of absence) during the pay period are included
on the report.

2. End Date

Use this processing option to specify the ending date of the pay period to be used for
employment figures. If you are using the PeopleSoft EnterpriseOne Payroll system, only
those employees who received payments during the pay period are included on the report.
If you are not using the PeopleSoft EnterpriseOne Payroll system, only those employees
who were active (not terminated or on leave of absence) during the pay period are included
on the report.

3. Report Type

Use this processing option to select the type of report that fits the needs of your
organization. Valid values are:

1 Single Establishment Report

2 Consolidated Report

3 Headquarters Report

4 Individual Establishment Report
5 Small Establishment Report

4. Establishments Covered

Use this processing option to specify the number of establishments that are included in the
EEO-1 Consolidated Report. The system-generated consolidated report cannot be
submitted to the Equal Employment Opportunity Commission. Use this report only to
review the information and verify that it is correct.

Information from the system-generated consolidated report must be transferred and
submitted on the actual EEO-1 form.

5. Parent Employs 100+

Use this processing option to specify whether 100 or more people worked for the parent
company during the reporting period. The value that you enter in this processing option
appears as Y or N in Section C. Question 1 of the EEO-1 report. This value is used to
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determine whether the establishment must file an EEO-1 report.

Valid values include:
0 No

1 Yes

These values are stored in user defined code list 00/NY.

6. Affiliate Employs 100+

Use this processing option to specify whether 100 or more people worked for an affiliated
company during the reporting period. The value that you enter in this processing option
appears as Y or N in Section C, Question 2 of the EEO-1 report. This value is used to
determine whether the establishment must file an EEO-1 report.

Valid values include:
0 No

1 Yes

These values are stored in user defined code list 00/NY.

7. Government Contracts

Use this processing option to specify whether the parent company was involved in any
government contract during the reporting period. The value that you enter in this
processing option appears as Y or N in section C, Question 3 of the EEO-1 report. This
value is used to determine whether the establishment must file an EEO-1 report.

Valid values include:
0 No

1 Yes

These values are stored in user defined code list 00/NY.

8. Employ Apprentice(s)

Use this processing option to specify whether the establishment employed one or more
apprentices during the reporting period. The value that vou enter in this processing option
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appears as Y or N in the Other Questions section of the EEO-1 report.

Valid values include:
0 No

1 Yes

These values are stored in user defined code list 00/NY.

9. Page Number

Use this processing option to specify the beginning page number to print on the EEO-1
reports, except the single establishment report.

Point in Time Tab

These processing options specify the point-in-time information to use when processing the report.

1. Effective Date:

Use this processing option to specify a point-in-time date. The system uses this date to sort
information as of a certain calendar date.

2. Version Name:

Use this processing option to specify the name that you assigned to a date-effective report
version.

This processing option works with the Multi-Establishment processing option where you
might use category codes 11-20 for reporting on individual establishments.

Company Tab

These processing options specify the default values that the system applies when you generate this
report.

1. Parent Company

Use this processing option to specify the code that was assigned for the parent company of
your organization, if any.

2. Establishment
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Use this processing option to enter the address book number of the establishment for
which you are generating the EEO-1 report. If you enter zero in this processing option, the
system uses the parent company's address book number.

3. EEO Company Id

Use this processing option to specify the code assigned by the U. S. Equal Employment
Opportunity Commission (EEOC) that identifies a specific organization, fund, or entity.
The code is used for government reports, such as EEO-1.

4. EEO Unit Number

Use this processing option to specify the code assigned by the U. S. Equal Opportunity
Commission (EEOC) to identify a specific business unit, location, or establishment. The
code is used for government reports, such as EEO-1.

5. SIC Code

Use this processing option to specify the Standard Industrial Code (SIC) that represents
your company or division. The SIC code classifies goods and services. This code can be
found in any of the following formats:

o Standard Industrial Code (SIC). SIC codes are a method used in the United States to
classify goods and services. This code normally has four digits, although some codes have
extension digits that serve as qualifiers.

o Harmonized System (HS). HS codes are an international method of classifying goods.
More than fifty countries use this code system. Each code can contain up to 10 digits.

o Standard Industrial Trade Classification (SITC). SITC codes, developed by the United
Nations, are a numerical code system used to classify goods in international trade. These
codes are used by international organizations and can contain up to six digits.

6. Dun and Bradstreet

Use this processing option to enter a number used by Dun and Bradstreet to identify the
company. Complete this processing option for a company that is involved in government
contracts, provided that the company has a Dun and Bradsteet number. When you enter the
number, include the appropriate dashes (for example, 9-999-9999).
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Certification Tab

These processing options specify the names and related information for individuals whom the Equal
Opportunity Commission can contact for further information, if needed.

1. Certifier

Use this processing option to enter the address book number of the person who certifies
that the EEO-1 report is accurate and truthful. This number is required only for single-
establishment EEO-1 reports.

2. Certifier Title

Use this processing option to enter a description of the duties that the certifying person
performs. If the certifying person is an employee of the company, you can leave this
processing option blank to have the system print the job description entered in the
employee's record on the EEO-1 report. This title prints only for single-establishment
reports. It is not required for multiple-establishment reports.

3. Contact

Use this processing option to enter the address book number of the person whom the Equal
Employment Opportunity Commission would contact for additional information about the
report, if necessary. This number is required only for single-establishment EEO-1 reports.

4. Contact Title

Use this processing option to enter a description of the duties that the contact person
performs. If the contact person is an employee of the company, you can leave this
processing option blank to have the system print the job description entered in the
employee's record on the EEO-1 report. This title prints only for single-establishment
reports. It is not required for multiple-establishment reports.

5. Establishment Address

Use this processing option to specify whether the establishment's mailing address should
be used for the contact person.

Valid values are:
0 No
1 Yes

These values are stored in user defined code list 00/NY.

6. Contact Phone
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Use this processing option to specify the area code and phone number of the contact
person. For example, use the following format: (xxx) xxx-xxxx. Include parentheses and
dashes. Do not include an extension number. The phone number is required only for
single-establishment reports.

7. Contact Extension

Use this processing option to enter the phone number extension of the contact person. The
extension number is required only for single-establishment reports.

Information Tab

These processing options specify information that you want to include in section E of the EEO-1
report.

1. Information - Line 1

Use this processing option to enter information that you want to include in section E of the
EEO-1 report. You can enter up to 40 characters. The processing option description
corresponds to the line of the report on which the information appears.

2. Information - Line 2

Use this processing option to enter information that you want to include in section E of the
EEO-1 report. You can enter up to 40 characters. The processing option description
corresponds to the line of the report on which the information appears.

3. Information - Line 3

Use this processing option to enter information that you want to include in section E of the
EEO-1 report. You can enter up to 40 characters. The processing option description
corresponds to the line of the report on which the information appears.

4. Information - Line 4

Use this processing option to enter information that you want to include in section E of the
EEO-1 report. You can enter up to 40 characters. The processing option description
corresponds to the line of the report on which the information appears.
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Working with the EEO-4 Annual Report

From the Government Reporting menu (GO5BG), choose EEO-4 Annual Report.

State and local governments are required to run the EEO-4 Annual Report (R058514) to verify
compliance with EEOC nondiscrimination requirements.

Running the EEO Code Conversion

From the Job Specifications Setup menu (G05BJ4), choose EEO Code Conversion.

If you are a public sector employer and you are using a software release prior to B73.3, you must run
the EEO Code Conversion report (R058510) before you run the EEO-4 Annual Report (R058514).
The EEO Code Conversion report converts the private sector EEO job category codes to public sector
EEO job category codes. Because public sector EEO job category codes were not included in the user
defined code list 06/] for software releases prior to B73.3, you need to run this report only once,
unless you need to convert codes back to private sector codes in the future. You can convert up to ten
codes.

Processing Options for EEO Code Conversion (R058510)

General Tab

These processing options specify the default values that the system applies when you run the report.

1. Print report.

Use this processing option to specify if you want the system to print a hard copy of the
report. Valid values from the user defined code list 00/NY are:

0 No, do not print a hard copy

1 Yes, print a hard copy
2. Update Employee Master (F060116) table.

Use this processing option to update the Employee Master table (F060116) with the
replacement EEO codes. Valid values are:

0 No, do not update the Employee Master table.

1 Yes, update the Employee Master table.
3. Update Blank Field.
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Use this processing option to specify whether the system should replace any blank fields
with a new replacement EEO code. Valid values are:

0 No, do not replace blank fields.

1 Yes, replace blank fields.

EEO Codes Tab

Use these processing options to specify EEO codes that you would like to replace and the
replacement codes.

1. Existing EEO code

Use this processing option to specify the EEO code currently assigned to employees which
you would like replaced with a new EEO code. Valid values are defined in user defined
code list 06/J.

Replacement code 1

Use this processing option to specify the replacement EEO code. Valid values are defined
in user defined code list 06/].

2. Existing EEO code

Use this processing option to specify the EEO code currently assigned to employees which
you would like replaced with a new EEO code. Valid values are defined in user defined
code list 06/].

Replacement code 2
Use this processing option to specify the replacement EEO code. Valid values are defined
in user defined code list 06/].

3. Existing EEO code

Use this processing option to specify the EEO code currently assigned to employees which
you would like replaced with a new EEO code. Valid values are defined in user defined
code list 06/J.

Replacement code 3

Use this processing ontion to specify the replacement EEO code. Valid values are defined
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in user defined code list 06/].

4. Existing EEO code

Use this processing option to specify the EEO code currently assigned to employees which
you would like replaced with a new EEO code. Valid values are defined in user defined
code list 06/J.

Replacement code 4

Use this processing option to specify the replacement EEO code. Valid values are defined
in user defined code list 06/]J.

5. Existing EEO code

Use this processing option to specify the EEO code currently assigned to employees which
you would like replaced with a new EEO code. Valid values are defined in user defined
code list 06/J.

Replacement code 5

Use this processing option to specify the replacement EEO code. Valid values are defined
in user defined code list 06/]J.

6. Existing EEO code

Use this processing option to specify the EEO code currently assigned to employees which
you would like replaced with a new EEO code. Valid values are defined in user defined
code list 06/J.

Replacement code 6

Use this processing option to specify the replacement EEO code. Valid values are defined
in user defined code list 06/J.

7. Existing EEO code

Use this processing option to specify the EEO code currently assigned to employees which
you would like replaced with a new EEO code. Valid values are defined in user defined
code list 06/J.

Replacement code 7
Use this processing option to specify the replacement EEO code. Valid values are defined
in user defined code list 06/J.

8. Existing EEO code
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Use this processing option to specify the EEO code currently assigned to employees which
you would like replaced with a new EEO code. Valid values are defined in user defined
code list 06/J.

Replacement code 8

Use this processing option to specify the replacement EEO code. Valid values are defined
in user defined code list 06/]J.

9. Existing EEO code

Use this processing option to specify the EEO code currently assigned to employees which
you would like replaced with a new EEO code. Valid values are defined in user defined
code list 06/J.

Replacement code 9

Use this processing option to specify the replacement EEO code. Valid values are defined
in user defined code list 06/].

10. Existing EEO code

Use this processing option to specify the EEO code currently assigned to employees which
you would like replaced with a new EEO code. Valid values are defined in user defined
code list 06/J.

Replacement code 10

Use this processing option to specify the replacement EEO code. Valid values are defined
in user defined code list 06/J.

Running the EEO-4 Annual Report

From the Government Reporting menu (GO5BG), choose EEO-4 Annual Report.

Run the EE0-4 Report (R058514) every odd-numbered year if you are a state or local government to
verify your compliance with EEOC nondiscrimination requirements. State and local government
employers are required to file an EEO-4 report biennially, using data from the fiscal year July 1
through June 30.

This five-page report separates employees into the standard EEO job categories and then sorts
employees by EEO ethnic codes and salary ranges by gender. The total for each job category is
calculated and printed, as is the total for each home company or home business unit. The report prints
totals by job description and company for full-time employees.

Information for this report is based on the Employee Master Information table (F060116). User
defined codes 06/J, used for EEO-4 reporting, are hard-coded and should not be changed.
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Processing Options for EEO-4 Annual Report (R058514)

General Tab

These processing options specify the default values that the system applies when you run the report.

1. Begin Date

Use this processing option to specify the beginning date of the fiscal year that the system
will use for employment figures. If you are using the PeopleSoft EnterpriseOne Payroll
system, the report lists only those employees who were included in the pay period as of the
last day of the fiscal year. If you are not using the PeopleSoft EnterpriseOne Payroll
system, the report includes only those employees whose employment status is active (not
terminated or on leave of absence) on the last day of the fiscal year. New hire figures
include the entire fiscal year.

The Equal Employment Opportunity Commission recommends that you use July 1 as the
beginning date of the fiscal year.

2. End Date

Use this processing option to enter the ending date of the fiscal year to be used for
employment figures. If you are using the PeopleSoft EnterpriseOne Payroll system, the
report lists only those employees who were included in the pay period that includes the last
day of the fiscal year. If you are not using the PeopleSoft EnterpriseOne Payroll system,
the report includes only those employees whose employment status is active (not
terminated or on leave of absence) on the last day of the fiscal year. New hire figures
include the entire fiscal year.

The Equal Employment Opportunity Commission recommends that you use June 30 as the
ending date of the fiscal year.

3. Company

Use this processing option to specify the code that represents your company.

This code is assigned by the Equal Employment Opportunity Commission (EEOC) to
identify a specific organization, fund, or other entity. The code is used for government
reports, such as EEO-1. Do not include hyphens in the value that you enter. The system
will add appropriate hyphens when you print reports.

4. EEOC Control Number
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Use this processing option to enter the unique, 8-digit number that the State and Local
Reporting Committee of the Equal Employment Opportunity Commission (EEOC) assigns
to a jurisdiction. The 8th position of the number may be alphabetic for special districts.
The first through seventh digits are always numeric. If you are unsure of your control
number, consult your EEO-4 coordinator.

5. Report Function(s)

Use this processing option to enter the function codes that are defined by the Equal
Employment Opportunity Commission (EEOC). Each code represents a job function that
is performed by employees in an jurisdiction. When you enter more than one code, enter a
space between codes. Valid values are:

1

Financial Administration/General Control

2

Streets and Highways

3
Public Welfare

4

Police Protection

5

Fire Protection

6

Natural Resources/Parks and Recreation

7

Hospitals and Sanatoriums
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Health

9

Housing

10

Community Development

11

Corrections

12

Utilities and Transportation

13

Sanitation and Sewage

14

Employment Security State Governments Only

15
Other

Jurisdictions with fewer than 1000 full-time employees can choose to print the report in
either of the following ways:

o Print one report for all functions that includes all employees who perform functions
with fewer than 100 employees.

o Print a separate report for each function that is performed by 100 or more employees.
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Jurisdictions with 1000 or more full-time employees must print a separate report for each
function that is performed by the employees in the jurisdiction. If more than one function
is performed by the jurisdiction, complete the summary sheet that is provided by the
EEOC, which allows you to specify all of the functions that are performed by the
employees in the jurisdiction. Submit the summary sheet and up to 15 separate function
reports in one package.

The function codes that you enter in this processing option are used for report headings
only. The codes are not used for selecting the records that appear on the report. The
method that you use to identify the functions that employees perform varies by
organization. You can use the data selection for the report to accommodate your
organization's rules for function identification. You must run the report for each function
individually.

6. Full-time Code(s)

Use this processing option to enter the codes that your organization uses to identify full-
time employees. If an employee who is included on the report has an employment status
(EST) code that does not match one of the codes in this processing option, the employee
will be included in the "other than full-time employees" section of the report. If blank is a
valid code, enter it in the following format: ' ' (single quote followed by a space and then
another single quote). When you enter multiple codes, enter a space between each code
(for example, 1 2 3).

7. Page Number

Use this processing option to enter the page number to print on the first page of the EEO-4
report. Subsequent page numbers will increment by 1.

Certification Tab

These processing options specify the names and related information for the individuals whom the
Equal Opportunity Commission can contact for further information, if needed.

1. Certifier

Use this processing option to enter the address book number of the person who certifies
that the EEO-4 report is accurate and truthful.

2. Certifier Title

Use this processing option to enter a description of the duties performed by the person who
certifies the report. If this person is an employee of the company, you can leave this
processing option blank and the svstem prints the emplovee's iob description from the
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Employee Master table (F060116) on the EEO-4 report.

3. Contact

Use this processing option to enter the address book number of the person whom the Equal
Employment Opportunity Commission would contact for additional information about the
report, if necessary.

4. Contact Title

Use this processing option to enter a description of the job duties that the contact person
performs. If the contact person is an employee of the company, you can leave this
processing option blank to have the system print the job description entered in the
employee's Employee Master record.

5. Company Address

Use this processing option to specify whether the establishment's mailing address should
be used for the contact person.

Valid values are:

1 Yes These values are stored in user defined code list 00/NY.

6. Contact Phone

Use this processing option to specify the area code and telephone number of the contact
person. For example, use the following format: (XxX) XXX-XXXX.

Include appropriate parentheses and dashes. Do not include an extension number.

66



Running the Point-In-Time EEO-4 Annual Report

From the Point in Time Employee Master menu (G05B31), choose Point in Time EEO-4.

Use the Point-In-Time EEO-4 Report (R058514D) to follow up EEOC nondiscrimination
requirements for private employers. You might want to use this report to capture a picture of EEO
information for specific individuals or groups of employees to prepare a response to an EEO inquiry.

The Point-In-Time EEO-4 Report contains the same information as the EEO-4 Annual Report;
however, the point-in-time report allows you to review information as of a specific date.

The Point-In-Time EEO-4 Report is not a replacement for the EEO-4 Employment Data report. Use
the EEO-4 Annual report to verify that you are in compliance with the EEOC nondiscrimination
requirements for private employers.
Prerequisite
O Prepare a new point-in-time version (employee group or specific date), and review the data.
O In addition to the other processing option tabs, set appropriate options on the Point in Time
tab.
See Also

Q Working with Point-In-Time Employee Reports in the Human Capital Management
Foundation Guide

Processing Options for Point-In-Time EEO-4 Annual Report (R058514D)

Point in Time
Effective Date:
Version Name:
General

. Begin Date

. End Date

. Company

. EEOC Control Number
. Report Function(s)
. Full-time Code(s)
. Page Number
Certification

1. Certifier

2. Certifier Title

3. Contact

4. Contact Title

5. Company Address
6. Contact Phone

N N B W N =
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Running the EEO-5 Annual Report

From the Government Reporting menu (GO5BG), choose EEO-5 Annual Report.

Public school systems and districts might be required to run the EEO-5 Annual Report (R058516) in
the even-numbered years to verify compliance with EEOC nondiscrimination requirements. The
School Reporting Committee (EEO-5) determines which school systems and districts are required to
complete the report and notifies them by sending the form to them. This committee represents the
Equal Employment Opportunity Commission (EEOC), Office for Civil Rights (OCR), and the
National Center for Education Statistics (NCES) for the purpose of jointly sponsoring the EEO-5
report.

The report provides summary data for all full-time and part-time employees. Information for this
report is based on the Employee Master Information table (F060116).

Note

User defined codes 06/J, which are used for EEO reporting, are hard-coded and should not be
changed.

Processing Options for the EEO-5 Annual Report (R058516)

Defaults Tab

These processing options specify the information that prints on the report.

1. Address Number of Person Responsible for Report

Use this processing option to specify the address book number of the person responsible
for certifying the EEO-5 Report (R058516).

2. Survey Year

Use this processing option to specify the survey year for which the EEO-5 Report
(R058516) gathers employee information.

3. School District Code

Use this processing option to specify the code for the school district in which employees
work.

4. EEO District Name
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Use this processing option to specify the Equal Employment Opportunity (EEO) district
name that the system includes on the EEO-5 Report (R058516).

5. Payroll Date

Use this processing option to specify the payroll date from which the staff statistics are
drawn.

6. Number of Schools Operated

Use this processing option to specify the number of schools that the school district
operates.

7. Number of Annexes Operated

Use this processing option to specify the number of building annexes that the school
district operates.

8. School District Address - Line 1

Use this processing option to specify the street name and number or post office box of the
school district.

9. School District Address - Line 2 (City, County, State, Zip)

Use this processing option to specify the city, county, state, and zip code of the school
district.

10. Student Enrollment as of October 1st of the Survey Year

Use this processing option to specify the number of enrolled students in the school district
as of the first day of October of the survey year.

69



Running the EEO Staff Utilization Report

From the Employee Adv & Technical Operations menu (GO5SBE3), choose EEO Staff Utilization
Report.

Run the EEO Staff Utilization Report (R068910) to review the number of hours that employees
worked by ethnic group for each job category. If an employee works in different job categories, the
employee appears twice on the report with the hours worked for each job category. For example, an
employee appears twice on the report if he works ten hours for job category A and thirty hours for job
category B.

The system uses the Employee Master Information table (FO60116) and the Employee Transaction
History table (F0618) to compile the information. The types of information that the report creates for
each job category are as follows:

e Hours worked by females
e Hours worked by males

e Total hours

e Total employees

e Male employees

e Female employees

e Totals for all job categories

Processing Options for EEO Staff Utilization Report (R068910)

EEO Staff Tab
Use these processing options to define the defaults that will be applied when you run the report.

1. From Date:
Use this processing option to specify whether system allows users to filter report records
from a certain begin date.

2. To Date:

Use this processing option to specify whether the system allows users to filter report
records to a certain end date. Valid values are:

Enter an end date.

If left blank, the system supplies today's date.
3. Non-Ethnic Code:
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Use this processing option to specify whether the system allows users to filter records in
the report by Non-Ethnic Code (EEO).

4. Business Unit:

Use this processing option to specify whether the system allows users to filter report
records by Business Unit. (A blank defaults all business units)

Running the Workforce Analysis Report

From the Government Reporting menu (GO5BG), choose Workforce Analysis Report.

Run the Workforce Analysis Report (R080435) to review a summary of employees by gender, ethnic
code, job type, and job step for each home business unit within the home company. You can select
any extra data items in the Employee Master Information table (FO60116) that you would like to
review in the report.

The processing options for this report allow you to include or not include white females as nonethnic
employees. The system automatically locates job descriptions from the Job Information table
(FO8001) unless you set up your processing options otherwise.

The data that appear in the report columns is as follows:

e Job Type

e Job Description

e Job Step

e EEO Job Category

e Pay Grade

e Pay Grade Step

e Total employees and total ethnic employees
o Total male employees by ethnic code

e Total female employees by ethnic code

For active employees who are not included in the minority codes 01-05 (White, Black, Hispanic,
Asian, and American Indian) from user defined code list 06/M, the system generates the Workforce
Analysis Exception Report (R080435A) in addition to the Workforce Analysis Report. The exception
report lists the name, address book number, EEO minority, and home business unit of each employee.
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Processing Options for Workforce Analysis Report (R080435)

Process Tab

Use this processing option to define the defaults that will be applied when you run the report.

1. Ethnic Employees

1 = White female is non-ethnic employee

0 = White female is ethnic employee

Use this processing option to specify whether a white female is included as a nonethnic
employee. The default will include these employees and all others as nonwhite EEO
Ethnic Group in the Total Minority Employees figure.

Running the Veteran Employment Report

From the Government Reporting menu (GO5BG), choose Veteran Employment (VETS-100).

Run the Veterans Employment Report (VETS-100) program (R080434) to review employees in each
EEO job category per home company and home business unit who are disabled veterans, Vietnam
veterans or Other Veterans. The report also singles out new hires (those employees who were hired
during the reporting period that you specified in the processing options).

The following table contains information about the totals in the report columns:

Totals in the Employee
column

Totals in the New Hire
column

Totals in the Special
Disabled Veterans
columns

Totals in the Vietnam
Era Veterans column

Totals in the Other
Eligible Veterans
column

Totals in the Newly
Separated Veterans
column

This column includes only employees with a start date before or during the specified
reporting period and who remained active for the specified reporting period. It does not
include employees terminated during the reporting period.

This column includes only employees with a start date during the specified reporting
period, regardless of whether these new hires were also terminated within the reporting
period. Employees who are hired during the reporting period and are still active
employees appear in both the New Hire and the Employees columns.

This column includes only employees with a Yes (Y) value in the Disabled Vet field in
the Employee Master Information table (FO60116). Disabled veterans who are either
employees or new hires have separate columns on the report.

This column includes only employees with a Veteran (V) status in the Veteran field in the
Employee Master Information table.

This column includes only employees with a Veteran (O) status in the Veteran field in the
Employee Master Information table.

This column includes only employees with a Veteran (S) status in the Veteran field in the
Employee Master Information table. Once this report is run in Final mode, the Veteran
status field is changed to (O).
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Totals in the Other This column includes only employees with a Veteran (O) status in the Veteran field in the
Veterans column Employee Master Information table with the exception that they are New Hires.

Totals in the Total New This column includes the total number of employees in the specified EEO Job Category,

Hires, Veterans and Home Business Unit, and Home company, regardless of their veteran status.
Non-Veterans column

To create reports that include separate establishments for a multi-establishment company, you can use
the Employee Master program (P0801) to create user defined codes that designate establishment
numbers for each individual. You can then use the report data selection to choose appropriate
category codes to sort individual establishments for display on the report.

Processing Options for Veterans Employment Report (VETS-100) (R080434)

Defaults Tab

These processing options specify the default information the system uses to process the report.

1. Beginning Date:

Use this processing option to specify the first day of the reporting period.
2. Ending Date:

Use this processing option to specify the last day of the reporting period.
3. Dunn & Bradstreet ID:

Use this processing option to enter the nine-digit Dunn and Bradstreet ID of the home
company.

4. Electronic File:
Y =Yes
N=No

This processing option stores the VETS-100 report in a table for electronic submission,
based on new government requirements for 1999. Valid values are:

Yes
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Note: This processing option only stores the report data in the Veteran Employment
Reporting table (F080434A). The Department of Labor requires the report be submitted as
an ASCII comma delimited text file. Users must create this file from the FO80434A table
themselves.

Electronic File Tab

These processing options specify the information that must be submitted electronically for this report.

1. Build/Delete:
0 or Blank = Build
1 = Delete

This processing option permits users to either build a new VETS-100 report or delete an
existing VETS-100 report from the Veteran Employment Reporting table (F080434A).
Valid values are:

0 or Blank

Build the report

1

Delete the report

2. Version Name:

Use this processing option to enter a unique name for the VETS-100 report that is to be
generated to or deleted from the Veteran Employment Reporting table (FO80434A).

3. Company Number:

Use this processing option to specify the unique company number that is assigned to every
business by the VETS-100 government staff.

4. Organization Type:
P = Prime Contractor
S = Subcontractor
B = Both
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Use this processing option to indicate the type of contractual relationship that the
organization has with the Federal Government. Valid values are:

P

Prime Contractor

S

Subcontractor

Both

5. Form Type:
S = Single Establishment
MHQ = Multiple Establish. Headquarters
MHL = Multiple Establish.-Hiring Location
MSC = Multiple Establish.-State Cons.

Use this processing option to indicate the establishment type. Establishment type is based
on a valid code from the official VETS-100 form. Valid values are:

S

Single Establishment

MHQ

Multiple Establishment Headquarters

MHL

Multiple Establishment - Hiring Location

MSC

Multiple Establishment - State Consolidated
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Note: If the establishment type is state consolidated, specify the number of locations in the
IMSC Number processing option.

6. MSC Number:

Use this processing option to enter the number of locations covered if the organization is a
state consolidated multiple establishment.

7. NAICS Code:

Use this processing option to specify the six-digit NAICS code applicable to the hiring
location for which you are filing the report. If no separate NAICS Code exists for the
hiring location, enter the NAICS code for the parent company.

8. Maximum Number:

Use this processing option to indicate the maximum number of regular employees during
the period covered. If you leave this processing option blank, the system generates an
estimated maximum number based on tax history from the Tax History table (F06136).

9. Minimum Number:

Use this processing option to indicate the minimum number of regular employees during
the period covered. If you leave this processing option blank, the system generates an
estimated minimum number based on tax history from the Tax History table (F06136).

Multi-Establishment Tab

This processing option specifies whether you want the report to include information about individual
establishments.

1. Show Multi-Establishment

'Y'=Yes
'N'=No

Use this processing option to specify whether the system displays the information for
individual establishments on the report. Valid values are:
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Y

Yes, the system displays the information.

N

No, the system does not display the information.

Mode Tab

This processing option specifies the mode to use for processing the report.

1. Proof or Final Mode

Blank = Proof Mode
1 = Final Mode

Use this processing option specify whether to run the report in proof mode or final mode.
Running the report in final mode updates the employee's veteran status in the Employee
National and Fiscal Data - USA program (P0801US) to 'Other' Veteran. Valid values are:

Blank

Proof mode

1

Final mode
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Running the Point-In-Time Veteran Employment
Report

From the Point in Time Employee Master menu (G05B31), choose Point in Time Veteran
Employment.

Use the Point-In-Time Veterans Employment Report (R080434D) to follow up EEOC
nondiscrimination requirements for private employers. Run this report to review employees, as of a
specific date, in each EEO job category per home company and home business unit who are disabled
veterans or Vietnam veterans. The report also singles out new hires (those employees who were hired
during the reporting period that you specified in the processing options). You might want to use this
report to capture a picture of EEO information for specific individuals or groups of employees to
prepare a response to an EEO inquiry.

The Point-In-Time Veterans Employment Report contains the same information as the Veterans
Employment Report (VETS-100) (R080434); however, the point-in-time report allows you to review
information as of a specific date.

The Point-In-Time Veterans Employment Report is not a replacement for the Veteran Employment
Report (VETS-100). Use the Veteran Employment Report (VETS-100) to verify that you are in
compliance with the EEOC nondiscrimination requirements for private employers.
Prerequisite

O Prepare a new point-in-time version (employee group or specific date), and review the data.

0 In addition to the processing option on the Default tab, set appropriate options on the Point in
Time tab.

See Also

Q Working with Point-In-Time Employee Reports in the Human Capital Management
Foundation Guide

Processing Options for Point-In-Time Veterans Employment Report
(R080434D)

Defaults Tab

These processing options specify additional information and default values that the system applies
when you generate this report.

1. Beginning Date

Use this processing option to specify the first day of the reporting period.

2. Ending Date

Use this processing option to specify the last day of the reporting period.

3. Dunn & Bradstreet ID
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Use this processing option to enter the nine-digit Dunn and Bradstreet ID of the home
company.

Point in Time Tab

These processing options specify the point-in-time information to use when processing the report.

1. Effective Date:

Use this processing option to specify the point in time date that the system uses to process
the report.

2. Version Name:

Use this processing option to specify the version to use when running the report.

Running the Affirmative Action Exception Report

From the Government Reporting menu (GO5BG), choose Affirmative Action Exception Report.

Run the Affirmative Action Exception Report (R084422) before you run the Hired Applicants by
EEO Job Category, Applicant Flow Analysis, or Adverse Impact Analysis reports. The Affirmative
Action Exception Report lists applicants with missing values in any of the following fields:

e EEO Job Category (from user defined code list (06/J)

e Home Business Unit

e Gender

e Ethnic Code (a code other than user defined codes 01-05 from 06/M)

After reviewing this report, you can correct or enter data in the system for the applicants listed and
then run any EEO applicant report. This report helps you increase the accuracy of all your applicant
EEO reports.

You can set up a processing option to specify the reporting date ranges. This report is based on
information in the Applicant Master table (FO8401).
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Processing Options for Affirmative Action Exception Report (R084422)

Defaults Tab

Use these processing options to define the defaults that will be applied when you run the report.

1. Beginning Effective Date

A Specific Date
Blank = January 1, of the current year

Enter the beginning date for the report period. If this processing option is left blank,
January 1 of the current year will be used.

2. Ending Effective Date

A Specific Date
Blank = System Date

Enter the ending date for the report period. If this processing option is left blank, the
current date will be used.

Running the Hired Applicants by EEO Job Category
Report

From Government Reporting menu (GO5BG), choose Hired Applicants by EEO Job Category.

The Hired Applicants by EEO Job Category report (R084400) shows how your organization is
performing as an equal opportunity employer. Although the report is primarily used as an internal
reference, it can be used for governmental reporting. Applicants by gender and ethnicity are reported

within each job category. The report also distinguishes between applicants and applicants who were
hired.

Processing options allow you to specify the report date range and whether you want the report to
display the summary data and totals by EEO job category (06/M) or just the totals. You can also
specify whether you want the report to total by each home business unit or by a different structure
type.

An applicant is reported as a hired applicant when the system finds that the applicant's start date in the
Employee Master Information table (FO60116) is greater than the applicant date in the Applicant
Master table (F08401), and that the start date is between the date ranges specified in the processing
options.

For employees (hired applicants), the employee's original home business unit is used for reporting.
Otherwise, the applicant's home business unit is used.
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Prerequisite

0 Run the Applicant EEO Exception report and correct or enter data for the applicants listed on
the report.

See Also

Q Running the Affirmative Action Exception Report in the Human Capital Management
Foundation for the United States Guide

Processing Options for Hired Applicants by EEO Job Category Report
(R084400)

Defaults Tab
Use these processing options to define the defaults that will be applied when you run the report.

1. Beginning Effective Date:
Blank = Default the first day of the
current year.

Use this processing option to specify the beginning date for the reporting period. If the
field is left blank, the system uses January 1 of the current year.

2. Ending Effective Date:
Blank = Default the current date.

Use this processing option to specify the ending date for the reporting period. If the field is
left blank, the system date is used.

Display Tab
Use these processing options to define the defaults that will be applied when you run the report.

1. Organization Type Structure:
Required field.

Use this processing option to specify the Structure Type for this report. The Structure Type
will define the hierarchy of the different units within a company's hierarchy. These values
are defined in User Defined Code list 00/TS.

This is a required field.

2. Parent Business Unit:

Use this processing option to specify the Parent Business Unit for this report.
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3. Display report totals only:
0 = Display report totals and summary
counts.
1 = Display report totals only.

Use this processing option to specify whether the report should display just the display
totals or whether both the display totals and the summary counts by Job Category. The
allowed values are:

0 Display both the report totals and the summary counts.

1 Display the report totals only.

If the field is left blank, both report totals and summary counts appear.

Running the Applicant Flow Analysis Report

From the Government Reporting menu (GO5BG), choose Applicant Flow Analysis.

Run the Applicant Flow Analysis report (R084411) to review the number of applicants in each EEO
job category by ethnicity and gender who have received offers, been hired, or been rejected.

This report shows how your organization is performing as an equal opportunity employer. Although
the report is primarily used as an internal reference, it can be used for governmental reporting.

You use processing options to enter date ranges and to specify whether you want the report to display
the summary data and totals by EEO job category (06/M) or just the totals. You can also specify
whether you want the report to total by each home business unit or by a different structure type.

An applicant is reported as hired when the system finds that the applicant's start date in the Employee
Master Information table (F060116) is greater than the applicant date in the Applicant Master table
(F08401), and that the start date is between the date ranges specified in the processing options.
Prerequisite
0 Run the Applicant EEO Exception report and correct or enter data for the applicants printed
on the report.
See Also

Q Running the Affirmative Action Exception Report in the Human Capital Management
Foundation for the United States Guide
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Processing Options for Applicant Flow Analysis Report (R084411)

Defaults Tab

Use these processing options to define the default dates and status conditions that will be applied
when you run the report.

1) Beginning Effective Date

A Specific Date
Blank = January 1, of the current year

Enter the beginning date for the report period. If this is left blank, January

1 of the current year will be used.

2) Ending Effective Date

A Specific Date
Blank = System Date

Enter the Ending date for the report period. If this is left blank, the current date will be
used.

3) Offers From Status

A Specific Applicant Status

Enter the beginning applicant status that represents the offers condition.

Ranges should not overlap each other. No defaults apply.

4) Offers Thru Status

A Specific Applicant Status

Enter the ending applicant status that represents the offer condition. Ranges should not
overlap each other. No defaults apply.

5) Rejections From Status

A Specific Applicant Status

Enter the beginning applicant status that represents the rejection condition.
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Ranges should not overlap each other. No defaults apply.

6) Rejections Thru Status

A Specific Applicant Status

Enter the ending applicant status that represents the rejection condition.

Ranges should not overlap each other. No defaults apply.

Display Tab

Use these processing options to define defaults and required information that will be applied when
you run the report.

1) Organization Type Structure

A valid code
(Required)

Enter the Structure Type to use for this report. This is a required field.

2) Parent Business Unit

A valid code
(Required)

Enter the Parent Business Unit. This processing option is required.

3) Job Cateogory and Total

0 = Summary Counts by Job Category and Totals
1 = Totals

Enter a 1 if the report should only display totals. If this processing option is left blank, the
system displays the summary counts by job category, as well as the totals.
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Running the Adverse Impact Analysis Report

From the Government Reporting menu (GO5BG), choose Adverse Impact Analysis.

Run the Adverse Impact Analysis report (R084412) to review the number of male, female, and ethnic
applicants for each EEO job category against those applicants who were hired. Because this report is
divided into male, female, and ethnic group, an applicant can be counted in more than one group. For
example, a Hispanic woman would be counted as both female and ethnic.

This report shows how your organization is performing as an equal opportunity employer. Although
the report is primarily used as an internal reference, it can be used for governmental reporting.

Processing options allow you to specify date ranges and whether you want the report to display the
summary data and totals by EEO job category (06/M) or just the totals. You can also specify whether
you want the report to total by each home business unit or by a different structure type.

An applicant is reported as a hired applicant when the system finds that the applicant's start date in the
Employee Master Information table (F060116) is greater than the applicant date in the Applicant
Master table (F08401), and that the start date is between the date ranges specified in the processing
options.
Prerequisite

0 Run the Applicant EEO Exception report and correct or enter data for the applicants listed on

the report.

See Also

Q Running the Affirmative Action Exception Report in the Human Capital Management
Foundation for the United States Guide

Processing Options for Adverse Impact Analysis Report (R084412)

Defaults Tab

Use these processing options to define the defaults that will be applied when you run the report.

1. Beginning Effective
Date
A specific date
Blank = January 1, of the
current year

Enter the beginning date for the report period. If this processing option is left blank,
January 1 of the current year will be used.

2. Ending Effective Date
A specific date
Blank = system date

Enter the ending date for the reporting period. If this processing opotion is left blank. the
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current date will be used.

Display Tab

Use these processing options to define defaults and required information that will be applied when
you run the report.

1. Organization Type
Structure
A valid code
(Required)

Enter the structure type to use for this report. This processing option is required.

2. Parent Business Unit
A valid code
(Required)

Enter the Parent Business Unit. This processing option is required.

3. Job Category and Totals
0 = Summary Counts by
Job Category and Totals
1 =Totals

Enter 1 if the report should display totals only. Default of blank will display the summary
counts by job category, as well as the totals.
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Position Budget Management

A position is an employee's assignment for a fiscal year. You use positions to budget for employee
salaries. Positions and their budgets are also called position budgets.

Position control is the process of creating, maintaining, and monitoring position budgets. You do not
need to create positions to use your Human Resources and Payroll systems. However, to use
positions, you must have a position budget.

You define a position budget to establish, monitor, and control budgets for employee position
assignments. To enable your accounting department to track the salary amounts that are budgeted for
positions, you must define position accounts. You define position accounts either in the Human
Resources system or the General Accounting system, depending on which department within your
organization is responsible for determining salary amounts for position budgets.

You can attach employee records to a position budget and then review position budget information to
ensure that the salary, hours, and full-time equivalent (FTE) for your employees compare favorably to
those that you budgeted for the position.

You can revise position budget information when a position budget changes or when you need to
correct a data entry error.

To illustrate the reporting relationships among the positions in your organization, you can create
parent/child relationships by position. Documenting parent/child relationships can help you determine
whether you need to create additional positions or reduce the number of positions in your
organization.

The Human Resources system provides comprehensive tools for position budget management so that
you can improve your management of employee salary costs. The system allows you to perform the
following tasks:

e Review the approved headcount for a position before you create a requisition

e Track position effective dates and the resulting budget calculations

e Automatically update position activity when you change an employee record

e Compare projected salaries through year-end with the approved budget for each position

e Determine year-end costs by developing projections based on hours, salary amounts,
headcount, or full-time equivalents

e Track positions and headcount by company and department

e Post position budgets and accounts to the general ledger
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Defining Position Budgets

You define position budgets to establish, monitor, and control budgets for employee position
assignments. In the same way that a project manager allocates time and material resources for a
special project, your organization can create position budgets for its employee resources. For each
position, your organization plans for and manages the following types of components:

e Salary expenditures

e Hours worked

e Full-time equivalents (FTEs)

e Headcount (number of employees)

When you define a position budget, the system updates the Position Master table (F08101).

You can define your position budgets manually; or you can let the system automatically define them
for you, based on the job and employee information that you have already entered into the system.

When defining a position budget, complete the following steps:
1. Identify the need for one or more employees
2. Approve the need for the employees
3. Set up a budget for the employee salary and hours worked
4. Assign the appropriate FTEs and headcount to the position
5. Monitor hiring to ensure that you do not exceed the position budget

For each fiscal year, you can define only one position budget for each position ID within a particular
business unit. However, you can use the budgeted FTE to budget for more than one employee to be
assigned to a particular position ID.

After you activate the appropriate system options and create your position budgets, the system
automatically creates a position activity record whenever you enter a position ID for an employee.
The system uses the values in the activity record to generate the projected year-end values. The
activity record includes the following information:

e Employee

e Assigned position

e Date on which the employee was assigned to the position
e Employee's salary

e Standard hours per year

e FTE

e Projected year-end amounts for salary, FTE, hours, and headcount, based on assignment date
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Example: Budget Processing

You need a stock clerk position in your warehouse. To fill this position, you need enough employees
to equal 10 FTEs. The plant manager approves the need for this position, specifying that, to expedite
training, you should hire no more than 14 people to fill the position (some of the employees can work
part-time). When you define the position budget, you enter the following data:

Salary 200000.00 (annual)
FTEs 10
Headcount 14

The person with the appropriate authority approves the position. When you hire employees to fill the
position, the system immediately alerts you if you exceed the budgeted amounts for salary, hours,
FTE, or headcount.

Prerequisite

O Set up position control information in the system options. See Setting Up System Options in
the Human Capital Management Foundation Guide.

O Setup your business units and fiscal periods. See Setting Up Business Units and Setting Up
Fiscal Date Pattern for 52 Period Accounting in the General Accounting Guide.

o If you want to associate job type codes with each position, define those job type codes. See
Defining Jobs in the Human Capital Management Foundation Guide.

Defining Position Budgets Manually

You typically define position budgets manually when one or both of the following situations occur:

e The initial position budget (the position budget for the first fiscal year for which you are
using position control) does not equal the salary, standard hours per year, and FTEs for the
employee whom you intend to assign to the position. In this case, if you create position
budgets automatically, you need to manually revise the budget values.

*  You want the identifier for the position (the position ID) to be different from the
corresponding job type. When you create position budgets automatically, the program uses
the corresponding job type for the position ID.
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» To define a position budget manually

From the Daily Processing menu (GO8BP1), choose Position Entry.

1. On Work With Positions, click Add.

PeopleSoft,

Position Entry - Position Master Detail

Ok Cancel Tools

B X &

Home Business Unit

Pasition ID

Effective From Date
Budget Status

Position Status

Job TyperStep

Locality

Faosition Budget Amount
Budgeted FTE
Budgeted Hours
Headcount

Business Unit- Parent

Farent Position 1D

Cororate Administration

R Description
li Thru Date

er— Budget Status Date

F ] Position Status Date
| ! President

i_ Headquarters (defaul
liioooo.. Effective Budget Amaunt
Moo Effective Budget FTE
|2_||:|a|:|—“ Effective Budget Hours
i Headcount

!r— 9 | Cowporate Administration

[

Fiscal Year |'|35

|President

|
Mamies
oieies
C.

[110,000

oo
oo
N

Llser Code 01

User Code 04

Llser Code 02

|

—

User Code 05 I

Llser Code 03

2. On Position Master Detail, complete the following fields:

e Home Business Unit

e TFiscal Year
e Position ID

e Description

e Position Budget Amount

e Budgeted FTE
e Budgeted Hours
e Headcount

3. To associate a job with the position budget, complete the following fields:

e Job Type/Step
e Locality
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4. To enter status information, complete the following fields:

o Effective From Date
e Thru Date

e Budget Status

e Budget Status Date
e Position Status

e Position Status Date

5. Complete any of the following additional fields:

e Business Unit - Parent
e Parent Position ID

6. Complete any of the other user defined fields as necessary, and then click OK.

Processing Options for Position Entry (P08101)

Defaults Tab

This processing option allows you to determine whether the Job Type and Job Step fields are required
on the Position Master Detail form.

1. Job Type/Step Entry

Blank = Issue a warning if Job Type/Step is left blank.
1= Require entry of Job Type/Step.

Use this processing option to indicate whether the Job Type and Job Step fields are
required on the Position Master Detail form. If these fields are required, you cannot close
and save the Position Master Detail form without complete the Job Type and Job Step
fields. If these fields are not required,the system displays a warning message when you
leave these field blank;however you can save your work and close the form. Valid values
are:

Blank Issue a warning if the Job Type and Job Step fields are left blank.
1 Require entry of Job Type and Job Step.

If you enter 1 in this processing option, you must also use the Position ID Required field
on the HRM Foundation Position Control Options form to indicate that position ID is
required. The system ignores this processing option if you have set this option so that the
position ID is not required.
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Defining Position Budgets Automatically

From the Position Control Setup menu (GOSBP4), choose Start Position Control.

When you begin to use the position control feature, you must decide whether to enter position
budgets manually or run a program that creates them automatically.

You can define position budgets automatically when both of the following situations are true:

* Your initial position budgets equal the salary, hours, FTEs, and headcount that already exist
in your current employee records

e You plan to use your employees' job type codes as the position IDs

When you define position budgets automatically, the program uses the employee's job type, job type
description, home business unit, and salary as the respective position ID, position description, home
business unit, and salary for the position budget. The program creates and populates the following
tables:

e Position Master (F08101)
e Position Budget Detail (FO8111)

When you define position budgets automatically, the system enters the budget status with an
approved status code. Only positions with approved budget status codes can be assigned to employee
records. Furthermore, an approved requisition can reference only an approved position budget.

You might need to enter other information manually, such as effective dates or user defined
information.

To modify position budget information after you have defined position budgets automatically, use
Position Entry program (P08101).

The program does not include an employee's job record when it creates position budgets if any of the
following circumstances exist:

e The employee is terminated prior to the beginning of the current fiscal year.
e No job type exists in the employee's record.

e The employee has a hire date that occurs after the system date of the day that you started
position control. For example, if you run the Start Position Control program on August 16th,
and the employee's hire date is September 1st, the employee is not included.

If more than one employee is associated with a job type within a home business unit, the system totals
the values for all of the employees to generate values for the position budget.

Note

You can assign an approved position budget to an approved requisition, and then assign both of them
to an employee. You can assign an unapproved position budget to an unapproved requisition, and
then assign both of them to an applicant.
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Processing Option for Start Position Control (R081800)

Process Tab

This processing option indicates whether to clear the Position Master table (F08101) and the Position
Budget Detail table (FO8111).

1. Clear Tables:
Blank - Do not clear tables
1 - Clear tables

Use this processing option to clear the Position Master table (FO8101) and the Position
Detail table (FO8111).

If you do not clear these tables, the records from the Employee Master table (F060116)
will be added to the records that already exist in these tables. Valid values are:

Blank

Do not clear tables.

1

Clear tables.

CAUTION: Clearing these tables erases their contents. Clear the tables only if you are
certain you no longer need the information contained within them.
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Entering Account Information for Positions

You enter account information for positions so that your accounting department can track the salary
amounts that you have budgeted for each position. When you enter account information, you specify
the accounts in the general ledger that are affected by the position budget. If you receive funding for a
position from more than one source, you can divide the position budget among multiple accounts.

If your human resources department has the authority to determine salary amounts for position
budgets, you can set up the system to summarize all position budgets and transfer that information to
the general ledger accounts that you specify.

» To enter account information for positions

From the Daily Processing menu (GO8BP1), choose Position Entry.

1. On Work With Positions, to locate the position for which you need to enter account
information, complete one or more of the following fields and click Find:

e Fiscal Year
e Home Business Unit

Note

You can further refine your search for positions by entering a position ID in the Position ID
field of the Query By Example (QBE) row.

2. Choose a record in the detail area, and then choose Position Acct Info (Position Account
Information) from the Row menu.

PeopleSoft.

Position Entry - Position Account Information
Ok Find Delete Cancel Form  Tools

B & 1 X B B

Bl 5 Effective Fram Date T
Home Business Unit a | Coworate Adrministration EletiyEIin gt

Pasitian ID 043 Financlal Analyst Annualized Budget I—BS,DDD
Percentor Amount (%4 e Effective Budget 38,000

Records 1-2

Grid
Account Account Sub Sub Type Sub- Pos. Acct, Annualized Effective
Humher Description Type Description Iedger Percent Budget Amount Budget Amount

e
|9.6110 Salaries and Wages | | 1UU noooo

3. On Position Account Information, to specify the method of calculation, complete the
following field:

e Percent or Amount (%,A)
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4. Complete the following field in the detail area:
e Account Number

5. If the method of calculation (Percent or Amount field) is percent, complete the following
field:

e Pos. Acct. Percent

6. If the method of calculation is amount, complete the following field:
e Annualized Budget Amount

7. Complete the following optional fields:

e Subledger

e Sub Type
8. Click OK.
9. Click OK again to update the account information and return to the Work With Positions
form.
See Also

Q Transferring Position Budgets to the General Ledger in the Human Resources Guide

Setting Up AAls for Position Budgets

You set up AAls to specify the accounts in the general ledger that contain position budget
information. You, or someone in your accounting department, must set up AAls in the General
Accounting system. You cannot set up these AAls from the Human Resources system.

These AAls determine which accounts in the general ledger are used to calculate the financials budget
that appears on the Work With Business Unit by Organization form (W081200A). You can review
the financials budget for a position to determine whether it corresponds to the amount that you
entered for the position in the Human Resources system.

The following table lists AAls for position budgeting. The system adds the amounts in all the
accounts between and including the first and last accounts to calculate the financials budget.

HRLT The ledger type where budget information is stored
HRSB The first account in the range of object accounts for a business unit
HRSE The last account in the range of object accounts for a business unit

You should create these three AAls for each company in your organization that has position budgets.
The system stores AAls in the Automatic Accounting Instructions Master table (F0012).

See Also

Q Working with AAls in the General Accounting Guide for instructions for setting up AAls

95



Transferring Position Budgets to the General Ledger

After you define your position budgets and position accounts, you can post detailed information for
position budgets to the Account Ledger table (F0911) so that your accounting department can access
it.

Depending on the requirements of your accounting and human resources departments, you can
transfer either summary information for position budgets or detailed information.

Summary information includes monthly totals of salary amounts and hours for all of the position
budgets that you specify. Detailed information includes a record of the salary amount and hours for
each individual position budget.

To transfer summary information to the general ledger, you must transfer position budgets to the
Account Balances table (F0902). To transfer detailed position budget information, you must post
position budgets to the Account Ledger table.

You can use the Position Account Information program (P081012) to identify the general ledger
accounts to which you want to transfer the information.

Caution

You transfer position budget information to the general ledger only if your human resources
department is responsible for creating salary budgets. To avoid overwriting information, you should
not transfer position budget information to the general ledger if your accounting department
determines the salary budgets for your organization.

Prerequisite

0 Define your position budgets. See Defining Position Budgets in the Human Resources Guide

See Also

Q Entering Annual Budget Amounts and Entering Detailed Budget Amounts in the General
Accounting Guide

Transferring Position Budgets to the Account Balances Table

From the Position Control Adv/Tech Operations menu (GOSBP3), choose Update Position
Budgets to Acct Bal (Account Balances).

To create or refresh your position budget accounts, you transfer summary position budget information
to the Account Balances table (F0902) in General Accounting. You typically perform this task to
establish an initial budget for a new year.

As you work through the budgeting process, you can transfer the following three types of position
budgets to the Account Balances table:

e Requested budgets
e Approved budgets

e Final (also known as original) budgets
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You use a different version of Update Position Budgets to Account Balances program (R08902) to
transfer each of these types of position budgets. This program updates the Account Balances table.
You or someone in your accounting department can review this information as you work through the
budgeting process.

When you run the Update Position Budgets to Account Balances program for the requested position
budgets, the system updates the approved and final budget fields for the same account in the Account
Balances table with the same values. When you run this program for the approved budget, the system
also updates the final budget for the same account in the Account Balances table with the same value.
When you run the program for the final budget, the system updates only that value. In this case, the
values for requested and approved budgets remain the same.

The system transfers to the general ledger only effective hour values (BU) and effective budget
amounts (BA) for positions.

Caution

Because this program overwrites all of the existing information in the Account Balances table, you
transfer position budgets to the Account Balances table only when you are setting up budgets for a
new year. If you need to revise position budgets in the middle of the year, do not rerun this program.
Instead, post position budgets to the Account Ledger table (F0911). See Posting Position Budgets to
the Account Ledger Table in the Human Resources Guide.

Processing Options for Update Position Budgets to Account Balances
(R08902)

Update Options
1. Enter a "1" to update account balances file (F0902)
Ledger Type

1. When entering budgets to the actual and units ledgers, the ledger type "BA" and "BU"
is assumed. If you wish to enter to a different ledger (such as a temporary budget or a
revised budget), you must designate the alternate budget ledger types.

Salaries Budget Ledger:
Hours Budget Ledger:

Note: The ledger codes on this screen must be valid in User Defined Codes 09/LT. If not,
the program will not function. Also the following ledger types can not be updated by this
program: AA, CA, XA, YA, ZA, AC.

Fiscal Year
1. Enter the last two digits of the fiscal year.
Budget Cycle

1. Enter a "1" next to each item you wish to update in the Account Balances file (F0902).
If all items are left blank, the default will only update the Final Budget.

Requested Budget:
Approved Budget:
Final Budget:
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Report Type

1. Enter "0" for an Exception Report. Enter a "1" to have a Summary or a Detail Report.
(See option below)

2. Enter "0" for a Summary Report. Enter a "1" for a Detail Report. This option is
ignored if only an Exception Report is requested. (See option above)

Posting Position Budgets to the Account Ledger Table

From the Position Control Adv/Tech Operations menu (GOSBP3), choose Update Position
Budgets to Acct. Ledger.

To track detailed information for your position budgets, you can update the position budget
information to the Journal Entry Transactions — Batch File table (F0911Z1), which is a temporary
account ledger table. The accounting department posts the Journal Entry Transactions — Batch File
table to the live Account Ledger table (F0911). Position budgets must have an approved status before
you can post them. When you post position budgets to the Account Ledger table, you can distribute
them among as many as 12 periods in the Account Balances table (F0902).

See Also

Q Posting Financial Batches in the General Accounting Guide for more information about
posting information to the Account Ledger table

Processing Options for Update Position Budgets to Account Ledger (R08911)

Select Tab

This processing option allows you to enter the fiscal year of the transactions that are being updated.

1. Fiscal Year

Use this processing option to select the records from the Position Master table that will be
updated to the Journal Entry Transaction - Batch table (FO911Z1). Only the records from
the fiscal year you enter will be updated.

You need to enter only the last two digits of the year. A leading zero is stripped from the
view (05 becomes 5), so you could enter a single digit for years 2000 to 2009.

Process Tab

These processing options allow you to determine the way in which records will be written in the
Journal Entry Transaction - Batch File table (F0911Z1), including the ledger to which they are
written.

1. Transaction Description
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Use this processing option to enter a brief description of the transaction.

This description will be included on every record that is updated to the Journal Entry
Transaction - Batch table (F0901101). This description can be up to 30 characters in
length.

2. Transaction Date

Use this processing option to specify the date to be posted for this transaction. If left blank,
the system date will be used.

3. Budget Ledger Type

Use this processing option to specify the ledger to be updated. Valid values are stored in
User Defined Code table 09/LT. If left blank, the BA ledger will be updated. If a value is
entered, that ledger is updated.

This program cannot update the following ledger types: AA, AC, CA, XA, YA, ZA. An
invalid record type error will occur if one of these ledger types is entered.

4. Proof/Update Mode

0 = Proof mode
1 = Update mode

Use this processing option to specify whether you run this report in proof or update mode.

In proof mode, a report will be generated showing what will be written to the Journal
Entry Transaction - Batch table (F0911Z1). Use proof mode to examine data and fix any
errors. Then rerun the process in update mode. Valid values are:

0 or blank
Proof Mode

1
Update Mode
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Reports Tab

These processing options allow you to determine which reports this program generates. An exception
report is always created. In addition, you can create either a summary report or detail report of the
transactions that will be updated to the Journal Entry Transaction - Batch File table (F0911Z1).

1. Exception Report

0 = Exception report only
1 = Exception report and Summary or Detailed report

Use this processing option to determine whether to create a summary or detail report in
addition to an exception report. The exception report will always be generated. The
exception report lists the errors that have occurred. The value in the summary report option
determines whether a summary or detailed report is generated. Valid values are:

0 or blank

Exception report only

1

Exception report and Summary or Detailed report

The following messages can appear on the exception report:
o No parent record in FO8101 found
o Invalid Budget Status Code
o Invalid Account
o Invalid Sub-Ledger
o Invalid Sub-Ledger Type
o Invalid Fiscal Year
o Invalid Salary Ledger Type
o Invalid Hours Ledger Type
o Invalid Home Business Unit
o Budget Not Approved
o Non-Posting Account

o Inactive Account
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2. Summary Report

0 = Summary report
1 = Detailed report

Use this processing option to create either a summary report or detail report.

If the exception report option value is 0 or blank, the summary report option is ignored. A
summary report includes subtotals by account number, subledger,and subledger type. A
detail report may be very long. Valid values are:

0 or blank

Summary report

1

Detailed report

Revising Position Budgets by Business Unit

After you define position budgets, you can easily review and update a group of position budgets for
the same business unit and fiscal year. You can use this revision method when you need to update
several position budgets that are in the same business unit.

When you review the positions by business unit, you can compare the budgeted amounts for each
position with the projected amounts and use this information to determine whether a position budget
will be met by the end of a fiscal year.

The system calculates the budgeted and projected amounts by using the fiscal year that you enter on
the form. If you do not enter a fiscal year, the system uses the default fiscal year for the home
business unit.

» To revise position budgets by business unit

From the Daily Processing menu (GO8BP1), choose Position Entry.
1. On Work With Positions, complete the following fields:

e Home Business Unit

e Fiscal Year

2. From the Form menu, choose Pos by Business Un (Positions by Business Units).
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Position Entry - Revise Positions by Business Units
Ok Find Delete Cancel Row  Tools

B & 01 X #H &

Home Business Unit g Corporate Administration Fiscal Year 0s

Records 1-10 [

Home Position Position Budgeted Budgeted Budgeted
Business Unit 1] Budge( FTE Hours Headcount

O 05 g loa1 |ccaunting Manager 60,000 | 1.00 | 2,080 |

(= 05 9 0A-3 Financial Analyst 38,000 1.00 2,080 1
[:d 05 4 0p-2 Accounts Payable Clerk 62,000 200 4 160 2
(] 05 9 0P-3 Accounts Receivable Clerk 62,000 2.00 4,160 2
(] 05 9 1M-2 IT Manager 66,000 1.00 2,080 1
O 05 9 2ZH-1 Hurnan Resources Manager 53,000 1.00 2,080 1
[:] 05 4 2H-2 Employment Representative 35,000 1.00 2,080 1
O 05 9 2H-4 Benefits Specialist 31,000 1.00 2,080 1
(] 05 9 2H-5 EECQ Specialist 32,500 1.00 2,080 1
| a5 9 41 Adrministrative Assistant 75,000 3.00 6,240 3
< |

On Revise Positions by Business Units, revise the information in any of the following fields
and click OK:

e Position ID

e Description

e Position Budget

e Budgeted FTE

e Budgeted Hours

e Budgeted Headcount

e Eff From
o Eff Thru
e Job Type
e Job Step

e Budget Status

e Position Status

e Position Status Date
e Reports to BU

e Reports to Position
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Working with Position Activity Information

After you define and approve your position budgets, you can attach employee records to them. You
attach employee records to ensure that the actual salaries, hours, and FTEs for your employees are
within those that you established for your position budgets. Position activity illustrates employee
movement into and out of positions. To determine appropriate position budgets, you can set up your
system to store historical records of position activity.

When an employee changes positions or leaves your organization, you must update the employee's
record to reflect the change. You can set up your system to create position activity records when you
update position-sensitive information in employee records.

You can also review position activity information to verify that it is correct. You can review position
activity online, or you can print a report. You can correct position activity records if you entered
incorrect position information for an employee.

Attaching an Employee Record to a Position Budget

After you define and approve your position budgets, you can attach employee records to them. You
attach an employee record to a position budget to control budget expenditures and to ensure data
integrity. To attach an employee record to a position budget, you enter a position ID in the employee's
record.

To stay within your position budgets when you are entering employee information, the system sends
you either an error or a warning message when you exceed the approved salary, hours, FTE, or
headcount for the position. When you set up your system options, you define the type of message that
appears when a position's effective budget is exceeded.

When you attach an employee record to a position budget, the system performs the following
functions:

e Adds the salary, hours, FTEs, and headcount amounts for the employee to the projected
position budget amounts through the fiscal year end.

e Adds any job information that is associated with the position to the employee's record.

e Updates the Position Budget Detail table (FO8111) with the effective date of the employee's
assignment to the position, the employee's salary, FTE, and hours. The system then uses this
information to determine the effect of these values on the budget through the end of the fiscal
year.

Prerequisite

0 Verify that you have set up position control options. See Setting Up System Options in the
Human Capital Management Foundation Guide.

0 For each position to which you need to attach employee records, verify that the budget status
is approved. See Defining Position Budgets in the Human Resources Guide.
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» To attach an employee record to a position budget

From the Employee Management menu (GOSBEI), choose Organizational Assignment.

1. On Work With Organizational Assignments, to locate the employee record, complete the
following field and click Find:

e Employee Identification

2. Choose the employee record and click Select.

3. On Organizational Assignment, complete the following field and click OK:
e Position ID

4. On Change Reason, complete the following fields and click OK:
e Effective On

e Change Reason

See Also

Q Processing Options for Organizational Assignment (P08010ORG) in the Human Capital
Management Foundation Guide

Q Adding Employee Records One at a Time in the Human Capital Management Foundation
Guide for information about how processing options affect position assignments

Reviewing Position Activity

To determine whether you can stay within budgeted amounts for salary and head count through the
end of the fiscal year, you can review position activity information either by position or by employee.
The type of information that appears on the form varies, depending on whether you review position
activity by employee or by position.

When you review information by employee, you can see all of the positions in which an employee
has worked. You can also review position information for an employee who works in more than one
position during a fiscal year.

When you review activity by position, you can see all of the employees who are associated with a
particular position budget. You can also review projected totals for salary, headcount, FTE, and hours
worked. The system calculates these totals by using all active and inactive records for the specified
year, based on the home business unit that you enter.

» To review position activity

From the Daily Processing menu (GO8BP1), choose Position Activity Inquiry.

1. On Work With Position Activity, to define whether you want to review information by
position or by employee, choose one of the following tabs:

e By Position
e By Employee

104



2. Ifyou chose the By Position tab, complete the following fields and click Find:

e Home Business Unit
e TFiscal Year
e Position ID

3. If you chose the By Employee tab, complete the following field and click Find:
e Employee Identification

4. To limit either type of search to a particular employee activity, complete the following field
and click Find:

e Employee Action

5. Review the information.

Correcting Employee Position Activity

When an employee changes positions or leaves your organization, you must update the employee's
record to reflect the change. You can set up your system to create historical records of the information
that you have changed. In addition to these employee history records, you can set up your system to
create position activity records when an employee does any of the following things:

e Enters a position
e Leaves a position
e Changes positions within your organization

When you are also tracking position information for employees, the system creates position activity
records when an employee does any of the following things:

e Moves from one home business unit to another within your organization
e Changes jobs or job steps

e Receives a salary change

e Changes FTE values

e Changes the number of hours worked

Tracking position activity records makes reviewing all of the employees who have worked in a
specific position easy.

You can correct position activity records if you make a mistake when entering position information
for an employee. For the current activity record, you can correct all of the position activity
information. For historical activity records, you can correct only the requisition number and remarks.

In addition to correcting employee position activity, you can also use the Enter Employee Activity
program (P081111) to enter historical position activity information that you previously stored in
another system.
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Caution

Because the system does not create an audit trail of the changes that you make when you correct
position activity records, we recommend that you assign high security to this program.

This program updates the Position Budget Detail table (FO8111). It does not update the employee
history tables or the Employee Master Information table (F060116).

» To correct employee position activity

From the Daily Processing menu (GO8BP1), choose Enter Employee Activity.

1. On Work With Employee Activity, to locate the employee record, complete the following
field and click Find:

o Employee Identification

2. Choose the current activity record and click Select.

PeopleSoft.

(=
Enter Employee Activity - Employee Activity

oK Cancel Tools

B X &

Home Business Linit | g Corparate Acministration
Paosition 1D [ﬁﬁﬁ """""""" Human Resources Manager
Address Mumber |35|;||;| M Dougle, Cathy
Effective From Date oamnaT
b TR Dt | ...............................
Emploves Action :’ """"" Active

AMMUAL PROJECTED
Salary 50,000.00 \s0,000.00
e ﬁu_-lj'ij ........................ !-*i__'l-jﬁ ...............
Lalits iEDED.EIEI [ﬁﬁé-l-j..ﬁ.lj .........................

Requisition Mumber [

|
Remark |

3. On Employee Activity, change the incorrect information in any of the following fields and
click OK:

e Effective Thru Date
e Employee Action
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e Salary

e Full Time Equivalents
e Hours

e Requisition Number

e Remark

If the Effective From and Effective Thru dates are outside of the range of the fiscal date
pattern, you will receive an error message.

Note

As an alternate entry method, you can use the Revise Employee Activity form to correct multiple
position activity records at the same time. To access this form, choose Rev. Emp Activity from the
Row menu on the Work With Employee Activity form.

See Also

a Setting Up System Options in the Human Capital Management Foundation Guide for
information about setting up your system to create position activity records

Q Reviewing the Employee Position Activity Report in the Human Resources Guide for
information about reviewing all of the position activity for each employee within your
organization

Reviewing Position Budget Information

To ensure that the salary amounts that you defined in your position budgets compare favorably to the
actual salaries of the employees in those positions, you should periodically review position budget
information. You can review this information for a specific business unit or position, or by the
activity involving the position.

When you review position budget information, the system displays projected year-end salary amounts
that you can compare with budgeted amounts. The system calculates these amounts based on
employees' annual salaries and their associated effective dates. The system calculates projected year-
end amounts by adding together the prorated annual salaries for all of the employees who served in
the position during the year. If an employee does not work an entire year in the same position, the
system prorates the employee's annual salary for the amount of time that the employee worked in the
position during the fiscal year.

For example, assume that the following conditions exist:

e Position A2 (accountant) pays an annual salary of 42,000.

e (Cathy worked in position A2 from January 1 through April 30 (85 days multiplied by 8 hours
= 680 hours), so her projected annual salary for that position is 13,729.20 (42,000 divided by
2080 = 20.19; 20.19 multiplied by 680 hours = 13,729.20).

e The position was vacant from May 1 to May 31.
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e George worked in position A2 from June 1 through December 31 (153 days multiplied by 8
hours = 1224 hours), so his projected annual salary was 24,712.56 (42,000 divided by 2080 =
20.19; 20.19 multiplied by 1224 hours = 24,712.56).

The system calculates the projected year-end amount for position A2 as 38,441.76 (13,729.20 plus
24,712.56).

Reviewing Position Budget Information by Business Unit

To compare budgeted amounts for salaries, FTEs, hours, and headcount to the corresponding actual
amounts that are projected through year-end, you can review position budget information by business
unit. To determine whether you are likely to remain within position budget amounts through the end
of the fiscal year, you can also review projected year-end salary amounts for each business unit.

A positive open amount for salary, hours, headcount, or FTE indicates that you are under budget for
the fiscal year. A negative open amount indicates that you are over budget for the fiscal year.

» To review position budget information by business unit

From the Daily Processing menu (GO8BP1), choose Business Unit by Organization.

1. On Work With Business Unit by Organization, complete any of the following fields and click
Find:
e Company
e Fiscal Year
e Level of Detail
e Division
e Home Business Unit

2. Review the information in the following fields:

¢ Financials Budget

e Position Budget

e [Effective Budget

e Projected At Year End

Reviewing Position Budget Information by Position

To compare budgeted amounts for salaries, FTEs, hours, and headcount to the corresponding actual
amounts that are projected through year-end, you can review position budget information by position.
You use this information to determine whether you expect to meet or exceed your position budgets
through the end of the year.

A positive open amount for salary, hours, headcount, or FTE indicates that you are under budget for
the fiscal year. A negative open amount indicates that you are over budget for the fiscal year.

The system calculates the budgeted and projected amounts by using the fiscal year that you enter on
the form. If you do not enter a fiscal year, the system uses the default fiscal year for the company that
is associated with the home business unit that you entered.
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» To review position budget information by position

From the Daily Processing menu (GOSBP1), choose Positions by Business Unit.
1. On Work With Positions by Business Unit, complete the following fields and click Find:

e Home Business Unit
e Fiscal Year

2. Review the information in the following fields in the detail area:

e Position ID

e Description

e Open FTE

e Salary Budgeted

e Salary Eff. Budgeted
e Salary Projected

e FTE Budgeted

e FTE Projected

e Headcount

Defining Next Year's Position Budget

From the Position Control Adv/Tech Operations menu (GO8BP3), choose Create Next Year's
Positions.

Although a position budget is valid for only one fiscal year, you do not need to manually enter
position budget information each year. You can choose from several options to automatically
generate the next fiscal year's budget amounts. For example, when the position budget information for
next year will be the same as the corresponding information for the current year, you can save time by
running a program that automatically creates position budgets for the next fiscal year. These position
budgets can be based on the position budgets for the current year in the Position Master table
(FO8101) or on the position activity records in the Position Budget Detail table (FO8111). If your
position budget is increasing or decreasing by a consistent amount, you can set processing options to
increase or decrease the new budget amount and the new budget FTEs, hours, and headcounts by flat
percentages.

When you run this program, the system performs the following operations:

o Creates the position, fiscal year, home business unit, position ID, and description

e Prints an exception report that lists any existing positions that have effective-through dates
that are prior to the end of the current fiscal year

e Creates a position accounts table for the next fiscal year (optional)

Depending on how you set the processing options, the system does not create budgets for the
following positions:

e Closed positions

e Vacant positions that had no activity during the year
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The system generates an exception report that lists the positions for which no budgets were created.

Prerequisite

O Setup the fiscal date patterns for the next fiscal year. See Setting Up Fiscal Date Patterns in
the General Accounting Guide.

O Set up a salary default source in your system options. See Setting Up System Options in the
Human Capital Management Foundation Guide.

Processing Options for Create Next Year's Positions (R081820)

Dates Tab

These processing options allow you to specify the year on which you are basing new position budgets
and the year for which you are calculating them, as well as the effective date for pay rates or pay
grade steps.

1. Current Fiscal Year

Use this processing option to specify the year on which you are basing new position
budgets. Typically, this is the current year. Enter the last two digits of the year.

2. Fiscal Year

Use this processing option to specify the year for which you are creating position budgets.
Typically, this is the next fiscal year. Enter the last two digits of the year.

3. Effective Dates for Pay Rates or Pay Grade Step

Use this processing option to specify the effective date of the pay rates or pay grade steps
that you are using to create next year's position budget.

Enter a date in this field only if you use the pay rate or pay grade step methods of salary
calculation.

Process Tab

These processing options allow you to specify the positions for which you are going to create
budgets, and the table from which you create the budgets.

1. Select Position Budgets - Press F1 for valid values

Use this processing option to specify the positions for which you want to budget and
whether you want the budgets created from the Position Master table (FO8101) or the
Position Detail table (FO8111). The Position Master table contains budgeted amounts,
while the Position Detail table contains the actual amounts. Valid values are:
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1 All position budgets (default)

2 Position budgets with current activity

Options 1 and 2 generate budgets from the Position Master table. If you choose option 1,
the system will calculate budgets for all positions in the Position Master table. If you
choose option 2, the system will calculate budgets for positions that have at least one
active employee in the Position Detail table.

3 Position budgets with activity during the year

4 Position budgets with current activity

Options 3 and 4 generate budgets from the Position Detail table. If you choose option 3,
the system will calculate budgets for positions that have had activity during the year, even
if the positions are currently vacant. If you choose option 4, the system will calculate
budgets only for positions that have current activity for the year.

2. Create Budgets for Prior Positions
Blank = Do not create budgets for prior positions
1 = Create budgets for prior positions

Use this processing option to specify whether to create budgets for positions that ended
prior to the beginning of the new fiscal year. A position ended prior to the beginning of the
new fiscal year when the Thru Date for that position is prior to the beginning of the new
fiscal year. An exception report will list all positions that are created in this manner. Valid
values are:

Blank Do not create budgets for prior positions.
1 Create budgets for prior positions.

3. Create Position Accounts
Blank = Do not create position accounts
1 = Create position accounts

Use this processing option to specify whether to create position accounts, in addition to
position budgets, for the new fiscal year. Position accounts let you allocate your position
budgets by percentage to various accounts in the General Accounting system. Valid values
are:
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Blank Do not create position accounts.

1 Create position accounts.

Options Tab

These processing options allow you to specify the percentages by which to change previous budget
amounts.

1. Percent Change in New Budget Amount

Use this processing option to enter the percent of increase or decrease from the old to the
new budget amounts. Enter percentages as whole numbers. Use a negative number to
indicate a decrease. For example, enter 5 for a 5% increase or enter -5 for a 5% decrease.

2 . Percent Change in Full-Time Equivalents (FTE's), Hours, Headcount

Use this processing option to enter the percent of increase or decrease from the old to the
new values for full-time equivalents, hours, and headcount.

Enter percentages as whole numbers. Use a negative number to indicate a decrease. For
example, enter 5 for a 5% increase or enter -5 for a 5%decrease.

See Also

Q Creating Parent/Child Relationships by Employee in the Human Capital Management
Foundation Guide for information about defining organizational structures by employee

Working with Parent/Child Relationships by Position

To provide executives and managers with a summary of the reporting relationships within your
organization, you can define an organizational structure that shows the flow of information within
your organization. You can create an organization structure that shows reporting relationships among
the positions within your organization. These relationships are called parent/child relationships.

Prerequisite

O Setup parent/child structure types in user defined code list 01/TS. See Understanding User
Defined Codes for Human Capital Management Systems in the Human Capital Management
Foundation Guide.
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Creating Parent/Child Relationships by Position

To show the reporting relationships among different positions within your organization, you can
create parent/child relationships by position. For example, you can organize a reporting structure in
which you define group leaders as parent positions to programmer analysts. The group leaders are, in
turn, child positions to a department manager.

Defining parent/child relationships by position eliminates the need to continually revise an
organizational structure when individual employees change jobs.

You can create parent/child relationships at any time that your management requires. For example, if
your organization is in the process of resizing, you might need to create a parent/child relationship
that shows the number of positions that report to the first-level managers and distribute that structure
to all of the managers.

» To create parent/child relationships by position

From the Daily Processing menu (GO8BP1), choose Position ID Structure Inquiry.

Pl St

Position ID Structure Inquiry - Position 1D Structure Inquiry

Select  Find Close Row  Tools

v @ X B B

Home Business Unit Carporate Administration Fiscal Year  [05
Farent Position 1D I
Records 1- 16 BB E
’7 Position . o ’W{W’% BL.ldget Budgeted
(Home Business Unit) BU 1} Description Status FTE
o EQ 041 (31 9 0A1 Accounting Manager A 1.00
[0 F-8 043 (9) 9 0A3 Financial Analyst A 1.00
&/ -8 0P-2 (3 9 0p-2 Accounts Payable Clerk A 200
o - €% 0P-2 (3) 9 0OP-3 Accounts Receivable Clerk A 2.00
(@) -8 M2 () 9 1m-2 IT Manager A 1.00
o/ ...@ 2H-1 (3) 3 2H-1 Huran Resources Manager A 1.00
(@) ...@ 3H-2 (3 9 2H-2 Employment Representative A 1.00
@] -8 2H-4 () 9 IH-4 Benefits Specialist A 1.00
9/ F-¢8 2H-5 (9) 3 2H5 EEQ Specialist A 1.00
[0 E- €8 441 (9) 9 441 Administrative Assistant A 3.00
@] ¢ Bn-1 (9) 9 BM-1 Maintenance Engineer A 1.00
o/ i-¢8 93-2 (4) 9 852 Sales Representative A 3.00
L9 748 Al (9) 9 Al President A 1.00
L9 A6 043 (9) 9 0A-3 Financial Analyst A 1.00
@ o 0P-2 (3) 9 0p-2 Accounts Payahble Clerk A 2.00
[0 -"!3 OP-3 (3) 9 0p-3 Accounts Receivable Clerk A 2.00
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On Position ID Structure Inquiry, to locate the positions for which you are creating
parent/child relationships, complete the following fields and click Find:

e Home Business Unit
e Fiscal Year

To limit the positions that appear, complete the following field and click Find:
e Parent Position ID

In the detail area, choose a parent or child position, and click Select.

PeopleSoft,

Position ID Structure Inguiry - Structure Revisions
Ok Find Delete Cancel Tools

B & 1 X &

Parent Business Unit g Conporate Administration Fiscalear |gg
Parent Position ID 041 Accounting Manager

o |EIA 3 Financial Analyst

f" op-2 Accounts Payable Clerk g
(@ ap-2 Accounts Receivable Clerk g
~

On Structure Revisions, verify the information in the following field and click Find:
e Parent Position ID

You can change the information in this field if you need to work with a different parent
position.

Complete the following fields in the detail area for each child relationship and click OK:

e Position ID
e Home Business Unit

On Position ID Structure Inquiry, click Find to refresh the information in the detail area.

Review the structure that you created.
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Reviewing Parent/Child Relationships by Position

After you define parent/child relationships by position, you can analyze the reporting relationships
among the positions in your organization by reviewing the following structures:

e A single-level hierarchy that shows only the subordinate positions that are directly
subordinate to a parent position

e A multiple-level hierarchy that shows all of the subordinate positions that are directly
subordinate to a parent position and also all of the positions that report to each subordinate

» To review parent/child relationships by position

From the Daily Processing menu (GO8BP1), choose Position ID Structure Inquiry.
1. On Position ID Structure Inquiry, complete the following fields and click Find:

e Home Business Unit

e Fiscal Year
2. To limit the positions that appear, complete the following field and click Find:
e Position ID

3. To review the employee number of the employee who is currently in a position, choose the
position in the detail area, and then choose Current Incumbents from the Row menu.

4. On Current Incumbents, review the information in the detail area.

Purging Position Information

If your system contains out-of-date position records, you can purge these records, or you can clear
space on your system by archiving position records and moving them to magnetic tape or to an
alternate backup system. You can also create a report of the records that this program will purge
before you actually purge them.

Purging Positions
From the Position Control Adv/Tech Operations menu (GOSBP3), choose Purge Positions.

To purge outdated positions from the Position Master table (F08101), run the Purge Positions
program (R0808151). For example, you can purge records from past years that are no longer relevant.
You can also purge all of the position records from a certain fiscal year or select which records to
purge using data selection.
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Processing Options for Purge Positions (R0808151)

Purge Positions

1) To create a report and delete the Position Master records enter '1'. To create a report,
delete the Position Master records and save it to a purge table enter 2'. Default of blank
will only create the report.

* Important Note * When choosing "2, the purge table is named FO8101P. This table is
created every time the user chooses "2'. However, it is important to remember that the
purge table is over written every time the program is executed.

Purging Position Activity

From the Position Control Adv/Tech Operations menu (GO8BP3), choose Purge Position
Activity.

To purge employee position-activity records that are no longer needed, run the Purge Position
Activity program (R0808161). For example, you might remove records of former employees.

Processing Options for Purge Position Activity (R0808161)

Purge Activity

1. Enter a Blank to only create a report (default); Enter "1" to delete records from the
Position Budget Detail table (FO8111); Enter "2" to delete records from the Position
Budget Detail table and save the deleted records in a purge table. A report is always
created.

Important Note: The purge table is FO8111P. It is purged and over-written every time this
program is run with Purge Activity ="2".

Reviewing Position Control Reports

To ensure that the salary amounts that you defined in your position budgets compare favorably with
the actual salaries, FTEs, hours worked, and headcount of the employees in those positions, you
should periodically review position budget information. To do this review, you can print position
reports. You can review this information for current, previous, or future fiscal years.

You can also use position reports to review the most recent changes that have been made to position
budgets.
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Reviewing the Open Amounts by Position Report (R081420)

From the Daily Processing menu (GOSBP1), choose Open Amounts by Position.

To review position information for salaries, FTEs, and hours worked, print the Open Amounts by
Position report. Use this information to compare budgeted amounts with projected amounts through
the fiscal year end. The report displays open amounts, which are the differences between budgeted
and projected amounts.

The system calculates the projected amounts depending on the fiscal year for which you defined the
position. When it calculates these amounts, the system uses the fiscal date pattern for the company
with which the position is associated. The system uses the beginning of the fiscal year date and the
end of the period-14 date for the fiscal date pattern as the start and end date ranges for the position's
fiscal year. All position activity records that overlap the ranges are included in the projection
calculations.

Processing Options for Open Amounts by Position (R081420)

Options

1. A value of '1' will show Effective Budgeted Amounts. A default of blank will show
Budgeted Amounts.

Reviewing the Cross-Year Budget Comparison Report
(R081430)

From the Daily Processing menu (GOSBP1), choose Cross Year Budget Comparison.

To simultaneously review the position budgets for two fiscal years, print the Cross-Year Budget
Comparison report. You can compare the budget information for two years in a side-by-side format.
The report also displays the percentage change in each budget from one fiscal year to the next.

The system calculates the percentage change amounts by dividing the difference between the budget
amounts for each year by the first year's budget amount, as it appears in the left column of the report.

Processing Options for Cross Year Budget Comparison (R081430)

Options

1. Enter the first fiscal year (two digits) to be displayed.

2. Enter the second fiscal year (two digits) to be displayed.
Amounts

1. Effective/Budgeted Amounts

Blank = Budgeted Amounts
1 = Effective Amounts
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Reviewing the Position Control Comparison Reports
(R081440)

From the Daily Processing menu (GOSBP1), choose Position Control Comparison.

The demonstration data that is included with the Human Resources system includes the following
three versions of the Position Control Comparison report:

e Position Control Headcount. Use this version to compare the current headcount for your
positions to the budgeted headcount for the next fiscal year. Use this information to determine
whether you need to do either of the following:

e Hire additional employees to fill a position
e Request approval for additional headcount for a position

e Position Control Budgeted FTE. Use this version to review current position activity and
compare it to the FTEs that you budgeted for the upcoming fiscal year. Use the information to
determine whether you need to do either of the following:

e Hire additional employees to fill a position
e Request approval for additional FTEs for a position

e Position Control Effective FTE. Use this version to review current position activity and
compare it to the effective FTEs for a specific fiscal year. This version is the same as the
Position Control Budgeted FTE version, except that it uses effective FTEs instead of
budgeted FTEs.

Processing Options for Position Control Comparison (R081440)

FTE/Headcount

1. Enter the fiscal year(two digits) whose budgeted FTE or Headcount will be compared
to the current FTE or Headcount.

2. Enter the Type of report you would like to see. Blank (default) = FTE, 1 = Headcount

3. For the FTE report which would you like to see Effective or Budgeted amounts. Blank
(default) = Effective, 1 = Budgeted

Reviewing the Position Budgets Report (R081460)

From the Daily Processing menu (GOSBPI), choose Position Budgets.

To review by fiscal year the position budgets that are established for all business units and positions,
print the Position Budgets report. Use this information to verify that your position budgets are correct.
Y ou might also use this information for reference when you are preparing your position budgets for
next year. You can print one version of this report to review annual position budgets and another to
review effective position budgets.
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Processing Options for Position Budgets (R081460)

Pos Control
1. Budgeted/Effective Amounts

Blank = Effective Amounts
1 = Budgeted Amounts

Reviewing the Employee Position Activity Report (R081480)

From the Daily Processing menu (GO8BPI), choose Employee Position Activity.

To review all of the position activity for each employee within your organization, print the Employee
Position Activity report. You can analyze employee movement among positions and determine
whether you need to hire additional employees or reduce the headcount for a position.

You can choose to sort this report either by employee last name or by employee number.

Data Selection

Y ou should specify only one fiscal year for this report. Do not specify a range. If you specify a range
of fiscal years, the report does not indicate which records are associated with each fiscal year.

Reviewing the Position Budgets by Job Type and Step
Report (R081470)

From the Daily Processing menu (GOSBPI), choose Position Budgets by Job Type & Step.

To review the position budgets for all business units and positions for each job type and job step
within your organization by fiscal year, print the Position Budgets by Job Type & Step report. Use
this information to verify that your position budgets are correct. You might also use this information
for reference when you are preparing your position budgets for next year.

Processing Options for Position Budgets by Job Type & Step (R081470)

Budget

1. Enter "0" or leave blank to show Effective Amounts, or "1" to show Budgeted Amounts
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Compensation Management

To adequately budget for employee salaries, you must plan for employee pay changes and assess the
financial impact of those changes on your salary budget.

Compensation management feature is a flexible salary-planning tool that improves the salary review
process for both the human resources department and management. A human resources representative
begins the salary review process by setting up all the rules and constants that define eligibility, and
the guidelines for using the system. Before processing a compensation review, the human resources
representative must first build work tables. After building these work tables, the human resources
representative can grant managers access to them.

Each time that a manager accesses the system, a visual indicator identifies any data changes that have
been made to the employee master records so that the manager is certain to have the most current
employee information for making salary recommendations.

Managers can use compensation management to create compensation review models with different
"what if" scenarios and save their work to a master model, a private model, or a public model. The
master model is used to approve and update the salary recommendations to live tables. Private models
are visible only to the person who created them. Public models are predefined by the human resources
department. The public models allow private models from multiple managers to be consolidated
without committing the salary review to the master model. Upper-level managers can look at public
models to see the combined salary review recommendations from multiple supervisors without
having to open the individual models of each of the lower-level managers.

The compensation management feature gives human resources representatives more control over the
salary-planning process while freeing them from administrative tasks that are historically associated
with salary planning. The benefits to the human resources department include:

e Human resources representatives can define the parameters under which supervisors can
operate, thereby removing the human resources department from the process of manually
looking for any activities that are outside the guidelines.

e Real-time information automatically updates supervisor rosters and budgets.

e Online forms save time and prevent security risks that are associated with mailing employee
information.

Benefits to supervisors include the following:

e A Web-based user interface allows supervisors to plan salaries or approve recommendations
from any location.

e Real-time information gives supervisors the most current data on which to base decisions.

e Online guidelines with visual indicators help supervisors make informed decisions and give
them instant feedback about their recommendations.

e Summary information immediately tells supervisors whether the salary information that they
and their subordinate supervisors are entering is within the salary budget.

e Upper management can review the progress of the staff from a budget and salary review
perspective.
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The compensation management feature can improve the salary review process for both the human
resources department and management.
See Also

a Compensation Management Self-Service Considerations in the Human Capital Management
Self-Service Guide

Setting Up Compensation Management

Before you use the compensation management feature, you must define critical information that the
system uses for processing. You set up this information to meet specific needs of your organization.
Prerequisites

0 Define the system options for pay rate edit and position control. See Setting Up System
Options in the Human Capital Management Foundation Guide.

o Define increase type eligibility. See Setting Up Eligibility Tables in the Benefits Guide.

Setting Up Common Settings for Human Capital Management

You use the common settings for human resources to control specific features of several human
resources processes, such as benefits enrollment, compensation management, and self-service
programs.

Setting up the common settings updates the Common Settings for HR Employee Self Service
Programs table (F05004).

Common Settings for Compensation Management

Setting up the common settings for compensation management allows you to specify whether the
application performs certain processes, and how.

The following table describes the common settings for data items in the Common Settings for EE Self
Service Appl program (P05004). You can specify the current settings for these data items for
compensation management.

Eligibility Override If you want the salary of an employee whose eligibility you
Reflected in Budget overrode to be included in budget calculations, you need to
(CMPBDGT) set this setting to Yes.

Open Compensation When the human resources department gives access to the
Review (CMPOPEN) supervisors to open the compensation review process, you

need to set this setting to Yes. While you are setting up
compensation management and after the managers have
finished the review process, set this setting to No.

Allow Override of To allow the manager to override the default eligibility of an
Increase Eligibility employee for an increase type, set this setting to Yes.
(CMPOVEL)
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Use Prorate Factor in
Compensation Review
(CMPPRFT)

Use Prorate amount as
Spent Amount
(CMPSPNT)

Synchronize
Compensation Work
Tables (CMPSYNC)

Turn Off Add New
Employee to Workfile
(CMPEEWF)

See Also

To use prorate factors in the compensation review, set this
setting to Yes.

If you chose to use prorate factors and you want the prorated
amount to be reflected in the spent calculations, set this
setting to Yes. If you want the full increase amount to be
reflected in the spent calculations, set this setting to No.

Use this common setting to indicate whether to synchronize
the compensation work tables with employee changes. After
the compensation work tables are built, set this setting to Yes
to keep the compensation review work tables synchronized
with the employee changes that you made to the employee
master table. After the human resources department closes
the compensation review process to the managers, set this
setting to No.

If you do not want to add new or changed employee records
to the Compensation RootWork Table (FO8830WF), set this
common setting to Yes. The system adds the records when
this setting is set to No.

a Setting Up Compensation Management in the Human Resources Guide

» To set up common settings for human capital management

Use one of the following navigations:

From the Self Service Setup menu (GO5SBESS4), choose Common Settings for EE Self Service

Appl.

From the Compensation Mgmt System Setup menu (GOSCM14), choose HRM Common Settings.

1. On Work With HRM Common Display Settings, choose the row containing the data item for
which you want to change the current setting and click Select.

You cannot delete these data items from the system.

PeopleSoft.

Common Settings for EE Self Service Appl - System Contro
Ok Cancel Tools
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On System Control — Revisions, click the Yes or No option to specify the current setting and
then click OK.

On Work With HRM Common Display Settings, click Add to add extra data items.

Any data item that you add must already exist in the system.

On System Control — Revisions, complete the following field:
e Data Item

Click the Yes or No option to specify the current setting and then click OK.

If you need to remove a data item that you have added, on Work With HRM Common
Display Settings, choose the data item and click Delete.

When you click Delete, the system only removes the data item from this form. You cannot
delete system-supplied data items from the system.

Setting Up the Additional System Options

To control certain aspects of the compensation review process, you need to set up two additional
system options for compensation management. You set up one system option to specify whether to
allow increase amounts to be outside of the guideline range and, if you allow the amounts to be
outside the range, whether to issue a warning or a hard error. You set up the second system option to
specify the date on which to base the calculation of the length of service.

» To set up the additional system options

From the Compensation Mgmt System Setup menu (GOSCM14), choose HRM System Options.

1.

On Work with HRM Foundation System Options, choose HR Addl. Options from the Row
menu.

On Human Resources Additional Options, complete the following fields in the Compensation
Management group box, and then click OK:

e Increase Guideline Edit

e Based on Date(Length of Service)
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PeopleSoft. S
HRM System Options - Human Resources Additional Options
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Defining Increase Type Guidelines

Organizations often have specific guidelines for the kinds of compensation increases that employees
are eligible to receive. These guidelines can be based on a number of evaluation factors, such as
length of service, performance appraisal ratings, and the amount of time served in a current position.
Often, several factors determine an employee's compensation increase.

To track the guidelines that are used in determining employee increases and to assist in administering
compensation increases that are within those guidelines, you can create increase guideline tables to
define the types of increases that employees are eligible to receive. Managers will then use these
guidelines to make salary decisions.

You can create increase guideline tables to facilitate the following compensation increase scenarios:

e You can set up increase guideline tables using ranges for one evaluation factor. For example,
if your company bases compensation increases on length of service alone, a table with
established ranges for one evaluation factor, such as length of service, can store all of the
necessary increase guidelines.

e You can set up increase guideline tables using ranges for two evaluation factors. For
example, if your company bases compensation increases on length of service and
performance appraisal rating, a table with established ranges for both of these evaluation
factors can store all of the necessary increase guidelines.
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Note

These tables are for informational use only and are not used by the system to calculate actual
employee compensation increases. No employee information is updated directly as a result of these
tables.

Example: Increase Guidelines Based on Length of Service

Your organization might have a compensation increase policy that is based on employees' length of
service. For example, assume employees who have been employed between zero and 24 months
receive 5 percent increases, employees who have been employed between 24 months and 60 months
receive 7 percent increases, and employees who have been employed for more than 60 months
receive increases of 10 percent.

To help administer this policy, you can set up an increase guideline table that defines the types of
raises that employees are eligible to receive based on their length of service.

Using the evaluation factor of length of service, you can create three different ranges in which to
group your employees. The first range includes all of the employees who have been employed
between .001 and 24 months. The second range includes all of the employees who have been
employed between 24.01 and 60.00 months. The last range, 60.01-9999.00, includes all of the
employees who have been employed more than 60 months.

PeopleSoft.
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Note

You must complete both the Data Item for Column Factor field and the Data Item for Row Factor
field in the Define Increase Type Guidelines program (P08820). If you are using only one evaluation
factor, such as length of service, you must complete both fields with that evaluation factor.
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Example: Increase Guidelines Based on Length of Service and Performance
Ratings

Your company might have a compensation increase policy that is based on employees' length of
service, as well as their performance appraisal ratings. For example, assume that employees who have
been employed between zero and 24 months and have a performance appraisal rating of 80 or higher
are eligible to receive an increase of between 5500 and 6500. Employees who have been employed

between 24 and 60 months and have a performance appraisal rating that is between 65 and 80 are
eligible to receive an increase of between 3500 and 4500.

To help administer this policy, you can set up an increase guideline table that defines the types of

raises that employees are eligible to receive, based on their length of service and their performance
appraisal ratings.

PeopleSoft.

Define Increase Type Guidelines - Increase Guideline Table
QK Delste Cancel Tools

i @ &

X k&

AT T T

Effective Date [p1m10s | Ending Date [tzatns

Desctiption [Performance

Input Methad |$___' Fled Armount

Data ltern for Column Factor |[@ﬁ Length of Service (Months)

Diata Item for Row Factar iﬁﬁ_ T Porformance Appraisal Level
Diefine rangas far Length of Service (Manths)
Rangel:  Fram [EI.EIEH Through 24000 Ranged: From | Through |
Range2:  From  [z4p01 | Through £0.000 Ranged:  From Through |
RangeX  From 50,001 Through [5.999000  Ranges:  From 1 Through |

Records 1-3
65.000 80.000 2,500.000 3,500.000 3,500.000 4,500.000 4,500.000 5,500.000

l' | B0.001 | 9,999.000 | 5,500,000 | 6,500,000 | 6,500,000 | 7500000 | 7.500.000 | 2,500.000 |
r
4 |

Using this increase guideline table helps to ensure that each employee receives the proper increase.
For example, you can determine what the compensation increase should be for an employee who has
been employed for 48 months and has received a 78 on the most recent performance appraisal. Using
the previous example, this employee is eligible to receive an increase of between 3500 and 4500.

The factor that you use as the column factor or the row factor does not matter. Changing these factors
does not affect the outcome of the table information; only the way that the information appears on the
table affects the outcome. If you change the display of the evaluation factors, the table displays the

information differently. However, an employee who has been employed for 48 months and received a

78 on the most recent performance appraisal is still eligible to receive an increase of between 3500
and 4500.
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» To define increase type guidelines

From the Compensation Mgmt System Setup menu (GOSCM14), choose Define Increase Type

Guidelines.

1. On Work with Increase Guideline Tables, click Add.

PeopleSoft.

Define Increase Type Guidelines - Increase Guideline Table

im

O Delete Cancel Tools

B 01 X &

Guideline table code
Effective Date Ending Date ,7
Description |
Input Method
Data ltern for Column Factor
Drata ltern for Row Factar
Define ranges for Column Factor
Rangel: Fram Thraugh Ranged: Fram | Through |
Range: From Through Ranges: From liThrough
Range3:  From Through [ | Range&:  From | Through |
Records 1-1 Custo
. Range1 Rangel Range2 Range2 Range3 Range3 i
Row Factor From Row Factor Through Low limit High limit Low limit High limit Low limit High limit
N | | | | | I |
3

| b

2. On Increase Guideline Table, complete the following fields:

e Guideline table code

e Effective Date

e Description

e Input Method

e Data Item for Column Factor

e Data Item for Row Factor
3. Complete the following optional field:

e Ending Date

4. To define a range for the column factor that you specified, complete the following fields:

e From
e Through

5. To define additional ranges for the column factor, complete the same fields for the other

ranges.

6. To define a range for the row factor that you specified, complete the following fields:

e Row Factor From
e Row Factor Through

e Rangel Low limit
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e Rangel High limit

7. To define additional ranges for the row factor, complete the High and Low limit fields for the
ranges that you chose in step 5.

8. Click OK.

Defining Increase Type Rules

After you set up your increase guideline tables, you need to identify your increase type rules.
Organizations often have specific rules for the types of compensation increases that employees are
eligible to receive. These rules can include eligibility rules, whether a job title change is allowed,
rounding rules, salary guidelines, budget allocation, and the date on which a prorated factor is
calculated. You set up the increase type rules to define the default information for a specific increase

type.

» To define increase type rules

From the Compensation Mgmt System Setup menu (GOSCM14), choose Define Increase Type
Rules.

1. On Work With Increase Type, click Add.
2. On Increase Type Rules, complete the following fields:

e Increase Type Code
e Company
e Effective Date

The system date is the default effective date.

e Increase Type Description

The system completes this field with the Increase Type Code description.

3. To allow job title changes, click the following option to turn it on:
e Allow Job Title Change

You allow a job title change only on increase types that also involve a job change, such
as a promotion.

4. Complete the following optional fields.

e Home Business Unit

e Ending Date

e Budget Allocation%

¢ Rounding Rule Code

e Eligibility Table

e Increase Guidelines table

e Date to base prorate on
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5. Click the following option to turn it on, and then click OK:

e Allow prorate factor greater than 1.00

Setting Up the Approval Hierarchy
You set up the approval hierarchy to specify approval rules for an approval type and to identify who
will be the highest authority for giving final approval to the compensation review. This person is

usually someone in the human resources department.

» To set up the approval hierarchy

From the Compensation Mgmt System Setup menu (GOSCM14), choose Define Approval

Hierarchy Setup.
PeopleSoft.
Define Approval Hierarchy Setup - Approval Hierarchy i

oK Find Delete Cancel Tools

B & O X &

Approval Type COMP Compensation
Home Company 0oonl FinancliafDistribution Company

Home Business Unit *

Records 1-2 Customize Grid
Approual Approval Type Home: Home Level Level Highest Highest Authority
Type De=cription Company |Business Unit From To Authorrty Description
i+ COMP Compensation oooog 7500 McDougle, Cathy
-

1. On Approval Hierarchy, complete the following fields in the detail area:

e Approval Type
e Home Company

2. Complete the following optional fields:

e Home Business Unit
e Level From
o Level To
e Highest Authority
3. Click OK.

Note

The system ignores the Level From and Level To fields. A supervisor cannot submit work for
approval until the work for all subordinates is submitted. When a supervisor submits a compensation
review, all levels of supervisors below the submitting supervisor must have approved it.
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Defining Public Models

If you plan to use public models, you must define them in UDC table 08/PM during setup. These
models are visible to all managers in the management chain.

The public model allows higher-level supervisors to open the model and view your work. When you
save the model as a private model, you are the only person who has access to that model. You use the
public model so that higher-level managers can make modifications and return the model to the
originator. After you have incorporated all of the changes that you want to make, you create a master
model. Only a master model can be submitted for approval. You cannot change the master model
after you submit it.

See Also

Q User Defined Codes in the Foundation Guide for complete instructions for setting up user
defined codes.

Defining the Performance Appraisal Scale

Organizations often have specific scales for employee performance appraisals. You set up
performance appraisal scales to define the scales that are valid for your company.

» To define the performance appraisal scale

From the Compensation Mgmt System Setup menu (GOSCM14), choose Scale Information.
1. On Work With Scales, click Add.

PeopleSoft.

Scale Information - Review Scales
Ok Cancel Tools

X &
. T
el

High Walue [5.000

Description  [Five Point Performance Scale
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2. On Review Scales, complete the following fields, click OK, and then click Cancel:

e Scale

e Low Value
e High Value
e Description

3. On Work With Scales, locate and choose the record that you just added in the detail area, and
then choose Define Levels from the Row menu to define the levels for the scale.

4. On Define Competency Levels, complete the following fields, and then click OK:
e Low Value

e High Value

Generating the Employee/Supervisor Relationship Table

From the Compensation Mgmt Advanced & Tech Oper menu (GOSCM13), choose
Employee/Supervisor Relationship Build.

Before you open the compensation review process to the managers, you need to build the
Employee/Supervisor Relationship Level table (F05840) to generate a list that shows the hierarchy of
management above each active employee, based on the information in the Employee Master
Information table (F060116). The system deletes any existing records prior to writing the employee's
records. One record is written for each manager above the employee. The employee's immediate
supervisor is written with a level 1, the supervisor's supervisor is written with a 2, and so on.

The Employee/Supervisor Relationship Level table does not automatically reflect any changes made
to the Employee Master Information table; therefore, you should build it nightly during the time that
the compensation review process is open so that the table is always current.

The processing option must be set before you run the program. When a supervisor has given notice or
is going to be terminated, you must decide when to remove the supervisor’s name from the
employee/supervisor relationship level table. Use Days Prior To Termination processing option to
specify how many days prior to termination you want to exclude the supervisor from the table build.
Any records for supervisors who have termination dates within the specified time period are not
written to the table and are included in the exception report.

Processing Options for Employee/Supervisor Relationship Build (R05846)

Process Tab

This processing option specifies whether a terminated supervisor is included in the hierarchy that the
workfile creates.

1. Days Prior To Termination

Use this processing option to specify the number of days prior to a supervisor's termination
that the system continues to include the supervisor in the Employee/Supervisor
Relationship Level table (F05840).
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Generating Compensation Review Work Tables

From the Compensation Mgmt Advanced & Tech Oper menu (GOSCM13), choose Compensation
Review Work Tables Build.

You run the Compensation Review Work Tables Build program (R08830) to generate a list of the
employees who will be reviewed. These work tables give the managers easy access to all of the
information that you have set up during their compensation review process. When you build the work
tables, the system reviews each employee's home company and home business unit to establish the
available increase types for the employee's organization. For each increase type, the increase type
rules specify whether to test for the employee's eligibility, calculate prorate factors, determine salary
guidelines from the employee's performance appraisal, calculate budget allocation, and allow job title
change. You can specify whether to globally apply the budget allocation percentages for the increase
types as the recommended increase amounts. The recommended increase amounts are the basis for
salary planning for the supervisors and can be overridden in the compensation review if you have
allowed overrides during setup.

Set the CMPSYNC common setting to Yes to synchronize compensation work tables. When the
compensation work tables are synchronized, any changes made to the Employee Master Information
table (F060116) are automatically reflected in the compensation work tables.

See Also

a Setting Up Common Settings for Human Capital Management in the Human Capital
Management Foundation Guide

Processing Options for Compensation Review Work Tables Build (R08830)

Default Values Tab

These processing options specify default effective dates for the compensation review work tables.

1. New Increase Effective Date (Required)

Use this processing option to enter the new effective date of the increase, which the system
uses for history tracking only.

2. Next Increase Effective Date

Use this processing option to enter the next increase effective date.

Edits Tab

These processing options specify whether to apply global increases and whether to clear
compensation work tables prior to building new work tables.

1. Apply Global Increase
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0 = Do not apply global increase
1 = Apply the increase budget allocation
2 = Apply the increase guideline average

Use this processing option to determine whether to apply global increases as starting
recommended increases. Valid values:

Blank

Do not apply global increases.

1

Apply the increase budget allocations.
2

Apply the increase guideline average.

2. Clear Compensation Review Work Tables Build

0 = Do not clear
1 = Clear

Use this processing option to specify whether to clear the Compensation Review Work
Tables Build table (R08830).

Print Option Tab

This processing option specifies the print format for the Compensation Review Work Tables Build
report.

1. Print Option
0 = Print summary of employee count

1 = Print summary by employee
2 = Print increase details by employee

Use this processing option to specify the format for the report. Valid values are:

Blank

Print a summary of the employee count.
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1
Print a summary by employee.
2

Print increase details by employee.

Working with Compensation Management

The compensation management feature is a salary-planning tool that empowers managers or human
resources administrators to make salary decisions based on real-time information. The system also
provides a flexible Web tool that allows managers to make adjustment recommendations to
employees' salaries.

The compensation review process begins when the human resources administrator sets up the rules
and constants that define eligibility and guidelines for the use of the system. The administrator builds
compensation review work tables to set up your organization's user-defined matrices for eligibility
and increase guidelines. After the review work tables are built, the human resources administrator can
grant supervisors access to them. While the salary review process is open, supervisors are notified of
any changes made to the Employee Master Information table (F060116) each time that they access
the system. Therefore, supervisors are confident that they are making salary recommendations using
the most current employee information. In addition to an online visual indicator of data changes,
supervisors also receive e-mails that advise them of the changes.

As a human resources administrator, you can use this application to review or change salary records
of any employee. Managers using this tool can review and change only the salary records of
employees who report to them. You can review each employee individually or use the quick entry
feature to review the entire group at once. When you use the quick entry feature, you can apply global
increases that are based on the criteria that you choose (for example, a 5 percent merit raise to all
employees who are rated as outstanding).

For both input methods, you can review online the spent and remaining budget. The system displays
this information for each increase type and for the total of all of the increase types. When the
managers are finished making and approving compensation recommendations, the human resources
administrator turns off supervisor access to the compensation management programs, and then runs a
batch process to update the information to the active tables and to archive the salary planning
information to historical records.

The Compensation Review Workbench program (P08826) is the initial entry point for the all of the
Compensation Management features in PeopleSoft EnterpriseOne software. It provides centralized
access to the tools that you need to make salary recommendations, using budgets, rules, and approval
requirements that are defined by the human resources department.

Both managers and human resources representatives can use the Compensation Review Workbench
to perform the following tasks:

e Determine which subordinates are eligible for each type of adjustment
e Review employee history for position, job, and compensation data items

e Review results from employee performance reviews
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e Review the recommended increase amount that the system generates, based on the criteria
that the human resources department sets up

e (Calculate “what if” scenarios for each employee or for all of the employees as a group, and
review the effect of these scenarios on budgets

e Review salary planning information for indirect reports, such as employees who report to

direct subordinates

e Review approval statuses of salary increases for indirect reports

From the Compensation Review Workbench, you can access the following features:

Open

You use the Open feature to choose the compensation review model that
you want to use in the salary planning process. You can choose a public or
private model, or the master model.

Guide

You use the Guide feature to directly access a Web address that you define
in the processing options.

Rating Distribution

You use the Rating Distribution feature to quickly review the average
increase for the increase types and determine how each of the increase
types is distributed to the employees, based on their performance.

Submit

When you have finished with the compensation review, you use the
Submit feature to submit the compensation recommendation to the
supervisor. The system notifies you if the submission has been successful.

Return

You use the Return feature to return a submitted compensation
recommendation to a supervisor. After the review is returned, the
supervisor can make changes to the compensation or return the work of
lower-level supervisors.

Quick Entries

You use the Quick Entries feature to apply global increases, based on
certain criteria, to the employees within a group.

Individual Review

You use the Individual Review feature to complete salary planning work
for an individual.

Prerequisite

O Verify that the human resources administrator has performed the following tasks:

O Setup the information that the system needs for processing. See Setting Up
Compensation Management in the Human Resources Guide.

O Activate the common setting CMPOPEN to give managers access to make compensation
reviews. Managers and supervisors can access compensation information for only their
own employees. See Setting Up Common Settings for Human Capital Management and
Common Settings for Compensation Management in the Human Resources Guide.
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Processing Options for Compensation Review Workbench (P08826)

Process Tab

This processing option specifies the URL for the Compensation Review Guide.

URL for Compensation Review Guide

Use this processing option to specify the URL for the Compensation Review Guide.

New Job Tab

These processing options specify the default values that the system applies to a new job.

1. When changing employee's job, default the new job information.

'0' = Do Not Default
'1' = Default

Use this processing option to specify whether to use the default information for a new job.
Valid values are:

0

Do not default
1

Default

2. Allow Override of Default Job information.

'0' = Do Not Allow
'1' = Allow

Use this processing option to specify whether to allow the supervisor to override the
default information for a new job. Valid values are:

0
Do not allow

1
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Allow

Performance Profile Tab

These processing options specify the appraisal scale name and the performance profile information
that the supervisor is allowed to enter.

1. Performance Appraisal Scale Name (Required)

Use this processing option to specify the scale to use for measuring an employee's level of
proficiency in a particular competency. You define the scale in the Scale Information
program (P05103) as part of setting up the compensation management system. The scale
uses a series of competency levels to represent standards of relative proficiency.

2. Entry of Performance Appraisal

'0'=No
'"1'=Yes

Use this processing option to specify whether to allow a supervisor to enter performance
appraisal information on the Individual Compensation Review form. Valid values are:

0

Do not Allow
1

Allow

3. Entry of Job Competency

'0'=No
'"1'=Yes

Use this processing option to specify whether to allow a supervisor to enter job
competency information on the Individual Compensation Review form. Valid values are:

0

Do not Allow
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Allow

4. Entry of Tier or Ranking

'0'=No
'"1'=Yes

Use this processing option to specify whether to allow a supervisor to enter tier or ranking
information on the Individual Compensation Review form. Valid values are:

0

Do not Allow
1

Allow

Reviewing Salary Recommendations

The Compensation Review Workbench program (P08826) is the initial entry point for the salary
review process. Both managers and human resources administrators use this program. The workbench
provides you with a compensation-planning tool to make salary recommendations using budgets,
rules, and guidelines that the human resources department sets up.

The workbench allows you to perform the following tasks:

e Maintain multiple versions of different salary recommendations
e Review the salary budget allocation, budget spent, and budget remaining by increase types
e Review and change salary recommendations of a specified supervisor

Managers access the Compensation Review Workbench program through the Manager Self Service
menu (GO5SBMSS1). When managers access the workbench, the supervisor field is disabled and the
system automatically supplies the supervisor number.

Human resources administrators access the workbench through the Compensation Mgmt Periodic
Processing menu (GOSCM12). When you use the workbench as a human resources administrator, the
supervisor field is enabled so that you can enter a supervisor number. You can enter a supervisor
number and review the records of the employees who are in that supervisor's reporting structure. You
can then review or change salary recommendations and review summary information about the
employees who report to that supervisor.
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Entering Salary Recommendations for an Individual Employee
You can enter salary recommendations for one individual employee at a time. You can make
modifications to individual eligibility or job titles, based on rules the human resources administrator

set up.

» To enter salary recommendations for an individual employee

Use one of the following navigations:

For HR administrators, from the Compensation Mgmt Periodic Processing menu (GOSCM12),
choose Compensation Review Workbench.

For managers, from the Manager Self Service menu (GO5SBMSS1), choose Compensation Review
Workbench.

1. On Work With HR Compensation Review Workbench or Work With Manager Compensation
Review Workbench, choose one of the following options:

e Direct Reports
e Direct and Indirect Reports

Brople et

Compensation Review Workbench - Work With HR Compensation Review Workbench
Select Find Close  Open  Guide Rating Distr Submit  Quick Ertries Ind Rewviews Form  Row  Tools

v @ X 8 8 ® 3 B @8 0 B B

Model Open: MASTER Wiew: * Direct Reports

Supervisor [rso4 Meadle, Jane " Direct and Indirect Reparts

Mumber of Reports in Review 5

Totals Fromaotion herit
Budyget 8708.8 522528 3483.52 0 0 0
Spent 8600 5200 3400 0 0 0
Remaining 108.8 2528 83.52 0 0 0

& =49 Supervisor =

o E'"':Q Meade, Jane- 7504 o Meade, Jane Abbott, Dorminigue 1 01/01/00
9 £ Escalante, George o) Meade, Jane Dionavan, Andrew 05/01/00 1 05/01/00
L9/ £ Ellis, Jody A- 2479 @] Meade, Jane Ellis, Jody A a7.970 0a/01/04 1 na/a1i04
8 € Abbott, Dominigue- @] Meade, Jane Escalante, George 03/01/04 1 03i01/05
o) € Hunter, Monica- 60 || Meade, Jane Hunter, Monica 02/01/00 1 02/01/00
- “m

""" € Donovan, Andrew-
-
| »

2. Complete the following field and click Find:

-

e Supervisor

The tree structure on the left side of the detail area shows the management hierarchy.

3. Choose the employee whose records you want to review or change from the right side of the
detail area, and then choose Ind Review from the Row menu.
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e —

Compensation Review Workbench - Individual Compensation Review
Save Close  Form Row  Tools

3 # 0O B B

Model Mame — MASTER Date Started ,W
Employes Number W Abbott, Dorninigue
Current Job Profile |1 1 i rformance

# Supenisar Meacte, Jane M| Annual Salary ,m

# Pay Status ,D_ Active Last Comp Review Date ,m
Company W FinanciaiDistibution Company 5 Date Of Last Raise ,7

# Business Unit ,79 Corporate Administration # Union Code ,7
External Title | Lacality ’7
Date in Current Job M & FayClass |g—

 Joh Type W Financial Anahest B Pay Grade ,547

M Job Step ,7 ! Pay Grade Step l—

# Date in Current Position ,m Salary Ranges: Min-Mid-Max (as of 11/05)

& Position ID 043 38,530 000 - [44358000 - [52186.000
Records 1-2 Custarmiz d @

Type X Guidelines Amount Percentage
o Promotion Eligible | 2,30000 | B.05
(@ Merit Eligible 1,500.00 3.72

4. On Individual Compensation Review, choose the Current Job Profile tab and review the
information about the employee's current job.

The New Job Profile tab is enabled only if one of the increase types in the detail area allows a
job title change.
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e —

Compensation Review Workbench - Individual Compensation Review
Save Cloze  Form Row  Tools

& B B B
Model Mame  MASTER Drate Started 041099

Employee Mumber fO02 Abbott, Dorminigue

surrent Jok Profile (| New Job Profile

Mew External Joh Title

Mew Joh Type . Salary Ranges: Min
Mew Jaoh Step i {as af 01/01/08) tdid
Mew Pasition M ax
New Default Job Information
Pay Frequency Fay GradeiStep | |
Fay Class Union Code
Benefit Group

™ FLSA Exempt

Records 1-2 Customize Grid  [m]
Eligibility Guidelines Amount Percentage

g Promotion Eligible | 230000 | £.05

i Merit Eligible 1,800.00 372

To change an employee's job title, choose the New Job Profile tab and complete the following
fields:

e New External Job Title
e New Job Type

e New Job Step

e New Position

In the New Default Job Information group box, complete any or all of the following optional
fields:

e Pay Grade/Step
e Union Code
e FLSA Exempt
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e —

Compensation Review Workbench - Individual Compensation Review
Save Cloze  Form Row  Tools

2 @ O B B

todel Mame  MASTER Drate Started 0441 0/99
Employee Mumber fO02 Abbott, Dorminigue

Current Jok Profile | Mew | Salany Profile ||P

Current salary New Salary

Annualized Salary ,m Annualized Salary ,W
Compa-Ratio W Compa-Ratio W
Haurly Rate W Mew Hourly Rate W

Salary Effective Date 01/01105
Increase Amount 3,800.00

Increase Percentage 977

Records 1-2

Customize Grid 1]

rr’mcreasei original ’m’m’m
Type Eligibility Guidelines Amount Percentage

g Promotion Eligible | 230000 | £.05

i Merit Eligible 1,5800.00 372

Choose the Salary Profile tab and review the information in the header area.

Pl ot

Compensation Review Workbench - Individual Compensation Review
Save Cloze  Form Row  Tools

2 @ O B B

Wodel Mame  MASTER Date Started 0451 009
Employee Murnber §002 Abbott, Dorminicue

Current Job Profile

Performance Appraisal

Appraisal Level W Accomplished
Appraisal Date [oBinims
Competency Overview
Percentage Competency Achieved W
Competency Review Date ,W

Tier or Ranking

TierRanking 1
Last TieriRank date 0101105

Records 1-2 m]

[ i
Increase iging Increase Increase Increase
Type [T [ Guidelines Amount Percentage
e | I

Promaotion Eligikle 8.00-8.00 %
(@) Merit Eligitle 7.00-8.00 %
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10.

11.
12.
13.

14.

Choose the Performance Profile tab and complete the following fields.

e Appraisal Level

e Appraisal Date

e Percentage Competency Achieved
o Competency Review Date

e Tier/Ranking

e Last Tier/Rank date

You can complete these fields only if the processing options are set to allow input.

Choose the Comments tab and enter any additional information.
In the detail area, complete the following fields:

e Increase Amount

e Increase Percentage

Review the eligibility status of the employee for a new position.
Click Save.

On Work With HR Compensation Review Workbench, choose the next employee whose
records you need to review or change, and repeat steps 4-12.

When you are finished reviewing and changing records, click Submit to submit the changes
that you made to the records.

Entering Salary Recommendations for Groups of Employees

You can do salary planning work either by individual (individual review) or for the whole group at
once (quick entries). The quick entries feature enables you to apply global increases to the employees
within a group based on certain criteria, such as a performance appraisal, tier or ranking, increase
type, or pay grade and pay grade step.

» To enter salary recommendations for groups of employees

Use one of the following navigations:

For HR administrators, from the Compensation Mgmt Periodic Processing menu (GOSCM12),
choose Compensation Review Workbench.

For managers, from the Manager Self Service menu (GO5BMSS1), choose Compensation Review
Workbench.

1.

On Work With HR Compensation Review Workbench or Work With Manager Compensation
Review Workbench, choose one of the following options:

e Direct Reports

e Direct and Indirect Reports

Complete the following field and click Find:
e Supervisor

The tree structure on the left side of the detail area shows the management hierarchy.

143



Click the Quick Entries button.

PeopleSoft.

Compensation Review Workbench - Quick Entries [
Find Cloze Save Save &z Employee Profile Pay GradefStep Form  Row  Tools
X B B B B 2 B B
Model Mame MASTER Wie, * Diract Reparts
Supemisor G001 Alien, Ray " Directand Indirect Reports
Totals Promation herit
Budget 32704 19622.4 13081.6
Spent 29600 17800 11800
Remaining 3104 18224 12816
Group Filter Group R fati
Increase Type * I~ Show anly Eligible Increases I~ &llow Zero Update
Increase Amount
Pay Grade/Step * *
Or  Increase %
Ferf Appr. LeveliTier or Ranking * *

Records 1- 10

Increage Increase Curr Annual Hew Annual Curr Compa

Description Percentage Salary Salary Ratio

@ snderson, Jeanette Frormation [ 3,200.00 | 6.03 53,040.00 58,340.00 0.97
(e herit 2,100.00 3.96

8 Chamberlain, Carol M. Fromotion 0.00 32,000.00 32,000.00 0.72
8 Merit 0.00

o Edwards, Angela Promotion 3,400.00 6.07 56,000.00 E1,600.00 1.03
e herit 2,200.00 370

[ Hawking, Jack Pramotion 1,900.00 6.03 3,500.00 34,700.00 0.71
s erit 1,300.00 413

8 McDougle, Cathy Pramotion 3,000.00 6.00 50,000.00 55,000.00 077
e Merit 2,000.00 37

< |

On Quick Entries, choose one of the following options:
e Direct Reports
e Direct and Indirect Reports

To choose a group of employees who meet specific criteria, complete the following optional
fields in the Group Filter group box and then click Find:

e Increase Type

e Show Only Eligible Increases

e Pay Grade/Step

o Perf. Appr. Level/Tier or Ranking

To make global salary changes, complete one of the following fields, and then click Apply to
Group.

e Allow Zero Update

e Increase Amount

e Increase %
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7. Click Save or Save As to save your work.

If you click Save As, the Save As form appears, and you must complete step 8. If you click
Save, proceed to step 9.

8. On Save As, complete one of the following and then click OK:

a.

b.

To save the salary recommendations as a master model, click the following option:
Master Version

To save the salary recommendations as a private model, complete the following fields in
the Private Model group box:

Model Name
Model Description

To save the salary recommendations as a public model, complete the following field in
the Public Model group box:

Model Name

9. On Work With HR Compensation Review Workbench, click Submit to submit the changes
that you made to the records.

Reviewing Salary Approvals

After you submit salary recommendations, you can review the approval status of the
recommendations. You can determine whether the recommendations were approved or rejected, the
date and time when the recommendations were approved or rejected, and the name of the person who
approved or rejected them.

» To review salary approvals

From the Compensation Mgmt Periodic Processing menu (GO8CM12), choose Approval Inquiry.

1.  On Employee/Supervisor Approval Table Inquiry, complete the following fields and click
Find:

Approval Type
Employee Number
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PeopleSoft. |

Approval Inquiry - Employeel/Supervisor Approval Table Inquiry
Find Delete Close Tools

@ @ X B
e |[* ......................
Employee Mumber *

Employee Supervisor Supervisor Supervisor Approved/
Humber Hame Level Rejected Status
- &TsC 2274 Mauyen, Daniel 2274 Mauyen, Daniel 1]
[~ &TsC 5522 Thaompson, Craig 5522 Thaompson, Craig 1]
™ COomrP 5522 Thaompson, Craig 5522 Thaompson, Craig 1]
[0 sTsc 8015 Kilmer, Jessica 7500 McDougle, Cathy 1 Approved 7500
- &TsC 80148 Kilmer, Jessica BO01  Allen, Ray 2

2. Review the information in the detail area.

Note

You can also access the Employee/Supervisor Approval Table Inquiry form from the Row menu on
the Work With HR Compensation Review Workbench form (W08810A).

Updating the Compensation Review

From the Compensation Mgmt Advanced & Tech Oper (Operations) menu (GOSCM13), choose
Compensation Review Updates.

After the compensation review period has closed and the final review has been submitted, the new
compensation information needs to be updated to the Employee Master Information table (F060116).
The Compensation Review Updates program (R08332) creates a history record for the new total
salary change and updates the history table with the different increase types that make up the new
salary. The increase types are associated with the appropriate change reasons.

Because the Compensation Review Updates program makes immediate changes to compensation
information, you should run the update during the pay period for which the increase applies, but
before pre-payroll is processed for that pay period.

After the human resources administrator closes the compensation review process, he or she should
also perform the following tasks:

e Set the CMPSYNC common setting to No to turn off synchronizing of the compensation
work tables.

e Set the CMPOPEN common setting to No to close the compensation review process.

After updating the Employee Master table, the system clears the work tables and purges any
comments that are stored as media object text and are associated with the compensation review.

See Also

a Setting Up Common Settings for Human Capital Management in the Human Resources Guide
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Processing Options for Compensation Review Updates (R08832)

Process Tab

These processing options specify the process mode and the change reason to use, and whether to
update performance appraisal information, tier or ranking information, and job competency
information.

1. Process Mode
'0'=Proof Mode
'1'=Final Mode

Use this processing option to specify the mode for the system to use when processing the
compensation review update. Valid values are:

0 Proof Mode

1 Final Mode

If you use proof mode, the system prints the Summary Per Employee report for you to
review. The system also prints the Eligibility Override, Job Title Change, and Salaries
Outside Pay Grade Range reports if you have set the processing options for these reports to
print. In proof mode, the system does not update the compensation review information to
any database tables.

In final mode, the system prints the reports and updates the compensation review
information to the Employee Master (F060116), Employee Master Additional Information
(F060120), and HR History (F08042) tables. The system also clears the work tables and
purges any comments that are associated with the compensation review.

2. Change Reason For the New Salary and any New Job. (Required)

Use this processing option to specify the change reason for the new total salary increase.

3. Update Performance Appraisal Information.
'0' =Do not update
'1'=Update

Use this processing option to specify whether to update the performance appraisal
information, in addition to the new salary and new job (if any).

Valid values are:
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0 Do not update to F060120
1 Update to F060120

The system changes a code other than a 0 or 1 to 0.

4. Update Tier or Ranking Information
'0'=Do not update
'1'=Update

Use this processing option to specify whether to update the tier or ranking information, in
addition to the new salary and new job (if any). Valid values are:

0 Do not update to F060120
1 Update to F060120

The system changes a code other than 0 or 1 to 0.

5. Update Job Competency Information
'0'=Do not update
'1'=Update

Use this processing option to specify whether to update the job competency information,
in addition to the new salary and new job (if any). Valid values are:

0 Do not update to F060120
1 Update to F060120

The system changes a code other than 0 or 1 to 0.

Print Tab

These processing options specify whether to print comments in the summary by employee report; and
whether to print the eligibility override, job title change, and salary outside pay grade range reports.

1. Print Comment In the Summary By Employee Report
'0'=Do not print
'1'=Print
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Use this processing option to specify whether to print comments in the Summary By
Employee report. Valid values are:

0 Do not print

1 Print

The system changes a code other than 0 or 1 to 0.

2. Eligibility Override Report
'0'=Do not print
'1'=Print

Use this processing option to specify whether to print the Eligibility Override report. Valid
values are:

0 Do not print

1 Print

The system changes a code other than 0 or 1 to 0.

3. Job Title Change Report
'0'=Do not print
'1'=Print

Use this processing option to specify whether to print the Job Title Change Report. Valid
values are:

0 Do not print

1 Print

The system changes a code other than 0 or 1 to 0.

4. Salary Outside Pay Grade Range Report
'0'=Do not print
'1'=Print

Use this processing option to specify whether to print the Salary Outside Pav Grade Range
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report. Valid values are:

0 Do not print

1 Print

The system changes a code other than 0 or 1 to 0.

Setting Up Pay Information

Before you can use your system to define the jobs within your organization, you must define pay and
job evaluation information. You define pay information to set up the pay ranges or amounts that are
associated with each job. You define job evaluation information to define the methods that you use to
evaluate jobs. You use job evaluations to determine equitable pay ranges for jobs. You also can set up
a cross-reference table by business unit to define default job information for employees in a specific
business unit.

Prerequisites

O Setup the user defined codes for jobs. See Understanding User Defined Codes for Human
Capital Management Systems in the Human Capital Management Foundation Guide.

0 Review the pay range and step information that you have set up in your system options. See
Setting Up System Options in the Human Capital Management Foundation Guide.

Understanding Employee Compensation

Before you enter employee compensation, you must choose an appropriate pay-rate source based on
your business purpose and organizational structure. The type of compensation information that you

must enter for each employee and how the system calculates salaries or hourly rates depends on the

pay rate source that you have set up in your system options.

The available pay rate sources include the following:

e Pay rate table
e Pay grade step table
e None (no default pay rate source)

The pay rate source that you choose depends on the nature of your work force and the planning and
budgeting requirements of your organization. The pay rate source also affects how the system
calculates salary and hourly rates for employees.
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To understand how the pay rate source affects salary and hourly calculations, you first need to
understand how the system identifies the following components:

Salary The amount of money that the employee earns in one year.

Hourly rate The amount of money that an employee earns in one hour.

Standard hours per year The number of hours per year that an employee works.

The following equations explain how the system calculates a salary and hourly rate:

e Annual salary divided by standard hours per year equals hourly rate

e Hourly rate multiplied by standard hours per year equals annual salary

Scenario 1: The Pay Rate Table as the Default Pay Rate Source

When you need to associate pay rates with a specific group of employees, such as members of a
union, you can use the pay rate table as the default pay rate source. The pay rate table, as set up in the
Union Rates Master Revisions program (P059121), associates job types and steps with union codes.
Therefore, specific hourly rates are attached to union codes when you set up hourly rates with job
types and steps. The compensation information that you enter in this program is copied to the forms
that you use when you hire employees.

The pay rate table is frequently used by the public sector and other industries that are closely linked to
unions.

Pay rate tables are useful for positions that are compensated based on a flat rate, rather than a pay
range. Pay rates can be used with hourly jobs, for which an employee is paid a set hourly rate
regardless of performance or seniority. For use with unions, pay rate ranges usually need to
accommodate only seniority adjustments. However, the use of pay rates can include performance
adjustments. To recognize performance, you need to set up a pay type, such as bonus pay, or change
the employee's job type to a job type that is attached to an increased pay rate.

To use the information in the pay rate table when you add an employee record, you complete the Job
Type, Job Step, and Union Code fields, and leave the Salary and Hourly Rate fields blank. The
system automatically supplies the salary and hourly rate values for the corresponding Job Type, Job
Step, and Union Code found on the pay rate table.

On the Basic Compensation form (W0801CMPB), the system supplies a default value for standard
hours per year, which you can override, if necessary. Overriding the standard hours per year does not
affect an employee's hourly rate.
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The following list provides the guidelines for changing the values on the Basic Compensation form:

Hourly rate You cannot change the hourly rate for an employee. The system supplies the default hourly
rate from the pay rate table.

Standard hours  Wwhen you change the standard hours per year for an employee, the hourly rate does not
per year change.

The system recalculates the annual salary for the employee.

Full.-time When you change the FTE field for the employee on the Basic Compensation form, you
equivalents must also remove the value entered for standard hours per year. The system adjusts the
(FTE) employee's standard hours per year. The hourly rate remains the same.

Overriding the Default Pay Rate Source

To override the pay rate table as the default pay rate source when you add an employee record, you
must enter either a salary or an hourly rate for the employee and do one of the following:

e [ eave the Union Code field blank

e Enter a union code that is not included in the pay rate table

See Also

Q Scenario 3: No Pay Rate Source as the Default Pay Rate Source in the Human Resources
Guide for information about salary and hourly rate calculations

Q Setting Up Pay Rate Tables in the Human Resources Guide

Scenario 2: The Pay Grade Step Table as the Default Pay Rate Source

To ensure that all of the employees working in a job receive the same rate of pay, and to provide for
progression within a pay grade, you can use the Pay Grade Step Table program (P082003) as the pay
rate source.

If your chosen pay rate source is the pay grade step table, you must use the Pay Grade Step Table
(P082003) and Pay Grades By Class (P082001) programs to set up pay grades and pay grade steps.
The compensation information that you provide in these programs is copied to the forms that you use
when you hire employees.

Using the Pay Grade Step Table program is convenient for a company whose structure consists of
many positions that allow for progressive advancement. Using the Pay Grade Step Table program to
enter compensation also saves data entry time and reduces calculation errors and compensation
inconsistencies.

In the Pay Grade Step Table program, a pay grade consists of a group of jobs that are equal in pay
range. For example, assume all junior accountant positions and junior graphic artists in a company are
in pay grade A, and pay grade A represents a pay range of 30,000-40,000. Therefore, all junior
accountant and junior graphic positions need to be compensated within this pay range.

However, within each pay grade, you set up pay grade steps that represent a specific salary or hourly
rate. For example, suppose that pay grade A includes pay steps Al, A2, and A3. Employees in step
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Al receive 15.00 per hour, employees in step A2 receive 15.50 per hour, and employees in step A3
receive 16.00 per hour.

Setting up pay-grade steps lets you automate the process of entering compensation information for
employees. When you enter employee information, the system automatically calculates the
employee's salary or hourly rate, based on the pay-grade step that you enter for the employee.

When you define pay-grade steps, you can also save time and reduce calculation errors by having the
system automatically calculate the pay rates for a group of steps. You enter a base pay rate that
applies to the group of steps, and then you enter a pay-rate multiplier for each step. The system
automatically calculates the rate for each step by multiplying the base pay rate by each step's pay-rate
multiplier.

You might also prefer to use pay grades without using pay-grade steps to calculate compa-ratios for
pay grades. Compa-ratios are helpful calculations for management to determine equitable pay
increases for employees.

When you hire an employee, do not complete the Job Type or Job Step fields in the Employee
Organizational Assignments program (P08010ORG). Instead, complete the Pay Grade and Pay Step
fields on the Basic Compensation form (W0801CMPB). The system automatically updates the Basic
Compensation form with the appropriate salary, hourly rate, and hours per year from the Pay Grade
Step table.

The following list provides the guidelines for changing the values on the Basic Compensation form:

Pay grade step \When you change the employee's pay grade step, the system replaces the employee's hourly
rate, salary, and standard hours per year with the corresponding information from the pay
grade step table.

Hourly rate You cannot change the hourly rate for an employee. The system supplies the default hourly
rate from the table.

Standard When you change the standard hours per year for an employee, you must also delete the

hours per year ¢mployee's salary. The employee's hourly rate does not change. The system recalculates the
employee's salary, based on the new standard hours per year and the hourly rate for the pay
grade step.

Salary When you change the employee's salary, the hourly rate does not change. The system
recalculates the employee's standard hours per year, based on the new salary and the hourly
rate for the pay grade step.

FTE When you change the FTE for an employee, you must also delete the employee's salary and

standard hours per year. The system adjusts the employee's standard hours per year and
salary, based on the pay grade step.

Overriding the Default Pay Rate Source

To override the pay grade step table as the default pay rate source when you hire an employee, you
must enter either a salary or hourly rate for the employee and leave the Pay Grade Step field blank.
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See Also

Q Scenario 3: No Pay Rate Source as the Default Pay Rate Source in the Human Resources
Guide for information about salary and hourly rate calculations for employees

a Setting Up Pay Grades and Setting Up Pay-Grade Steps in the Human Resources Guide for
more information about pay grade tables

Scenario 3: No Pay Rate Source as the Default Pay Rate Source

If your organization consists of employees whose salaries and hourly rates are based on a pay range
rather than specific amounts for a job or pay grade step, you can choose not to use a default pay rate
source. If you choose this option, you will need to enter each salary or hourly rate individually.

This is a good option for companies that do not use predefined rates for all employees in like jobs.
This option might also be preferable for an organization with few positions and few job types.

The Job Information table (FO8001) calculates salary midpoints and compa-ratios.

When you add a new employee, you must enter either a salary or an hourly rate on the Basic
Compensation form (W0801CMPB). The system provides a default value for standard hours per year,
which you can override, if necessary. When you enter a salary for an employee, the system calculates
an hourly rate, based on the salary and standard hours per year. Conversely, when you enter an hourly
rate, the system calculates the salary.

The following list provides the guidelines for changing the values on the Basic Compensation form:

Salary When you change the employee's salary, the system recalculates the hourly rate, based on
the new salary and the standard hours per year for the employee.

Standard hours  Wwhen you change the standard hours per year for an employee, the system recalculates the

per year hourly rate, based on the new standard hours per year and the existing salary.
FTE When you change the FTE for an employee, the salary and hourly rate calculations are not
affected.

The following list provides the guidelines for changing the values on the Basic Compensation form
(W0801CMPB):

Hourly rate When you change the hourly rate for an employee, the standard hours per year are not
affected. The system recalculates the annual salary for the employee, based on the new
hourly rate and the standard hours per year for the employee.

Standard hours  Wwhen you change the standard hours per year for an employee, the system recalculates the

per year salary, based on the new standard hours per year and the employee's hourly rate.

FTE When you change the FTE for an employee, the salary and hourly rate calculations are not
affected.

See Also

Q Setting Up System Options in the Human Capital Management Foundation Guide for
information about choosing a default pay rate source
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Setting Up Pay Rate Tables

You set up pay rate tables to associate pay rates with a specific group of employees. You must set up
pay rate tables if you have chosen pay rate table as your pay rate default source in the HRM System
Options program (P050018S).

The following information is associated with pay rate information:

Pay rate tables You set up pay rate tables to associate pay rates with a specific
group, such as a union.

Union local and job cross-  yqy get up local and job cross-references to cross-reference parent
references unions with local unions.

You set up hourly rates by job type and job step. Any amounts that you enter in the pay rate tables
can override rates that you set up in the Employee Master Information table (FO60116). As you enter
time for various job types and job steps, the system locates the appropriate hourly rate.

The system uses pay rate tables in conjunction with the time entry programs. You must use a
processing option in the appropriate time entry program to specify that the system use the pay rate
tables.

Setting up pay rate tables allows you to do the following:

e Make rates specific to a job, business unit, or shift

o Define up to five different rates per job type and step

e Create workers compensation codes for each job type and step
e Define a flat burden factor for each job type and step

e Define a recharge billing rate

You can use Union Rates Master Revisions program (P059121) to set up and revise pay rates tables.
The program allows you to set up or revise pay rate tables one at a time or in groups. The following
task allows you to set up pay rate tables in groups. To set up a single pay rate table, you need to find a
record on the Work with Union Rates form, and then choose Single Revision from the Row menu.

Setting up pay rate tables updates the Employee Master Information table and the Union Rates File
table (F069126).

155



» To set up pay rate tables

From the Rate Derivation Setup menu (GO5SBRD4), choose Union Rates Master Revisions.

1. On Work with Union Rates, click Add.

PecpleSoft.

Union Rates Master Revisions - Revise Multiple Reds. Union Rates
oK Delete Cancel Form  Tools

B @ X B B’

Union Code | Q, Wage Decision Mo

B Unit ,7 Apply Increases to Which Rates:

Shift Code ,— & Hourly Rates " 1stBurden Rates

Efective Dates-  From: [ e " Billing Rates " 2nd Burden Rates

C Which Grid Col
W Hourly ™ Regular ™ Double ™ Trinle ™ Holiday
Fercentto Apply - OR -= Amount to Apply

Records 1-1 it

. Job Job Job Type/Step Hourhy Regular Double Triple Holiday
Type Step De: Rate Overtime Overtime Ouvertime Pay

m | | | \ | | |
i |

2. On Revise Multiple Rcds Union Rates, complete the following fields:

e Union Code

e From:

e Thru:

o Job Type
e Job Step

e Hourly Rate

When you complete only the Hourly Rate field, the system uses the pay type multiplier
for the overtime rates.

3. Complete the following optional fields:

e Business Unit
e  Shift Code

4. Click one of the following options to choose a group of rates to enter:

e Hourly Rates

e Billing Rates

e Ist Burden Rates
e 2nd Burden Rates

The fields that appear in the detail area vary depending on the option that you choose.
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5. To enter hourly overtime rates, complete one or more of the following fields:

e Regular Overtime
e Double Overtime
e Triple Overtime

e Holiday Pay

When you complete only the overtime rate fields, the system does not use the pay type
multiplier from Pay Type Revisions.

6. To enter billing rates, complete one or more of the following fields:

e Billing Rate

e Billing Regular
¢ Billing Double
e Billing Triple

o Billing Holiday

When you enter a value for billing rates, the system does not use the pay type multiplier.

7. To enter the first group of recharge burden rates, complete one or more of the following
fields:
e Rchg Burden Rate
e Burden-1 Regular
e Burden-1 Double
e Burden-1 Triple
e Burden-1 Holiday
8. To enter the second group of recharge burden rates, complete one or more of the following
fields:
e Burden-2 Regular
e Burden-2 Double
e Burden-2 Triple
¢ Burden-2 Holiday

9. Complete the following optional fields:

e Piecework Rate

o  Wrk Comp Code

o  Wrk Comp SubClass
e Labor Dist. Multiplier
e Labor Dist. Method

10. Repeat steps 2 through 9 for each record that you want to add to the same union code.

11. When you finish entering records, click OK.
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Setting Up Pay Grades

To create categories for grouping employees according to pay ranges, you can define pay grades for
each pay class within your organization. A pay class defines how an employee is paid, such as
salaried, hourly, and so on. For example, within the pay class Salaried you can define pay grades 1
through 10. For each of these pay grades, you define a minimum, midpoint, and maximum salary
amounts. These amounts define the pay range for the pay grade. For example, the pay range for pay
grade 1 might be:

e  Minimum = 20,000.00
e  Midpoint = 25,000.00
e  Maximum = 30,000.00

This means that the annual salary for an employee in pay-grade 1 can be any amount between
20,000.00 and 30,000.00.

For each pay grade, you can define a separate pay range for each of the following factors:

e Locality

e Union

e Salary data source
o Effective date

For example, if your organization has three locations in different areas of the country, you might want
the pay ranges for employees in the same job to vary according to the location in which the
employees work. When you create a pay grade, you can define a separate pay range for each of the
three locations:

West Area Minimum = 25,000
Midpoint = 30,000
Maximum = 35,000

Midwest Area Minimum = 28,000
Midpoint = 33,000
Maximum = 38,000

East Area Minimum = 31,000
Midpoint = 36,000
Maximum = 41,000

When you define pay grades by class, you create a record of the pay ranges for your organization's
pay grades. The system uses these pay ranges to calculate compa-ratios for the employees whom you
assign to these pay grades. When you enter employee information, either an error or a warning
message appears when you enter a rate that is not within the pay range for an employee's pay grade.
The type of message that appears depends on how you set up your system options.

If you are using pay-grade steps, you can define pay grades at the same time that you define pay-
grade steps. You do not need to define pay grades by class to use the pay grade step table.
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The Pay Grades by Class program (P082001) updates the Pay Grade/Salary Range table (F082001).

» To set up pay grades

From the Job Specifications Setup menu (G05BJ4), choose Pay Grades by Class.

PeopleSof.

&
Pay Grades by Class - Pay Grades by Pay Class [il
QK Find Delete Cancel Form  Tools

B @ 0 X B &

Pay Class(H/SIP) ,57 Salavied
Union Cade ,*7
Locality ,*7
Source ,*7
Effective Date ,*7

Records 1- 10

Pay Effective Union Minimum 2nd Quartile Midpoint 4th Quartile Maximum
Grade Locality Source Date Code Salary Salary Salany Salany Salany

01/01/99 18,000.000 20,125.000 22,250.000
| 52 01/01599 19,500.000 24,250.000 29000000
= 53 01/01/99 24,000.000 31,000.000 37.000.000
[ 54 01/01/99 31,500.000 38,250.000 45,000.000
= 55 01/01539 38,000,000 47,000.000 56,000.000
||| S6 01/01/99 46,600.000 545,750.000 B45,000.000
[:] 57 0101499 55,000.000 52,500.000 70,000.000
=] 51 0101400 18,450.000 20,628.000 22 806.000
||| 52 01i01400 19,888.000 24,856.000 29, 725.000
& 53 0101400 25,625.000 31,7745.000 37.925.000
4| 3

1. On Pay Grades by Pay Class, complete the following fields:

e Pay Class(H/S/P)
e Pay Grade

e Effective Date

e Minimum Salary
e Midpoint Salary
e Maximum Salary

2. Complete any of the following optional fields and click OK:
e Locality

e Source

e Union Code

e 2nd Quartile Salary
e  4th Quartile Salary
e Remark
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Setting Up Pay-Grade Steps

To ensure that all of the employees working in a job receive the same rate of pay, and to establish
progression within a pay grade, you can set up pay-grade steps. For example, you might have a pay
grade A that contains pay steps Al, A2, and A3. Employees in step Al receive 15.00 per hour,
employees in step A2 receive 15.50 per hour, and employees in step A3 receive 16.00 per hour.

Setting up pay-grade steps lets you automate the process of tracking pay information for employees.
You can set up your system options so that, when you enter employee information, the system
automatically calculates the employee's salary or hourly rate, based on the pay-grade step that you
enter for the employee.

When you define pay-grade steps, you can save time and reduce calculation errors by having the
system automatically calculate the pay rates for a group of steps. You enter a base pay rate that
applies to the group of steps, and then you enter a pay-rate multiplier for each step. The system
automatically calculates the rate for each step by multiplying the base pay rate by each step's pay-rate
multiplier.

When you set up pay-grade steps individually, you enter a pay rate for each pay-grade step. When
you set up pay-grade steps using a pay-rate multiplier, you enter a base pay rate and apply a pay-rate
multiplier to each pay-grade step.

You can define pay grades at the same time that you define pay-grade steps. You do not need to
define pay grades by class to use the pay grade step table.

The Pay Grade Step Table program (P082003) updates the Pay Grade/Salary Range table (F082001).
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» To set up pay-grade steps individually

From the Job Specifications Setup menu (G05BJ4), choose Pay Grade Step Table.
1. On Pay Grade Step Table, complete the following field and click Find:
e Pay Class(H/S/P)

N

Pay Grade Step Table - Pay Grade Step Table e

Ok Find Delete Cancel Calculstion Form  Row  Tools

B @ 01 X & B B &

Pay Class(H/S/F) [5 | Saiaried Std HrsiDay e
Union Code ,*7 Std Davslrear ,7
Locality ,*7

Pay Grade ,*—

Effective Date ’*7

..... Calculation Information ... ..

Basze Rate * Rate Multiplier
OR Percent OR Amount

Records 1- 148 id =
Grade Step Loc Code Date Mult Rate Grade Grade Step Remark
] S1 A 01/01/05 20,874.000 31 B =
[:] S1 A 01/01/04 20,365.000 31 B i
[] S1 A 01/01/03 19,869.000 31 B
[:] S1 A 0101702 19,384.000 31 B
[:] S1 A 0101701 18,911.000 31 B
[] S1 A 0101700 18,450,000 31 B
[:] S1 A 01/01/99 18,000.000 31 B
[:] S1 =] 01/01/05 23,339.000 31 c
[:] S1 =] 01/01/04 22,770,000 31 c
[] S1 =] 01/01/03 22214000 31 c
[:] S1 =] 0101702 21,672.000 31 c
[:] S1 =] 0101701 21,144,000 31 c
[] S1 =] 0101700 20,628.000 31 c

2. To define information that applies to all or most of the pay-grade steps that you need to add,
complete any of the following fields and click Find:
e Union Code
e Locality
e Std Hrs/Day
e Std Days/Year
e Effective Date

3. For each step that you need to set up, move to a blank line in the detail area and complete the

following fields:
e Pay Grade

e (Grade Step
e Step Rate
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6.

Complete the following optional fields:

e Next Pay Grade

e Next Pay Grade Step

To define information for this step that varies from the information that you entered for the
pay class, complete the following fields in the detail area,

e  Union Code

e Loc Desc

e Effective Date

e Hrs Day
e Days Year
Click OK.

» To set up pay-grade steps using a multiplier

From the Job Specifications Setup menu (G05BJ4), choose Pay Grade Step Table.

1.

On Pay Grade Step Table, complete the following field:
e Pay Class(H/S/P)

To define information that applies to all (or most) of the pay-grade steps, complete any of the
following fields:

e Union Code

e Locality

e Std Hrs/Day

e Std Days/Year

o Effective Date

Complete the following field:

e Base Rate

For each step that you need to set up, complete the following fields in the detail area:

e Pay Grade
e (Grade Step
e Rate Mult

Complete the following optional fields:

e Next Pay Grade
e Next Pay Grade Step

To define information for this step that varies from the information that you entered for the
pay class, complete the following fields in the detail area:

e Joc
e Union Code
e Effective Date
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e Hrs Day
e Days Year

7. Click the Calculate button.

Setting Up Pay-Range Formulas

When the pay ranges for your organization's pay grades are based on variable factors, you can set up
pay-range formulas that the system uses to automatically calculate pay ranges for each pay grade.
These formulas are based on the job evaluation points. In addition, if a job pays more in one region of
the country than in another, you can enter a geographic multiplier in the pay-range formula. The
system calculates different minimums, midpoints, and maximums for the different areas, based on the
minimum, midpoint, and maximum multipliers, as well as the geographic multiplier.

To use pay-range formulas, you must evaluate the jobs within your organization. You evaluate jobs to
determine equitable pay ranges for them.

» To set up pay-range formulas

From the Job Specifications Setup menu (G05BJ4), choose Define Pay Range Formulas.
1. On Work With Pay Range Formulas, click Add.

Peoplebolf, | ———

Define Pay Range Formulas - Pay Range Formulas
Ok Cancel Tools

X B
Effective Date ‘01/01/05
Pay ClassiHSF) (o ] Salariec
Locality EAST East
Pay per Foirt SPTTTE
Based On Amournt 2000000
Multiplier for Minirmurn 0.800
Multiplier for Maxirmum 125[,
Geographic Multiplier 125[,
Rounding Factor ‘IEIEI """""

2. On Pay Range Formulas, complete the following fields:

e Effective Date
e Pay Class(H/S/P)
e Locality
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3. Complete the following optional field:
¢ Rounding Factor
4. Click OK.
See Also

Q Entering Job Evaluation Information in the Human Resources Guide for information about

e Pay per Point
e Based On Amount

e Multiplier for Minimum

e  Multiplier for Maximum

e Geographic Multiplier

evaluating the jobs within your organization

Defining Job Evaluation Factors

To determine equitable pay ranges for the jobs within your organization, you can evaluate jobs.
Before you can evaluate jobs, you must define evaluation methods. Typical evaluation methods

include the following:

For each evaluation method, you must define the factors that you use to gauge the scope of each job.
Typical evaluation factors include the following:

To enable you to rate and compare jobs, you assign points or degrees to each evaluation factor.

Degree (Simple Subjective Point System)

Evalucomp
Factor comparison
Point factor

Hay

Problem-solving abilities
Technical skills
Working conditions
Leadership qualities
Know-how

Accountability
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» To define job evaluation factors

From the Job Specifications Setup menu (G05BJ4), choose Evaluation Factors Table.
1. On Work With Evaluation Factors Table, click Add.

PeopleSoft.

Ewvaluation Factors Table - Evaluation Factors Table Review
Ok Find Delete Cancel Tools

B @& 01 X &

Job Evaluation Method 5] Degres Mathoc
Joh Evaluation Type ,2_ Detalled spec of degree
| Total Evaluation Points 1,300 |

Records 1-4

1 |Kn0wH0w 500 [ 00 | 450 | 400 | 350 | 300 | 250 | 200 | 150
r 2 Problem Solving 350 350 250 175 125 100 80 &0 40
m 3 Accountabilty 450 450 425 75 350 300 250 200 150
-

2. On Evaluation Factors Table Review, complete the following fields and click OK:

e Job Evaluation Method
e Job Evaluation Type

e Factor Number

e Evaluation Points

e Description

e Points 1
through
e Points 10

Entering Job Evaluation Information

Job evaluation is a method of comparing jobs and establishing equitable salaries for all positions
relative to their importance and value to your company. You might evaluate jobs when you add new
positions to your company.

Evaluating jobs is also helpful for comparing how salaries in your company compare with other
salaries for the same positions within the industry.

To evaluate jobs, you need to choose a method of evaluation and then define evaluation factors for
rating the job. You can choose an industry method like the Hay method, or you can define your own
method of evaluation.
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Prerequisite

0 Use the Evaluation Factors Table program (P05011) to define a table for each evaluation
method that you want to use. See Defining Job Evaluation Factors in the Human Resources
Guide.

» To enter job evaluation information

Depending on how the processing options for the Job Entry and Evaluation program (P08001)
are set, the Job Evaluation form might automatically appear after you enter job information. If

the Job Evaluation form does not appear automatically, from the Job Specifications menu
(GO5BJ1), choose Job Evaluation Degree.

PeopleSolt,
&)

Job Evaluation Degree - Job Evaluation

Ok Find Cancel Form Tools

B & X B &

Joh TypeiStep |DA—1 | Accounting Manager
Joh Evaluation Method F Factor Cormparison Method

Job Evaluation Date

Records 1-6

(]
rr’ilﬁwymyw
Dezcription Points Memo Code U
G Profit and Lass Respansibility 225 [0
(@ Mumber of Subordinates 224 33.00
[ Technical Skills 124 19.00
@ Education 100 15.00
~ oz | &7 100.00
I

1. On Job Evaluation, complete the following fields and click Find:

e Job Type/Step
e Job Evaluation Method
e Job Evaluation Date

2. Complete the following fields that apply to the evaluation method that you entered:

e Degree
e Job Points

3. Complete any of the following optional fields:

e Evaluation Memo Code
o  Weight %

4. Click OK.
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Processing Options for Job Evaluation Degree (P050011)

Edits

1. Enter a'l' to clear the Evaluation Points and Degrees when the Evaluation Method is
changed. Enter a '2' to clear the Evaluation Points, Degrees, Memo and Weight when the
Evaluation Method is changed. Blank will not clear any of the Evaluation Data.

Reviewing Job Comparisons by Factor

You evaluate jobs to determine an equitable salary range for each job within your organization. You
can define one or more evaluation methods that you use to assign degrees or points to the critical
aspects of each job. Typical evaluation methods include the following:

e Degree method
e Hay method
e Factor comparison method

After you define and evaluate jobs, you can review evaluation information for all the jobs that use a
specific evaluation method. You can use this information to verify that you evaluated each job
equitably.

» To review job comparisons by factor

From the Job Specifications menu (GO5BJ1), choose Job Comparisons by Factor.
1. On Work With Job Comparison by Factor complete the following field and click Find:
e Job Evaluation Method

2. Review the information in the following fields:

e Job Type
e Job Step
e Degree

e Points

Reviewing and Ranking Jobs by Factor

In addition to reviewing jobs by method, you can also review and rank jobs using additional criteria
to ensure the accuracy of data entry and equitable salary ranges in your organization. Although you
can print a report to produce similar results, reviewing and ranking jobs by factor provides a greater
range of options for sorting and reviewing. A sample group of criteria might include:

e Job Group
e Job Type/Step
e Job Evaluation Method
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Use the search button to display the five options that you can use to rank the jobs that you
select. The ranking method that you choose provides criteria that weight different aspects of a
job to apply in your selection process.

Pay Grade/Step

Job Effective Date

You rank jobs when you apply one of the job evaluation methods. You can define one or more
evaluation methods that you use to assign degrees or points to the critical aspects of each job.
Evaluation options include the following:

Degree method
Evalucomp method

Factor comparison method
Hay method

Point factor method

You can also use any of the fields in the Query By Example row to sort, rank, and compare job data.
You can use the job effective date on each of the forms to limit your search to a desired time period.

See Also

Q Running the Job Evaluation Factor Data Report in the Workforce Management Foundation

Guide for information about evaluating jobs by printing reports

» To review and rank jobs by factor

From the Job Specifications menu (GO5BJ1), choose Review and Rank Jobs by Factor.

1.

On Work With Jobs By Factor, complete any of the following fields and click Find:

e Job Group
e Job Type/Step
e Job Evaluation Method

The various methods offer different types of weighting and value considerations that can
be used for ranking in your job evaluation.

e Pay Grade/Step
e Job Effective Date

Review the information in all fields, based on the selection criteria that you specified.

168



Reviewing Pay Ranges for Jobs

After you define and evaluate the jobs for your organization, the system automatically creates a pay
range (minimum, midpoint, and maximum rate) for each job, based on the job evaluation points and
the pay range formulas. To verify that the pay ranges for your jobs are equitable and appropriate for
the job duties and the geographic location where each job is performed, you can review pay ranges
for jobs.

Prerequisite

o Evaluate the job and verify that it is not associated with a pay grade step. See Entering Job
Evaluation Information in the Human Resources Guide.

O Verify that the job has a pay class. (The pay class defines the way in which an employee who
works in the job is paid. Valid pay classes include salary, hourly, and piecework.) See
Entering Job Information in the Human Capital Management Foundation Guide.

O Set up the formulas that the system uses to calculate pay ranges. See Setting Up Pay-Range
Formulas in the Human Resources Guide.

» To review pay ranges for jobs

From the Job Specifications menu (GO5BJ1), choose Pay Ranges by Job.

1. On Work With Pay Ranges by Job, complete the following field:
o Job Type/Step

2. To limit the pay ranges that appear, complete the following optional field and click Find:
e Effective Date

3. To review additional information about a pay range, choose a record and click Select.

4. On Pay Range Formulas, review the information.

5. Click Cancel and then click Close.

See Also

Q Reviewing Pay Ranges for Jobs in the Human Resources Guide for information about
reviewing pay ranges for jobs that are associated with pay grades
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Revising Pay Rate Tables

You can use the Union Rates Master Revisions program (P059121) to revise pay rate tables. You can
revise pay rate tables one at a time or in groups. To revise a single pay rate table, you need to locate a
record on the Work with Union Rates form, and then choose Single Revision from the Row menu.

You can revise pay rate tables in groups either manually or by calculation.

Revising pay rate tables updates the Employee Master Information table (F060116) and the Union
Rates File table (F069126).

» To revise pay rate tables manually

From the Rate Derivation Setup menu (GO5BRD4), choose Union Rates Master Revisions.

1. On Work with Union Rates, click Find.

2. Choose a record in the detail area, and then choose Revise Multiple from the Row menu.

e —

Union Rates Master Revisions - Revise Multiple Recds. Union Rates i

ith Union Rates

Wark wi Revise Multiple Rcds. Union Rates

0K Delete Cancel Form  Previous Mext  Tools

B 0 X 8 & B &

Union Code 1000 Machinists Wange Decision Mo
BliciHe e it ’7 Apply Increases to Which Rates:
Shift Code ,— = Hourly Rates 1 st Burden Rates
Effective Dates-  From: |0 Thre: 20140 " Billing Rates " 2nd Burden Rates
C: Which Grid Col
¥ Hourly I Regular I Double ™ Triple I Holiday
Percent to Apply - OR -= Amount to Apply
Records 1-3 Customize Grid
Job Job Job Type/Step Hourhy Regular Double Triple Holiday
Type Step Description Rate Overtime Overtime Overtime Pay
O [BR-1 |Maintenance Mechanic Juniar [ 20500 | 30750 |
| 8R-3 J Maintenance Instruc. Junior 21.000 31.400
r

ol |

3. On Revise Multiple Rcds, Union Rates, review the following fields and change them, as

necessary:
e Thru:

e Job Type
e Job Step

4. Change the value in the following optional field, if needed:
e Wage Decision No
5. Select a group of rates to revise by clicking one of the following options:

e Hourly Rates
e Billing Rates
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e |st Burden Rates
e 2nd Burden Rates

The fields that appear in the detail area vary depending on the option that you choose.

To revise hourly rates, change one or more of the following fields:

e Hourly Rate

e Regular Overtime
e Double Overtime
e Triple Overtime

e Holiday Pay

To revise billing rates, change one or more of the following fields:

e Billing Rate

e Billing Regular

e Billing Double

e Billing Triple

e Billing Holiday

To enter the first group of recharge burden rates, change the value in one or more of the
following fields:

e Rchg Burden Rate

e Burden-1 Regular

e Burden-1 Double

e Burden-1 Triple

e Burden-1 Holiday

To enter the second group of recharge burden rates, change the value in one or more of the
following fields:

e Burden-2 Regular

e Burden-2 Double

e Burden-2 Triple

e Burden-2 Holiday

. Complete the following optional fields:

e Piecework Rate

o  Wrk Comp Code

o  Wrk Comp SubClass
e Labor Dist. Multiplier
e Labor Dist. Method

. To save the revisions, click OK.

. To revise records for the next union code, choose Next and repeat steps 2-9 for each record
that you want to revise.
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» To revise pay rate tables by calculation

From the Rate Derivation Setup menu (GO5SBRD4), choose Union Rates Master Revisions.

1.
2.

On Work with Union Rates, click Find.

Choose a record in the detail area, and then choose Revise Multiple from the Row menu.

PeopleSoft. |

Union Rates Master Revisions - Revise Multiple Reds. Union Rates i

1 Union Rates|| Revise Multiple Rocds. Union Rates

!
oKW Delete Cancel Form  Prewious Next  Tools

B 0 X 8 @ B &

Union Code W Machinists Wage Decision No ’—
BlGiaad lnit ’7 Apply Increases to Which Rates:
Shift Code ,7 & Hourly Rates 1t Burden Rates
Effective Dates-  Fram:  [pryai/on Thre [matAo  Billing Rates " 2nd Burden Rates
Calculate Which Grid C
¥ Hourly ™ Regular ™ Double ™ Triple ™ Holiday
Percentto Apply ,7 - OR -= Amount to Apply ,7

Records 1-3

\SR 1 |Ma|ntenance Mechanic Junior | 20500 | 30750 |
O aR-3 J Maintenance Instruc. Junior 21.000 31.500

q |

On Revise Multiple Reds. Union Rates, review the following fields and change information,
as necessary:

e Thru:
e Job Type
e Job Step

Revise the following optional field, if needed:
e Wage Decision No

Choose a group of rates to which to apply the calculation by clicking one of the following
options:

e Hourly Rates

e Billing Rates

e Ist Burden Rates

e 2nd Burden Rates

Choose one or more records in the detail area for which you want to revise pay rate
information.

Complete one of the following fields and then choose Calculate from the Form menu:

e Percent to Apply
e -OR-> Amount to Apply
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Complete the following optional fields:

e Piecework Rate

o  Wrk Comp Code

o  Wrk Comp SubClass
e Labor Dist. Multiplier
e Labor Dist. Method

To save the revisions, click OK.

. To revise records for the next union code, repeat steps 2-9 for each record that you want to
revise.
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Updating Pay Rates for Pay-Grade Steps

Periodically you might need to adjust the pay rates for your pay grade steps. For example, you might
need to enter a cost-of-living increase for certain pay grade steps. Updating the pay grade step table
automatically applies a cost-of-living increase to one or multiple pay grade steps. Therefore,
employees in these pay grade steps receive the specified increase.

You can enter a new amount or a percentage change once, and the system automatically applies the
change to the specified pay grade steps.

» To update pay rates for pay-grade steps

From the Job Specifications Setup menu (GO5BJ4), choose Pay Grade Step Table.

Pyl

Pay Grade Step Table - Pay Grade Step Table

mmE

Ok Find Delete Cancel Calculation Form  Roww  Tools

B @ 0 X @ H #H B

Pay Class(HISP) ’s_ Salaried Std Hrs/Day e
Union Code lr— Std Daysfvear ’7
Lacality Er

Fay Grade lr—

Effective Date W

... Caleulation Infarmation

Base Rate * Rate Multiplier
OR Percent OR Amount

Records 1-22

. Pay Grade Union Effective Rate Step Hext Pay Hext Pay
Grade Step Loc Code Date Mult Rate Grade Grade Step
51 A 51 B

[] 01r01/0% 20,874.000

[ =1 B 01/01105 23,339.000 &1 o]
[ 51 C 01701405 25,803.000 52 A
] g2 A 01701405 22,614.000 52 B
] 52 B 01r01/0% 28,123.000 52 C
[:] 52 C 01/01105 33,051.000 53 A
[ 53 A 01701405 28,992.000 53 B
] g3 B 01701405 35,850.000 53 c
] 53 C 01r01/0% 41,749.000 54 A
[} 54 A 01/01105 36,530,000 54 B
[] 5S4 B 01701405 44,358.000 54 c
[] S4 C 01701405 51,027.000 88 A
[] L] A 01r01/0% 44,062.000 55 B

1. On Pay Grade Step Table, to locate the pay grade steps that you need to update, complete any
of the following fields and click Find:
e Pay Class(H/S/P)
e Union Code
e Locality
e Pay Grade
o Effective Date
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2. Complete either of the following fields:
e Percent to Apply
e OR Amount

3. To cause the system to calculate the new pay rate for each pay grade step, choose Calculation
from the Form menu.

4. Click OK.

Updating the Compa-Ratio for an Employee

From the Employee Adv & Technical Operations menu (GOSBE3), choose Compa-Ratio Batch
Calculation.

A company can use a compa-ratio to assess how it pays employees in relation to the midpoint of the
employee's pay range. Compa-ratios can be used to compare employee salaries to a company's
intended pay policy. Generally, a compa-ratio of 1.0 means that the employee's current salary falls
within close parameters of the company's pay policy.

The compa-ratio is an employee's salary divided by the midpoint amount of the employee's pay grade.
For example, if an employee in pay grade X has a salary of 35,000, and the midpoint of pay grade X
is 38,000, the employee's compa-ratio is .921. This means that the employee is making 92.1 percent
of the midpoint of his or her pay grade. Compa-ratios might be above or below 1.0 for a number of
reasons. For example, a new hire typically has a compa-ratio under 1.0. A compa-ratio over 1.0 could
mean that the employee has high seniority or performs well.

When calculating the new compa-ratio, the system uses the midpoint of the pay grades that you
defined in the Pay Grade/Salary Range table (F082001). The system also uses the midpoint amount
that is effective for the effective date.

When any of the information that the system uses to calculate compa-ratio changes, you must run a
batch program to update employees' compa-ratios. For example, when you change the mid-point
amount for a pay grade, you must update the compa-ratio for all of the employees who are assigned to
those salary ranges. You can update compa-ratio for one employee or all employees.

Y ou must update employee compa-ratios when you have run the global mass update program for pay
grades, rates, or jobs and their salary ranges. You can run this program in either proof or update
mode. You can also have the system print a report that lists the updated information.

If the new compa-ratio differs from the existing compa-ratio, and your system is set up to track
employee history, the program creates a history record.
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Processing Options for Compa-Ratio Batch Calculation (R082501)

Report

1. Should the file be updated? (1-Yes, 0-No). Default is '0'

2. Would you like a report? (1-Yes, 0-No). Default is 'l'

Employee

1. Enter a valid change reason code for all new records.

2. Enter the effective date. Blank will default to the system date.

Pay Range

1. Enter the effective date for the Pay Range. Blank will default to the system date.

Changing Employee Salaries

You might need to change salaries for an employee or a group of employees. For example, you might
give an employee a raise to complement a promotion, or you might increase all salaries because of
inflation.

Workflow is an electronic message delivery system that you can use to process salary changes
automatically. The Workflow process includes obtaining approval for salary increases that exceed a
specified limit and updating the Employee Master Information table (F060116). Workflow is
designed to save time and reduce errors to salary changes.

Changing salaries using salary planning is helpful when you want to calculate salary changes for
employees using a third-party source, such as a spreadsheet. You can export employee information to
a spreadsheet, calculate salary changes, and reimport the information into the Human Resources and
Payroll systems. Using salary planning allows you to calculate salary change scenarios before you
update the Employee Master Information table (F060116).

You can also change an employee's salary using pay rate information. This method is preferable when
you are changing an employee's hourly, billing, or piecework rate, but you can also change the
employee's salary. You can specify the change as a monetary amount or as a percentage of the
employee's current pay rate, and you can enter a change that takes effect on a future date. You use
pay rate information to update only one employee record at a time. Information entered in the Pay
Rate Information program (P060131) updates the Employee Master Information table (F060116).

Alternatively, you can use one of the following methods to change employee salaries:
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Individual employee You can manually change the value in the Salary field using the Basic
changes Compensation program (P0801CMP).

Future date changes If a salary change will not take effect until a future date, you can enter information
using the Future Data EE Master Revisions program (P06042).

High-volume changes You can reduce data entry time by changing salaries for groups of employees
using the Employee Master Mass Changes program (P06045).

See Also

Q Correcting Employee Information in the Human Capital Management Foundation Guide for
information about how to change an employee's salary manually

Q Processing Future Changes in the Human Capital Management Foundation Guide for more
information about changing salaries for a future date

Q Processing Mass Changes in the Human Capital Management Foundation Guide for more
information about changing salaries for groups of employees

Changing an Employee's Salary Using Workflow

The Enterprise Workflow Management system automates the process of changing an employee's
salary by notifying the appropriate supervisors for salary approval and updating the database with the
salary change.

The process of using Enterprise Workflow Management to change a salary usually involves more
than one supervisor or manager. For example, the employee's supervisor might originally enter the
salary change information. After the supervisor enters this request, the supervisor's manager must
approve the change before it becomes effective. You can set a salary threshold in the processing
options for the Basic Compensation program (P0801CMP) so that Enterprise Workflow Management
obtains approval for a certain percentage or flat-monetary salary increase.

Initiating a salary change is completed by a manager. Approving a salary change is a procedure that a
manager performs after receiving a message about a salary change. Please note which tasks apply to
you.

You can review the salary change in the Salary field on the Basic Compensation form.

Prerequisite
0 Create a congratulatory letter, if needed. See Mailmerge Workbench in the Foundation Guide.

0 Choose a version and set up your processing options for the Basic Compensation program
(PO8O1CMP).

O Verify that the Workflow process EEMASTI is activated in the Object Management
Workbench program (P98220). See Activating a Workflow Process in the EnterpriseOne
Workflow Tools Guide for more information.
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» To initiate a salary change

If you are a supervisor or manager who is responsible for initiating a salary change, you can send a
message to the person who is responsible for approving the change.

After you initiate a salary change, the pending salary change remains in the supervisor's queue until
the supervisor approves or rejects the change. When the supervisor approves or rejects the change,
Workflow sends you a message.

From the Employee Management menu (GOSBEI), choose Basic Compensation.
1. On Work With Basic Compensation, complete the following field and click Find:
o Employee Identification

2. Choose the record in the detail area and click Select.

PeopleSoft,

Basic Compensation - Basic Compensation

Ok Cancel Form  Tools

X &
Employes MNo. [7500 MeDougie, Cathy -
Home Business Unit | q Conporate Administration
Joh TypelStep |2H-1 | Human Resources Manager
Pay Frequency |E|— BFWeekiy Position D 201 Human Resources Manager
Union ,7 : Locality Ii Headquarers (defaul)
Pay Class |5 """ Salaried
Pay Grade/Step BE 7 [ Pay Rate Source [37] Wone
Salary lsooooon @ [ PayPeriod Salay  [1g2308
Hourly Rate lﬁg_— _____ Compa-Ratio IF
ESTTa | S |
Std Hrsifear W Crvertime Exermpt IY_
Std Daysirear Ii FTE W_
Default Auto Pay Type I—

Compensation Review
Feview Type Annual Review
Last Comp Review Date Next Comp Review Date |D1ID1IDS
TienRanking |27 Last TienRanking Review Date fumr_

3. On Basic Compensation, complete the following field and click OK:
e Salary

A delay might occur after you click OK. The delay indicates that the workflow process has
been activated. A message appears to confirm that your changes have been submitted for
approval and are pending review.
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Processing Options for Basic Compensation (P0801CMP)

Process Tab

These processing options allow you to specify threshold values for the salary change workflow
process.

1. Workflow - Salary Threshold

0 = Default

Use this processing option to specify an amount that, if the salary is increased by the
amount entered or increased by more than the amount entered, then the system initiates the
Employee Salary Change Approval Process (EEMAST1) workflow. The system sends an
approval message to the workflow recipient, and the salary is updated after the change is
approved.

2. Workflow - Salary Percent Change Threshold

Use this processing option to specify the percentage of salary increase at which the system
starts the Change Approval Workflow Process (EEMAST1). When the salary is increased
to or beyond the percent entered, the system starts the workflow process. The system sends
an approval message to the workflow recipient and the salary is updated only after the
change is approved.

» To approve a salary change

If you are a supervisor who is responsible for approving salary changes, you can approve a salary
change after you receive a salary change message in your Workflow queue.

After an employee enters salary change information, Workflow sends the request to your queue for
review. You can accept or reject the request. The salary change does not take effect until you respond
to the request.

Note

If more than one approval is needed for a salary change, the change does not take effect until all
supervisors respond.
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From the Workflow Management menu (G02), choose Employee Queue Manager.

1.

On Work With Employee Queue Manager, complete the following field:
e Skip To Name
To narrow your search, complete the following field and click Find:

e Search Type

e Codel

Choose the employee and click Select.

On Work Center, click the Salary Approval icon in the left queue.
All salary requests pending approval appear in the right queue.

To approve or reject a salary change, click the Workflow Approval icon in the middle of the
form, and then click the Workflow Approval icon in the right section of the form.

On Workflow Approval, click one of the following options to accept or reject the salary

change request, add text if applicable, and click OK.

e Accept
e Reject

On Work Center, click Close.

Changing Employee Salaries Using Salary Planning

You can use salary planning to calculate salary changes for employees using a third-party program,
such as a spreadsheet program. The salary planning feature imports the information to update the
Salary or Hourly Rate fields on the Basic Compensation form and the Employee Master Information

table (F060116).

If the Position Budget option is activated in the System Options program (P05001S), the system
verifies that your salary changes are within the budgeted salaries for the corresponding positions.

See Also

a Setting Up System Options in the Human Capital Management Foundation Guide for more

information about setting up position budget editing
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» To change employee salaries using salary planning

From the Employee Management menu (GO5SBE1), choose Basic Compensation.

L.

10.

On Work With Basic Compensation, choose Salary Planning from the Form menu.

Prople o, —

Basic Compensation - Salary Planning @K

(9] 14 Find Cancel Row Form  Tools

B @ X 8B B &

Effective Date 01/01/05 Employees
Change Reason ’— 1 p)l © Active

Records 1- 10

Home P

Business Unit C
o> 3 Danovan, Andrew 13,520.00 6.500 0.78 1.00 0p-2 Hz H 3
9 9 Abbott, Dominique 38,000.00 18.264 0.a7 1.00 043 54 5 5
O 9 Abrams, Brooke E0,000.00 28.846 1.08 1.00 1h-2 86 g g
O 9 Alken, Gwen 12.000 1.00 8R-1 i H B
L @ 9 Allen, Ray 746,000.00 36.058 117 1.00 A1 g7 g g
O 9 Andersan, Jeanette 63,040.00 26.600 1.10 1.00 1h-2 g8 g B
O 9 Ato, Connie 38,250.00 18.289 0.9g 1.00 IH-2 54 -1 -1
O 9 Chamberlain, Caral M 32,000.00 156.385 0.8z 1.00 85-2 54 5 5
O 9 Dobson, Jane 55,750.00 26.803 1.16 1.00 1M-2 55 5 5
O 9 Ehby, Chester 42,000.00 201492 1.00 TRRH1 3 3
q | »

On Salary Planning, complete the following fields and click Find:

e Effective Date

e Change Reason

Choose an employee or a group of employees, right-click, choose Export, and then choose the
third-party document that you used to calculate the salary planning information.

On Export Assistant, click the following option to turn it on:
e Establish a Hot-Link

Choose whether to Export to an Existing workbook or to a New Workbook and specify a
range of cells.

Click Continue.

The third—party document appears with the information from the Salary Planning form.

Calculate any necessary changes and then save and close the file.
On Salary Planning, choose the same employee or group of employees as you did in step 3.

Right click, choose Import, and then the third-party source that you used for calculating
salary planning information.

On Open, enter a range of cells and click Open.

The system imports updated employee salary information into the Basic Compensation form.
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Changing an Employee's Salary Using Pay Rate Information

You can change an employee's salary using pay rate information. This method is preferable when you
are changing an employee's hourly, billing, or piecework rate because you directly enter the change to
the rate. You can specify the change as a monetary amount or as a percentage of the employee's
current pay rate, and you can enter a change that takes effect on a future date. For example, suppose
that you enter a future effective date after you enter a pay rate change. When the future date occurs,
the system automatically updates the employee's pay rate information. If the effective date is between
pay cycles, the new rate appears in the payment for the first pay period after the effective date.

You use pay rate information to update only one employee record at a time. Information entered in

the Pay Rate Information program (P060131) updates the Employee Master Information table
(FO60116).

» To change an employee's salary using pay rate information

From the Employee Management menu (GO5SBE1), choose Pay Rate Information.

1. On Work With Pay Rate Information, complete the following field and click Find:
o Employee Identification

2. Choose the employee record and click Select.

HeopleBotte | —

Pay Rate Information - Pay Rate Revisions
Ok Cancel Form  Tools

X B B
Ermployves Mo, [7s500 T McDougle, Cathy .
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Rate Increase Fate Date
: : | st o
Annual Salary |50,000.00 2,500.00 |52,500.00 (11401705
i Percent
Hourly Rate 24.038 1.202 25.240
gl S

Burden Rate I

Fiecework Rate

Change Reason IZI'ID

Current Pay Effective Date

3. On Pay Rate Revisions, review the current rates in any of the following fields of the Current
Rate column:

e Annual Salary
e Hourly Rate
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¢ Billing Rate
e Burden Rate
e Piecework Rate

To define a future pay change as a percent or flat amount increase, click either the Flat or the
Percent option in the Method group box.

Complete as many of the fields as necessary in the Planned Increase column for each rate that
you are changing.

Add a monetary amount or a percentage to each field, depending on the method you chose.

In the Effective Date column, complete as many of the following fields as necessary for each
rate that you are changing:

o Next Raise Date

e New Bill Rate Date

e New Burden Rate Date
e New Piece Rate Date

Complete the following field:
e ChgRsn

If you do not have the PeopleSoft EnterpriseOne Payroll system, complete the following
field:

e Current Pay Effective Date

Review the new rates in the New Rates column and click OK.
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Pay-Grade Step Progression

You use pay-grade step progression to automate pay-rate changes for groups of employees. Pay-grade
step progression helps you ensure that all employees that perform the same job at the same level
receive the same rate of pay, even if the pay rate for that position changes.

The following scenario illustrates how using pay-grade step progression can automate pay-rate
changes for a group of employees. Company A negotiates a new contract with a union. The new
contract includes a 2.00 USD per hour pay-rate increase for all union-related positions. More than
1000 union employees perform more than 100 different union-related jobs within the company. Using
pay-grade step progression, you can automatically update the pay rates for all union-related positions
and the employees who perform those jobs.

You can also use pay-grade step progression to establish job paths that employees can follow.
Progression paths include predefined pay-grade step levels, each with its own rate of pay. You can
automatically move groups of employees to the next level in their progression path and update their
pay rates accordingly.

The following scenario illustrates how creating progression paths can automate pay-rate changes for a
group of employees. Company B hires a group of employees, all for different positions, at the same
time. The company policy states that employees are hired on a 30-day trial basis. After 30 days, the
employees are either terminated or they are promoted to the next level and receive an associated pay-
rate increase. Using pay-grade step progression, you can automatically move all selected employees
to the next level in their progression paths and update their pay rates accordingly.

Automating the process of administering pay-rate changes for a group of employees can significantly
decrease data entry time as well as the occurrence of data entry errors. Pay-grade step administration
can also help eliminate the possibility of incorrectly excluding an employee from receiving a pay-rate
change.

Prerequisite

O Set up pay grade step tables and assign pay grade step information to your employees. See
Setting Up Job Information in the Human Capital Management Foundation Guide for more
information about setting up and assigning pay grade step information.

Working with Pay Rates for Pay-Grade Steps

Periodically, you might need to adjust the pay rates for your pay-grade steps. For example, you might
need to enter a cost-of-living increase for all pay-grade steps, or you might need to make a market
adjustment to a particular pay-grade step. You can manually or automatically update the pay grade
step table to reflect the new rates.

You can use any of the following three methods to make automated changes to pay rates that are
associated with pay-grade steps:

e Enter a flat amount by which the rate will change
e Enter a percentage rate change

e Enter a base rate and a rate multiplier
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You might also need to make additional entries to your pay grade step tables. For example, you might
need to enter new rates for all pay grade steps for the upcoming year. To avoid having to manually
enter all of the information in the table for the upcoming year, you can copy existing records in your
table and change only the fields in the new records that contain different information, such as the rate
and date fields.

Prerequisite

O Set up the pay grade step table and assign pay grade step information to your employees. See
Setting Up Pay-Grade Steps in the Human Resources Guide for more information about
setting up the pay grade step table.

See Also

Q Updating Pay Rates for Pay-Grade Steps in the Human Resources Guide for more
information about adjusting pay rates for pay grade steps

Copying Pay-Grade Step Records

You might need to add records to your pay grade step tables that are similar to records that already
exist in your tables. To avoid excessive data entry, you can copy existing records and change only the
information that is different for the new records. For example, if your pay-grade step rates for the
upcoming year are different from the rates for the current year, you might want to create new records,
rather than update the existing records with the new rates. Copying existing records can significantly
reduce the instances of data entry errors. After you have created the new records, you can modify
them, as necessary.

» To copy pay-grade step records

From the Job Specifications Setup menu (G05BJ4), choose Pay Grade Step Table.

1. On Pay Grade Step Table, to locate the pay-grade steps that you want to copy, complete any
of the following fields and click Find:
e Pay Class(H/S/P)
e Union Code
e Locality
e Pay Grade
e Effective Date

2. Choose the records that you want to copy and then choose Copy from the Row menu.

3. Scroll down to the newly created records, which will appear at the bottom of the Pay Grade
Step Table, and make changes to any of the following fields:
e Pay Grade
e (Grade Step
e Loc Desc
e Union Code
e Effective Date
e Rate Mult
e Step Rate
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e Next Pay Grade
e Next Pay Grade Step
e Remark

e Hrs Day

Note

You must change information in the new records to avoid having duplicate records in the Pay
Grade Step table.

4. Click OK.

Creating Progression Work Groups

After you have updated the pay grade step table with rate changes, you can create groups of
employees to which you want to apply those rate changes. Creating progression work groups allows
you to update all employees within a work group at the same time.

You can also use work groups to select employees that you want to move from one pay-grade step to
the next. You do not need to update the pay grade step table with rate changes in order to move
employees to the next pay-grade step, as long as the next step is already included in the table.

Effective Dates for Progression Work Groups

When you create progression work groups, you assign an effectivity date or an effectivity data item to
the entire work group. The effectivity data item can be any data item included in UDC 08/DT. The
effectivity date is used to determine when the rate change becomes effective for the employees who
are included in the work group. You should use an effectivity date or data item that you want to use
for all employees who are included in the work group. However, you can change the date for
individual employees after you create the work group. You can change the effectivity date for an
individual in a progression group only if you are using an effectivity data item to determine the date
on which the changes become effective. Otherwise, you must change the effectivity date for all
employees within the progression group.

If the effectivity date is on or before the system date, the update process directly updates the
Employee Master Information table (F060116). If the effectivity date is after the system date, the pay-
rate change is stored in the Future Data EE Master Revisions table (F06042). The system then
updates the Employee Master Information table during the final update step of the payroll cycle
within which the effectivity date occurs.

Note

PeopleSoft recommends using an effectivity date that will update the Employee Master Information
table directly. Processing future data revisions during the final update step of the payroll cycle uses
additional system resources and can cause a dramatic increase in processing time. If you use the
Future Data EE Master Revisions program (P06042) to update pay-grade information during final
update, you must set the Process Future Data Revisions processing option for the Pay Cycle
Workbench program (P07210) to allow future data processing.
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You can set up effectivity dates for pay-rate changes using the following dates:

System If you leave the Effectivity Date field and the Effectivity Data Item field blank, the
Date system uses that date to determine when the pay-rate changes become effective.

Override  [fyoy enter a date in the Effectivity Date field, the system uses that date to determine

Date when the pay-rate changes become effective.

User- If you enter a data item in the Effectivity Data Item field, such as Date of Next Review
Defined or Date of Next Raise, the date associated with each employee for that particular data
Date item is the date that the system uses to determine when the pay-rate changes become

effective. You can enter any date that appears in UDC 08/DT.

Caution

The effectivity date is not always the date on which the pay-rate change becomes effective. If you
enter an effectivity date that falls after the system date, when you run the update process, the Future
Data EE Master Revisions table is updated. Future data revisions are not updated to the Employee
Master Information table until the final update step of the payroll cycle during which the effectivity
date occurs. This can cause your pay-rate change to become effective on a date later than the
effectivity date. For example, if you use an effectivity date of 06/16/05, and that date occurs after the
system date, the Future Data EE Master Revisions table is updated. If the pay cycle that includes the
effectivity date includes work dates of 06/15/05 through 06/30/05, the new pay rate is not updated to
the Employee Master Information table until the final update step of this payroll cycle, and, therefore,
is not used to calculate pay for this payroll cycle. The pay-rate change becomes effective during the
next payroll cycle, making the actual effective date of the change 07/01/05.

New and Existing Pay-Grade Steps

You can base pay-rate changes on two different pay-grade step options. If you want to change the rate
for an existing pay-grade step and update the records for the employees who are currently attached to
that pay-grade step with the new rate, use the existing pay-grade step option as the basis for creating
the work group. To move employees from one pay-grade step to the next, use the new pay-grade step
option as the basis for creating the work group.

Note

To move some employees from one pay-grade step to the next and update other employees with new
rates for their current pay-grade steps, you must create more than one work group. You cannot
perform both types of updates for one work group.

Prerequisite
0 Update the pay-grade steps with the rate changes in the pay grade step table. See Updating
Pay Rates for Pay-Grade Steps in the Human Resources Guide for more information.
See Also

Q Processing Future Changes in the Human Capital Management Foundation Guide for more
information about updating future data changes to the Employee Master Information table
(FO6011)
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» To create progression work groups

From the Pay Grade Step Administration menu (G05BJ2), choose Pay Grade/Step Progression
Workbench.

1. On Grade/Step Progression Workbench, click Add.

PoopleSoft,
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2. On Add Progression Work Group, complete the following fields:

e Review Group ID
e Description

3. To use the system date as the effectivity date for the rate change, click the following option
and leave the Effectivity Date field blank:

o Effectivity Date

4. To use an override date as the effectivity date for the rate change, click the Effectivity Date
option and complete the following field:

e Effectivity Date

5. To use a user-defined date as the effectivity date for the rate change, click the Effectivity
Data Item option and complete the following field:

e Effectivity Data Item
6. To choose the basis for the pay-rate change, click one of the following options:

e Existing Grade/Step
e New Grade/Step
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7. To produce a detailed report of the employees who are included in the work group, click the
following option:

e Generate Detail Report
An exception report is always printed, regardless of whether you generate the detail report.
8. Complete the following field and click OK:

e Build Version

Note

You cannot create progression work groups that contain employees from more than one country. If
you have employees in different countries that work in the same pay-grade step, you must create
country-specific work groups to update pay grade information. Using data selection, you can specify
which country you want to include when you create the work groups. Including employees from more
than one country in the same progression work group might cause undesirable results.

Processing Options for Grade/Step Progression Workbench (P082005)

Versions Tab

These processing options specify the versions that are available for you to use.

1. Add new work group version.

Use this processing option to specify the version for the Work Group Build. This version
will be used on the Add Progression Work Group form. The version may be changed on
the Add form. The default version is ZJDEO0O1.

2. Proof - Apply pay grade/step changes version.

Use this processing option to specify the version of the Grade/Step Progression Changes
program to use in proof mode. The default is ZJDE00O1.

3. Final - Apply pay grade/step changes version.

Use this processing option to specify the version of the Grade/Step Progression Changes
program to use in Final Mode. The default is ZJDE0002.
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Working with Progression Work Groups

After you create progression work groups, you can review detailed information for each employee, as
well as summary information for the entire work group. You can make changes to employee
information and update your work group with your changes without having to rebuild the entire
progression work group. You can also delete employees from a work group. However, if you
accidentally delete an employee, you must rebuild the progression work group to include that
employee in the work group again.

Note

The Build Grade/Step Progression Work Group program (R082006) must finish processing before
you can review information in your work group. Until the process is complete, you will not see your
work group in the Pay Grade/Step Progression Workbench program (P082005).

Reviewing Progression Work Group Information
You review work group information to verify that the pay-rate changes that you created are accurate.
You can review information for each employee within the progression work group, as well as

summary information for the entire work group.

» To review progression work group summary information

From the Pay Grade Step Administration menu (G05BJ2), choose Pay Grade/Step Progression
Workbench.

1. On Grade/Step Progression Workbench, complete any of the following fields and click Find:

e Review Group ID
e Country Code
e  Group Status

2. To review summary information for the work group, choose the progression work group that
you want to review and click Select.

3. On Progression Work Group Summary, review the following fields and click OK:

e Creation Date

o Effectivity Date

o Effectivity Data Item
e Country Code

e  Group Status

e Current Salary

e New Salary

e Number of Employees
e Percent Increase
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» To review progression work group detail information

From the Pay Grade Step Administration menu (G05BJ2), choose Pay Grade/Step Progression
Workbench.

1. On Grade/Step Progression Workbench, complete any of the following fields and click Find:

e Review Group ID
e  Country Code
e Group Status

2. Choose the work group that you want to review and choose Detail from the Row menu.
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3. On Progression Work Group Detail, review the following fields:

e Employee Name

e Locality

e  Curr Grade
e Curr Step

e  Curr Salary

e Curr Hourly Rate

e Next Grade

e Next Step

e Next Salary

e Next Hourly Rate

o Effectivity Date

e Address Number

e Home Business Unit

e Job Type
e Job Step
e FTE
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e New Pay Stop Date
e New Pay Start Date

e Days Year
e Hrs Day
e Hrs/ Year

Changing Progression Work Group Information

After you review the information in your progression work group, you might need to make changes to
information for the employees who are included in the work group. You might also need to change
the effectivity date for an individual employee or for the entire work group.

For example, if you used effectivity data item NRDT, the date of next raise, you might find that an
employee's effectivity date is blank. To correct this, you must enter a date for the employee in the
Date of Next Raise field. If you leave blank the effectivity date for an employee in the work group,
the system date when you run the update process will be used as the effectivity date for that
employee.

Note

You can change the effectivity date for an individual in a progression group only if you are using an
effectivity data item to determine the date on which the changes become effective. Otherwise, you
must change the effectivity date for all employees within the progression group.

You might also find that information for a particular employee is incorrect. For example, an
employee might be assigned to the wrong job type, business unit, or home company. Before you
continue processing, you can correct this information and automatically update the work group to
reflect the changes that you make to the employee's information.

» To change the effectivity date for a progression group

From the Pay Grade Step Administration menu (G05BJ2), choose Pay Grade/Step Progression
Workbench.

1. On Grade/Step Progression Workbench, complete any of the following fields and click Find:

e Review Group ID
e Country Code
e  Group Status

2. To change the effectivity date for the entire work group, choose the work group that you want
to update and click Select.
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3. On Progression Work Group Summary, click one of the following options and complete the
corresponding field, if necessary:

e Effectivity Date
e Effectivity Data Item
4. Click OK.

5. On Grade/Step Progression Workbench, to update all effectivity date changes to the work
group, choose the work group and choose Detail from the Row menu.

6. On Progression Work Group Detail, choose all records in the detail area and choose Update
Work Files from the Row menu.

To change the effectivity date for an employee

From the Pay Grade Step Administration menu (G05BJ2), choose Pay Grade/Step Progression
Workbench.

1. On Grade/Step Progression Workbench, complete any of the following fields and click Find:

e Review Group ID
e Country Code
e  Group Status
2. Choose the work group that you want to change and choose Detail from the Row menu.

3. On Progression Work Group Detail, choose the employee record that you want to change and
choose Employee Master from the Row menu.

4. On Work With Employee Information, choose the appropriate option from the Row menu,
and then make any necessary changes to the employee's effectivity data item.
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Note

The employee's effectivity data item can be any date field that is stored in the Employee
Master Information table (F060116). Therefore, the option that you choose from the Row
menu on the Work With Employee Information form varies depending on the field that you
want to update. For additional information about changing employee information, see
Revising Employee Information in the Human Capital Management Foundation Guide.

5. When you have completed all changes for the employee, click Close.
6. On Progression Work Group Detail, to update all effectivity date changes to the work group,
choose a record and choose Update Work Files from the Row menu.
See Also

Q Revising Employee Information in the Human Capital Management Foundation Guide for
more information about changing employee master information

Deleting Employees from a Progression Work Group

After you review the information in your progression work group, you might notice that an employee
has been incorrectly included in the work group. You can delete an employee from the work group
and automatically update your work group to reflect this change.

Note

After you choose the employee and click the Delete button, the employee is deleted from the work
group. You do not need to run the Update Work File process to update the work group. If you
accidentally delete an employee, you must rebuild the progression work group to include that
employee in the work group again.

Updating Pay-Grade Step Changes to the Employee Master
Information Table (F060116)

After you have reviewed and updated information in your progression work groups, you can update
the Employee Master Information table with the pay-rate changes. To ensure that the information that
you are updating is accurate, you can run the process using the proof version and review the
information that will be updated before you make any changes to employee information.

After you review the proof report for accuracy, you can run the final version. This process updates
information in the Employee Master Information table or the Future Data EE Master Revisions table
(F06042), depending on the effectivity date of the pay-rate changes. If the effectivity date is before
the system date, the Employee Master Information table is updated. If the effectivity date is after the
system date, the Future Data EE Master Revisions table is updated.

PeopleSoft recommends that you use an effectivity date that will update the Employee Master
Information table directly. Processing future data revisions during the final update step of the payroll
cycle uses additional system resources and can cause a dramatic increase in processing time. If you
use the future data revisions program to update pay grade information during final update, you must
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activate the Process Future Data Revisions processing option in the Pay Cycle Workbench program
(P07210) to allow future data processing.

Caution

Running the final version of this process directly updates payroll tables. After you have run this
process, the only way to restore your information to the way it was before you updated the tables is to
make manual corrections to each employee record, or to restore the tables from a backup that you
created before you updated the tables. To avoid time-consuming rework, carefully review the proof
report before you run the final version.

» To update pay-grade step changes to the Employee Master Information table (F060116)

From the Pay Grade Step Administration menu (G05BJ2), choose Pay Grade/Step Progression
Workbench.

1.

On Grade/Step Progression Workbench, complete the following fields:

e Proof
e Final
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Complete any of the following fields and click Find:

e Review Group ID
e Country Code
e Group Status

To run the proof version, choose the progression work group that you want to update and
choose Proof - Apply from the Row menu.

To run the final version, choose the progression work group that you want to update and
choose Final - Apply from the Row menu.

On Confirm Apply Employee Master Changes, click OK.

195



Processing Options for Pay Grade to Employee Master Update (R082008)

Process Tab

These processing options specify the default values that the system uses when it updates the
Employee Master Information table.

1. Generate Detail Report

Use this processing option to specify whether to create a report of updated records. An
exception report will always be generated.

1 Create a report of updated records.

Blank Do not create a report of updated records.
2. Change Reason
Use this processing option to add the change reason to the employee history or future data
files.

3. Automatically Delete Workgroup

Use this processing option to automatically delete the work group when the update is
completed.

1 Delete the workgroup.

Blank Do not delete the workgroup.
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Deleting a Progression Work Group

After you review the information in your progression work group and update the changes to the
employees in the work group, you can delete the work group.

To be sure that work groups are accurate and that they reflect the latest changes in your employee
database, PeopleSoft recommends that you delete work groups after you have completed the update
process, and that you create new work groups to process pay-grade step progression changes at a later
date. Creating new work groups at the time that you want to process pay-grade step progression
changes ensures that you include all necessary employees in the work group.

Note

You can also delete a work group during the update process by activating the processing option for
the Pay Grade to Employee Master Update program (R082008).

See Also

Q Updating Pay-Grade Step Changes to the Employee Master Information Table (F060116) in
the Human Resources Guide for more information about deleting progression work groups
using processing options
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Competency Management

Competency management is a method of categorizing and tracking the qualifications that employees
possess that make them competent to perform their job duties. These qualifications, such as C
programming skills, CPA license, and fluency in French, are called competencies. You can use
competency management to identify both employee competencies (the competencies that employees
possess or attain) and job competencies (the competencies that are required to perform a specific job
within the organization). You might want to track competencies for employees, but not for jobs.
However, if you want to track competencies for jobs, you must also track competencies for
employees.

The PeopleSoft EnterpriseOne competency management features allow organizations to identify and
track both individual competencies and competencies that are required to perform a specific job
within the organization.

Benefits of competency management include the following:

e Competency-based job descriptions provide clear, detailed expectations for employees and
can illustrate the way in which each employee fits into the whole organization

e (Categorizing and quantifying competencies allow you to create a searchable database that
you can use to locate employees who possess specific competencies that are required for a job

e Job requirements are consistent within organizational levels

e Competency-based performance appraisals allow you to assess the level of an employee’s
performance compared to the job requirements, perform a gap analysis, and develop training
plans and career paths

e Employees can update competency information using self-service programs

Caution

When you enter and review information for competency management, use the menu options, not the
fast path, to access the forms. Accessing forms from the fast path might produce unexpected results.

198



Advantages of Competency Management

Employees use their competencies to help the organization achieve its goals and objectives. By
linking the competencies of an organization with employee jobs, you can determine how employees
can best help the organization meet its goals and objectives, thereby giving employees competency-
based job descriptions that provide clear, detailed expectations and illustrate the ways in which each
employee fits into the whole organization.

Some types of competencies, such as education and training, are relatively simple to track and
quantify, while more intangible skills, such as negotiation skills or knowledge of pricing strategies,
are more difficult to quantify. Categorizing and quantifying competencies allows you to create a
searchable database that you can use to locate employees who possess specific competencies, thereby
allowing you to efficiently reallocate employees in response to market or organizational changes.
Such reallocation can help your organization reduce operating costs and make employees more
productive.

Effectively managing competencies can also help your organization train and retain competent
employees. The organization benefits by having more productive employees and less employee
turnover, which results in a lower operating cost. Employees benefit by having a set of goals and
expectations to do their job and improve in their careers. The challenge for human resource
representatives is to align and link the goals and objectives of the corporation with the valuable
human assets within the organization.

Core Competencies

Core competencies are competencies that help employees meet the high-level goals and objectives of
the organization. All of the employees in the organization should be proficient in these core
competencies. You can track core competencies only if you are tracking competencies for both jobs
and employees.

Inherited Competencies

To simplify the tracking of job competencies, you can attach individual competencies to each level in
the organizational structure, and then attach jobs to those levels. Inheritance is the process of
attaching job competencies to high levels in the organizational structure so that they also apply to the
subordinate levels. Inheritance means that, when you attach a competency to a business unit that is at
a high level in the organizational structure, that competency applies to the jobs in that business unit,
as well as to all of the jobs that are in subordinate, lower-level business units. You can further take
advantage of inheritance by assigning competencies at the company or job-group level. For example,
you might define Commitment to Quality as a core competency and attach it to the company level of
the organizational structure so that all of the jobs in the company will inherit that competency. For
jobs that are at lower levels of the organizational structure, you can attach additional, more specific
competencies and override the inherited competencies, if necessary.
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Employees are expected to be proficient in the competencies required for their jobs, as well as in any
inherited competencies. The following are advantages of inherited competencies:

® You can reduce data entry tasks by defining and attaching a competency in one place only.

e  When you change a competency, you make changes in one place and all jobs that inherit that
competency automatically inherit the changes.

e You can attach one competency to many jobs.

Gap Analysis

Competency management gives employees and managers a clear, quantifiable measurement of the
current and future needs of the organization and the abilities of the employees. When you track both
employee competencies and job competencies, you can easily identify discrepancies between the
competencies that an employee possesses and the competencies that are required for the employee's
current job, or for a job to which the employee aspires. The process of identifying and analyzing such
discrepancies is called gap analysis. Employees and managers can use self-service applications to
review gap analysis information. They can also use gap analysis to review career paths for employees
who want to examine the possible career opportunities within the organization. Managers and human
resources representatives can use gap analysis for succession planning.

Defining Organizational Structures for Job
Competencies

Before you can assign jobs and job competencies to the hierarchical levels in your organizational
structure, you must define the organizational structure that you will use to track competency
information. Although you can use the financials organizational structure to track competency
information, PeopleSoft recommends that you create a separate structure. You can also create new
business units for job competencies so that you are not using the business units that your organization
uses for financial reporting purposes. By maintaining the competency organizational structure and
business units separately from the financials structure, the human resources department can revise the
competency structure without affecting the structure that the accounting department uses to make
financial decisions. Likewise, when the accounting department needs to revise the financials
organization structure, the competency structure will not be affected.

When you define a separate organizational structure for job competencies, you can either create a new
structure or copy and modify an existing structure, such as the financials structure. In most cases,
copying an existing structure is probably more efficient; however, if the existing structures are very
different from the one that you intend to create, you might choose to create a new organizational
structure.

To help you explore a variety of scenarios, you might create several draft versions of the
organizational structure. When you decide which draft you want to use, you can activate that draft
and define it as the default organizational structure. When an organizational structure becomes
obsolete, you can update date-effective information to indicate that it is no longer the current
structure.
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Creating New Organizational Structures for Job
Competencies

From the Advanced Organization Setup menu (G094111), choose Organization Structure
Inquiry/Revision.

To associate jobs and job competencies with the hierarchical levels in your organization, you can
create an organizational structure that is specific to job competencies. In many cases, you can base the
competency organizational structure on the structure that the accounting department uses for financial
reporting (the financial organizational structure). If the financial organizational structure is much
different from the organizational structure that you need to create for competencies, creating a new
structure is probably more efficient than copying and modifying an existing structure.

To give the human resources department more flexibility in attaching competencies, you might also
create new business units for the competency organizational structure. When you create a new
business unit for job competencies, enter 1 in the Subledger Inactive field so that no activity
regarding the business unit will be reflected in the business units and organizational structure that
your organization uses to track financial information.

To create a new organizational structure, use the Organization Structure Definition program
(PO050B). To create new business units, use the Business Units by Company program (P0006). You
complete the same steps to create the new organizational structure and business units for job
competencies as you would to create them for financials. When you create the structure for job
competencies, you do not need to run the Organization Structure Build program (R10450).

The new structure that you create is an inactive, or draft, structure that contains no effective dates.
You can modify the draft as many times as necessary. When you are ready to begin using this
organizational structure, run the Activate Job Competencies report (R080014) to activate the draft
structure and set it up as the default structure for job competencies. This program also enters an
ending date for the organizational structure that was previously the default structure, if one exists.

See Also

e Creating Organization Report Structures in the General Accounting Guide for step-by-step
instructions for creating a new organizational structure

o Setting Up Business Units in the General Accounting Guide for step-by-step instructions for
creating a new business unit

o Updating Date-Effective Information for Organizational Structures in the Human Resources
Guide for more information about the Activate Job Competencies report (R080014)

e Copying Existing Organizational Structures in the Human Resources Guide for information
about an alternative to creating a new organizational structure

Copying Existing Organizational Structures

To associate jobs and job competencies with the hierarchical levels in your organization, you can
create an organizational structure that is specific to job competencies. In many cases, you can save
time by copying the existing organizational structure for financials and then modifying it so that it is
appropriate for tracking job competencies. The business units for the new organizational structure
will be the same as those that are in the organizational structure that you copied; however, in the new
structure, you can change the arrangement of the business units, if necessary.
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When you copy an existing structure, the system creates a draft structure that contains no effective
dates. You can modify the draft as many times as necessary. When you are ready to begin using this
organizational structure, run the Activate Job Competencies report (R080014) to activate the draft
structure and set it up as the default structure for job competencies. This program also enters an
ending date for the organizational structure that was previously the default structure, if one exists.

You can also copy job competency information from an existing organizational structure to a new
organizational structure that does not yet have job competency information associated with it.

The copy program includes both a form where you specify the information that you want to copy and
a batch process. When you click OK on the form, the system automatically runs the batch process and
prints a report that lists the information that you want to copy. You can run the batch process in proof
mode, which allows you to verify the information before the system updates the database. You must
run the copy program from a client workstation (NT), not from an internet or intranet site. Internet
and intranet servers do not have the specific application program interfaces (APIs) that the system
needs to perform the copy.

Prerequisite

O Set up the program to run on your local workstation. See Mapping Objects in the
Configurable Network Computing Implementation Guide.

0 Enter a code for the new organizational structure in UDC 00/TS.

» To copy an existing organizational structure

Use one of the following navigations:

From the Competency Mgmt Advanced & Tech Oper menu (GO5SBC3), choose Copy Job
Competency.

From the Competency Management Periodic Processing menu (GO5BC2), choose either Jobs in
an Organization or Job Competencies in an Organization, and then choose Create Draft from the
Report menu.

1. On Copy Job Competencies, complete the following fields:

e From Type Structure
e To Type Structure

2. Choose one of the following options:

e Proof Mode
e Show Report Details

3. If the From Type Structure has job competency information associated with it, choose any of
the following options:

¢ Copy Job Competencies
e Copy Job Competency Descriptions

e All Translations

4. Ifyou choose to copy competency descriptions, choose one or more of the options in the
Copy Specific Descriptions group.
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5. Click Submit.

The system prints a report that lists the information that it will copy. If you did not turn the
Proof Mode option on, the system also runs a batch process that updates the database with the
copied information.

Processing Options for Copy Job Competency (P080020)

Versions Tab

Use these processing options to specify versions of the job competencies to copy.

1) Copy Job Competencies Report Version

Blank = XJDE0001
A valid version

Use this processing option to specify the version of the Copy Job Competency Report
(R0O80015) to use when exiting to the program. Blank will use version XJDEOOO1.

2) Jobs Competencies in an Organization Version

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Job Competencies In An
Organization program (P08006) to use. The default is ZJDEOOO1.

Changing the Default Organizational Structure

As you work with job competency information, you might create several organizational structures for
job competencies. Some of these structures might be draft structures that you have either decided not
to use or are planning to use at some time in the future. For example, if your organization plans to
acquire an additional company, you might create a draft structure that you use to incorporate jobs
from the new company into your existing organizational structure. You might also have some
historical organizational structures. Historical structures are those that your organization used at one
time but is no longer using. A historical structure remains active, but you cannot use it as the default
structure.

The default organizational structure is the structure that your organization currently uses to track job
competency information. When managers and employees use self-service to review job competency
information, they can access only the information for the default structure. For security purposes,
only human resources administrators can access draft and inactive structures.

Occasionally, you might need to change the default organizational structure for job competencies. For
example, you might have mistakenly activated a draft structure that should not have been activated
for another month.
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» To change the default organizational structure

From the HRM Setup menu (G05B4), choose System Options.

1. On Work with HRM Foundation System Options, choose HR Addl. Options from the Row
menu.

2. On Human Resources Additional Options, complete the following field, and then click OK:

e Type Structure

PeopleSoft,

System Options - Human Resources Additional Options
Ok Cancel Tools

B X =&

Diata File Likrary [ """"""""""""""""" HR Subsystem Name TRERETT

Joh Competencies

Tywpe Structure |COR Cororate Competency Structune

Compensation Management

Increase Guideline Edit |1 i Warning: increaae Ot of Range
Based on Date{Lenath of Semice) |D5| Qriginal Hire Date
Rate Multiplier ﬁ__nnn

Updating Date-Effective Information for Organizational
Structures

When you create a new organizational structure for job competencies using the Organizational
Structures Revisions program (P0050), the system does not recognize the structure as a valid structure
for job competencies. To make the structure valid for job competencies, you must update its date-
effective information. You do not need to enter this information if you used the Copy Job
Competencies program (P080020) to create the organizational structure for job competencies, nor do
you need to enter this information if you run the Activate Job Competencies program (R080014).

This program updates the Date Effective Organizational Structure table (FO800608).
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» To update date-effective information for an organizational structure

From the Competency Setup menu (GO5SBC4), choose Date Effective Organizational Structure.

1. On Work with Date Effective Organizational Structures, complete the following field and
click Find:

e Organizational Structure

2. Choose a record in the detail area and click Select.

PeopleSoft,

Date Effective Organizational Structure - Date Effective Organizational Structure Revisions
Ok Cancel Toalz

B X &
Type Structure [COR Corporate Competency Structure
Draft Flag |1_ Yes
Start Effective Date !—
Ending Effective Date ’7'

3. On Date Effective Organizational Structure Revisions, complete the following fields:

e Draft Flag
e Start Effective Date

4. Complete the following optional field:
e Ending Effective Date
5. Click OK.

After you complete this task, you must run the Activate Job Competencies program
(R080014) to complete the process of activating the draft structure.

See Also

Q Activating Draft Organizational Structures in the Human Resources Guide
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Activating Draft Organizational Structures

From the Competency Mgmt Advanced & Tech Oper menu (GO5SBC3), choose Activate Job
Competencies.

When you create a new organizational structure or copy and modify an existing one, the system
maintains that organization structure in draft mode. You can modify the draft organizational structure
and add jobs and job competencies to it without affecting the active structure. When you are ready to
begin using the draft structure, you can run a program that updates the status of the structure to
Active. Activating the draft structure also makes that structure the default structure for your
organization (the structure that your organization currently uses to track job competency information).

After you activate a draft structure, you cannot change it back to a draft again. To help you verify that
the information in the draft structure is correct before you activate it, you can set processing options
to run the program in proof mode and print a verification report. When you run the program in proof
mode, the system does not update the tables to indicate that the structure is the default, active
structure. When you run the program in update mode, the system performs the following functions:

o Changes the status and date of the draft organizational structure to indicate that it is Active.
Because you might have more than one draft structure, you must enter in the processing
options the name of the structure that you want to activate.

¢ Enters an ending effective date for the structure that is currently the default structure for job
competencies, if one exists. The system maintains a historical record of this structure's status
so that you will know the dates when it was used as the default structure.

e Updates the system options to indicate that the new structure is the default structure.
e Updates the following tables:

¢ HR Additional Constants (F08043)

e Date Effective Organizational Structure (FO800608)

e Organizational Business Unit/Job Cross-Reference (F0800601)

e Job Group Competencies (F0800603)

e Organizational Business Unit Competencies (F0800604)

e Job Type/Step Competencies (F0800605)

e Competency Options - Overrides (FO800606)

e Organizational Competencies (F0800607)

e Competencies in Structure and Job (F0800610)

e Job Competency Default - Overrides (FO800611)

e User Defined Job Competency Description Reference (F0800612)
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Processing Options for Activate Job Competencies (R080014)

Display Tab

This processing option specifies the level of detail that appears on the report.

1) Show Detail

0=No
1=Yes
Blank =1

A code that specifies whether the system prints a detailed report. Valid values are:

0 No, the system does not print a detailed report.

1 Yes, the system prints a detailed report.

If you leave this processing option blank, the system prints a detailed report.

Defaults Tab

These processing options specify the dates on which old organizational structure ends and the new
one becomes active, as well as the new organizational structure that you want to apply.

1) Active Organizational Structure End Date

Use this processing option to specify an ending date for the organizational structure that is
currently active.

Blank The end date for the active organizational structure will be the current date.

2) New Organization Structure

Use this processing option to specify a new organizational structure. The new structure
name is needed for updating the Beginning/End Dates for the new structure.

3) New Organizational Structure Begin Date

Use this processing option to specify a beginning date for the new organizational structure.

4) New Organizational Structure Ending Date
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Use this processing option to specify an ending date for the new organizational structure.

Process Tab

This processing option specifies whether you want to process the activation in final mode.

1) Final Mode

0=No
1=Yes
Blank =1

Use this processing option to specify the mode in which the system runs the process.
0

Run the process in proof mode. Do not update the tables.

1 (or Blank)

Run the process in final mode and update all appropriate tables.

Reviewing the Delete Job Competency Report (R080017)

From the Competency Mgmt Advanced & Tech Oper menu (GO5BC3), choose Delete Job
Competency Report.

This report deletes any attachments or overrides to a specified structure type. For example, Company
A carefully evaluates its business needs and decides to include six job competencies in the company.
The company creates these six job competencies in the Job Competency program (P08009) and sets
up default descriptions and options for these job competencies. Next, Company A creates three draft
organizational structures and tests some “what if” scenarios, in which it attaches or overrides the job
competencies in different business units, jobs, and so on. When the company determines which
scenario best meets its business needs, it runs the Delete Job Competency report (R0O80017) to delete
the two draft organizational structures that it does not plan to use. The report deletes the connection of
the competencies and their overrides in just the organization that is deleted. Default information about
the six job competencies that the company created remains in the Job Competency program.
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Processing Options for Delete Job Competency Report (R080017)

Defaults Tab

This processing option specifies the organization structure to delete.

1. Organization Structure to Delete

Enter the organizational structure to be deleted.

Process Tab

This processing option specifies the amount of detail to print on the report.

1. Print Report Detail

1=Yes
0= No
Blank =1

Use this processing option to print a report of the items being deleted. Valid values are
1=print report, 0=do not print report.

Working with Employee Competencies

You use competency management to track the competencies that employees possess and to compare
them with those that are required for the employees' jobs. You can track the following types of
employee competencies

e Training

e Skills

e Accomplishments
e Certificates

e Degrees

e Languages

You can track a variety of competencies for each competency type. For example, for the Skills
competency type, you can track programming skills, communication skills, and so on.

Before you enter competency information for employees, you must define the scales that you use to
rate the levels of proficiency that employees demonstrate in each competency. You must also define
the specific employee competencies that you are tracking for each competency type. You also can
define training courses and specify the competencies that they fulfill.
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You set up security for competency levels so that you can specify the type of user within your
organization who is responsible for entering competency levels for employee competencies. This
feature is particularly useful if your organization allows employees and managers to enter and update
competency information using self-service. In some cases, when your organization is using employee
self-service, you might also want to set up routing instructions for competency approvals. Routing
instructions allow you to identify a person, other than an employee's supervisor, who is responsible
for approving specific employee competencies or competency types.

When you assign competencies to an employee, you list each competency that the employee
possesses, along with the level of proficiency that the employee demonstrates.

Defining Scales for Employee Competencies

A competency scale is a method of measuring an employee's level of proficiency in a particular
competency. You must associate a scale with each competency before you can begin entering
competency information for employees. You can use the same scale for every competency, or you can
define a separate scale for each competency. For example, for C programming ability, in the Skill
competency type, you might define the following numeric scale:

1 Beginner

2 Competent

3 Accomplished
4 Expert

For each level on a scale, you define a low value and a high value. Scale values always increase from
low to high; therefore, low values always mean less proficient and high values mean more proficient.
You can either enter the scale values manually or have the system generate them automatically.

If you are also tracking job competencies, the scales that you define for employee competencies are
the same scales that you use for job competencies.
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» To define basic information for scales

From the Competency Setup menu (GO5SBC4), choose Scale Information.

1. On Work With Scales, click Add.
. 00000 |

PeopleSoft, — e——

Scale Information - Review Scales

Ok Cancel Tools

X B
L T
Lowvaliel e

High “alue [5.000

Description |Five Point Performance Scale

2. On Review Scales, complete the following fields and then click OK:

e Scale
e Low Value
e High Value

e Description

After you create a scale, you must define the values for each level. You can enter the
values manually or run a program that assigns them automatically.

» To generate values for scales automatically

After you complete the steps to define basic information for scales, you can have the system
automatically generate the values for the scales.

From the Competency Setup menu (GO5BC4), choose Scale Information.

1. On Work With Scales, complete the following field and then click Find to locate the scale
that you just created:

e Scale

2. Choose the record in the detail area and then choose Generate Levels from the Row menu.
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PeopleSoft. ﬁ

Scale Information - Generate Competency Levels/Ranges
Ok Cancel Tools

B X &

Scale |5 =1¥ 3 Polnt Performance Scalg

Low Yalue |1 oan Increrment By

ﬁ' . .
High value 5 000 Distinct Values
inti : " Range
Description |5 Point Performance Scale

3. On Generate Competency Levels/Ranges, complete the following field:
e Increment By

4. Choose one of the following options and then click OK:
e Distinct Values

e Range

» To enter values for scales manually

After you complete the steps to enter basic information for scales, you can enter values for scales
manually.

From the Competency Setup menu (GO5SBC4), choose Scale Information.

1. On Work With Scales, complete the following field and then click Find to locate the scale
that you just created:

e Scale

2. Choose the record in the detail area and then choose Define Levels from the Row menu.
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s

Scale Information - Define Competency Levels
Okl Delete Cancel Tools

B i X &
Scale SPM 5 Point Performance Scale

Records 1- 5 Customize Grid ]

Description

|l 1.000 1.999 Meeds Improvement
[ 2.000 39499 Capahle

| 4.000 48999 Accomplished

m 5.000 | 5.000 |Expert

r

3. On Define Competency Levels, complete the following fields:

e Low Value
e High Value
e Description

4. Repeat step 3 for as many competency levels as you need to define and then click OK.

Defining Employee Competencies

You define employee competencies to quantify the skills, training, and expertise that employees
possess. You categorize competencies by competency type and then track multiple competencies for
that competency type. For example, for the competency type Training you might track the following
competencies:

e Employee orientation

e Foundation class

o Benefits Administration class
After you define employee competencies, you can assign these competencies to employees and
indicate the levels of proficiency that employees demonstrate in each competency.
Prerequisite

0 Review UDC 05/CY for a list of available competency types. Each of the values in this UDC
list represents a competency table. The values in this list are hard-coded and cannot be
changed. Adding additional values to this list requires that you customize the system.
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» To define employee competencies

From the Competency Management menu (GO5SBC1), choose Competency Information.

1. On Work With Competency Information, click Add.

PeopleSolt,

Competency Informaticn - Review Competencies

Wark With Competency Information | Review Competencies

Ok Cancel Form  Previous RNext  Tools

B X B K b B

Competency Type ooz ST
Competency Code IMIT

Competency Clags SOFT SKILL
Description lInitiative
Scale 5PT Flve Point Performance Scale

Auto Calculate Competency Yas

i

2. On Review Competencies, complete the following fields and then click OK:

e Competency Type

Competency Code

Competency Class

Description
Scale

Auto Calculate Competency

3. Repeat steps 1 and 2 for as many competencies as you need to define, and then click OK.
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Defining Training Courses

In some cases, a training course might help employees attain a variety of competencies in addition to
a specific training competency. For example, a training course in PeopleSoft EnterpriseOne
Foundation might help employees acquire the following competencies:

Training Foundation training

Skills Basic system skills

Certification Product certification

When you define a training course, you can specify the competencies that it affects. Assigning
competencies to training courses helps ensure that you consistently update the competency
information for the employees who complete those training courses.

» To define training courses

From the Competency Management menu (GO5BCI), choose Course Information.

1. On Work With Course Information, click Add.

PeopleSoft,

Course Information - Course Information Revisions
Ok Cancel Tools

®x B
Coures Code T e —— P
Provider IMT Internal Class Offering  Effective Thru Date 12131105
Course Mame [Presentation Skills 101
nits im—
ot 45000
Training Type li

&+ 25 Course Competency X-Referanc @ ®-{ Competency Codes

8] "i:l Training
& M aill b :
nl I B

2. On Course Information Revisions, complete the following fields:

e Course Code
e Provider

e Effective From Date
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e Effective Thru Date
e Course Name
e Units
o Cost
e Training Type

3. On the lower-left portion of the form, choose the competency type that the training course
affects.
On the lower-right portion of the form, the system displays the competency codes for the
competency type that you selected.

4. Choose the competency code that the training course affects and then click the left-arrow
button in the lower-middle portion of the form.
A + sign appears next to the competency type. When you click it, the system displays the
competency code under the competency type.

5. Repeat steps 3 and 4 for as many competencies as the training course affects.

You can choose multiple competency codes for each competency type.

6. Click OK.
Related Topics
Altern.ate method of A fier you define a training course, you can use the Define Class/Competency
attaching X-Reference form to do any of the following:
competencies to
training courses e Review the competencies that are attached to the training course

e Attach additional competencies to the training course
e Delete (detach) competencies from the training course

To access the Define Class/Competency X-Reference form, choose Define X-
Reference from the Row menu on Work with Course Information.

Working with Job Competency Information

You use competency management to track the competencies that employees possess and to compare
these competencies with those that are required for the employees' jobs. You define job competencies
to establish the criteria required for each job in your organization. You can make job competencies as
specific or general as you choose. The competencies that you define for jobs do not need to
correspond directly to the competencies that you define for employees. To ensure that job
competencies apply to a variety of employees in many different jobs, you might choose to define job
competencies more broadly than employee competencies.

When you define job competencies, you can enter detailed descriptions for them. These descriptions
are electronic attachments to the form. Then, use competency options to indicate the employee
competencies that fulfill a particular job competency. To review a written summary of all of the
competency descriptions that are associated with a particular job, print the Job Profile report
(RO80021).
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Defining Job Competencies and Descriptions

Before you assign job competencies to jobs and business units, you must define job competencies and
enter descriptions of them. You can enter detailed descriptions for job competencies that explain the
criteria on which each competency is based. These descriptions simplify the process of differentiating
between similar job competencies. You can create multiple competency descriptions for each job
competency and customize each description to a specific audience.

For example, you might define the following descriptions and audiences for the Negotiation Skills
competency:

Human resources Those who possess negotiation skills are able to work with other parties to obtain
administrator mutually beneficial objectives. Negotiation requires assertiveness to achieve
one's own goals while considering the concerns of the other party.

Managers Employees who have good negotiation skills show a willingness to work with
others to obtain a desired objective.

Employees When demonstrating negotiation skills, you remain focused on the desired result
and recognize when the process is moving in an appropriate direction. You are
able to appreciate the needs of others and assume that the negotiation will end in
a decision that is agreeable to all of the parties involved.

To simplify the process of locating and comparing job competencies, you can use category codes to
group descriptions for similar job competencies. For example, you might set up a category code
called Technical that you use to group all job competencies that apply to the technical jobs within
your organization.

Prerequisites

O Setup the category codes for job competencies (UDC 08/CO0 through 08/C9). See Defining
Category Codes in the Human Capital Management Foundation Guide.

O Set up processing options for the codes for the Job Competencies in an Organization program
(P08006). These options determine the types of views for which you will be creating job
competency descriptions. For example, you might have a Human Resources view and a
Manager view. If you need to add a view or change the existing views, you can add codes to
user defined code list 08/UD. See Understanding User Defined Codes for Human Capital
Management Systems in the Human Capital Management Foundation Guide.

o Ifyou want the system to default job competency weights when they are not already
assigned, you must set data item DJCW (Default Job Competency Weights?) to Yes in the
HRM Common Settings program (P05004). When this value is set to No, the default value
for unassigned competency weights is zero. See Setting Up Common Settings for Human
Capital Management in the Human Capital Management Foundation Guide for more
information about common settings.
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» To define job competencies and descriptions

From the Competency Mgmt Periodic Processing menu (GO5SBC2), choose Job Competency.

oo —

Job Competency - Work With Job Competencies

Ok Find Delete Cancel Form Row  Tools

B @ 01 X B 2
‘ Job Competency Code * ‘

Records 1- 10 Customize GH

Job Competency o Include in Gap and . Include in Gap and . Job Competency
Code Description Performance Apprais Performance Apprais Category Code 001
o ACCT Accounting Skills 1 Yes
O ACH Achievement Orientation 1 Yes MGET
(o) ASSERT Assertiveness 1 Yes MGT
[ COMP Compliance Issues 1 Yes
(@] CS Customer Service Skills 1 Yes FRF
(0] DET Attention to Detail 1 Yes FPRF
(@] EDUC Education Level 1 Yes
L@ Jop Job Knowledge 1 Yes
(@ LANG Fareign Language Ability 1 Yes
[ LEAD Leadership Qualities 1 Yes MGT
l |
[ tency Description
* Emploves View
[foid] @
Understanding of Generally Accepted Accounting Practices; understanding of how -
accounting processes affect other departments.
< o[

1. On Work With Job Competencies, click Find to review any existing job competencies.

2. Move the cursor to the first blank record in the detail area and then complete the following
fields:
e Job Competency Code
e Description

e Include in Gap and Performance Apprais
3. Complete any of the following fields that apply to your organization:

e Job Competency Category Code 001
e Job Competency Category Code 002
e Job Competency Category Code 003
e Job Competency Category Code 004
e Job Competency Category Code 005
e Job Competency Category Code 006
e Job Competency Category Code 007
e Job Competency Category Code 008
e Job Competency Category Code 009
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e Job Competency Category Code 010

4. To indicate the audience for this job competency description, click an option that corresponds
to a type of view, such as one of the following:

e Human Resource View
e Manager Coaching View
e Employee View
You define these views in the processing options for the Job Competencies in an
Organization program (P08006).
5. Choose Edit Description from the Row menu.

6. On Job Competency Description Maintenance, enter a text description in the media
attachment area at the bottom of the form.

7. To attach other types of electronic attachments, such as pictures and links to Internet pages,
right-click in the exit bar to the left of the media object, choose New from the menu, and then
choose the type of object that you want to attach.

8.  When you have finished entering attachments, click OK.
9. To enter another job competency and description, repeat steps 1 through 8.

Repeat these steps until you have entered a description for each of the audiences.

Processing Options for Job Competency (P08009)

Version Tab

Use these processing options to specify the versions that the system uses for the Job Competency
program.

1. Job Competencies in an Organization Version

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Job Competencies in an
Organization program (P08006) to use. The default is ZJDEOOO1.
2. Jobs in an Organization Version

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Jobs in an Organization program
(P08007) to use. The default is ZJDEOOO1.

3. Copy Job Competencies Version
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Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Copy Job Competencies program
(P080020) to use. The default is ZJDEOOO].

Defining Job Competency Options

Typically, job competencies represent broad categories of knowledge or experience, while employee
competencies represent measurable and observable traits and behaviors that demonstrate proficiency
in one or more job competencies. While employee competencies are usually closely related to job
competencies, they might not correspond exactly. In many cases, two or more employee
competencies combine to satisfy a job competency, and a single employee competency can fulfill
multiple job competencies. For example, the job competency Negotiation Skills might require that
employees be proficient in the employee competencies Communication Skills and Conflict
Management Skills. The employee competency Communication Skills might also apply to other job
competencies, such as Management Skills and Team Work.

To associate employee competencies with the job competencies that they fulfill, you enter options for
job competencies. A job competency option represents a group of employee competencies that can be
combined to fulfill a job competency. When more than one combination of employee competencies
can be used to fulfill a job competency, you can create multiple options for that job competency. For
a job competency that has multiple options, you can indicate which option is the preferred option.

For example, the job of Human Resources Generalist for Company A requires the job competency of
a college degree in human resources or the job competency option of five years of related experience.

Note

You must set up at least one competency option for each job competency. If a job competency does
not have any options, performance appraisal ratings might produce inaccurate results.

Prerequisite

0 Define job competencies and descriptions. See Defining Job Competencies and Descriptions
in the Human Resources Guide.

o Define employee competencies. See Defining Employee Competencies in the Human
Resources Guide.
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» To define job competency options

From the Competency Mgmt Periodic Processing menu (GO5SBC2), choose Job Competency.

1.
2.
3.

Y > =2

On Work With Job Competencies, click Find to review the existing job competencies.

Choose a record in the detail area, and then choose Competency Options from the Row menu.

On Work With Job Competency Options, click Add.

PeopleSoft.

Job Competency - Work With Job Competency Options

mme

Find Acdd  Close  Form Tools

@ + X B &

Job Campetency Code ACCT Accounting Skills

Default Competency Option

Records 1-3

Competency

Preferred Preferred Competency Competency Competency
Method Method Description Type Type Description Code
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(@ o0z Skill InfP

@ o0z Skill INTER

d |

Code Description

Gen'l Accepted Acctg Practices
Impact of Department

Interdependence oftasks

On Job Competency Option Changes, complete the following fields:

e Option Number
e Preferred Method

Complete the following fields in the detail area:

e Competency Type

e Competency Code

e Auto Calc. Competency

e Required Competency Level

e Competency Level Acceptable Low
o Competency Level Acceptable High
e Competency Level Rule Weight (%)

To add additional employee competencies to this job competency option, repeat step 5.

When you have finished adding competencies for this option, click OK.
To add another option for this job competency, repeat steps 3 through 6.
When you have finished adding job competency options, click OK.
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Working with Competencies in Organizational
Structures

To simplify the process of tracking job competencies within your organization, you can attach jobs
and job competencies to the hierarchical levels within the organizational structure that you created for
job competencies.

When you attach a job competency to the entity that is at the top of an organizational structure, the
system applies that competency to all of the jobs that are attached to the organizational structure.
Likewise, when you attach a competency to a business unit within an organizational structure, the
competency applies to all of the jobs within that business unit. This feature, called inheritance,
reduces much of the administrative work that is associated with attaching job competencies and helps
you ensure that competencies are attached consistently throughout your organization.

Attaching job competencies to organizational structures saves you time by reducing the number of
competencies that you need to assign to each job. Attaching jobs to organizational levels allows you
to take advantage of the inheritance feature, as well as to indicate the business unit in which the job
resides. A job can reside in more than one business unit within the structure.

For each business unit, job group, and job, you can override certain information for inherited
competencies, when necessary. To verify that inherited and overridden competencies occur where
you are expecting them, you can review override information by job, job group, and business unit. If
necessary, you can revise this information.

If your organization has employees in more than one country, you might want to translate the
competency descriptions so that all employees can understand them. After you have reviewed job
competencies and their overrides, you can enter these translated versions of the competency
descriptions and attach them to the job competencies.

Typically, when you are working with competencies in organizational structures, you use a draft
structure. When you have finished attaching jobs and job competencies to organizational levels and
are satisfied with the results, you are ready to activate the draft organizational structure.
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The following graphic illustrates how competencies can be attached to the various levels in an
organization:

Job
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Attaching Job Competencies to Organizational Levels

To reduce data entry and simplify the process of updating competencies as the goals and objectives of
your organization change, you can attach job competencies to the hierarchical levels in your
organizational structure. You perform this task after you have created an organizational structure for
job competencies and defined the job competencies that your organization uses. Each level in the
organizational structure represents a business unit within the organization.

You can use the Job Competencies in an Organization program (P08006) to assign core competencies
(the competencies that apply to all of the employees in your organization) to the organizational
structure itself. When you assign a competency to an organizational structure, all of the jobs that are
attached to the structure inherit those competencies.

For competencies that apply only to specific business units within the structure, you can also use this
program to attach job competencies to those individual business units. After you attach competencies
to the organizational structure and the levels (business units) within it, you can use the Jobs in an
Organization program (P08007) to attach additional, more specific competencies to job groups and
individual jobs. You can also override certain job competency information at these lower levels.

You can attach job competencies to the current, active organizational structure or to a draft structure.
When you attach a job competency to an organizational level, all of the subordinate organizational
levels inherit that job competency. Therefore, PeopleSoft recommends that you begin attaching
competencies at the organizational structure level and then work down through the business units in
each subordinate level. After you attach a competency to a business unit, you cannot attach that
competency to a business unit that is at a subordinate or superior level within the organizational
structure.

Self-Service Considerations

Your organization might have set up the Job Competencies in an Organization program (P08006) as a
self-service application that managers and employees can use to determine where competencies are
assigned within the organizational structure. If you are accessing Job Competencies in an
Organization from a self-service program, such as the Form menu in the Managers Workbench
program (P08712), you can review the organizational structure to see the level to which each
competency is attached, but you cannot attach or delete any competencies within the structure.

Prerequisites

0 Define the organizational structure for job competencies. See Defining Organizational
Structures for Job Competencies in the Human Resources Guide.

0 Define the job competencies for your organization. See Defining Job Competencies and
Descriptions in the Human Resources Guide.
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» To attach a job competency to an organizational level

From the Competency Mgmt Periodic Processing menu (GO5SBC2), choose Job Competencies In
An Organization.

1. On Work With Job Competencies In An Organization, complete the following fields and
click Find:
e Effective Date
e Type Structure
On the left side of the detail area, the system displays a tree view of the organizational
structure. The face icon indicates a business unit. The document icon indicates a job
competency. On the right side of the detail area, the system displays the job competencies
that you have defined.
2. To view a lower level of the structure, click the + icon to the left of a folder or icon.
3. To attach a job competency to a level in the structure, click once on the level to select it, click
once on the competency to select it, and then click Add.
The competency appears in the tree view under the level that you chose.
PeopleSoft.
Job Competencies In An Organization - Work With Job Competencies In An Organization
Find Add  Delete  Close Submit  Form Row  Report T_ools
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4
4. To remove a job competency from a level in the structure, click once on the competency in
the tree view and then click Delete.
5. Complete steps 3 and 4 for as many competencies as you need to add or delete.
6. To save your work, choose Submit from the Form menu.
See Also

Q Overriding Inherited Job Competencies in the Human Resources Guide
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Processing Options for Job Competencies in an Organization (P08006)

Defaults Tab

This processing option specifies the functions that the user can access and change.

1) Audience Flag
1 = Employee
2 = Manager

3 = Human Resources

Use this processing option to specify who is going to use the application to what capacity.

Competency Descriptions Tab

These processing options specify user defined competency information.

1) User Defined Competency Description
Code 1

Blank = Do not display description 1
A valid Competency Description Code

Use this processing option to list the code for the first Job Competency Code description to
show. This code is associated with the first radio button on the form. When a Job
Competency Code and the first radio button are selected,the associated description is
displayed.

2) User Defined Competency Description

Code 2

Blank = Do not display description 2
A valid Competency Description Code

Use this processing option to list the code for the second Job Competency Code
description to show. This code is associated with the second radio button on the form.
When a Job Competency Code and the second radio button are selected, the associated
description is displayed.

3) User Defined Competency Description
Code 3

Blank = Do not display description 3
A valid Competency Description Code
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Use this processing option to list the code for the third Job Competency Code description
to show. This code is associated with the third radio button on the form. When a Job
Competency Code and the third radio button are selected,the associated description is
displayed.

4) User Defined Competency Description

Code 4

Blank = Do not display description 4
A valid Competency Description Code

Use this processing option to list the code for the fourth Job Competency Code description
to show. This code is associated with the fourth radio button on the form. When a Job
Competency Code and the fourth radio button are selected, the associated description is
displayed.

5) User Defined Competency Description

Code 5

Blank = Do not display description 5
A valid Competency Description Code

Use this processing option to list the code for the fifth Job Competency Code description
to show. This code is associated with the fifth radio button on the form. When a Job
Competency Code and the fifth radio button are selected,the associated description is
displayed.

6) User Defined Competency Description

Code 6

Blank = Do not display description 6
A valid Competency Description Code

Use this processing option to list the code for the sixth Job Competency Code description
to show. This code is associated with the sixth radio button on the form. When a Job
Competency Code and the sixth radio button are selected,the associated description is
displayed.

7) View Language Specific User Defined Competency Description.

1=Yes
0=No

Use this processing option to indicate whether language specific descriptions should be
used. Ifthis flag is set to 1. the program will look for a description in the user's language.
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If this language is not found, the default language will be used. If this flag is set to 0, the
default language will always be used.

Versions Tab

These processing options specify the versions of other programs that the Job Competencies in an
Organization program uses.

1) Jobs in an Organization Version

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Jobs Workbench program
(P08007) to use. The default is ZJDE00O1.
2) Job Competencies Version

Blank = ZJDE0003
A valid version

Use this processing option to specify the version of the Job Competencies program
(P08009) to use. The default is ZJDEO0O1.
3) Gap Analysis Version

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Gap Analysis program (P08009) to
use. The default is ZJDEOOO1.
4) Organizational Structure Version

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Organizational Structure program
(P0050) to use. The default is ZJDE0OO1.

5) Copy Job Competencies Version

Blank = ZJDE0001
A valid version
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Use this processing option to specify the version of the Copy Job Competencies program
(P080020) to use. The default is ZJDE0OOI.

6) Job Competency Defaults and or Overrides Version

Blank = ZJDE0003
A valid version

Use this processing option to specify what version of Job Competency Defaults and or
Overrides (P080018) to use when exiting to that program.

Attaching Jobs to Organizational Levels

To reduce data entry and simplify the process of attaching job competencies to the jobs within your
organization, you can attach jobs to the business units that compose the hierarchical levels of an
organizational structure. You perform this task after you have created an organizational structure for
job competencies.

When you attach a job to a business unit, the job inherits all of the competencies that are attached to
that business unit and to all of the business units above it, up to the highest level of the organizational
structure. Regardless of the business unit to which the job is attached, the job also inherits the
competencies that are attached to its job group. If necessary, you can attach additional competencies
to the job or override certain information for the inherited competencies.

When your organization restructures, you can easily move a job from one business unit in the
organizational structure to another.

Self-Service Considerations for Attaching Jobs to Organizational Levels

Y our organization might have set up the Jobs in an Organization program (P08007) as a self-service
application that managers and employees can use to review jobs within the organizational structure. If
you are accessing Jobs in an Organization from a self-service program, such as the Form menu on
Managers Workbench (P08712), you can review the organizational structure to see the level to which
each job is attached, but you cannot attach or delete any jobs within the structure.

Prerequisites

a Define the jobs for your organization. See Entering Job Information in the Human Capital
Management Foundation Guide.

a Define the organizational structure for job competencies. See Defining Organizational
Structures for Job Competencies in the Human Resources Guide.
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» To attach a job to an organizational level

From the Competency Mgmt Periodic Processing menu (GO5BC2), choose Jobs In An
Organization.

1. On Work With Jobs In An Organization, complete the following fields and click Find:

e Effective Date
e Type Structure

On the left side of the detail area, the system displays a tree view of the organizational
structure. The face icon indicates a business unit. The hammer icon indicates a job. On the
right side of the detail area, the system displays the jobs that you have defined.

2. To view a lower level of the structure, click the + icon to the left of a folder or icon.

3. To attach a job to a level in the structure, click once on the level to select it, click once on the
job to select it, and then click Add.

The job appears in the tree view under the level that you chose.
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4. Toremove a job from a level in the structure, click once on the job in the tree view and then
click Delete.

5. Complete steps 3 and 4 for as many jobs as you need to add or delete.

6. To save your work, choose Submit from the Form menu.

See Also
Q Overriding Inherited Job Competencies in the Human Resources Guide

Q Attaching Additional Job Competencies in the Human Resources Guide for information about
entering specific competencies for job groups and individual jobs
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Attaching Additional Job Competencies

After you attach competencies to the organizational structure, you can attach additional, more specific
competencies to each of the following:

e Business units

e Job groups

e Jobs

e Individual jobs within a business unit

Attaching additional competencies gives you the flexibility to customize competencies to a particular
job and still take advantage of the time-saving qualities of inheritance. When you attach a job
competency to a business unit or job group, all of the jobs within that business unit or job group
inherit the competency.

For each job, you can also attach competencies that are specific to a particular business unit. For
example, the job Administrative Assistant might require different competencies when it is in the
Information Technology business unit than it does when it is in the Finance business unit. You can
also override certain information for inherited competencies.

In some cases, you might want to override the decision to include a competency in gap analysis. For
example, a competency such as word processing skills might be essential to the job Administrative
Assistant. The job Programmer might also require word processing skills, but these skills are
considered minor requirements compared to the other more essential competencies, such as
programming languages and analytical thinking ability. Therefore, you might choose to include that
competency in the gap analysis and performance review for administrative assistants, but not in the
gap analysis and performance review for programmers.

Prerequisite

O Attach jobs and job competencies to the levels in the organizational structure. See Attaching
Job Competencies to Organizational Levels and Attaching Jobs to Organizational Levels in
the Human Resources Guide.

» To attach additional job competencies

From the Competency Mgmt Periodic Processing menu (GO5SBC2), choose Jobs In An
Organization.

1. On Work With Jobs In An Organization, complete the following fields and click Find:

e Effective Date
e Type Structure

2. From the Form menu, choose Competencies For, and then choose one of the following
options:

e Organization
e Job Group
e Business Unit

e Job
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3. On Attached Job Competency Codes, complete any of the following fields in the header area
that correspond to the menu option that you chose, and then click Find:

Type Structure

Job Group

Organizational Business Unit
Job Type/Step

For example, if you chose Job Group from the menu, you would complete the Job Group
field on Attached Job Competency Codes.

4. To override the decision to include an existing competency in gap analyses and performance
appraisals, change the value for that competency in the following field in the detail area:

Include in Gap and Performance

5. To add a job competency, complete the following fields in the first blank line of the detail

area.
e Job Competency Code

e Job Competency Source

e Include in Gap and Performance
e Overrides Exist Flag

6. When you have finished entering information, click OK.

See Also

Q Overriding Inherited Job Competencies in the Human Resources Guide
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Overriding Inherited Job Competencies

When you attach a competency to an organizational structure, business unit, or job group, the jobs
within that level inherit the competency. After you review the inherited competencies for a job, you
might need to customize these competencies to the particular needs of an organizational structure,
business unit, job group, or job. For example, a competency such as computer skills might require a
different level of proficiency for computer programmers than it does for administrative assistants.
When you set up the options for this job competency, you might enter a basic level of proficiency.
Then, for the job computer programmer (which inherits the competency), you can override the
competency options by entering a different level of proficiency.

Whenever you add, change, or delete any descriptions or options for an inherited or attached
competency, you are overriding that competency. You can override any inherited or attached
competency at any level in the organizational structure.

Prerequisite

O Attach jobs and job competencies to the levels in the organizational structure. See Attaching
Job Competencies to Organizational Levels and Attaching Jobs to Organizational Levels in
the Human Resources Guide.

» To override competency descriptions

From the Competency Mgmt Periodic Processing menu (GO5SBC2), choose Job Competencies In
An Organization.

1. On Work With Job Competencies In An Organization, complete the following fields and
click Find:

e Effective Date
e Type Structure

On the left side of the detail area, the system displays a tree view of the organizational
structure. The face icon indicates a business unit. The document icon indicates a job
competency. On the right side of the detail area, the system displays the job competencies
that you have defined.

2. To view a lower level of the structure, click the + icon to the left of a folder or icon.

3. To review existing overrides, choose a competency in the tree structure and then choose Edit
Descriptions from the Row menu.
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PeopleSoft,

Job Competencies In An Organization - Job Competency Description Review
Find Close  Form  Tools
@ X Z

Type Structure COR Corporate Competency Structuire

Job Competency Code ASSERT Asserthveness

Organizational Business Unit 1 FinanclakListribution Company

Language l_

Inherited Competency Descrintion

Competency Description Overrides

* Emplovee Yiew

|Text v[ g

Frovides feedback and personal opinions as necessary in a professional manner, supports =
objectives and associates in their efforts to implement objectives,; seeks opportunities.

On Job Competency Description Review, choose one of the following options and then
review the corresponding definition:

e Human Resource View
e Manager Coaching View
e Employee View

To override a description, choose the option for that description and then choose Add
Description from the Form menu.

On Job Competency Description Maintenance, enter a text description and then click OK.
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» To override competency options

From the Competency Mgmt Periodic Processing menu (GO5SBC2), choose Job Competencies In
An Organization.

1. On Work With Job Competencies In An Organization, complete the following fields and
click Find:

e Effective Date
e Type Structure

On the left side of the detail area, the system displays a tree view of the organizational
structure. The face icon indicates a business unit. The document icon indicates a job
competency. On the right side of the detail area, the system displays the job competencies
that you have defined.

2. To view a lower level of the structure, click the + icon to the left of a folder or icon.

3. To review the current options and enter overrides, choose a competency in the tree structure
and then choose Override Options from the Row menu.

PeopleSof.

Job Competencies In An Organization - Work With Job Competency Options i
Select  Find Add  Close Form  Tools

v @ + X H B

Job Competency Code MHGREL Managing Relationships
Effective Date
Type Structure COR  Comorate Competency Structure

Inherited Competency Option

Custamize Grid

Records 1-2

Preferred Preferred Competency Competency Competency Competency
Method Method Description Type Type Description Code Code Degcription

" 1 ] Mo ooz Skill DECI Decisive

ol noz2 Skill QuUAL Guality
| 3

4. On Work With Job Competency Options, review the information in the detail area to see
which competencies have been inherited or overridden.

5. To add an override for an option, click Add and then complete the steps for defining job
competency options.

Note

You can also delete or modify any of the existing options.

See Also
Q Defining Job Competency Options in the Human Resources Guide
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Related Tasks

Revie-wi{lg default  From the Work with Job Competencies in an Organization form, you can

descriptions review the default descriptions for a competency by choosing a competency
from the list on the right side of the detail area and then choosing Default
Description from the Row menu. The system displays the default descriptions
for the competency that you choose.

Re\fiewing default  From the Work with Job Competencies in an Organization form, you can

options review the default options for a competency by choosing a competency from
the list on the right side of the detail area and then choosing Default Options
from the Row menu. The system displays the default options for the
competency that you choose.

Excluding a If you want to include a competency in the gap analysis for some jobs but not

competenc'y from all, you can enter that information when you attach an additional competency
gap analysis to a business unit, job group, or job.

See Also

Q Defining Job Competencies and Descriptions and Defining Job Competency Options in the
Human Resources Guide for instructions for adding options

Q Attaching Additional Job Competencies in the Human Resources Guide

Reviewing Job Competency Information

After you attach jobs and job competencies to levels in the organizational structure and enter any
overrides, you might need to review attached competencies and competency overrides to ensure that
they have been applied consistently. You can review override information, such as effective dates and
gap analysis inclusion, for any of the following:

e Jobs

e Job groups

e Business units

e Organizational structures

If you need to add or revise any job competency information, you can use the options on the Form
and Row menus to access the forms for entering job competencies, competency options, and
competency descriptions. You can revise override information, as well as default information.

» To review job competency information

From the Competency Mgmt Periodic Processing menu (GO5BC2), choose Job Competency
Defaults and or Overrides.

1. On Work with Job Competency Attached and Overridden, complete any of the following
fields:

e Type Structure
e Job Competency Code
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e Job Group

e Organizational Business Unit
e Job Type

e Job Step

2. Choose one of the following options:

e Attached Competencies
e Overridden Competencies
e Both

3. Click Find.
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4. Review the information in the detail area.

Reviewing the Job Profile Report (R080021)

From the Competency Mgmt Periodic Processing menu (GO5BC2), choose Job Profile Report.

When you need a formal description of a job, such as when you are advertising a job opening, you
can print the Job Profile report. This report displays detailed information about the job, such as job
competencies, job competency options, and job competency descriptions. It also displays the
employee competencies and competency levels that are required for the job.
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Processing Options for Job Profile Report (R080021)

Select Tab

Use these processing options to specify information that will be included in the report.

1. Organization type structure

Blank = Default organizational structure

Use this processing option to specify the organizational structure to use in the Job Profile
Report (R080021). This option produces a report of the job descriptions for selected jobs
and organizational business units.

If this processing option is left blank, the default organizational structure is used.

2. Job type

Blank = All jobs

Use this processing option to produce the Job Profile Report (R080021) on a specific job
type. If a value is entered, it must also specify an organizational business unit.

If this processing option is left blank, a Job Profile Report of all jobs in an organizational
business unit and organizational structure is produced.

3. Job step

* = All job steps

Use this processing option to produce the Job Profile Report (R080021) on a specific job
step. If a value is entered, you must also specify an organizational business unit and the
job type.

An * specifies that a Job Profile Report is created on all of the job steps within a job type.

4. Organizational business unit

Blank = All organizational business units
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Use this processing option to create the Job Profile Report (R080021) based on a specific
organizational business unit.

If this processing option is left blank, a Job Profile Report is created for all of the specified
jobs in all of the organizational business units.

5. Date - effective

Blank = Today's date

Use this processing option to produce the Job Profile Report (R080021) at a specific time.

If this processing option is left blank, a Job Profile Report is produced of jobs on the
current date.

Versions Tab

Use this processing option to specify version information for the report.

1. Job Competencies in an Organization Version

Blank = ZJDE0001

Use this processing option to specify the version of the Job Competencies In An
Organization program (P08006) to use. The default is ZJDEOOO1.

Display Tab

Use these processing options to choose competency descriptions that will appear on the report.

1. First job competency description

Blank = Yes
1=Yes
0=No

Use this processing option to specify whether to display the description for the first user-
defined description as specified in the Job Competencies In An Organization program
(P08006).
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If this processing option is left blank, the descriptions appear that are associated with the
first user-defined description which is found in the processing options for the Job
Competencies In An Organization program.

2. Second job competency description

Blank = Yes
1=Yes
0=No

Use this processing option to specify whether to display the description for the second
user-defined description as specified in the Job Competencies In An Organization program
(P08006).

If this processing option is left blank, the descriptions appear that are associated with the
second user-defined description which is found in the processing options for the Job
Competencies In An Organization program.

3. Third job competency description

Blank = Yes
1=Yes
0=No

Use this processing option to specify whether to display the description for the third user-
defined description as specified in the Job Competencies In An Organization program
(P08006).

If this processing option is left blank, the descriptions appears that is associated with the
third user-defined description which is found in the processing options for the Job
Competencies In An Organization program.

4. Fourth job competency description

Blank = Yes
1=Yes
0=No
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Use this processing option to specify whether to display the description for the fourth user-

defined description as specified in the Job Competencies In An Organization program
(P08006).

If this processing option is left blank, the descriptions appears that are associated with the
fourth user-defined description which is found in the processing options for the Job
Competencies In An Organization program.

5. Fifth job competency description

Blank = Yes
1=Yes
0=No

Use this processing option to specify whether to display the description for the fifth user-
defined description as specified in the Job Competencies In An Organization program
(P08006).

If this processing option is left blank, the descriptions appear that are associated with the
fifth user-defined description which is found in the processing options for the Job
Competencies In An Organization program.

6. Sixth job competency description

Blank = Yes
1=Yes
0=No

Use this processing option to specify whether to display the description for the sixth user-
defined description as specified in the Job Competencies In An Organization program
(P08006).

If this processing option is left blank, the descriptions appear that are associated with the
sixth user-defined description which is found in the processing options for the Job
Competencies In An Organization program.
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Translating Job Competency Descriptions

When you enter descriptions for job competencies, the system stores those descriptions in the
domestic language that is specified in your user profile. If your organization has employees in more
than one country, you might need to translate these descriptions into one or more additional
languages. Because the system stores job competency descriptions as media objects, they are not
translated along with the rest of the software. You enter translated descriptions manually, using the
Job Competencies Description Translation program (P080019).

» To translate job competency descriptions

From the Competency Mgmt Advanced & Tech Oper menu (GO5SBC3), choose Job Competency
Description Translation.

1. On Work With Job Competencies Description Translation, complete the following fields and
then click Find to locate the job competency description that you need to translate:

e Type Structure
e Job Competency Code

2. To narrow your search, complete any of the following fields or options, and then click Find:

e Organizational Business Unit
e Effective Date

e Job Group
e Job Type
e Job Step

e Language
e Descriptions Not Translated
3. Choose one of the following options to specify the audience for the description:
e Human Resources View
e Manager Coaching View
e Manager View
e Employee View
4. Choose a record in the detail area and then click Select.

5. On Job Competency Description Review, to add a new, translated description for this view,
choose Add Description from the Form Menu.

6. On Job Competency Description Maintenance, complete the following field:
e Language
7. Enter the translated description in the media attachment area at the bottom of the form.

8. To attach other types of electronic attachments, such as pictures and links to Internet pages,
click the button above the media attachment area, and then enter the attachment.

9. When you have finished entering attachments, click OK.

10. To enter a translated description for another audience, repeat steps 1 through 9.
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Repeat these steps until you have entered a translated description for each of the audiences.

Related Topics
Revis.ing. To revise an existing description for a job competency, choose the Update
descriptions Description option from the Form menu of Job Competency Description Review.

Processing Options for Job Competency Description Translations (P080019)

Versions Tab

This processing option specifies the version of the Job Competencies in an Organization program
(P08006) to use.

1) Job Competencies in an Organization

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Job Competency Workbench
program (P08006) to use. The default is ZJDE0OO1.

Setting Up Security for Competency Levels

After an employee or an employee's supervisor enters competency information, another person in the
organization, such as a member of the human resources department, might be responsible for
assigning a competency level (the employee's level of proficiency) to each competency. You can
choose a different person to enter competency levels for each competency type or individual
competency.

You set up security for competency levels so that you can specify the type of user who has permission

to update the competency levels for each competency that the employee enters. For example, you

might set up the training competency type so that the training development manager is responsible for

approving each employee's training competencies and entering the competency levels for each
employee. In this case, the employees' supervisors could use the Managers Workbench program
(P08006) to enter and review employee training competencies, but the supervisors would not be
allowed to enter the competency levels for training competencies.

You use the Competency Update Events program (P05106) to set up security for competency

approvals. This program works in conjunction with a processing option on the Resource Competency

Information program (P05100) to control access to the Competency Level field. You enter codes in
the Competency Update Events program that represent a type of user, such as supervisors. These
codes correspond to the values that you enter in a processing option on Resource Competency
Information. You set up different versions of Resource Competency Information for each type of
user.
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Prerequisite

O Set up the user defined code list for competency update codes (05/CU). The codes that you
enter in this list correspond to the values that you enter in the Competency Update Event
Code processing option for the Resource Competency Information program (P05100).

» To set up security for competency levels

From the Competency Setup menu (GO5SBC4), choose Competency Update Events.

1. On Competency Update Event Revisions, complete the following field to specify a category
of user who is responsible for approving competencies:

o Competency Update Event Code

To give the users who are assigned to this competency update event code access to the
competency levels for all employee competencies, leave the remaining fields on the form
blank.

2. To limit the users who are assigned to this competency update event code to a specific
competency type, complete the following field:

e Competency Type

3. To limit the users who are assigned to this competency update event code to a specific
competency within the competency type, complete the following field:

e Competency Code

If you enter a competency code, you must enter a competency type.

4. To limit the users who are assigned to this competency update event code to a specific
competency class, complete the following field:

e Competency Class

5. Repeat steps 1 through 4 for as many competencies, competency classes, and competency
types as you need to assign to a competency update event code, and then click OK.

Setting Up Routing Instructions for Competency Approvals

Y our organization might allow employees to use self-service to enter their own competency
information. After the employee enters competency information, the system sends an e-mail message
to the person who is responsible for approving the employee's competencies. Typically, employees'
supervisors are responsible for approving the information that employees enter and for assigning a
competency level (the employee's level of proficiency) to each competency. In some cases, however,
you might want someone other than the employees' supervisors to assign competency levels. For
example, the training development manager might be responsible for approving training
competencies. Routing also occurs when another person adds competency information for an
employee but is unable to update the competency levels.

You set up routing instructions for competency approvals so that you can identify a person, other than
the employee's supervisor, who is responsible for approving specific employee competencies or
competency types. You can choose a different person to approve each competency type or individual
competency. For example, you can set up the routing instructions so that the training development
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manager is responsible for approving employee training competencies, and the employees'
supervisors are responsible for approving all other types of competencies.

When you set up routing instructions for a competency, the system sends an approval message to the
person specified in the routing instructions when any other user enters information in that employee
competency. For example, supervisors might be allowed to enter competency information for their
employees, but they might not be responsible for approving training competency information. In this
case, when a supervisor enters a training competency for an employee, the training development
manager receives the approval message, just as he would if the employee entered the training
competency.

If one or more competencies have no routing instructions specified, the system automatically routes
approval messages for those competencies to the employee's supervisor.

The following examples illustrate the routing instructions for competency approvals, as specified on
the Competency Approval Routing Revision form (W05107A):

e Ifthe Send Msg Flag field is set to Yes, and if the Address Number field contains a value,
then the competency message is sent to the individual indicated in the Address Number field.

e Ifthe Send Msg Flag field is set to Yes, and if the Address Number field does not contain a
value, then the competency message is sent to the person who is specified as the employee’s
supervisor in the Employee Master Information table (F060116).

o Ifthe Send Msg Flag field is set to Yes, and the employee does not have a supervisor,
complete the 2" Address Number field to specify who will receive the competency message.

e Ifyou do not want to send a message, set the Send Msg Flag field to No.

Note

You can complete only one of the Address Number fields on the Competency Approval Routing
Revisions form. When either field contains a value, the other is disabled.

» To set up routing instructions for competency approvals

From the Competency Setup menu (GO5BC4), choose Competency Update Approval Routing.

1. On Competency Approval Routing Revision, to limit the approver's authority to only those
employees who are in a particular organization business unit, complete the following field:

e Organizational Business Unit
2. To enter routing instructions for a particular competency type, complete the following field:
e Competency Type

3. To enter routing instructions for a particular competency code within a competency type,
complete the following field:

e Competency Code

If you enter a competency code, you must enter a competency type.
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4. To indicate whether the system should send an e-mail as a competency notification, complete
the following field:

e Send Msg Flag

If you set this flag to Yes, you must complete step 5 or 6.

5. To indicate who will receive e-mail notification, complete the following field for the
employee’s supervisor:
e Address Number

6. If the employee does not have an immediate supervisor, or if you want someone other than
the employee's supervisor to receive the e-mail notification, complete the following field with
the address book number of the person whom you want to receive the e-mail notification:

e 2nd Address Number

You can complete only one of the Address Number fields. When either field is completed, the
other is disabled.

7. Repeat steps 1 through 6 for as many routing instructions as you need to add, and then click
OK.

Assigning Competencies to Employees

After you define employee competencies, you can assign those competencies to employees and
indicate the level of proficiency that employees demonstrate in each competency. By tracking
competencies for employees, you can determine the competencies that they need in order to satisfy
the requirements of their current jobs and any jobs that they hope to obtain in the future. You can also
create clear career goals and performance objectives for employees.

When you assign competencies to an employee, you can then review the courses that are available to

assist the employee in gaining a higher proficiency level in each competency area. Reviewing courses
that are associated with assigned competencies can help you develop a training development plan for

the employee.

Self-Service Considerations for Assigning Competencies to Employees

Because maintaining competency information for all of the employees in an organization can be a
time-consuming task for human resources representatives, your organization might have set up the
employee competency programs as self-service programs that managers can access from the
Managers Workbench program (P08712). Managers can enter and review competency information
for only those employees who report to them.

Your organization can also activate the employee self-service programs for competency management.
Employees can use these programs to enter their own competency information and then request that
their managers approve the information. The employee self-service programs for competency
management are slightly different from the competency programs that you access from the
Competency Management menu and the Managers Workbench program; however, the two sets of
programs contain essentially the same information.
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Prerequisite

0 Enter an organizational business unit for each employee for whom you plan to assign

competencies. You enter organizational business units on the Organizational Assignment
form (WO08010RGA). See Entering Organizational Assignment Information in the Human
Capital Management Foundation Guide.

See Also

Q Entering Competency Information Using Self-Service in the Human Capital Management

Self-Service Guide for information about how employees can use self-service to enter their
own competency information

Reviewing Available Courses by Competency in the Human Resources Guide for additional
information about reviewing the courses that are available to employees for each competency
area

» To assign training competencies

From the Competency Management menu (GO5SBC1), choose Resource Competency Information.

L.

On Work With Competencies, enter 001 in the following field and then click Add:
e Competency Type
PeopleSoft.

Resource Competency Information - Review Training & Development

QK Delete Cancel Form Rowe  Tools

B @ X B B B

TrainingDevelopment | Attachment

Resource Type Indivichial

01
Address Number 7500 MeDougle, Cathy
001

Competency Type Training

Competency Code MGMT Management Tralning
Competency Level 3.000 Qbtained

Records 1 -2

Description

= [msEC [TEAM3 Team Building for Managers | o3nsmo [o3inamn |a [145 |cLassrooM] 20

1| |

On Review Training & Development, complete the following fields:

e Address Number
e Competency Code
e Competency Level

To attach a document that provides more detailed information about the employee's level of
competency, choose Header Attachment from the Form menu.

On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

On Review Training & Development, complete the following fields in the detail area:

e Provider
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e Course Code

e Start Date
e End Date
e Qrade

e Location Room
e Delivery Type
e Units

e Cost

e Training Reason

6. To attach a document that provides more detailed information about a record in the detail
area, choose the record, and then choose Detail Attachment from the Row menu.

7. On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

8. Repeat steps 5 through 7 for as many training courses as you need to enter for this employee
and competency code.

9. To review the available courses for the competency area, choose Course Information from the
Form menu.

10. On Search & Select Competency/Course, click Find and review the course information in the
detail area.

11. To return to the Review Training & Development form, click Close.

12. On Review Training & Development, click OK.

To assign skill competencies

From the Competency Management menu (GO5SBCI), choose Resource Competency Information.
1. On Work With Competencies, enter 002 in the following field, and then click Add:

e Competency Type

PropleSoh. ————

Resource Competency Information - SkillsfResource Revisions

o Find Delete Cancel Form  Row  Tools

B & @ X B &8 B

SkillResource | Attachment

Resource Type ,U'I— Indliviciual
Address Number ’W MeDougle, Cathy
Competency Type ’W it

Competency Code ’m Confiict Resoiution
Competency Level ’W Accomplished

Records 1-2 Customize Grid [

01401405 |
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10.

11.

12.
13.

On Skills/Resource Revisions, complete the following fields:

e Address Number
e Competency Code

Review the following fields:

e Competency Level
e Resource Type

To attach a document that provides more detailed information about the employee's level of
competency, choose Header Attachment from the Form menu.

On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

On Skills/Resource Revisions, complete the following fields in the detail area:
e Description
e Date Acquired

e Verified By
e Status

To attach a document that provides more detailed information about a record in the detail
area, choose the record, and then choose Detail Attachment from the Row menu.

On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

Repeat steps 6 through 8 for as many skills as you need to enter for this employee and
competency code.

To review the available courses for the competency area, choose Course Information from the
Form menu.

On Search & Select Competency/Course, click Find and review the course information in the
detail area.

To return to the Skills/Resource Revisions form, click Close.

On Skills/Resource Revisions, click OK.
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» To assign accomplishment competencies

From the Competency Management menu (GO5SBCI), choose Resource Competency Information.
1. On Work With Competencies, enter 003 in the following field and click Add:
e Competency Type
PeopleSoft.

Resource Competency Information - Review Accomplishments

[9]:8 Delete Cancel Form  Row  Tools

BE @ X B B k

Accomplishments [[Attachments

Resource Type |D1— Inciiviciual
Address Number ’W McDougle, Cathy
Competency Type ’W Accomplishrment
Competency Code W letea to Action Award
Competency Level 1000 | Yes
Records 1-2 Customize Grid  [m]
Accomplishment Type Date Awarding : Status
Description Achieved Organization 2 Status Description
lal 3 Cther 0B/20/05 A Model Financial Repty Co. QEr20i0s 1 Complete
& | |

2. On Review Accomplishments, complete the following fields:

e Address Number
e Competency Code

3. Review the following field:
e Competency Level

4. To attach a document that provides more detailed information about the employee's level of
competency, choose Header Attachment from the Form menu.

5. On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

6. On Review Accomplishments, complete the following fields in the detail area:
e Accomplishment Type
e Date Achieved
e Awarding Organization
e Date Awarded
e Status

7. To attach a document that provides more detailed information about a record in the detail
area, choose the record, and then choose Detail Attachment from the Row menu.

8. On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

9. Repeat steps 6 through 8 for as many accomplishments as you need to enter for this employee
and competency code.
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10. To review the available courses for the competency area, choose Course Information from the
Form menu.

11. On Search & Select Competency/Course, click Find and review the course information in the
detail area.

12. To return to the Review Accomplishments form, click Close.

13. On Review Accomplishments, click OK.

To assign certification competencies

From the Competency Management menu (GO5SBCI), choose Resource Competency Information.
1. On Work With Competencies, enter 004 in the following field and click Add:
e Competency Type
PeopleSoft.

Resource Competency Infermation - Certification Revisions

.4 Find Delete Cancel Form  Row  Tools

B & i X B B &

Certifications | Attachments

Resource Type ’01— Indiviciual

Address Mumhber ’W MeDougle, Cathy
Competency Type W Cedificate

Competency Code ,W St Prof. In Hurnan Resources
Competency Level W Obtained

Expiration Date ,ﬁ?ﬁ

Records 1-2

Licensing Body Licensing L Verification

Description Humber i i ating Method

= HRCI Human Res Cart Institute 5541358 CETTEE 0ai1i01 | |G001 a5 |cERT

| | »

2. On Certification Revisions, complete the following fields:
e Address Number
e Competency Code
3. Review the following fields:
e Resource Type
e Competency Level

4. To attach a document that provides more detailed information about the employee's level of
competency, choose Header Attachment from the Form menu.

5. On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

6. On Certification Revisions, complete the following fields in the detail area:
e Licensing Body
e Licensing Number
e Issue Date
e Expiration Date
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e Verified By

e Score Rating

e Verification Method
e Renewal Code

e Cost

e Status

7. To attach a document that provides more detailed information about a record in the detail
area, choose the record, and then choose Detail Attachment from the Row menu.

8. On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

9. Repeat steps 6 through 8 for as many certifications as you need to enter for this employee and
competency code.

10. To review the available courses for the competency area, choose Course Information from the
Form menu.

11. On Search & Select Competency/Course, click Find and review the course information in the
detail area.

12. To return to the Certification Revisions form, click Close.

13. On Certification Revisions, click OK.

To assign education competencies

From the Competency Management menu (GO5SBCI), choose Resource Competency Information.
1. On Work With Competencies, enter 005 in the following field and click Add:

e Competency Type

g ——

Resource Competency Information - Review Education

Ok Find  Delete Cancel Form Row  Tools

B & i X B B &

Education | Attachment

Resource Type ’917 inciiviciuai

Address Mumber ’W MeDowgre, Catfne
Competency Type ’mi Degres

Competency Code W Bach of Selln Busineas Admin
Competency Level W Cbtained

Records 1-2 Customize Grid o]

Institution

Code Location
g | 050530 CU |Boulder, GO | 0004 | 3850 |MAGNA
p
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10.

11.

12.
13.

On Review Education, complete the following fields:

e Address Number
e Competency Code

Review the following field:
e Competency Level

To attach a document that provides more detailed information about the employee's level of
competency, choose Header Attachment from the Form menu.

On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

On Review Education, complete the following fields in the detail area:
e Degree Date

¢ Institution Code

e Location

e GPA Rating

e Grade Base

e Honorary

To attach a document that provides more detailed information about a record in the detail
area, choose the record, and then choose Detail Attachment from the Row menu.

On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

Repeat steps 6 through 8 for as many educational entries as you need to make for this
employee and competency code.

To review the available courses for the competency area, choose Course Information from the
Form menu.

On Search & Select Competency/Course, click Find and review the course information in the
detail area.

To return to the Review Education form, click Close.

On Review Education, click OK.
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» To assign language competencies

From the Competency Management menu (GO5SBCI), choose Resource Competency Information.
1. On Work With Competencies, enter 006 in the following field and click Add:

e Competency Type

eoplsol,

Resource Competency Information - Review Languages

Ok Delete Cancel Form  Row  Tools

8§ 0 X B B Bk

Language JlAttachrments

Resource Type Imi Indiivicual
Address Number W Melougia, Cathy
Competency Type Iggai Language
Campetency Code W Sigh Language
Competency Level W Expert

Records 1- 2 Customize Grid @]

Status
Description

= | 0Bi20/87 |F [Fluent

2. On Review Languages, complete the following fields:

e Address Number
e Competency Code

3. Review the following fields:
e Resource Type
e Competency Level

4. To attach a document that provides more detailed information about the employee's level of
competency, choose Header Attachment from the Form menu.

5. On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

6. Complete the following fields in the detail area:
e Status Date
e Status

7. To attach a document that provides more detailed information about a record in the detail
area, choose the record, and then choose Detail Attachment from the Row menu.

8. On Attachment Revision, enter or paste the text of the attachment into the text window, and
then click OK.

254



9. Repeat steps 6 through 8 for as many languages as you need to enter for this employee and
competency code.

10. To review the available courses for the competency area, choose Course Information from the
Form menu.

11. On Search & Select Competency/Course, click Find and review the course information in the
detail area.

12. To return to the Review Languages form, click Close.

13. On Review Languages, click OK.

Reviewing Available Courses by Competency

When you enter course information into the system, you can associate each course with a number of
different competency areas. You associate a course with the competencies that the course might help
to improve. When you assign competencies to an employee, you can then review the courses that are
available for each specified competency area.

Reviewing the available courses by competency area allows you to easily create comprehensive
training development plans for employees.

For example, your organization might offer the course Introduction to Microsoft Excel. This course
might assist employees with a number of different competency areas, such as data analysis skills or
knowledge of Microsoft Office products. Therefore, you would assign the data analysis and Microsoft
Office competencies to the training course.

Subsequently, when you assign the Microsoft Office competency to an employee, and you review the
available courses in that competency area, the system displays the Introduction to Microsoft Excel
course, along with any other courses that have been associated with that competency area.

Note

You can also review available course information at the time that you assign competencies to an
employee. For instructions, see Assigning Competencies to Employees in the Human Resources
Guide.

Prerequisites

0 Define each training course and associate it with all relevant competency areas. See Defining
Training Courses in the Human Resources Guide for additional information.

O Assign competencies to employees. See Assigning Competencies to Employees in the Human
Resources Guide for additional information.
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» To review available courses by competency

From the Competency Management menu (GO5SBCI), choose Resource Competency Information.

L.

On Work with Competencies, complete the following fields to narrow your search, and then
click Find:

e Resource Number

e Competency Type

e Competency Code

2. Choose the record in the detail area for which you want to review the associated courses, and
then choose Course Information from the Row menu.
3. On Search & Select Competency/Course, to review the courses offered by a specific provider,

complete the following optional field:
e Provider

4. Click Find and review the information in the detail area.

5. After you have reviewed the available courses, click Close to return to the previous form, and

then click Close to exit from the program.

Processing Options for Resource Competency Information (P05100)

Edits Tab
This processing option specifies the Competency Update Event Code.

1. Competency Update Event Code

Use this processing option to enter a code that specifies a type of user that has access to
employee competency information. The code that you enter must exist in the user defined
code list for competency update codes (05/CU). This code also corresponds to a code that
you entered in the Competency Update Event Code field in the Competency Update
Events program (P05106).

You use this processing option in conjunction with the Competency Update Events
program to control access to the Competency Level field for specific types of users. You
set up different versions of Resource Competency Information for each type of user. For
example, you might define a Competency Update Event Code called Train that you use to
represent your organization's training manager. You can use the Competency Update
Events program to grant Train the ability to update competency levels for all training
competencies.

You then set up a version of the Resource Competency Information program for Train.
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Reviewing Competency History for Employees
Each time someone enters or changes competency information for an employee, the system creates a
historical record of the new information. You can review this history to determine whether an

employee is becoming more proficient in a particular competency.

» To review competency history for employees

From the Competency Management menu (GO5BC1), choose Competency History.

1. On Work With Competency History, complete any of the following fields, and then click
Find:
e Resource Type
e Address Number
e Competency Type
e Competency Code

PeopleSoft.

Competency History - Work With Competency History

Find Cloge Tools

@ X B
Resource Type ,017 Indliviciual
Address Mumber 7500 MeDougie, Cathy

Competency Type *
Competency Code *

Records 1-10

Resource Resource Type Competency Competency Type

Type Description Address Hu... |(Description Type Description
01 Individual 7500 McDougle, Cathy 001 Training
01 Individual 7400 mcDougle, Cathy aa1 Training
o1 Individual 7400 mcDougle, Cathy ooz Skill
01 Individual 7400 mMcDougle, Cathy ooz Skill
01 Individual 7400 McDougle, CGathy noz Skill
01 Individual 7400 mcDougle, Cathy noz Skill
01 Individual 7400 mcDougle, Cathy noz Skill
o Individual 7500 mcDougle, Cathy noz Skill
o Individual 7500 MecDougle, Cathy noz Skill
m Individual 7500 McDougle, Cathy ooz Skill
i |

2. Review the information in the detail area.

Processing Options for the Competency History Program (P05120)

Defaults
1. Resource Type
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Working with Gap Analysis

Gap analysis is the process of comparing the competencies that an employee possesses to the
competencies that are required for the employee's current job, or for a job to which the employee
aspires. Managers and employees can use gap analysis to develop training plans and career paths for
employees who want to examine the possible career opportunities within the organization.

The system includes an online review program that you can use to review gap analysis information
for individual employees. Your organization can set up this online review program for self-service so
that managers and employees also can access the gap analysis information that is relevant to them.

When you need to review gap analysis information for a group of employees, you can print the Gap
Analysis report (R080013). To determine which employees are qualified for a particular job, you can
print the Job Match report (R080016).

To help you determine which employees are competent for a particular type of job, you can define
competency aggregates, that is, groups of related competencies. You can use the Review Competency
Aggregates report (R0O5100A) to determine whether an employee has competencies in a particular
competency aggregate.

Prerequisite

0 Enter employee and job competency information. See Working with Job Competency
Information and Working with Employee Competencies in the Human Resources Guide.

Reviewing Gap Analysis Online

When you need to compare the competencies that an employee possesses with those that are required
for a particular job, you can review gap analysis information online. You can use this information to
help employees set competency goals. For each employee and job, you can determine whether the
employee possesses the required competencies. You can also determine whether the employee's level
of competency is sufficient to meet the competency level that is required for the job.

Self-Service Considerations for Reviewing Gap Analysis Online

Your organization might have set up the Gap Analysis program (P08008) as a self-service application
for managers and employees. When you access the Gap Analysis program from employee self-
service, you can review information about yourself only. If you are a manager who is accessing gap
analysis from the Row menu on the Managers Workbench program (P08712), you can review
information only for those employees who report to you.

» To review gap analysis online

From the Competency Mgmt Periodic Processing menu (GO5BC2), choose Gap Analysis.

1. On Work With Employee Competency Gap Analysis, complete the following fields and click
Find:
e Individual Identification
o Job Type/Step
e Organizational Business Unit
o Effective Date
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e Type Structure

If you are accessing gap analysis from the Managers Workbench program (P08712) or
employee self-service, the effective date and type structure are not available to you.

2. Choose a record in the detail area and then click Select.

P, ———

Gap Analysis - Employee Gap Analysis Detail

Wiork with Employee Compete i2 (| Employee Gap Analysis Detail

OK  Cancel Row Previous Mext Toolz

B X B [ 0 &

Employee Identification |?5DD McDougle, Cathy

Job TyperStep IH-1 Human Resources Manager
Qrganizational Business Unit g Corporate Adiministration
Job Competency Code ACH Achievement Crientation
Effective Date

| Highest Score (%) 25.00 From Option 1 |

Records 1-3
Option Type Type Description Competency Code Code Description
o 1 ooz Skill FORW Forward Looking
o 1 oz Skill INMOY Innovative
i+ Weighted Total

< I

3. On Employee Gap Analysis Detail, review the information in the detail area.

4. To determine whether the employee is performing at the required competency level for the
job, compare the values in the following fields:

e Required Level
e Employee Level

5. When you have finished reviewing information, click OK.

See Also

Q Reviewing the Gap Analysis Report in the Human Resources Guide

Reviewing the Gap Analysis Report

From the Competency Mgmt Periodic Processing menu (GO5SBC2), choose Gap Analysis Report.

When you need to compare the competencies that employees possess with those that are required for
a particular job, you can review the Gap Analysis report (R080013). This report lists detailed gap
analysis information for a group of employees. You can use this information to help employees set
competency goals. For each employee and job, you can determine whether the employee possesses
the required competencies. You can also determine whether the employee's level of competency is
sufficient to meet the competency level that is required for the job.
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See Also
Q Reviewing Gap Analysis Online in the Human Resources Guide
Processing Options for Gap Analysis Report (R080013)

Defaults Tab

These processing options specify the types of job-related information that appear on the report.

1. Organization Type Structure

Blank = Default organizational structure

Use this processing option to specify the organizational structure to be used in the Gap
Analysis report (R080013). This will report the gap analysis of employee competencies as
it relates to job competencies for the specified organizational structure.

If this is left blank, the default organizational structure will be used.

2. Job Type

Blank = Employee's current Job Type

Use this processing option to produce a Gap Analysis report (R080013) on a specific job
type. If a value is entered, it is also necessary to specify an organizational business unit.

Blank will produce a Gap Analysis report (R080013) of employees in their current job.
3. Job Step

Blank = Employee's current Job Step

Use this processing option to produce a Gap Analysis report (R080013) on a specific job
step. If a value is entered, it is also necessary to specify an organizational business unit
and the job type.

4. Organizational Business Unit

Blank = Employee's current
organizational business unit

Use this processing option to identify the organizational business unit for which you want
to produce a Gap Analysis report (R080013). If a value is entered, it is also necessary to
specify a iob type and iob step. The default value of Blank will produce the Gap Analysis
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report (R0O80013) of all employees in their current job type and step.

5. Date - Effective

Blank = Today's date

Use this processing option to produce a Gap Analysis report (R080013) at a specific point
in time. The default value of Blank will produce a Gap Analysis report (R080013) of
employees for a current date.

Display Tab

This processing option specifies whether job option details appear on the report.

1. Show Job Option Details

1 = Yes (Default)
0=No

Use this processing option to indicate whether to show details about job competency
options. Valid values are:

1 Yes, show the option details (employee competencies) for each job competency. This
value is the default.

0 No, do not show detail information.

Reviewing the Job Match Report (R080016)

From the Competency Mgmt Periodic Processing menu (GO5SBC2), choose Job Match Report.

When you need to determine the employees who are qualified for a particular job, you can review the
Job Match report. This report lists all of the required competencies for the job and the proficiency
level that the employee has attained in each of these competencies. You can use a processing option
to specify the minimum proficiency level that the job requires, and the report will include only those
employees who have attained that minimum proficiency level. When you have a job opening within
your organization, you can use this information to help you determine which employees are qualified
to fill the opening.
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Processing Options for Job Match Report (R080016)

Select Tab

These processing options specify job-related information that appears on the report.

1. Minimum Job Competency Percent
Achieved

Use this processing option to indicate the minimum job competency percent achieved.
The jobs that will be reported on the Job Match report (R080016) will be those where the
employee's competencies are high enough that the minimum job competency percent
achieved has been reached or exceeded.

2. Job Type

Blank = All Jobs

Use this processing option to search a specific job for the Job Match report (R080016). A
blank value has the Job Match report (R080016) search through all jobs.

3. Job Step

* = All Job Steps

Use this processing option to search a specific job for the Job Match report (R080016). A
blank value has the Job Match (R080016) report search through all jobs.

4. Job Group

* = All Job Groups

Use this processing option to search a specific job group for the Job Match report
(R080016). An asterisk (*) has the Job Match report (R080016) search through all job
groups.

5. Organizational Business Unit

Blank = All Jobs in all organizational
business units

Use this processing option to search through jobs that are in the specified organizational
business unit. A blank value indicates that all jobs in all organizational business units will
be searched.

6. Date - Effective
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Blank = Current date

Use this processing option to select jobs and job competencies as of a specified date. A
blank value will report jobs and job competencies for the current date.

Default Tab

This processing specifies the type of organizational structure that is related to this job.

1. Organization Type Structure

Blank = Default organizational structure
type

Use this processing option to specify the organizational structure. A blank value will
produce the organizational structure setup in the HR Constants.

Display Tab

These processing options specify whether job option and job competency details appear on the report.

1. Show Job Option Details

Blank = Yes
1=Yes
0=No

Use this processing option to indicate whether to hide or show job option details. Select 1
to show the option details (employee competencies) for a job competency. Select 0 to hide
these details.

2. Show Job Competency Details

Blank = Yes
1=Yes
0=No

Use this processing option to hide or show job competency details. A value of 1 will show
the job competencies that make up a job. A value of 0 will not show the job competencies.
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Defining Competency Aggregates

To help you determine which employees are competent for a particular project, you can define
competency aggregates. A competency aggregate is a group of related competencies. These
competencies can be from different competency types. For example, you might create a competency
aggregate called System Implementation that includes all of the competencies that are needed by
someone who will be doing a system implementation. The System Implementation aggregate might
include the following competencies:

Skills e Leadership ability

e  Organizational skills

e Communication skills
Training e Managing at XYZ company
Degree e MBA

» To define competency aggregates

From the Competency Setup menu (GO5SBC4), choose Competency Aggregates.

1. On Work With Competency Aggregates, click Find to review any existing competency
aggregates.

2. Click Add.

Competency Aggregates - Review Competency Aggregates

PeopleSoft.

Wiork With Competency Aggregates || Review Competency Aggregates

Ok Find Delete Cancel Previous Mext Tools

B & @ X K b &

Agaregate Code SYSIMP

Description |

Records 1- 10

Customize Grid

Competency Cump_ett_:ncy Type Competency Cump_ett_:ncy Code
Type Description Description

oy oo Training MGT anagement Training
@ 0oz Skill ACCOUNT Accountable
9 0oz Skill ADHER Adherence
@ 0oz Skill COmMM Communications
[/ 0oz Skill DELEG Delegating
L) 0oz Skill FEED Frovides Feedback
] ooz Skill FORMY Farward Looking
] 00z Skill IMP Impact of Department
@ noz Skill MULJOB Work Multiple Jobs
(@ noz Skill MULTI Work Multiple Tasks
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3. On Review Competency Aggregates, complete the following fields:

o Aggregate Code
e Description

4. To include a competency code in this competency aggregate, complete the following fields in
the detail area:

e Competency Type
e Competency Code

5. Repeat step 4 for as many competency codes as you want to include in the aggregate, and
then click OK.

Reviewing the Review Competency Aggregates
Report

From the Competency Management menu (GO5BC1), choose Review Competency Aggregates.

When you need to determine the employees who have competencies in a particular competency
aggregate, you can review the Review Competency Aggregates report (RO5100A). For a particular
competency aggregate, this report lists each employee competency, including the proficiency level
that the employee has attained in the competency.

Processing Options for Review Competencies (R05100A)

Default
1. Aggregate Code
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Performance Management

According to a human resources study, 52 percent of workers want their supervisors to state
performance goals more clearly. Nearly 40 percent of workers want their performance on the job tied
closely to their development plans and compensation. The survey also found that 42 percent of
workers were at least moderately dissatisfied with the employer system of performance evaluation.
The authors of the study linked this dissatisfaction to the absence of a standard appraisal process and
failure to define employer performance expectations clearly.

Organizations can increase productivity, competitiveness, and profitability through the effective
monitoring of job performance. Automating this process by aligning appraisal criteria with
organizational goals and realities increases the use, value, and employee acceptance of this
performance management tool. Managers and employees can use the performance management
feature of the Human Resources system to automate the tedious, labor-intensive process of
performance appraisals. This feature integrates performance appraisal criteria with the core
competencies of an organization, business unit, and individual job. By connecting appraisal criteria to
the goals and objectives of the organization, you can provide a vital, strategic link to improved
performance and employee job satisfaction. This integration also helps to reduce employee fears
about performance appraisals. The performance management feature provides an approach that is fair,
concise, and collaborative. Employees can see the links between their own performance criteria and
each of the following:

e Goals of the organization
e Compensation increases
e Job promotions

e Focused training

e Development programs

The performance management feature uses periodic evaluations for managers and employees to plan,
evaluate, and track work performance and personal goals. The system provides an automated
approach for managers and employees to electronically document their perspectives, followed by an
interview. The system tracks the final ratings in an employee competency database. Managers and
employees can use this approach to accomplish the following:

o Identify strengths

e Identify opportunities for improvement

e Create plans to develop new skills

e Create plans to improve existing skills

e Evaluate performance issues

e Apply historical performance data for compensation considerations

A performance diary, which documents daily activity, provides a quick method for managers and
employees to document performance activities. As an employee’s performance is documented, these
performance diary entries can be either negative or positive. Diary entries provide a systematic
method for recording incidents that might be important when the manager evaluates subsequent
appraisal and reward decisions. Employees can also create and attach diary entries to their self-
appraisals.
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Employee Goals, a group of programs for setting and tracking job-related objectives, is integrated
with the employee competency database and provides an expanded use for the performance
management feature. Managers can use Employee Goals to work closely with an employee and set
goals to help the employee improve in specific requirements of a job.

The system routes in-process appraisals through an appropriate approval structure, including a final
approval or rejection by the employee.

Building upon the multilingual capabilities of employee and job competencies, the system also
presents appraisal and competency criteria in the employee's native language.

Performance management is a valuable tool for both organizations that are ready to implement a
competency-based approach to job descriptions, and organizations that might not be ready to
implement a competency-based appraisal system, but still want to automate standard appraisal
templates.

Competency-Based Performance Appraisals

In the competency-based approach to performance appraisals, a hierarchy defines job competencies.
For example, a company can define the following:

e Core organizational competencies

e Competencies that are specific to business units
o Competencies that are specific to job groups

o Competencies that are specific to a job

You link the competency hierarchy of a job to the employees in the job. Each job description
automatically inherits the competency definitions for each applicable level.

Managers use the performance appraisal to assess the current level and consistent demonstration of
each competency and to assign an applicable rating. The system weighs and averages rating factors
and then calculates an inclusive performance rating for each employee. The system tracks the most
current performance appraisal rating in the employee competency database. The system then tracks
the overall competency or performance rating in the Employee Master Information table (F060116)
for subsequent consideration in compensation analysis and focal reviews.

Traditional (Non-Competency-Based) Appraisals

For organizations that have not adopted a competency-based approach to human resource
management, PeopleSoft provides a traditional template approach for performance appraisals. These
user defined templates can be specific to a particular company within an organization, a business unit,
job group, or particular job. The system stores the templates as text objects.

Employees in any given job automatically inherit the performance appraisal template that is specific
to their job. Employees complete a self-appraisal, and managers complete a management appraisal,
each based on standard templates. The system adds the overall appraisal rating to the Employee
Master Information table for subsequent consideration in compensation analysis and focal reviews.
As with competency-based appraisals, employees and managers can collaborate electronically about
their perspectives, followed by an interview.

The template-based appraisal system also routes in-process appraisals through the appropriate
approval channels, including the final approval or contest by the employee.
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Users can also use media objects to create the text templates in multiple languages. You must create a
separate text media-object template for each language that you support.

Setting Up Performance Management

To implement the performance management features of the Human Resources system, you must
define performance appraisal methods as either competency-based or traditional. You define these
methods at the system level; and you can override the settings by company, business unit, or appraisal
type. Defining the performance appraisal methods at these levels allows you to implement the
performance management system for either the whole organization or for parts of the organization in
steps. For example, you can implement a competency-based method for a selected business unit and
use the traditional method to automate text-based appraisals for other business units. You can also
define a competency-based appraisal method for appraisals created by managers and a traditional
appraisal method for employee self-appraisals.

The system includes a default company definition that specifies a traditional performance appraisal
method. You can redefine this method description, add additional method descriptions, or change this
method to a competency-based method. You cannot delete the basic company definition.

If you are planning to implement a competency-based performance appraisal method or a
combination of competency-based and traditional methods, you must first define the organizational
structures for job competencies and enter background competency information.

Prerequisites

o Define organizational structures for job competencies. See Defining Organizational
Structures for Job Competencies in the Human Resources Guide.

O Enter job competency information. See Working with Job Competency Information in the
Human Resources Guide.

O Attach jobs and job competencies to the hierarchical levels within the organizational structure
that you created for job competencies. See Working with Competencies in Organizational
Structures in the Human Resources Guide.

O Assign employee competency information. See Working with Employee Competencies in the
Human Resources Guide.

o Ifyou want the system to provide default job competency weights when they are not already
assigned, you must set data item DJCW (Default Job Competency Weights?) to Yes in HRM
Common Display Settings program (P05004). When this value is set to No, the default value
for competency weights that are not already assigned is zero. See Setting Up Common
Settings for Human Capital Management in the Human Capital Management Foundation
Guide for more information about common settings.
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Defining Scales for Performance Management

A competency rating scale is a method of measuring an employee’s level of proficiency in a
particular skill area or job assignment. One or more competency rating scales must be associated with
performance management. You might use different competency rating scales to measure different
employee competencies. For example, if an employee must pass an internal certification process as a
prerequisite for promotional consideration, an appropriate competency rating scale might include only
pass or fail, or a scale of two. When an employee competency requires measured progress toward a
goal, a competency rating scale of five or ten might be appropriate.

For performance management, you typically must enter new competency rating scales that measure
employee performance progress. If only one competency rating scale exists for competency
management, and that scale is applicable to all performance management situations, then you can
reuse the same scale in performance management. If more than one scale exists for competency
management, then you must define one or more competency rating scales for performance
management.

When you define rating scales for performance management, you must specify the rating level that
represents 100 percent of the organizational performance expectation. For example, if you use a
rating scale of 10, you might define 100 percent as a rating level of 5. To apply this approach, a
manager might rate an employee at a level of 6 for a specific competency, which indicates that the
employee is performing above 100 percent of the organizational expectation.

You use the Scale Information program (P05103) to create new competency rating scales for
performance management.

See Also

Q Defining Scales for Employee Competencies in the Human Resources Guide for the
procedure for setting up the rating scales

Prerequisite

0 Review any rating scales that might exist for competency management. You use the Scale
Information program (P05103) to review existing competency rating scales. See Defining
Scales for Employee Competencies in the Human Resources Guide.

0 Review the user defined code list for type of increase codes (06/RV). The codes that you
enter in this list correspond to the values that you choose in the Create Performance
Appraisals program (P087711).

0 Review the user defined code list for the relation to employee codes (08/RI). The codes that
you enter in this list correspond to the values that you choose in the Daily Diary program
(PO87715).

0 Review the user defined code list for the originator type codes (05/G2). The codes that you
enter in this list correspond to the values that you enter in the Audience Flag processing
option for the Create Performance Appraisals and Employee Performance Appraisals
(PO87712) programs.

0 Review the following user defined code lists for the available values that you can use when
you set up performance management information:

e Goal status (05/G3)
e Approval type (05/AP)
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e Gap status (08/GT)
e Appraisers role (08/AL)
e Appraisal status (08/SA)

The values in these lists cannot be changed. Adding additional values to this list requires that
you customize the system.

Defining the Approval Hierarchy

The Human Resources system also automates the approval process for performance appraisals. When
a manager completes an appraisal, the system routes it to the person or people whom the
administrator designates for review. You can specify any number of management levels for review.
You can also specify a highest, final level of review. All designated managers must complete their
reviews before the system forwards a message to the employee indicating that the appraisal is ready
for review.

You use the Define Approval Hierarchy program (P05844) to establish the approval hierarchy before
creating new appraisals. You must define at least one performance appraisal UDC so that the
company can include the required approval levels.

The automated approval feature, which uses a hierarchy of approving managers, depends on accurate
information about the parent-child relationships in your organization. The Employee/Supervisor
Relationship Build report (R05846) sets up and compiles this information for you. You typically set
up this report to run daily. If this report is not set up or is not running daily, then choose the
Employee/Supervisor Relationship Build report from the Performance Management Advanced and
Technical menu (GO8PM3) and set up the report to run daily.

See Also

a Setting Up the Approval Hierarchy in the Human Resources Guide

Setting Up Employee Goal Suggestions

You use the Goal Suggestions program (P05105A) to set up possible goals that managers and
employees might use when they are creating a career development plan. You can add one or more
UDC codes to create additional suggestion types. After creating a suggestion type, you can add a list
of suggestions that an employee might use to accomplish a goal.

On the employee performance appraisal, managers and employees can choose an option to create a
career development plan to create goal suggestions. You can create suggestion types and ideas for
work-related goals, as well as for an employee’s personal goals that might be beyond the scope of the
company.

Prerequisite

0 Review the user defined code list for goal type codes (05/GT). The codes that you enter in
this list correspond to the values that you choose in the Goal Action Plans program (P05117)
for competency-based or traditional appraisals.

0 Review the user defined code list for suggestion type codes (05/G1). The codes that you enter
in this list correspond to the values that you choose in the Goal Action Plans program for
traditional appraisals.
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» To set up employee goal suggestions

From the Performance Management Setup menu (GOSPM4), choose Goal Suggestions.

PeopleSoft.

Goal Suggestions - Goal Suggestions

Ok Cancel Toolz

X &
Suggestion Type  [Human Resources |
Suggestion Text Professional Certification

|Tem vI Ce
e o ® - U=

Obtain professional certification in one's field of practice. -

il
i
i
o

-
4 k

1. On Goal Suggestions, complete the following field and then click Find:

e Suggestion Type
To enter suggestions for an employee competency, you must use the Employee Competency
program (P05104).

2. To add a new suggestion, complete the following field, type the new suggestion into the notes
field, click Add the Suggestion, and then click the Diskette icon to save the new suggestion:

e Suggestion Text
You can also attach a media object or URL that might support the suggestion.

3. To change an existing suggestion, click the desired entry in the Suggestion List, modify the
text in the notes area, and then click Update the Suggestion.

4. To delete a suggestion, click the desired entry in the Suggestion List and then click Delete the
Suggestion.

5. When you are finished adding or modifying suggestions, click OK to save the changes and
exit the form.

If you click the Diskette icon instead of clicking OK, the system saves your suggestions but
does not close the form.
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See Also

Q Working with Media Objects in the Foundation Guide for instructions for creating and
attaching a template media object or link

Setting Up Traditional Appraisal Templates

The traditional employee appraisal is similar to the paper-based systems that many companies
currently use. You create and store media objects, often text-based templates, in your system
software. For traditional appraisals, you can also use the daily diary and automated approval features
of the PeopleSoft EnterpriseOne software.

You can also use alternate media objects with the traditional appraisal approach. For example, you
can attach to the appraisal any type of file that your system supports, or you can enter a URL that
connects a user to an appraisal form that is located on your company’s intranet.

The system supplies the default template record for company 0000. You can customize this template
or you can create a new one. You cannot delete this record. If you do not create an additional
template, the system uses the default template record.

» To set up a traditional appraisal template

From the Performance Management Setup menu (GOSPM4), choose Traditional Appraisal
Template.

1. On Work With Appraisal Templates, click Find and review templates that might exist.

You can modify existing review types to suit your company’s needs or you can add new ones.

2. To create a new type of review, click Add.

3. On Performance Appraisal Templates, complete the following field:
e Home Company

4. Complete the following optional fields:

e Type Review

e Performance Appraisers Role
e Job Group

e Organizational Business Unit
e Language

The system uses the language information that is based on your system signon. You can
choose a different language if you are creating appraisal templates in another language.
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Traditional Appraisal Template - Performance Appraisal Templates

WWinrk With Appraisal Templateés | Performance Appraisal Templates

QK Cancel Previous MNext  Tools

B X & [ B

Type Review 2 Ahnual Rewview
Ferformance Appraisers Role 1 Ermpioyiee
Home Company Qooon Harichwicle Cormpahly

Job Group

Drganizational Business Lnit |

Language

[Testt =] &
||CnurierNew *I||11 'IH?I u I. v|||§ =

Employee Self-Assessment
Performance Review Period:
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i
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Date i
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5. Click the Media Object button to attach an appraisal media object, attach the media object,
and then click OK.

See Also

Q Working with Media Objects in the Foundation Guide for instructions for creating and
attaching a template media object or link.
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Defining Performance Management Company Constants

You can refine your performance appraisal method by defining overrides for one or more companies
within your organization. You can also change the default performance appraisal method that is set up
for company 0000. If you do not further refine your performance management method by creating
override records for additional companies, business units, or templates, the system uses the settings
for the default company 0000.

» To define performance management company constants

From the Performance Management Setup menu (GOSPM4), choose Performance Mgmt
Company Constants.

PecpleSof.

Performance Mgmt Company Constants - Performance Appraisal Company Censtants Setup [
oK Find Delete Cancel Form  Tools

BE & 1 X B &

Records 1-3 Custormize Gric

Company Management Appraisal Management Appraisal Supervisor Supervisor Rating
Description Method Method Description Rating Scale Scale Description
|| ooono Worldwide Company 1 Competency Based Method aPT Five Paint Performance Scale
| oooot FinancialiDistribution Compar 0 Traditional Method aPT Five Paint Performance Scale
i [ Mot Reguired [~

i |

1. On Performance Appraisal Company Constants Setup, click Find, and then complete the
following fields to modify an existing record:
e Co
e Management Appraisal Method
e Supervisor Rating Scale
e Required Level
e Self Appraisal Required
e Self Appraisal Method
e Employee Rating Scale
e Required Self Appraisal Level

2. Click OK.

3. To create a performance appraisal method description for another company, position the
cursor in a blank record in the detail area, and then repeat steps 1 and 2.
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Defining Business Unit Overrides for Performance
Appraisals

You can refine your performance appraisal method by defining overrides at the business unit level.
This adjustment allows your company to use one performance appraisal method in one business unit

and a different method in another business unit.

» To define business unit overrides for performance appraisals

From the Performance Management Setup menu (GOSPM4), choose Performance Mgmt Bus Unit

Overrides.
ROt B
Performance Mgmt Bus Unit Overrides - Performance Appraisal Business Unit Overrides dmEe

QK Find Delste Cancel Form  Tooks

B & @ X B &

Records 1-3

Organizational 0Org. BU Management Appraisal Management Appraisal Supervisor Supervisor Rating
Business Unit Description Method Method Description Rating Scale Scale Description

m 5100 Potomac Hotel 1 Competency Based Method PERF Ferf Appraisal Scalg

m| 6100 Protective Senvices 1] Traditional Method DEFALLT Default Scale

= Mot Reguired
Ol | »

1. On Performance Appraisal Business Unit Overrides, complete the following fields, and then
click OK:
e Organizational Business Unit
e Management Appraisal Method
e Supervisor Rating Scale
e Required Level
e Self Appraisal Required
e Self Appraisal Method
e Employee Rating Scale
e Required Self Appraisal Level

2. To create a performance appraisal method for another business unit, position the cursor in a
blank record in the detail area and repeat steps 1 and 2.

Defining Performance Management Appraisal Type Overrides

In addition to defining your performance appraisal method with business unit overrides, you can
further refine your method by defining overrides at the appraisal-type level. Using this approach, your
company can implement different performance appraisal methods that you can use for various types
of reviews. For example, you might want to use different performance appraisal methods for the
following types of reviews:

e Merit cycle
e 90-day start-up
e Annual
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e Contractual

» To define performance appraisal type overrides

From the Performance Management Setup menu (GOSPM4), choose Performance Mgmt
Appraisal Type Override.

PeopleSoft.

Performance Mgmt Appraisal Type Override - Appraisal Type Overrides Setup [i]
oK Find Delete Cancel Form  Tools
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1. On Appraisal Type Overrides Setup, complete the following fields:

e Type Review

e Management Appraisal Method
e Supervisor Rating Scale

e Required Level

e Self Appraisal Required

e Self Appraisal Method

e Employee Rating Scale

o Required Self Appraisal Level

2. Complete the following optional fields:
e Co
e Organizational Business Unit

3. To create a new performance appraisal method description for an additional performance
appraisal type, position the cursor in a new record in the detail area, and repeat Steps 1 and 2.

4. Click OK.

Setting Up Security for Performance Management

When a manager creates and reviews a performance appraisal, the system automatically revises the
employee’s competency ratings, based on your security settings. For example, you can set up system
security so that a manager can revise appropriate employee competency ratings that are related to
performance issues, but you can reserve the ability to change education competencies for the human
resources department. You must create and define values in the Competency Update Codes UDC
(05/CU) so that managers can update appropriate competency levels.

After creating values in UDC 05/CU, you use this code in the processing options for the Employee
Performance Appraisals program (P087712).
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You use the Competency Update Events program (P05106) to define the authority granted under each
UDC value when setting security for competency approvals.

See Also

a Setting Up Security for Competency Levels in the Human Resources Guide for more
information about setting up security for the competency approvals that you use for
performance management

Performance Appraisals

You use the same process to create either competency-based or traditional employee performance
appraisals. Competency-based appraisals use an extensive system of job and employee competencies
that is defined before appraisals are created. You define most of this information when you set up the
competency management features of your system.

The traditional appraisal approach uses appraisal templates that are stored in your system as text files
and then completed when appraisals are due. An appraisal template can be any media object and is
frequently an interactive form on your company’s intranet.

After you complete either a competency-based or traditional appraisal, submit it for automatic
approval routing, which is based on a user-defined approval hierarchy.

When you are using competency management, you define organizational, job, and employee
competencies. The competency-based performance appraisal system integrates those competencies
with employee performance. You track employee activities throughout the year and create employee
performance appraisals that compare employee performance with the required competencies for each
job.

When employee performance appraisals are due, either a human resources system administrator or
managers can create the appraisals. You can create an appraisal for any employee who is your direct
or indirect subordinate. After a human resources administrator or a manager creates an employee
performance appraisal, the manager reviews the appraisal, updates competency ratings as required,
adds notes, and attaches pertinent diary entries.

When creating an appraisal, you can specify whether you will access the review program directly.
This option is available only when you create a single appraisal. Although managers normally revise
employee performance appraisals, a system administrator can perform this function, if necessary.

After you create the appraisals, the system automatically sends a message to each manager that one or
more appraisals are ready for review. If you set up the system to require employee self-appraisals, the
system also automatically sends a message notifying each employee that a self-appraisal is due.

When the appraisal process is completed, the system automatically updates the performance appraisal
information in the Employee Master Information table (F060116). Additionally, after the appraisal
process is completed, you can access the appraisal directly from the Organizational Assignment form.
See Also

Q Maintaining a Performance Diary in the Human Resources Guide

Q Entering Organizational Assignment Information in the Human Capital Management
Foundation Guide for information about accessing employee performance appraisals from
the Organizational Assignment form
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Generating Employee Performance Appraisals

You use the Create Performance Appraisals program (P087711) to choose employees and create
employee performance appraisals for a group or for an individual. When creating employee
performance appraisals, you can choose any of the following for appraisal:

e An individual employee
o All of the employees who report directly to you

e All of the employees who report directly or indirectly to you

See Also

Q Reviewing a Competency-Based Performance Appraisal in the Human Resources Guide for
instructions about how to revise employee performance appraisals using manager self-service

» To generate employee performance appraisals for a group

From the Performance Mgmt Periodic Processing menu (GO8PM2), choose Create Performance
Appraisals.

1. On Create Group Performance Appraisals, complete the following field:
e Supervisor

2. Choose one of the following options:

e Direct Reports
e Direct and Indirect Reports
3. From the Form menu, choose Create Direct or Create All.
4. On Confirm Group Appraisal Creation, complete the following fields and then click OK:
e Type of Review
e From Review Date
e Appraisal Due Date

e Thru Review Date
e Self Appraisal Due Date

5. The system automatically creates employee performance appraisals for the selected
employees and sends a message to each employee and manager.

278



Processing Options for Create Performance Appraisals (P087711)

Defaults Tab

These processing options specify the default values that the system applies when a human resources
representative or a manager creates performance appraisals.

1) Audience Flag

Blank =2
2 = Supervisor
3 = Human Resources

Use this processing option to specify who is going to use the application to what capacity.

2) Direct or Direct and Indirect Employees

Blank =0
0 = Direct Only
1 = Direct and Indirect

Use this processing option to specify which group of employees should be displayed to the
manager by default. Either direct reports can be displayed, or direct and indirect reports.
There is an opportunity to change the displayed group when the application is running as
well.

Versions Tab

This processing option specifies the version of the Create Group Performance Appraisals program
(P087711) that the system uses.

Performance Appraisal Revisions

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Performance Appraisal Revisions
(PO87711) to use. The default is ZJDEOOO1.
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» To generate individual employee performance appraisals

From the Performance Mgmt Periodic Processing menu (GO8PM2), choose Create Performance
Appraisals.

eopleSot.
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1. On Create Group Performance Appraisals, complete the following field:
e Supervisor
2. Choose one of the following options, and then click Find:

e Direct Reports
e Direct and Indirect Reports

3. Choose an employee record and click Select.
4. On Create Employee Performance Appraisal, complete the following fields:
e Type of Review

e From Review Date

e Appraisal Due Date

e Thru Review Date

o Self Appraisal Due Date

5. If you want the system to create the appraisal and automatically proceed to the appraisal
review, click the following option:

e Begin Performance Appraisal Process

The Begin the Appraisal Process option is available only when you select one employee.
When you select two or more employee records, this option is not included on the form.
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6. Click OK.
The system automatically creates an employee performance appraisal and sends a message to
the employee and the manager indicating that the appraisal is ready for review.

7. On Confirmation, click OK.

If you chose the option to begin the appraisal process, either the Competency Based
Performance Appraisal Revisions form or the Traditional Performance Appraisal Revision
form appears. You use this form to complete the steps for revising an employee performance
appraisal.

See Also

Q Revising an Employee Performance Appraisal in the Human Resources Guide for the steps
on how to revise appraisals

Creating Batch Performance Appraisals (R087722)

From the Performance Mgmt Periodic Processing menu (GOSPM2), choose Batch Create
Performance Appraisals.

Use this batch process to create a group of performance appraisals for the employees that you selected
from the Employee Master Information table (F060116). For each selected employee, this process
creates the header for the appraisal and determines the type of performance appraisal to create, either
traditional or competency-based. The system notifies employees that the appraisal has been created so
that they can complete their self-appraisals.

Processing Options for Batch Create Performance Appraisals (R087722)

Defaults Tab

These processing options specify the default information that will appear on the performance
appraisals.

1) Type of Increase Next Review

Use this processing option to specify a code to define the type of salary or performance
review being created. You can define this code by using user defined code table system 06,
type RV.

2) Date - From Review

Use this processing option to specify the beginning date of the time period for the current
performance review.

3) Date - Thru Review
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Use this processing option to specify the ending date of the time period for the current
performance review.

4) Date - Employee Self Appraisal Due

Use this processing option to specify the date by which the employee must complete his or
her self-appraisal and notify his or her manager that it is completed.

5) Date - Performance Appraisal Due

Use this processing option to specify the date by which the performance appraisal must be
completed, including the appropriate approvals.

6) Bypass Warning Errors

Blank =0
0 = Do not create appraisals with warning errors
1 = Create appraisals with warning errors

Use this processing option to specify whether appraisals with warning errors should still be
created. Valid values are:

Blank
0 [default]

0
Do not create appraisals with warning errors.
1

Create appraisals with warning errors.

Process Tab

These processing options specify the group of employees for whom you are creating the appraisals.

1) From Date
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Blank = Do Not use from date

Valid date = Select employees that have a next review date equal to or greater than
the from date.

Use this processing option to specify the beginning date of the time period for the next
review. Valid values are:

Blank

Do not use the From Date.

Valid date

Select employees that have a next review date equal to or greater than the From Date.

2) Thru Date

Blank = Do Not use thru date

Valid date = Select employees that have a next review date equal to or less than the
thru date.

Use this processing option to specify the ending date of the time period for the next
review. Valid values are:

Blank

Do not use the Thru Date.

Valid date

Select employees that have a next review date equal to or less than the Thru Date.

3) Days From Today

Blank = Do Not use Days From Today

Days = Select employees that the next review
date is equal to or less than the system date
plus the number of days entered. If used, the
from and thru dates are ignored.
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Use this processing option to select employees that have a next review date equal to or less
than the system date plus the number of days entered. Valid values are:

Blank

Do not use Days From Today.

Days

Select employees that have a next review date equal to or less than the system date plus the
number of days entered. If used, the From Date and Thru Date are ignored.

Printing Batch Performance Appraisals

From the Performance Management Daily Processing menu (GOSPM1), choose Performance
Appraisal Batch Print.

The Performance Appraisal Batch Print report (R087723) provides a printed copy of a competency-

based employee self-appraisal or performance appraisal.

Processing Options for Performance Appraisal Batch Print (R087723)

Defaults Tab

These processing options specify security options and the type of performance appraisal that the
system prints.

1) Audience Flag

Blank =1

1 =Employee

2 = Supervisor

3 = Human Resources

Use this processing option to specify who is going to use this application to what capacity.
Valid values are:

Blank or 1

Employee
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Supervisor

3

Human Resources

2) Performance Apprasial Mode

Blank = Employee Self Appraisal
1 =Employee Self Appraisal
2 = Manager Appraisal

Use this processing option to specify which type of performance appraisal to print. Value
values are:

Blank = 1 (default)

Employee Self Appraisal

1

Employee Self Appraisal

2

Manager Appraisal

Running the Upcoming Reviews Report (R052202)

From the Performance Mgmt Periodic Processing menu (GOSPM2), choose Upcoming Reviews.

The Upcoming Reviews report creates report versions that select groups of employees who are due to
receive an employee performance appraisal as of a specific date or within a specified number of days.
The report prints a list of employees based on the criteria that you specify. After you print the
Upcoming Reviews report, you run the Create Performance Appraisals program (P087711) to select
the employees, create appraisals, and send messages to each of the employees and managers.

Y ou might use Upcoming Reviews report when you are generating employee performance appraisals
for the whole company or a specific business unit.
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Processing Options for Upcoming Reviews (R052202)

Defaults Tab

These processing options specify information about the employee and supervisor.

1. Employee Number Display

A = Address Book
S = Social Security Number
O = Other Number

Use this processing option to specify the employee number that you want to print on the
report. Valid values are:

A Address book number
S Employee tax identification number
O Other number

2. URL For Supervisor Review Instructions

Use this processing option to specify the uniform resource locator for the supervisor
review instructions.

Process Tab

These processing options specify the dates for which you want to review appraisals and whether the
system runs the workflow reminder process.

1. Workflow Reminder Process

1 = Run workflow
0 =Don't run workflow

Use this processing option to specify whether to run the workflow reminder process. Valid
values are:

1 Run the workflow process.
0 Do not run the workflow process.

2. From Date
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Use this processing option to limit reviews. The review date must be greater than or equal
to the from date.

3. Thru Date

Use this processing option to limit reviews processed. The review date must be less than or
equal to the Thru date.

4. Days From Today

Use this processing option to limit reviews processed. Enter Days From Today to process
all new review dates that are less than or equal to the system date and the number of days
entered into the processing option. Enter Date of Thru Date to ignore this option.

Maintaining a Performance Diary

A performance diary is a collection of notes and attachments that you compile throughout the year.
These notes document your activities and accomplishments that affect your job performance. You can
also use the performance diary to maintain notes and attachments regarding a manager’s performance
or another employee’s performance. For example, you might track job-related tasks that you
accomplish, the completion of a course of study, client recommendations regarding your assistance,
or any other activity that might affect your performance appraisal. The Daily Diary program
(P087715) records and classifies information by the following criteria:

e Employee

e Subject

e Subject type

e Relation to employee

e Relation to a performance appraisal

Notes that you create in the Daily Diary program are private unless you attach them to a performance
appraisal. The system links your diary entries to your address book number. Human Resources
representatives and managers who review your appraisal can review the diary entries that you attach
to a performance appraisal.

When you create your performance self-appraisal or revise your employee performance appraisal, you
can attach diary entries to the appraisal to document your activities. After you attach diary entries to
an appraisal, you can change the text until you approve (or contest) and submit the appraisal. After
you submit the appraisal, you cannot change or delete the attached entries from the performance
diary.
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» To maintain a performance diary

From the Employee Self Service menu (GO5SBESS1), choose Daily Diary.

1. On Work With Diary Entries, click Add to create a new diary entry.
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2. On Diary Entry Revisions, complete the following field:
e Diary Entry For

3. Complete the following optional fields:
e Subject

e Subject Type
e Relation to Employee

4. Click the following option, if appropriate.
e Attach To Appraisal

5. Add a text note or attach a media object that documents an employee activity, and then click

OK.

288



Processing Options for Daily Diary (P087715)

Default Tab

This processing option specifies the default value that the system uses each time that you create a new
performance diary entry.

1) Default attach to performance appraisal value

0 = No, entry does not apply to a performance appraisal
1 = Yes, entry applies to performance appraisals

Use this processing option to specify the default value for the Attach to Performance
Appraisal Flag when a new diary entry is made. The employee can also change the value.

Performance Appraisals by Managers

Either a human resources representative or managers can create employee appraisals. After you create
an appraisal, you revise and approve the appraisal before scheduling a review meeting with the
employee. Depending on your system settings, you can use either a competency-based or traditional
approach to employee performance appraisals.

A competency-based employee performance appraisal automatically generates an appraisal that
compares job competencies to demonstrated employee competencies. For each job and employee
competency, you can add notes that explain or support your evaluation. You can also attach to each
appraisal performance diary entries that cite specific examples of employee performance.

A traditional employee performance appraisal stores templates or links to online appraisal forms. You
complete the template and rate employee performance manually. You can also attach to the appraisal
performance diary entries that support your evaluation.

After you complete an appraisal, you submit it to the next manager level for approval. The system
automatically routes the appraisal to each person who appears in the approval hierarchy, ending with
the employee. At each level, the approving manager can approve the appraisal or return it to the
previous-level manager. When the highest-level manager in the approval hierarchy approves and
submits the appraisal, the system sends a message to you indicating that the performance appraisal is
ready for final review. You then use the Notify Employee menu option in the Current Performance
Appraisal program (P087712) to send a message to your employee that the appraisal is ready for final
review. The employee approval is normally the final step in the approval process.

Employees use the Current Performance Appraisal program to review performance ratings, print the
appraisal, review goals, and approve or contest the currently active employee appraisal. When the
employee approves or contests the appraisal, the systems indicates that it is complete and moves it to
historical status. The system also sends a message to a user defined address book number indicating
whether the employee approves or contests the appraisal. The system prevents any changes to the
appraisal after the employee approval.

After the employee approves or contests the appraisal, you schedule a meeting with the employee to
discuss the employee competency rating results, career planning, and performance improvement plans
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that are in the appraisal. If you need to make further changes to the appraisal, you must create a new
appraisal and submit it for approvals.

See Also

Q Maintaining a Performance Diary in the Human Resources Guide for instructions for
creating diary notes

Revising an Employee Performance Appraisal

From the Performance Management Daily Processing menu (GO8PM1), choose Employee
Performance Appraisals.

After a human resources representative generates one or more employee performance appraisals, and
managers receive a message that one or more appraisals are ready for review, a manager reviews each
appraisal. If the system is set up to require employee self-appraisals, the manager also reviews the
employee self-appraisal and then adds or changes information and ratings, as appropriate. The
manager then schedules a meeting with each employee to discuss the appraisal and obtain feedback.

The manager uses the Employee Performance Appraisals program (P087712) to choose the
employees who are due for an appraisal, make changes, and adjust the ratings. If a human resources
representative is responsible for locating employees whose appraisals are due and creating the
appraisals, then the manager opens the current appraisal and revises the rating, if necessary. If the
human resources department is not responsible for creating the appraisals, the manager can use this
program to create them.

If you use the competency-based appraisals, the system automatically compares job competencies to
demonstrated employee competencies. The system rates employee performance and includes this
information on the appraisal. When a manager adjusts the system-generated rating, the system
automatically adjusts the competency ratings accordingly. You use processing options to define the
changes that a manager can make.

If you use traditional appraisals, managers use the Upcoming Reviews by Supervisor program
(P052200) to determine the employees for whom a performance appraisal is due. Managers use the
Employee Performance Appraisals program (P087712) to find employees for whom an appraisal is
due and manually complete the appraisal from a template. A manager can attach media objects to the
appraisal template. An example of a media object might be a link to a report that documents the rating
that you assign. If the system requires employee self-appraisals, it sends a message to each employee
that their self-appraisal is due.

After completing an appraisal, the manager submits it for review. When the originating manager
submits the appraisal, the system locks it, preventing changes. This lock also prevents changes to any
performance diary entries that the manager connects to the appraisal. If the second-level manager
rejects the appraisal and returns it for additional changes, the system automatically unlocks the
appraisal. The system routes the appraisal to each approving manager, following a user defined
approval hierarchy.

When the highest-level manager in the approval hierarchy completes the review and approves the
appraisal, the system sends the originating manager a message to notify the employee that the
appraisal is ready for final review. The manager chooses the appraisal record and uses the Notify
Employee menu option to send a message to the employee.

After the manager notifies an employee, the employee uses employee self-service to review the
manager appraisal and approve or contest it. When the employee takes either action, the system locks
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the appraisal, preventing any additional changes. The manager then meets with the employee to
discuss the ratings. If a manager needs to enter additional changes, then he or she must create a new
appraisal, add the changes, and submit the new appraisal for approvals.

Although a human resources representative can review employee performance appraisals and make
changes, most companies require that managers perform this function.

Reviewing a Competency-Based Performance Appraisal

If you are a manager, the system sends a message to you when an employee's appraisal is ready for
you to review. You use the Current Performance Appraisals program (P087712) to locate the
appraisal and perform your review.

Depending on your company policies and how your system is set up, the system might also send a
message to your employee that a performance self-appraisal is due. However, you can begin your
appraisal review immediately and then make any necessary adjustments to the appraisal when you
review the employee self-appraisal. When the employee completes the self-appraisal and submits it,
you can then review the appraisal and any diary entries that might be attached to it.

Depending on how the processing options are set up, you might be able to change the system ratings
for job competencies, employee competencies, and the summary rating. You can also change the
summary rating for a job competency, and the system automatically rerates each of the employee
competencies.

You can use the top note area on the appraisal form to record any comments that apply to your
review. When you choose a specific job or employee competency for review, the notes area applies
only to the appraisal that you are reviewing and the competency that you choose. You can add
separate notes for each job and employee competency.

The lower note area on the appraisal form can contain a user defined competency description to help
you understand and work with job competencies. The notes that the system displays are based on the
user profile. For example, you can set up different notes for managers and for employees. The
following options might be available:

e Human Resources view
e Manager view

e Employee view

See Also

Q Maintaining a Performance Diary in the Human Resources Guide
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» To review competency-based performance appraisals

From the Manager Self Service menu (GO5SBMSS1), choose Current Performance Appraisals.

1. On Supervisor Work With Performance Appraisals, you can choose one of the following
options in each group to filter the appraisal records, and then click Find:

e Current Appraisals

e Historical Appraisals

e All Appraisals

e Appraisals To Complete

e Appraisals For Current Indirect Reports

e Appraisals Awaiting My Approval
2. Choose an employee record and click Select.

3. On Competency Based Performance Appraisal Revisions, click the first job competency and
review the rating.

When you click a job competency, a list of related employee competencies automatically
appears.

4. Click the first employee competency and review the employee competency ratings. Enter any
necessary rating changes, and enter notes as appropriate.

Depending on processing option settings, the system automatically adjusts the job
competency and overall performance rating when you change an employee competency
rating.

5. Alternatively, you can override the system ratings by entering a value in the following field:

e Performance Appraisal Level

The system automatically rates the job competencies again. If a processing option is set
appropriately, you can also change the system rating for a job competency, and the system
automatically rates the employee competencies again.

6. To attach a performance diary entry that might support your rating decision, click the link to
Appraisal Diary Entries.

The system displays a list of the diary records that are currently attached to the performance
appraisal.

PeopleSoft.
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7. On Work With Diary Entries For A Performance Appraisal, choose a diary record to review
and then click Select.

8. To add diary entries that are not currently attached to the appraisal, click Add.
9. Select a diary entry and then click Select.

10. To remove an attached diary records, choose a diary records and click Remove.

Note

Clicking Remove removes the diary record from the performance appraisal only. It does not
delete the diary entry from the system.

11. Review all remaining job competencies and employee competencies and change ratings, as
appropriate.

12. When you have completed rating all competencies, click Submit to Next Level Manager for
Approval.

The system sends a message to the next-level manager to indicate that a performance
appraisal is ready for approval.

Processing Options for Current Performance Appraisals (P087712)

Defaults Tab

These processing options specify the default values that the system applies when a human resources
representative or a manager creates performance appraisals.

1) Audience Flag

1 = Employee
2 = Manager
3 = Human Resources

Use this processing option to specify who is going to use the application to what capacity.

2) Performance Appraisal Status

0 = Employee Self Appraisal
1 = Current/Active Performance Appraisals
2 = Historical Performance Appraisals

Use this processing option to specify the status of performance appraisals the user
displays. This will be used by the program to determine what task the employee or
manager is currently completing. Valid values are:
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Employee Self Performance Appraisal
1
Current/Active Performance Appraisals

2

Historical Performance Appraisals

Display Tab

These processing options specify the details that appear on the performance appraisal.

1) Display Job Title or Job Type/Step Description

Blank = Display Job Title if it exists, otherwise Job Type Step Description
1 = Always display Job Title
2 = Always display the description for Job Type/Step

Use this processing option to specify how the employee's job is displayed. Either the Job
Title is displayed or the associated description for the employee's Job Type/Step is
displayed.

2) Enter the URL for your performance appraisal guide.

Use this processing option to provide your organization's performance management guide.
If this is provided, the employees or managers using this system will be able to click and
view the guide.

3) Display Job Competency Level

0 = Do not display Job Competency Level (default)
1 = Display Job Competency Level

Use this processing option to specify whether the job competency level should be
displayed on a competency-based performance appraisal.

4) Display Employee Competency Level

0 = Do not display Employee Competency Level (default)
1 = Display Employee Competency Level

Use this processing option to specify whether the employee competency level should be
displayed on a competency-based performance appraisal.
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Process Tab

These processing options specify the functions that can be performed, based upon the user.

1) Update Performance Level for Job Competencies

0 = No, can only change levels for employee competencies

1= Yes, can change level for a job competency

Use this processing option to indicate whether the job competency level can be changed on
the performance appraisal.

2) Auto Calculate Employee Competency Levels

0 = No, if job competency levels can be changed, they cannot be used to calculate
employee competencies

1=Yes, if a job competency level is changed, the level is used to calculate the
employee competency levels

Use this processing option to specify whether the employee competency levels can be
automatically calculated based on the job competency level entered. This only applies if
the Update Performance Level for Job Competencies is allowed.

3) Competency Update Event Code

A valid Competency Update Event Code

Use this processing option to enter a code that specifies a type of user that has access to
employee competency information. The code that you enter must exist in the user defined
code list for competency update codes (05/CU). This code also corresponds to a code that
you entered in the Competency Update Event Code field in the Competency Update
Events program (P05106).

You use this processing option in conjunction with the Competency Update Events
program to control access to the Competency Level field for specific types of users. You
set up different versions of Resource Competency Information for each type of user. For
example, you might define a Competency Update Event Code called Train that you use to
represent your organization's training manager. You can use the Competency Update
Events program to grant Train the ability to update competency levels for all training
competencies.

You then set up a version of the Resource Competency Information program for Train.
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4) Address Number of Individual who should be notified once the employee has
approved his/her performance appraisal.

0 = Do not notify anyone that appraisal is complete

A valid address number

Use this processing option to indicate the person who should receive an email message
once the performance appraisal is completely finished and the employee has signed-off.
For example, this person may be responsible for printing the final appraisal for employee
records.

5) Supervisor Can Create Development Plan

0=No
1=Yes

Use this processing option to indicate whether supervisors can create new development
plans (goals) for employees while completing the performance appraisal.

6) Employee Can Create Development Plan

0=No
1=Yes

Use this processing option to indicate whether an employee can create his’/her own new
development plans (goals) while completing the self appraisal or reviewing the
performance-appraisal.

Competency Descriptions Tab

These processing options specify the competency descriptions that appear on the performance
appraisal, based on the audience.

1) User Defined Competency Description Code 1

Blank = Do not display description 1

A valid Competency Description Code

Use this processing option to list the code for the first Job Competency Code description to
show. This code is associated with the first radio button on the form. When a Job
Competency Code and the first radio button are selected,the associated description is
displayed.

296



2) User Defined Competency Description Code 2

Blank = Do not display description 2

A valid Competency Description Code

Use this processing option to list the code for the second Job Competency Code
description to show. This code is associated with the second radio button on the form.
When a Job Competency Code and the second radio button are selected, the associated
description is displayed.

3) User Defined Competency Description Code 3

Blank = Do not display description 3

A valid Competency Description Code

Use this processing option to list the code for the third Job Competency Code description
to show. This code is associated with the third radio button on the form. When a Job
Competency Code and the third radio button are selected, the associated description is
displayed.

4) User Defined Competency Description Code 4

Blank = Do not display description 4

A valid Competency Description Code

Use this processing option to list the code for the fourth Job Competency Code description
to show. This code is associated with the fourth radio button on the form. When a Job
Competency Code and the fourth radio button are selected, the associated description is
displayed.

5) User Defined Competency Description Code 5

Blank = Do not display description 5

A valid Competency Description Code

Use this processing option to list the code for the fifth Job Competency Code description
to show. This code is associated with the fifth radio button on the form. When a Job
Competency Code and the fifth radio button are selected, the associated description is
displayed.

6) User Defined Competency Description Code 6
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Blank = Do not display description 6

A valid Competency Description Code

Use this processing option to list the code for the sixth Job Competency Code description
to show. This code is associated with the sixth radio button on the form. When a Job
Competency Code and the sixth radio button are selected, the associated description is
displayed.

Versions Tab

These processing options specify the version that the system uses for each program. Each version is a
user defined set of specifications that control how programs and reports run. You use versions to
group and save a set of user defined processing options, values, data selections, and sequencing
options.

1) Delegates Version

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Delegates program (P08750) to
use. The default is ZJDEOOO1.

2) Daily Diary Version

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Daily Diary program (P087715) to
use. The default is ZJDEOOO1.

3) Create Goal Version

Blank = ZJDE0001
A valid version

Use this processing option to specify the version of the Goals program (P05117) to use.
The default is ZJDE0OO1.
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Defining Employee Goals for Competency-Based Appraisals

You can create employee goals and goal action suggestions that are linked to employee competencies.
The purpose of this approach is to establish specific guidelines that an employee can follow to
accomplish at least 100 percent of the organizational expectation for each employee competency. If
an employee has additional goals that might or might not be directly related to job performance, you
can also create a career development plan.

» To define employee goals for competency-based appraisals

From the Manager Self Service menu (GO5SBMSS1), choose Current Performance Appraisals.

1. On Supervisor Work With Performance Appraisals, choose an employee for whom a current
appraisal exists, and then click Select.

2. On Competency Based Performance Appraisal Revisions, click a job competency.
The system displays a list of the employee competencies that support the job competency.
3. Click an employee competency, review any existing supervisor comments, and review the
explanatory notes for the competency.

4. Click the link to Create a Career Development Plan for the Selected Competency.
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On Goal Action Plans, complete the following fields to create a new employee goal:

e Goal Status
o Goal Type
e Level you would like to achieve:

To create a new goal action suggestion, complete the following fields:

e Action Description
e Action Status

e Change Reason

e Estimate Start Date
e Estimate End Date

If you are updating an existing action suggestion, complete the following fields:

e  Start Date
e End Date

To move the current goal action suggestion to the Actions list, click the arrow.
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9. To add additional goal action suggestions to the Actions list for the currently selected
employee competency, repeat steps 6-8.

10. When your list of goal action suggestions is complete, click Submit to save, and then click
Cancel to return to the appraisal form.

Completing Traditional Performance Appraisals

You use the Current Performance Appraisals program (P087712) to display a traditional performance
appraisal template, manually complete all the categories, enter an appropriate rating, and then save it
as a new appraisal. You also use the Current Performance Appraisals program to revise the appraisal
and enter the rating. You can also attach performance diary entries to the appraisal to support your
evaluation.

If you set up system options appropriately, when you create a performance appraisal, the system
sends a message to your employee that the performance self-appraisal is due. You can begin your
appraisal review immediately and then make any necessary adjustments to the appraisal when you
review the employee self-appraisal. When the employee completes the self-appraisal and submits it,
you can then review it and any diary entries that might be attached.

When you submit the appraisal, the system automatically sends a message to the next level manager
that an appraisal is ready for review.

» To complete traditional performance appraisals

From the Manager Self Service menu (GOSBMSS1), choose Current Performance Appraisals.

1. On Supervisor Work With Performance Appraisals, click on the following option to choose
the type of appraisals that you want to review:

e All Appraisals

2. Click on one of the following options to choose whether to review appraisals for your direct
or indirect reports:

e Appraisals To Complete
e Appraisals For Current Indirect Reports

The Appraisals to Complete option includes employees who report to you directly or
indirectly. The Appraisals For Current Indirect Reports option includes only employees who
report indirectly to you.

3. To choose an employee record, complete the following field or click an employee record and
then click Select:

e Employee Identification
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On Traditional Performance Appraisal Revision, manually complete a performance appraisal
template.

Alternatively, if you set up another media object or URL link to an interactive appraisal form,

complete the appropriate form.

To enter the overall performance rating, complete the following field:
e Performance Appraisal Level

To attach a performance diary entry that might support your rating decision, click the
Appraisal Diary Entries link at the bottom of the form.

On Work With Diary Entries For A Performance Appraisal, click Add.
On Daily Diary Search, choose a diary record, and then click Select.

On Work With Diary Entries For A Performance Appraisal, to remove an attached diary
record, choose a diary record, and then click Remove.
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Note

This action removes the diary record from the performance appraisal only. It does not delete
the diary entry from the system.

10. When you are finished working with diary entries, click Close.

11. On Traditional Performance Appraisal Revision, click the link Submit to Next Level
Manager.

12. On Submit Performance Appraisal, click Yes.

The system automatically routes the appraisal and diary entries to the next-level manager in
the approval hierarchy.

Creating an Employee Career Development Plan

You can create a career development plan when you use either competency-based or traditional
performance appraisals. You use this tool to track employee goals and progress toward the goals.
These goals can be linked to required job skills, or they can support goals that the employee might
have that are not related to the organization.

» To create an employee career development plan

From the Manager Self Service menu (GO5BMSSI), choose Current Performance Appraisals.

1. On Supervisor Work With Performance Appraisals, choose an employee for whom a current,
traditional appraisal exists, and then click Select.
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On Traditional Performance Appraisal Revision, click the Create a Career Development Plan
link at the bottom of the form.

On Goal Action Plans, complete the following fields:

o  Goal Status
e Goal Type

Choose the Free Form option for the following field:
e Suggestion Type
To create a new goal action suggestion, complete the following fields:

e Action Description
e Action Status
e Change Reason
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e Estimate Start Date
e Estimate End Date

6. Ifyou are updating an existing action suggestion, complete the following fields:
e Start Date
e End Date

7. To move the current goal action suggestion to the Actions list, click the arrow.

8. To add additional goal action suggestions to the Actions list for the currently selected
employee competency, repeat steps 5-7.

9. When your list of goal action suggestions is complete, click Submit to save, and then click
Cancel to return to the appraisal form.

Employee Self-Service Performance Appraisals

You can use employee self-service to manage performance appraisals. When a performance appraisal
is due, either a human resources representative or a manager creates an employee performance
appraisal and notifies you when it is ready for your review. If your company also uses performance
self-appraisals, you receive a message indicating that you are required to prepare and submit a
performance self-appraisal.

A performance self-appraisal evaluates your job performance and provides historic examples of
activities that you completed. After you submit your self-appraisal, the system sends a message to
your manager indicating that the appraisal is ready for review. If you need to make additional changes
to the self-appraisal after you submit it, your manager can reset the appraisal status so that you can
enter changes and resubmit it.

After you submit the performance self-appraisal to your manager, the manager reviews it and
prepares an employee performance appraisal. The manager submits the appraisal for approval using a
predefined approval hierarchy. When all approvals are complete, your manager sends a message to
you indicating that the appraisal is ready for your review. You then review the appraisal, and either
accept or contest it. The manager then schedules a meeting with you to review the appraisal and
obtain feedback. You are normally the final step of the approval process.

Depending on your system settings, you can use one of two types of performance self-appraisals:
competency-based or traditional (text-based). A competency-based performance self-appraisal
generates an appraisal that compares required job competencies to your demonstrated employee
competencies. To complete a traditional performance self-appraisal, you manually complete an
appraisal template. You then review the performance self-appraisal and make appropriate changes.
You can also attach appropriate diary entries that provide examples of performance activities.

See Also

Q Maintaining a Performance Diary in the Human Resources Guide for more information
about attaching appropriate diary entries that provide examples of performance activities
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Reviewing a Competency-Based Performance Self-Appraisal

From the Employee Self Service menu (GO5SBESSI), choose Complete My Self Appraisal.

Either a human resources representative or a manager creates your competency-based performance
appraisal. Your appraisal is a system-generated comparison of job competencies and demonstrated
employee competencies. When you receive an e-mail message indicating that a performance self-
appraisal is due, you use the Complete My Self Appraisal program (P087712) to perform the
following functions:

e Choose your current self-appraisal for review

e Review your self-appraisal for accuracy

e Revise your self-appraisal based on your knowledge of your performance
e Add notes that document reasons for the changes

e Attach performance diary entries that document work or personal activities that support
changes to the ratings

e  Submit your self-appraisal to your manager for review

When you enter the Complete My Self Appraisal program, the system automatically recognizes your
address book number and displays the currently active appraisal. When the processing options are set
appropriately, you can change the system-generated ratings for each job and employee competency.
You can also change the over-all performance rating and allow the system to change the ratings for
each of the job and employee competencies.

See Also

Q Reviewing a Competency-based Performance Appraisal in the Human Resources Guide to
complete a competency-based performance appraisal

Reviewing a Traditional Performance Self-Appraisal

From the Employee Self Service menu (GOSBESS1), choose Complete My Self Appraisal.

Either a human resources representative or a manager initiates your traditional performance appraisal.
Your appraisal is a template that is stored as text in the PeopleSoft EnterpriseOne software. When you
receive an e-mail message that a performance self-appraisal is due, use the Complete My Self
Appraisal program (P087712) to perform the following functions:

e Choose your current self-appraisal for review
e Manually complete all sections of the self-appraisal, including ratings, if appropriate
e Add notes that document reasons for your evaluations

e Attach performance diary entries that document work or personal activities that support
changes to the ratings

e Submit your self-appraisal to your manager for review

When you enter the Complete My Self Appraisal program, the system automatically recognizes your
address book number and displays the appropriate appraisal template.

306



See Also

a Completing Traditional Performance Appraisals in the Human Resources Guide to manually
complete a traditional performance appraisal

Reviewing a Performance Appraisal From Your Manager

From the Employee Self Service menu (GOSBESSI), choose Current Performance Appraisal.

When you receive a message indicating that an employee performance appraisal is ready for your
review, you use the Current Performance Appraisal program (P087712) to choose your appraisal and
review it.

Performance reviews can be either competency-based or traditional. You can add notes and attach
performance diary entries to either type of performance appraisal to document your views of the
ratings that appear in the appraisal.

See Also

Q Maintaining a Performance Diary in the Human Resources Guide for more information
about documenting performance appraisal ratings

Q Reviewing a Competency-Based Performance Appraisal in the Human Resources Guide to
review and submit a competency-based performance appraisal

a Completing Traditional Performance Appraisals in the Human Resources Guide for the steps
to review and submit a traditional performance appraisal

Defining Employee Goals Using Employee Self-Service

You can create and track personal goals as part of your performance appraisal process. Working
closely with your manager, you use the employee goals feature to create an action plan for achieving
higher levels of performance. You can also use this feature to track personal objectives that are not
related to your organization. If your organization uses only a performance appraisal that your
manager creates for you, you can work with your manager to create and track your goals. If you also
complete a self-appraisal, you can create and track goals for yourself.

Employee goals are linked to a current appraisal. Although the system locks your appraisal after you
approve the information that your manager enters, you can still create and change your goals and goal
actions throughout the year.

» To define goals for competency-based appraisals

From the Employee Self Service menu (GO5SBESSI), choose Complete My Self Appraisal.

1. On Employee Work With Performance Appraisals, choose an appraisal record and then click
Select.

2. Click an employee competency, review any existing Supervisor comments, and review the
explanatory notes for the competency.

3. Select the link to Create a Development Plan for the Selected Competency.
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On Goal Action Plans, complete the following fields to create a new employee goal:

e Goal Status
e Goal Type
e Level you would like to achieve:

To create a new goal action suggestion, complete the following fields:

e Action Description
e Action Status

e Change Reason

e [Estimate Start Date
e [Estimate End Date

If you are updating an existing action suggestion, complete the following fields:

e Start Date
e End Date

To move the current goal action suggestion to the Actions list, click the arrow.
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To add additional goal action suggestions to the Actions list for the currently selected
employee competency, repeat steps 5 through 7.

When your list of goal action suggestions is complete, click Submit to save, and then click
Cancel to return to the appraisal form.

» To create a career development plan

From the Employee Self Service menu (GOSBESS1), choose Complete My Self Appraisal.

1.

On Employee Work With Performance Appraisals, choose an appraisal record and then click
Select.

On Goal Action Plans, complete the following fields:

e Goal Status

e Goal Type

Choose the Free Form option for the following field:

e Suggestion Type

To create a new goal action suggestion, complete the following fields:
e Action Description

e Action Status

e Change Reason

e Estimate Start Date
e Estimate End Date

If you are updating an existing action suggestion, complete the following fields:
e Start Date
e End Date

To move the current goal action suggestion to the Actions list, click the arrow.

To add additional goal action suggestions to the Actions list for the currently selected
employee competency, repeat steps 5-7.

When your list of goal action suggestions is complete, click Submit to save. Then click
Cancel to return to the appraisal form.

Creating Employee Performance Appraisals

Human resources representatives and managers can use the performance appraisal management
system to create, manage, and print performance appraisals. You use the Create Performance
Appraisals program (P087711) to generate appraisals and evaluate employee job performance. These
appraisals provide historic examples of activities that employees complete. Depending on your
system settings, employees might be able to create performance self-appraisals. After the employee
submits the performance self-appraisal to the manager, the manager reviews the self-evaluation and
prepares the manager performance appraisal.
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See Also

Q Generating Employee Performance Appraisals in the Human Resources Guide for more
information about creating appraisals

Defining Employee Goals Using Manager Self-Service

Human resources specialists know that when organizations treat employees who contribute to the
success of an organization as valuable assets, the organization and the employees mutually benefit.
Employees benefit from establishing specific goals that help increase their skills, perform their jobs at
a higher level, and advance their careers.

The employee goals system is linked to the performance management system so that managers have a
concise method of measuring employee performance and improvement. You can create employee
goals for either competency-based or traditional performance appraisals. When you create a
competency-based appraisal, you can create employee goals for each employee competency. You can
also create a separate, personalized career development plan. Using either appraisal approach, the
employee goals feature is a tool that you can use to help your employees reach personal and corporate
objectives.

You use the Current Performance Appraisals program (P087712) to review an employee appraisal
and add employee goals. Although you normally create goals at the same time that you are reviewing
an appraisal, you can add and revise them after you finish the appraisal process. After you submit the
appraisal and the system locks it to prevent changes to the appraisal, you can still review and change
employee goal suggestions.

Y our human resources department defines the competency information that is used in competency-
based performance appraisals and employee goals. You can use existing goal suggestions that might
already exist, or you can use the Work With Competency Information form (W05104A) to add new
ones. You can also create additional items in the UDC tables to support employee goals.

Prerequisites

O Attach goals to competencies, as needed. See Defining Employee Competencies in the Human
Resources Guide.

O Set up the category codes for employee goals (UDC 05/G1 through 05/G3, and 05/GT). See
Defining Category Codes in the Human Capital Management Foundation Guide.

a Create, review, and revise an employee performance appraisal. See Creating Employee
Performance Appraisals in the Human Resources Guide for the steps to perform these
functions.
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Health Safety Management for the United States

Most employers in the United States are required by the Occupational Safety and Health
Administration (OSHA) to maintain information about injuries and illnesses sustained by employees
as a result of performing their job duties. OSHA requires employers to record all occupational
illnesses, regardless of severity, and occupational injuries that result in death, loss of one or more
workdays, restriction of work or motion, loss of consciousness, transfer to another job, or medical
treatment other than first aid.

To satisfy these government reporting requirements, you can perform the following tasks when using
your Human Resources system:

e Track detailed information about any injuries or illnesses suffered by employees while
performing their jobs

e Enter supplemental data that includes any additional information that you want to track about
injuries or illnesses, regardless of whether government reporting is required

e Use the reports provided by the system to satisfy all of the OSHA reporting requirements

Working with Injury and lliness Information

To satisfy many governmental health safety management requirements, you can track detailed
information about any injuries or illnesses that your employees suffer during the performance of their
jobs within your organization. This information includes:

e Date of incident

e Time of incident

e Description of incident
e Employee's name

e Employee's occupation
e Employee's department
e Part of body affected

e Action taken

e Lost or restricted time

You use this information to create and print health safety management reports.

You begin tracking health safety management information by opening an injury or illness case and
entering the information that many governmental health safety management organizations require.

After you enter the required information for an injury or illness, you can enter supplemental data.
Supplemental data includes any additional information that you want to track about injuries and
illnesses, regardless of whether you need to report the case to governmental health safety
management organizations.
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After you have resolved an injury or illness case, you close the case. To analyze and verify injury and
illness information, you can review information online.

Opening an Injury or lliness Case for the United States

When a work-related injury or illness occurs, you open a case to begin tracking information about it.
You use this information to create and run the reports, which are required by the compliance
regulations of the U.S. Occupational Safety and Health Administration.

In addition to the information that is required by the government, you can track injury and illness
statistics that your organization can use to do the following:

e Identify hazards
e Increase safety awareness

e Evaluate safety procedures

Prerequisites

O Set up the user defined code list for establishment search types (08H/ES). Establishments are
the places in your organization where your employees report for work or perform their duties,
or are the business units from which they are paid. See Customizing User Defined Codes in
the Foundation Guide for more information.

O Verify that Privacy Case has been added to UDC table 08/H4 and contains the following
information:

e Codes =PRI

e Description 01 = Privacy Case
e Special Handling=Y

e Hard Coded=Y

You must verify that the Special Handling value is set to Y to ensure that the employee’s
name does not appear in the log. See Adding a User Defined Code in the Foundation Guide
for more information about adding a UDC code.

O Verify that your system is set up to track supplemental data for establishment number, as
follows:

e Display Mode =C
e Type Data=EN
e Description = Establishment Number

Column Headings should appear as follows:

e Quantity = Est. No.
e Effective From = Beginning
e Effective Thru = Ending

See Working with the Supplemental Database in the Human Capital Management
Foundation Guide for more information.
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O Verify that each employee has been added to an establishment. You track this information
through supplemental data to provide the Average Number of Employees and Total Hours
Worked information on the OSHA 300 report. See Entering Supplemental Data in Code
Format in the Human Capital Management Foundation Guide for more information.

» To open an injury or illness case for the United States

From the Daily Processing menu (GOSBH1), choose Injury/Iliness Case Information.

1. On Work With Injury/Illness Cases, click Add.

PeopleSott.

Injurylliness Case Infermation - Injuryflliness Case

Wiark With Injuryillines Injuryliiness Case

Ok Cancel Form  Previous MNext  Tools

B X 8 K O &

Case NumberDescription |1 ns |Sat on broken chair; chair collapsed
Address Mumber 7500 MeDougle, Cathy -
Case Status Op Cpen

Cefault Auto Pay Type Leave Begin Date
Union Code . Leave End Date

Fay Status Active Fay Class |3alaried

Category Codes

Additional Category Codes

Individual Infarmation

Case Information |njurgliingss Information

¥ Govermment Reportable Date Reported 0arams
¥ Invalved Days Away from Wiork Mo, Days Avway from Work 14
I Invaolved Restricted Work Mo, Days Restricted Work Activity

Date Closed
Diate Returned to Wyark 04128105
Diate Deceased

2. On Injury/Illness Case, complete the following field:

e Case Number/Description

If you leave this field blank, the system assigns the next available number.
3. Complete the following fields:

e Individual

e (ase Status
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Choose the Case Information tab and choose the following options, if necessary:

e Government Reportable
e Involved Days Away from Work
e Involved Restricted Work

If you chose the Involved Days Away From Work option, complete the following field:
e No. Days Away from Work
Complete the following fields, if necessary:

e Date Reported
e Date Closed
e Date Returned to Work

e Date Deceased

Choose the Injury/Illness Information tab and complete the following fields:

e Injury or Illness
e Injury/Illness Date

PeopleSott.

Injuryllliness Case Information - Injuryflliness Case

Wiork With Injurdlliness a2 | Injuryilliness Case

Ok Cancel Form  Previous RMNext  Tools

B X 8 O O &

Case NumhberDescription |1 05 |Sat on broken chair; chair collapsed
Address Mumber Tano MeDougle, Cathy -
Case Status Op Cyeh

Default Auto Pay Type Leave Begin Date
Unian Code . Leave End Date

Pay Status A ctive Pay Class |alaried

Additional C

Injury or lliness Titne of Accident 10:40 | Time Emploves Began Work [gooo

Injuryflliness Date n4507imn Day of Week 5 Thursday
Part of Body Back
Injury ar lliness Type fnfunye

Qccurrence Type

LLE

Estahlishment FinancigikDistribution Comaany

Qccurrence Location ther

)
3
A

Country of Ococurrence

Facility

LS4 I Incident Occurred on Employer's Premises

Il

[ Hospitalized Owernight [ Emergency Roorm
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10.

11.

12.

13.

14.

15.

Note

Steps 8 through 11 indicate the various methods that you need to use when completing the
Injury or Illness Type field in order to comply with changes in OSHA regulations and retain
history for a five-year period.

If you are entering an Injury that occurred prior to January 1, 2002, leave the following field
blank:

e Injury or Illness Type

If you are entering an illness that occurred prior to January 1, 2002, complete the following
required field using codes A through G:

e Injury or Illness Type

If you are entering an illness that occurred on or after January 1, 2002 and before January 1,
2004, complete the following required field using codes 01 through 05:

e Injury or Illness Type

If you are entering an illness that occurred after January 1, 2004, complete the following
required field using codes 01, 02, 03, 04, 05A, or 06:

e Injury or Illness Type
Complete the following fields, if necessary:

e Time of Accident

e Part of Body

e Occurrence Type

e [Establishment

e Occurrence Location

e  Country of Occurrence
Click the following option, if necessary:
e Incident Occurred on Employer's Premises

Complete the following fields or options to retain additional information required by
legislative changes to OSHA:

e Time Employee Began Work
e Facility

e Hospitalized Overnight

e Emergency Room

Choose the Individual Information tab and complete the following information:

e Home Company
e Home Business Unit
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PeopleSof.

Injuryllliness Case Infermatien - Injuryflliness Case

yark With Injurdllines 15 | Injurylliness Case

Ok Cancel Form  Previous Mext  Tools

B X B K B B

Case NumhberDescription |1 05 |Sat on broken chair; chair collapsed
Address Mumber 7500 MeDaugle, Cathy -
Case Status Op Opahn

Cefault Auto Pay Type Leave Begin Date
Unian Code . Leave End Date

Fay Status Active Fay Class \Salaried

Individual Information |'Categqors Codes

 nformation | Injurglline mfarmation

Job Type/Step |2H-1 | Human Resources Manager

Wiorker's Comp g810 Administrative

Home Company ooood Financlakistripution Company

Home Business Unit q Conporate Administration
B

Supervisor ool Alfen, Ray

Faorerman

16. Complete the following fields, if necessary:

e Job Type/Step

e  Worker's Comp

e Supervisor

e Foreman
17. Choose the Category Codes tab and complete any of the optional fields.
18. Click OK.
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Entering Supplemental Data for Injury and lliness Cases

Supplemental data is any type of additional information that you want to track about any of the
following:

e Employees

e Applicants

e Jobs

e Dependents

e Beneficiaries

e Requisitions

e Health safety management cases

When you set up your Human Resources system, you specify the types of supplemental data (data
types) that you want to track. Supplemental data is not required by the system.

For health safety management cases, typical types of supplemental data might include:

e How the injury occurred

e Medical expenses

e Hazardous materials involved
e Hospital

e Attending physician

Use the same method to enter supplemental data for health safety management as you use for any
type of supplemental data that you track.

See Also

Q Working with the Supplemental Database in the Human Capital Management Foundation
Guide for information about entering, copying, reviewing, and purging supplemental data

Closing an Injury or lliness Case

After you have resolved an injury or illness case, you close the case. To close a case, you must enter a
closed status and the date on which you closed the case.

» To close an injury or illness case

From the Daily Processing menu (GOSBH1), choose Injury/Iliness Case Information.

1. On Work With Injury/Illness Cases, complete any of the following fields to locate a specific
case, or leave them blank to show all cases:

e Establishment
e Inj/Ill Related (IN/IL)
e Home Company

e Home Business Unit
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e Individual
e (Case Number
e (ase Status

2. In the detail area, choose the case that you want to close, and then click Select.

3. On Injury/Illness Case, complete the following field:
e C(Case Status

4. Choose the Case Information tab, complete the following field, and then click OK:
e Date Closed

Reviewing Injury and lliness Cases by Establishment

An establishment is any single location where your organization conducts business or performs
services. To determine the relative safety of each of your organization's establishments, you can
review the number and types of incidents that occur at one establishment, such as a branch office.
You can narrow the search to incidents that occur at a specific home business unit or to one
employee.

To determine which cases are resolved and which are still open, you can also review cases by case
status.

» To review injury and illness cases by establishment

From the Daily Processing menu (GO8BH1), choose Injury/lliness Case Information.

R ——————

Injuryflliness Case Information - Work With Injuryflliiness Cases [l
Select  Find Add  Delete Cloze  Form Row  Tools

v @ + @1 X B B B

Establishment ,*— Injflll Related {IMAL) ,*_
Hore Cormpany ,*—

Home Buginess Unit l*—

Individual ,*7

Case Mumber ’*— Case Status ,*_

Records 1- 10

Home Case

. Establishment |Company Business Unit Individual Description

=] 1 00001 9 8015 E 102 Earinfection from headset cL
| 1 00001 9 7400 E 105 Saton broken chair; chair collapsed oF
| 1 00001 9 7504 E 109 Repetitive motion injury in wrist QP
(| 1 00001 9 6001 E 110 Fell down the stairs cL
=] 1 00001 30 9400 E 111 Chemical fumes made him dizzy cL
|m 1 00050 5100 5058 E 101 Caught hand in elevator daor CL
[ 1 00050 5100 4055 E 104 Crushed foot oF
| 1 00050 2100 7550 E 107 Birained hackwhile lifting hoxes Op
(| 1 00077 7071 7T E 108 Stuckwith infected needle oF
| 1 00200 M30 8447 E 103 Deepcutinrightfinger cL
< |
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1. On Work With Injury/Illness Cases, complete the following field:
e Establishment

2. To refine your search, complete one or more of the following optional fields, and then click
Find:
e Inj/lll Related (IN/IL)
e Home Company
e Home Business Unit
e Individual
e (Case Number

e (Case Status

3. Review the information in the detail area.

Reviewing Supplemental Data for Injury and lliness Cases

After you enter supplemental data for injury and illness cases, you can review that information by
case or by data type. Use this information to identify unsafe conditions and develop solutions for
them. You can review supplemental data for each injury or illness, including those that you do not
need to report to the government.

Because you define the types of data that you want to track for injury and illness cases, the specific
type of data that you can review depends on the supplemental data that you defined.

You use the same procedure to review supplemental data for injury and illness cases that you use to
review supplemental data for employees.

See Also

a To review supplemental data for a specific employee in the Human Capital Management
Foundation Guide

a To review supplemental data by data type in the Human Capital Management Foundation
Guide
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Reviewing Health Safety Management Reports

You can review reports that show detailed information about the injuries and illnesses that occur in
your organization. Use this information to identify potential safety hazards.

Reporting Injury and lliness Information to OSHA

The Occupational Safety and Health Administration (OSHA) requires that certain establishments in
the United States report injury and illness information. If your organization must report injury and
illness statistics to OSHA, you can use the reports that PeopleSoft EnterpriseOne provides to satisfy
all of the OSHA reporting requirements. PeopleSoft EnterpriseOne provides the OSHA 200 Log and
Summary reports, OSHA 300 Summary and Log reports, and the OSHA101 Occupation
[lness/Injury report (R086415) to meet these requirements. All of the PeopleSoft EnterpriseOne
OSHA reports meet OSHA requirements and can be used in place of government-issued paperwork to
satisfy reporting requirements.

OSHA requires that injury and illness information be reported for establishments that meet certain
criteria. To ensure that your reports meet OSHA guidelines, you must set up establishment
information before you can generate OSHA reports. You must also identify each employee who
works in an OSHA -reportable establishment. An establishment is considered any physical location
where employees work.

Note

OSHA reporting requirements changed as of January 1, 2002. To report injuries or illnesses that
occurred before January 1, 2002, you must use the OSHA 200 Log or the OSHA 200 Summary
report. To report injuries and illnesses that occur on or after January 1, 2002, use the OSHA 300 Log
or the OSHA 300A Summary report along with the OSHA101 Occupation Illness/Injury report.

The detailed or log versions of the OSHA 200 and 300 reports include both case information and
employee information. You can also use these reports to track company injury and illness statistics.
These versions list the employees who suffered a government-reportable injury or illness, a short
description of the injury or illness, and the extent or outcome of the incident.

If you do not want the detailed format, you can generate the summary versions of the OSHA 200 and
300 reports. The summary versions list each type of injury or illness, and the number of occurrences
for each type. Generally, you use the summary format to meet the OSHA requirements to post the
reportable illness and injuries that annually occurred at each physical location.

You generate the OSHA101 Occupation Illness/Injury report to satisfy OSHA record-keeping
requirements. When you generate this report, the system retrieves the information that you entered in
the Injury/Illness Case Information program (P08601). This report includes only those cases that have
been defined as government reportable; that is, cases for which the Government Reportable option on
the Injury/Illness Case form is turned on.

You can use your Human Resources system to satisfy all OSHA 200 and OSHA 300 reporting
requirements.

320



Setting Up OSHA Information for Employees

You must report OSHA information for each establishment in your organization that meets OSHA
reporting criteria. To do this reporting, you must identify each employee who works in an OSHA-
reportable establishment. You identify the establishment in which an employee works by using
supplemental data.

Before you can identify the establishment in which an employee works, you must create data type EN
for Establishment in the employee supplemental database. You need to enter effective dates in the
supplemental data for OSHA reporting. After you set up the establishment data type, you can attach
establishment information to each employee who works in an OSHA-reportable establishment.

See Also

a Setting Up Supplemental Data in the Human Capital Management Foundation Guide for
more information about setting up supplemental data

Setting Up OSHA Establishment Reporting Information

An establishment is any single location where your organization conducts business or performs
services. When distinctly separate activities are performed at a single physical location, each activity
is a separate establishment. An establishment can be a field activity or an office, installation, or
facility. You create groups of establishments to satisfy requirements for OSHA reports and the Survey
of Occupational Injuries and Illnesses.

When you set up establishment information, you can include conditions that might have affected the
establishment during a given year. You can include conditions such as natural disasters, layoffs,
strikes, changes in working schedules, or any other event that might affect OSHA reporting
information. You can enter multiple conditions for a given year and establishment.

Establishment information is required for the Survey of Occupational Injuries and Illnesses. The
conditions that you include might occur even if the establishment had no injuries or illnesses to
report.

You can create a grouping of establishments that you might want to use repeatedly for reporting
information. Creating an establishment grouping prevents you from having to enter each
establishment that you want to include in the report every time that you run a report.
Prerequisite
O Verify that the establishment is set up in the Address Book. See Address Book Maintenance
in the Address Book Guide for more information about entering an address book record.

» To set up establishment conditions

From the HRM Setup menu (G05B4), choose Establishment Information.
1. On Establishment, complete the following fields in the detail area:
e (Calendar Year

The calendar year must be 4 digits.

e Establishment

e Establishment Condition
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The values for Establishment Condition field are stored in UDC table 05/CO. You can add
conditions to this table, as needed.

Each entry that you make in the detail area must be a unique combination of calendar year,
establishment, and establishment conditions.

2. Click OK.

» To set up OSHA establishment information for OSHA 200 and 300 reports

From the Government Reporting menu (GO5BG), choose OSHA Reporting.

1. On Work With Establishment Groups, click Add.

2. On OSHA Establishment Reporting, to create an establishment grouping, complete the
following required fields:

e  Group Name
e Effective From Date
e Effective Thru Date

3. Complete the following field for as many establishments that you want to include in the
grouping, and then click OK:

e Establishment

4. To run the OSHA report, choose an establishment group, and then click Submit.

» To set up establishment reporting information for the BLS Survey of Occupational Injuries
and Illnesses

From the Government Reporting menu (GO5BG), choose BLS Survey of Occupational Injuries
and Illnesses.

1. On Work With Establishment Groups, click Add.

2. On Survey of Occupational Injuries and Illnesses, complete the following required fields to
create an establishment grouping:

e  Group Name
e (alendar Year
e Establishment
3. Click the following options to include optional information on the report for this grouping:

e Length of Service at Establishment
e Ethnic Background or Race

4. Click OK to save the grouping.

5. To run the BLS Survey of Occupational Injuries and Illnesses report, choose a record in the
detail area, and then click Submit.
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Generating OSHA 200 and 300 Reports

You generate the OSHA 200 and OSHA 300 reports to satisfy government requirements for injury
and illness reporting. You can create these reports in detail or summary mode.

The detailed or summary versions of the OSHA 200 and 300 reports include both case information
and employee information. You can also use these reports to track company injury and illness
statistics. The detailed report versions list the employees who suffered a government-reportable injury
or illness, a short description of the injury or illness, and the extent or outcome of the incident.

If you do not want the detailed format that includes a log of each injury or illness, you can choose to
generate the summary versions of the OSHA 200 and 300 reports. The summary versions list each
type of injury or illness, and the number of occurrences for each type. Generally, you use the
summary format to meet the OSHA requirements to post reportable illnesses and annual injuries that
occurred at each physical location.

Note

To comply with OSHA changes, you must use the OSHA 300 reports to report any injuries or
illnesses that occur on or after January 1, 2002. All injuries and illnesses that occur before that date
should be reported using the OSHA 200 reports.

Prerequisite

0 Setup UDC table 08H/ES to define all of the physical locations that you want to use as
establishments for OSHA reporting.

O Set up establishment information for employees. See Setting Up OSHA Information for
Employees in the Human Resources Guide for instructions.

0 Map the OSHA reports to run in your local environment. See Mapping Objects in the
Configurable Network Computing Implementation Guide.

» To generate OSHA 200 and 300 reports

From the Governmental Reporting menu (GO5BG), choose OSHA Reporting.

1. On Work With Establishment Groups, click Add.

2. On OSHA Establishment Reporting, complete the following fields to identify the date range
that you want to report:

e Effective Date
¢ Ending Effective Date

3. To report injuries and/or illnesses that occurred before January 1, 2002, click either of the
following options:

e 200 Log
e 200 Summary
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PeopleSoft,

JSHA Reporting - OSHA Establishment Reporting
oK Delete Cancel Submit Form o Tools

B 0 X #&# B &

Group Mumber A6TE

Group MNarrie |o5HA 200 Log

Effective From Date |gq001/04 Effective Thru Date |4 203104

¥ 200 Log 300 Log
200 Summary " 3004 Summary

Records 1-2

Establishment Search Type Address
Establishment |Description Search Type |Description Line 1
o 1 FinancialiDistribution Company Campany 8055 East Tufts Avenue, Suit
r

4. To report injuries and illnesses that occurred on or after January 1, 2002, choose any of the
following options:

e 300 Log
e 300A Summary

PeopleSoft.
&

OSHA Reporting - OSHA Establishment Reporting
O Delete Cancel Submit  Form  Tools

B 0 X & B &

Group Mumber A67a2

Group Narme |05HA 300 Log

Effective Fram Date |gqr01/02 Effective Thru Date |4 2r31/02

= 200 Log ¥ 300 Log
{7 200 Surnrmary 3004 Sumrmary

Records 1-2

Establishment Search Type Address
Estahllshment Description Search Type |Description Line1

FinanciallDistribution Company 0 Cormparny 8055 East Tufts Avenue, Suit

5. Complete the following field to identify each physical location that you want to include in the
reports, and then click OK:

e Establishment

You can include more than one location, or establishment, on the report.
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From the Governmental Reporting menu (GO5BG), choose OSHA101 Occupation Illness/Injury

Generating the OSHA 301 Injury and lliness Report
Report.

You generate the OSHA 101 Occupation Illness/Injury report (R 086415) to satisfy OSHA record-
keeping requirements. When you generate this report, the system retrieves the information that you
entered in the Injury/Illness Case Information program (P08601). The report includes only those cases
that have been defined as government reportable; that is, cases for which the Government Reportable
option on the Injury/Illness Case form is turned on.



Depending on your company's procedures, you can generate this report for any of the following
reasons:

e To review information about specific incidents

e To compile review information about all or selected incidents that occurred within the
required government reporting period

e To provide a member of your organization with information about one or more specific
incidents

Note

OSHA reporting requirements changed as of January 1, 2002. This report complies with OSHA
formats and standards for all injuries and illnesses that occur on or after that date.

See Also

Q Working with Injury and lliness Information in the Human Resources Guide

Processing Options for OSHA101 Occupation lliness/Injury Report (R086415)

Process Tab

These processing options specify the supplemental database codes to process and include on the
OSHA 301 report.

1. Supplemental Database Code for
Injury/Illness Cases

Use this processing option to specify the Supplemental Database code for injury/illness
cases. All supplemental database records associated with injury or illness cases will be
stored with this value to distinguish them from the supplemental database records for other
items, such as employees, applicants,or dependents.

2. Action When Injured Data Type

Use this processing option to designate the data type used for supplemental data stored
under the "Action When Injured" heading within the injury/illness case supplemental
database records.

3. How Accident Occurred Data Type

Use this processing option to designate the data type used for supplemental data stored
under the "How Accident Occurred" heading within the injury/illness case supplemental
database records.

4. Physician Data Type

Use this processing option to designate the data type used for supplemental data stored
under the "Physician" heading within the injurv/illness case supplemental database

326



records.

5. Hazardous Material Data Type

Use this processing option to designate the data type used for supplemental data stored
under the "Hazardous Material" heading within the injury/illness case supplemental
database records.

6. Object Involved Data Type

Use this processing option to designate the data type used for supplemental data stored
under the "Physical Object Involved" heading within the injury/illness case supplemental
database records.

7. Hospital Data Type

Use this processing option to designate the data type used for supplemental data stored
under the "Hospital" heading within the injury/illness case supplemental database records.

8. Accident Location Type

Use this processing option to designate the data type used for supplemental data stored
under the "Accident Location" heading within the injury/illness case supplemental
database records.

Generating the BLS Survey

The U.S. Department of Labor Bureau of Labor Statistics (BLS) collects and maintains statistics and
prepares reports regarding work-related injuries and illnesses. The BLS and participating state
agencies send the Survey of Occupational Injuries and Illnesses to a sample of private industry
employers in order to gather the data that is used to prepare estimates of occupational injuries and
illness. Policy makers collect data so that they can track trends in occupational safety and health
problems. The BLS publishes the estimates generated by this process in a variety of online and
published formats. Participation is mandatory for employers who receive the survey, even if they
experience no instances of occupational injury or illness during the reporting year.

Prerequisite

O Verify that you have set up OSHA establishment information. See Setting Up OSHA
Establishment Reporting Information in the Human Resources for the United States Guide.
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» To generate the BLS survey

From the Government Reporting menu (GO5SBG), choose BLS Survey of Occupational Injuries
and Illnesses.

1. On Work With Establishment Groups, click Find.

2. Select a group in the detail area, and then choose Submit from the Row menu.

Processing Options for OSHA Reporting (P086400)

Display
1. Choose the report
Blank - OSHA Reporting
Report
1 - OSHA Reporting
2 - Survey of Occupational Injuries and Illnesses
Versions
1. OSHA 200 Injury and Illness Report (R086400) Version
Blank = XJDE0001

2. OSHA 300 Injury and Illness Report (R086401) Version
Blank = XJDE0001

3. Survey of Occupational Injuries and Illnesses (R086402)
Version
Blank = XJDE0001

Reviewing the Case Supplemental Data Report (R080413)

From the Case Supplemental Data menu (GOSBSDS1), choose Case Supplemental Data Report.

To review complete information for each injury or illness case that you specify, print the Case
Supplemental Data report. Use this report to identify safety hazards and to improve your
organization's safety record.

The information that prints on this report is the same information that you can review online using the
Case Supplemental Data Inquiry program (P08023). However, the report allows you to print
information for several cases at one time.

Processing Options for Case Supplemental Data Report (R080413)

Narrative

1. Enter a 'l' to bypass printing text information on the report. Default of blank will print
the text.
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Reviewing the Case Report by Data Type (R080403)

From the Case Supplemental Data menu (GOS8BSDS1), choose Case Report by Data Type.

To review a list of all of the injury and illness cases with information in a particular data type (such as
physical object involved or medical expenses), print the Case Report by Data Type. The information
that prints on this report is the same information that you can review online using Case Supplemental
Data Entry (P080913).

For each case, the system lists data types in alphabetical order.

Processing Options for Case Report by Data Type (R080403)

Narrative

1. Enter a '1' to bypass printing text information on the report. Default of blank will print
the text.

Reviewing the Occupational lliness/Injury Report (R086420)

From the Case Supplemental Data menu (GO8BSDS1), choose Occupational Illness/Injury
Report.

To analyze health safety management statistics for your organization, you can print a report that lists
detailed information about cases. You can print one version of this report to review illness cases and
another to review injury cases. Use this information to identify establishments and employees who
might need additional safety reviews.

Processing Options for Occupational lliness/Injury Report (R086420)

Display Tab

These processing options specify whether to display a count of the records, the percentages for level
breaks, and the percentages for all of the cases that appear on the report.

1. Display Totals
1 = Display Totals
0 = Do Not Display Totals

Use this processing option to specify whether to display a count of the records as a footer
after each level break and as a grand total footer to be displayed at the end of the report. A
default of blank will not display the totals.

2. Display Percentages For Level Breaks
1 = Display Percentages For Level
Breaks
0 = Do Not Display For Level Breaks

Use this processing option to specify whether to display the percentages for a variety of
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categories after each level break. A default of blank will not display the percentages.

3. Display Percentages For Final Total
1 =Display Percentages
0 = Do No Display Percentages

Use this processing option to specify whether to display the percentages for a variety of
categories for all of the cases that are examined. These percentages appear at the end of the
report. The percentages do not appear with the default of blank.

You can use data selection to determine whether to include injuries or illnesses on the
report.

Reviewing Government Reportable lliness/Injury Report (R086421)

From the Case Supplemental Data menu (GOSBSDS1), choose Government Reportable
1lIness/Injury.

To analyze health safety management statistics for your organization, you can print a report that lists
detailed information about cases. You can print versions of this report to review cases by
establishment, supervisor, and job type. Use this information to identify establishments and
employees who might need additional safety reviews.

Processing Options for the Government Reportable lliness/Injury Report
(R086421)

Display Tab

These processing options are used to select the data that appears on the report.

1. Display Totals
1 = Display Totals
0 = Do Not Display Totals

Use this processing option to specify whether to display a count of the records as a footer
after each level break and as a grand total footer to be displayed at the end of the report. A
default of blank will not display the totals.

2. Display Percentages For Level Breaks
1 = Display Percentages For Level
Breaks
0 = Do Not Display For Level Breaks

Use this processing option to specify whether to display the percentages for a variety of
categories after each level break. A default of blank will not display the percentages.
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3. Display Percentages For Final Total
1 = Display Percentages
0 = Do No Display Percentages

Use this processing option to specify whether to display the percentages for a variety of
categories for all of the cases that are examined. These percentages appear at the end of the
report. The percentages do not appear with the default of blank.

You can use data selection to determine whether to include injuries or illnesses on the
report.

4. Display and Group Totals by
1 = Establishment Number
2 = Supervisor Number
3 =Job Type

Use this processing option to specify whether to display the total count of records by the
establishment number, supervisor number, or job type. The totals are displayed as a footer
after each level break. Blank or zero are not valid values for this processing option.
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EnterpriseOne PeopleBooks Glossary

““as of” processing

A process that is run at a specific point in time to summarize item transactions.

52 period accounting

A method of accounting that uses each week as a separate accounting period.

account site

In the invoice process, the address to which invoices are mailed. Invoices can go
to a different location or account site from the statement.

active window

The window that contains the document or display that will be affected by current
cursor movements, commands, and data entry in environments that are capable of
displaying multiple on-screen windows.

ActiveX

A technology and set of programming tools developed by Microsoft Corporation
that enable software components written in different languages to interact with
each another in a network environment or on a web page. The technology, based
on object linking and embedding, enables Java applet-style functionality for Web
browsers as well as other applications (Java is limited to Web browsers at this
time). The ActiveX equivalent of a Java applet is an ActiveX control. These
controls bring computational, communications, and data manipulation power to
programs that can “contain” them—for example, certain Web browsers, Microsoft
Office programs, and anything developed with Visual Basic or Visual C++.

activity

In Advanced Cost Accounting, an aggregation of actions performed within an
organization that is used in activity-based costing.

activity driver

A measure of the frequency and intensity of the demands that are placed on
activities by cost objects. An activity driver is used to assign costs to cost objects.
It represents a line item on the bill of activities for a product or customer. An
example is the number of part numbers, which is used to measure the
consumption of material-related activities by each product, material type, or
component. The number of customer orders measures the consumption of order-
entry activities by each customer. Sometimes an activity driver is used as an
indicator of the output of an activity, such as the number of purchase orders that
are prepared by the purchasing activity. See also cost object.

activity rule

The criteria by which an object progresses from a given point to the next in a
flow.

actual cost

Actual costing uses predetermined cost components, but the costs are
accumulated at the time that they occur throughout the production process.

adapter

A component that connects two devices or systems, physically or electronically,
and enables them to work together.

add mode

The condition of a form where a user can enter data into it.

advanced interactive
executive

An open IBM operating system that is based on UNIX.

agent

A program that searches through archives or other repositories of information on
a topic that is specified by the user.
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aging

A classification of accounts by the time elapsed since the billing date or due date.
Aging is divided into schedules or accounting periods, such as 0-30 days, 31-60
days, and so on.

aging schedule

A schedule that is used to determine whether a payment is delinquent and the
number of days which the payment is delinquent.

allegato IVA clienti

In Italy, the term for the A/R Annual VAT report.

allegato IVA fornitori

In Italy, the term for the A/P Annual VAT report.

application layer

The seventh layer of the Open Systems Interconnection Reference Model, which
defines standards for interaction at the user or application program level.

application. A set of routines that is used by an application program to direct the performance
programming of procedures by the computer's operating system.

interface (API)

AS/400 Common

A data source that resides on an AS/400 and holds data that is common to the co-
existent library, allowing PeopleSoft EnterpriseOne to share information with
PeopleSoft World.

assembly inclusion
rule

A logic statement that specifies the conditions for using a part, adjusting the price
or cost, performing a calculation, or using a routing operation for configured
items.

audit trail

The detailed, verifiable history of a processed transaction. The history consists of
the original documents, transaction entries, and posting of records and usually
concludes with a report.

automatic return

A feature that allows a user to move to the next entry line in a detail area or to the
first cell in the next row in several applications.

availability

The expression of the inventory amount that can be used for sales orders or
manufacturing orders.

available inventory

The quantity of product that can be promised for sale or transfer at a particular
time, considering current on-hand quantities, replenishments in process, and
anticipated demand.

back office

The set of enterprise software applications that supports the internal business
functions of a company.

backhaul

The return trip of a vehicle after delivering a load to a specified destination. The
vehicle can be empty or the backhaul can produce less revenue than the original
trip. For example, the state of Florida is considered a backhaul for many other
states—that is, many trucking companies ship products into the state of Florida,
but most of them cannot fill a load coming out of Florida or they charge less.
Hence, trucks coming out of Florida are either empty or produce less revenue than
the original trip.

balance forward

The cumulative total of inventory transactions that is used in the Running Balance
program. The system does not store this total. You must run this program each
time that you want to review the cumulative inventory transactions total.
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balance forward
receipt application
method

A receipt application method in which the receipt is applied to the oldest or
newest invoices in chronological order according to the net due date.

bank tape (lock box)
processing

The receipt of payments directly from a customer’s bank via customer tapes for
automatic receipt application.

base location

[In package management] The topmost location that is displayed when a user
launches the Machine Identification application.

basket discount

A reduction in price that applies to a group or “basket” of products within a sales
order.

basket repricing

A rule that specifies how to calculate and display discounts for a group of
products on a sales order. The system can calculate and display the discount as a
separate sales order detail line, or it can discount the price of each item on a line-
by-line basis within the sales order.

batch job

A job submitted to a system and processed as a single unit with no user
interaction.

batch override

An instruction that causes a batch process to produce output other than what it
normally would produce for the current execution only.

batch process

A type of process that runs to completion without user intervention after it has
been started.

batch program

A program that executes without interacting with the user.

batch version

A version of a report or application that includes a set of user-defined
specifications, which control how a batch process runs.

batch/lot tracking

The act of identifying where a component from a specific lot is used in the
production of goods.

batch/mix

A manufacturing process that primarily schedules short production runs of
products.

batch-of-one
processing

A transaction method that allows a client application to perform work on a client
workstation, and then submit the work all at once to a server application for
further processing. As a batch process is running on the server, the client
application can continue performing other tasks. See also direct connect, store-
and-forward.

binary large object
(BLOB)

A collection of binary data stored as a single entity in a [file].

binder clip See paper clip.

black products Products that are derived from the low or heavy end of the distillation process—
for example, diesel oils and fuel oils. See also white products.

blend note

Document that authorizes a blending activity, and describes both the ingredients
for the blend and the blending steps that occur.
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blend off

Reworking off-specification material by introducing a small percentage back into
another run of the same product.

blind execution

The mode of execution of a program that does not require the user to review or
change the processing options set for the program, and does not require user
intervention after the program has been launched.

boleto

In Brazil, the document requesting payment by a supplier or a bank on behalf of a
supplier.

bolla doganale

VAT-Only Vouchers for Customs. In Italy, a document issued by the customs
authority to charge VAT and duties on extra-EU purchasing.

bookmark

A shortcut to a location in a document or a specific place in an application or
application suite.

bordero & cheque

In Brazil, bank payment reports.

broker

A program that acts as an intermediary between clients and servers to coordinate
and manage requests.

BTLI1

In the Netherlands, the ABN/AMRO electronic banking file format that enables
batches with foreign automatic payment instructions to be delivered.

budgeted volume

A statement of planned volumes (capacity utilization) upon which budgets for the
period have been set.

bunkering

A rate per ton or a sum of money that is charged for placing fuel on board; can
also mean the operation itself.

business function

An encapsulated set of business rules and logic that can normally be re-used by
multiple applications. Business functions can execute a transaction or a subset of
a transaction (check inventory, issue work orders, and so on). Business functions
also contain the APIs that allow them to be called from a form, a database trigger,
or a non-EnterpriseOne application. Business functions can be combined with
other business functions, forms, event rules, and other components to make up an
application. Business functions can be created through event rules or third-
generation languages, such as C. Examples of business functions include Credit
Check and Item Availability.

business function
event rule

Encapsulated, reusable business logic that is created by using through event rules
rather than C programming. Contrast with embedded event rule. See also event
rule.

business object
library

[In interoperability] The repository that stores EnterpriseOne business objects,
which consist of Java or CORBA objects.

business unit

A financial entity that is used to track the costs, revenue, or both, of an
organization. A business unit can also be defined as a branch/plant in which
distribution and manufacturing activities occur. Additionally, in manufacturing
setup, work centers and production lines must be defined as business units; but
these business unit types do not have profit/loss capability.
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business view

Used by EnterpriseOne applications to access data from database tables. A
business view is a means for selecting specific columns from one or more tables
with data that will be used in an application or report. It does not select specific
rows and does not contain any physical data. It is strictly a view through which
data can be handled.

business view design
aid (BDA)

An EnterpriseOne GUI tool for creating, modifying, copying, and printing
business views. The tool uses a graphical user interface.

buy-back crude

In foreign producing oil countries, that portion of the host government’s share of

“participation crude” which it permits the company holding a concession to “buy
back.”

CAB

In Italy, the bank branch code or branch ID. A five-digit number that identifies
any agency of a specific bank company in Italy.

cadastro de pessoas
fisicas

Cadastro de pessoas fisicas. In Brazil, the federal tax ID for a person.

category code

A code that identifies a collection of objects sharing at least one common
attribute.

central object

A software component that resides on a central server.

central objects merge

A process that blends a customer’s modifications with the objects in a current
release with objects in a new release.

central server

A computer that has been designated to contain the originally installed version of
the software (central objects) for deployment to client computers.

certificate input

See direct input.

certificate of analysis
(COA)

A document that is a record of all of the testing which has been performed against
an item, lot, or both, plus the test results for that item and lot.

change management

[In software development] A process that aids in controlling and tracking the
evolution of software components.

change order

In PeopleSoft, an addendum to the original purchase order that reflects changes in
quantities, dates, or specifications in subcontract-based purchasing. A change
order is typically accompanied by a formal notification.

chargeback

A receipt application method that generates an invoice for a disputed amount or
for the difference of an unpaid receipt.

chart

EnterpriseOne term for tables of information that appear on forms in the software.
See forms.

check-in location

The directory structure location for the package and its set of replicated objects.
This location is usually \\deploymentserver\release\path code\
package\packagename. The subdirectories under this path are where the central C
components (source, include, object, library, and DLL file) for business functions
are stored.
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checksum value

A computed value that depends on the contents of a block of data, and that is
transmitted or stored with the data to detect whether errors have occurred in the
transmission or storage.

class

[In object-oriented programming] A category of objects that share the same
characteristics.

clean cargo

Term that refers to cargoes of gasoline and other refined products. See also dirty
cargo.

client access

The ability to access data on a server from a client machine.

client machine

Any machine that is connected to a network and that exchanges data with a
server.

client workstation

A network computer that runs user application software and is able to request data
from a server.

ClieOp03 In the Netherlands, the euro-compliant uniform electronic banking file format that
enables batches with domestic automatic direct debit instructions and batches
with domestic payment instructions to be delivered.

ClieOp2 In the Netherlands, the uniform electronic banking file format that enables
batches with domestic automatic direct debit instructions and batches with
domestic payment instructions to be delivered.

cluster

Two or more computers that are grouped together in such a way that they behave
like a single computer.

co-existence

A condition where two or more applications or application suites access one or
more of the same database tables within the same enterprise.

cold test

The temperature at which oil becomes solid. Generally considered to be 5 degrees
F lower than the pour point.

commitment

The number of items that are reserved to fill demand.

common object
request broker
architecture

An object request broker standard that is endorsed by the Object Management
Group.

compa-ratio

An employee’s salary divided by the midpoint amount for the employee’s pay
grade.

component changeout

See component swap.

component object
model (COM)

A specification developed by Microsoft for building software components that
can be assembled into programs or add functionality to existing programs running
on Microsoft Windows platforms. COM components can be written in a variety
of languages, although most are written in C++, and can be unplugged from a
program at runtime without having to recompile the program.
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component swap

In Equipment/Plant Management, the substitution of an operable component for
one that requires maintenance. Typically, you swap components to minimize
equipment downtime while servicing one of the components. A component swap
can also mean the substitution of one parent or component item for another in its
associated bill of material.

conference room pilot
environment

An EnterpriseOne environment that is used as a staging environment for
production data, which includes constants and masters tables such as company
constants, fiscal date patterns, and item master. Use this environment along with
the test environment to verify that your configuration works before you release
changes to end-users.

configurable network
computing (CNC)

An application architecture that allows interactive and batch applications that are
composed of a single code base to run across a TCP/IP network of multiple server
platforms and SQL databases. The applications consist of re-usable business
functions and associated data that can be configured across the network
dynamically. The overall objective for businesses is to provide a future-proof
environment that enables them to change organizational structures, business
processes, and technologies independently of each other.

configurable
processing engine

Handles all “batch” processes, including reporting, Electronic Data Exchange
(EDIt) transactions, and data duplication and transformation (for data
warehousing). This ability does not mean that it exists only on the server; it can
be configured to run on desktop machines (Windows 95 and NT Workstation) as
well.

configuration
management

A rules-based method of ordering assemble-to-order or make-to-order products in
which characteristics of the product are defined as part of the Sales Order Entry
process. Characteristics are edited by using Boolean logic, and then translated
into the components and routing steps that are required to produce the product.
The resulting configuration is also priced and costed, based on the defined
characteristics.

configured item
segment

A characteristic of a configured item that is defined during sales order entry. For
example, a customer might specify a type of computer hard drive by stating the
number of megabytes of the hard drive, rather than a part number.

consuming location

The point in the manufacturing routing where a component or subassembly is
used in the production process. In kanban processing, the location where the
kanban container materials are used in the manufacturing process and the kanban
is checked out for replenishment.

contra/clearing
account

A G/L account used by the system to offset (balance) journal entries. For
example, you can use a contra/clearing account to balance the entries created by
allocations.

contribution to profit

Selling price of an item minus its variable costs.

control table

A table that controls the program flow or plays a major part in program control.

control table
workbench

During the Installation Workbench process, Control Table Workbench runs the
batch applications for the planned merges that update the data dictionary, user
defined codes, menus, and user overrides tables.
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control tables merge

A process that blends a customer’s modifications to the control tables with the
data that accompanies a new release.

corrective work order

A work order that is used to formally request unscheduled maintenance and
communicate all of the details pertaining to the requested maintenance task.

corrective work order

A work order that is used to formally request unscheduled maintenance and
communicate all of the details pertaining to the requested maintenance task.

cost assignment

Allocating resources to activities or cost objects.

cost component

An element of an item’s cost—for example, material, labor, or overhead.

cost object

Any customer, product, service, contract, project, or other work unit for which
you need a separate cost measurement.

cost rollup

A simulated scenario in which work center rates, material costs, and labor costs
are used to determine the total cost of an item.

costing elements

The individual classes of added value or conversion costs. These elements are
typically materials, such as raw and packaging; labor and machine costs; and
overhead, such as fixed and variable. Each corporation defines the necessary
detail of product costs by defining and tracking cost categories and subcategories.

credit memo

A negative amount that is used to correct a customer’s statement when he or she
is overcharged.

credit notice

The physical document that is used to communicate the circumstances and value
of a credit order.

credit order

A credit order is used to reflect products or equipment that is received or returned
so that it can be viewed as a sales order with negative amounts. Credit orders
usually add the product back into inventory. This process is linked with delivery
confirmation.

cross segment edit

A logic statement that establishes the relationship between configured item
segments. Cross segment edits are used to prevent ordering of configurations that
cannot be produced.

crude oil assay

A procedure for determining the distillation curve and quality characteristics of a
crude oil.

cumulative update

A version of software that includes fixes and enhancements that have been made
since the last release or update.

currency
relationships

When converting amounts from one currency to another, the currency relationship
defines the from currency and the to currency in PeopleSoft software. For
example, to convert amounts from German marks to the euro, you first define a
currency relationship between those two currencies.

currency restatement

The process of converting amounts from one currency into another currency,
generally for reporting purposes. It can be used, for example, when many
currencies must be restated into a single currency for consolidated reporting.
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current cost

The cost that is associated with an item at the time a parts list and routing are
attached to a work order or rate schedule. Current cost is based on the latest bill of
material and routing for the item.

customer pricing
rules

In Procurement, the inventory pricing rules that are assigned to a supplier.

In Sales, inventory pricing rules that are assigned to a customer.

D.A.S. 2 Reporting
(DAS 2 or DADS 1)

In France, the name of the official form on which a business must declare fees
and other forms of remuneration that were paid during the fiscal year.

data dictionary

A dynamic repository that is used for storing and managing a specific set of data
item definitions and specifications.

data source
workbench

During the Installation Workbench process, Data Source Workbench copies all of
the data sources that are defined in the installation plan from the Data Source
Master and Table and Data Source Sizing tables in the Planner data source to the
System - release number data source. It also updates the Data Source Plan detail
record to reflect completion.

data structure

A description of the format of records in a database such as the number of fields,
valid data types, and so on.

data types Supplemental information that is attached to a company or business unit.
Narrative type contains free-form text. Code type contains dates, amounts, and so
on.

datagram A self-contained packet of information that is forwarded by routers, based on their
address and the routing table information.

date pattern A period of time that is set for each period in standard and 52-period accounting
and forecasting.

DCE See distributed computing environment.

DEB See déclaration d’echange de biens.

debit memo In Accounts Payable, a voucher that is entered with a negative amount. Enter this
type of voucher when a supplier sends you a credit so that you can apply the
amount to open vouchers when you issue payment to the supplier.

debit memo

A form that is issued by a customer, requesting an adjustment of the amount,
which is owed to the supplier.

debit statement

A list of debit balances.

de-blend

When blend off does not result in a product that is acceptable to customers. The
further processing of product to adjust specific physical and chemical properties
to within specification ranges. See also blend off.

déclaration d’echange
de biens (DEB)

The French term that is used for the Intrastat report.

delayed billing

The invoicing process is delayed until the end of a designated period.
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delta load

A batch process that is used to compare and update records between specified
environments.

denominated-in
currency

The company currency in which financial reports are based.

deployment server

A server that is used to install, maintain, and distribute software to one or more
enterprise servers and client workstations.

detail

The specific information that makes up a record or transaction. Contrast with
summary.

detail information

Information that primarily relates to individual lines in a sales or purchase order.

direct connect

A transaction method in which a client application communicates interactively
and directly with a server application. See also batch-of-one immediate, store-
and-forward.

direct input

The system calculates the net units when you enter gross volume, temperature,
and gravity or density. This data is generally entered during product receiving
from the certificate that is prepared by an independent inspector.

direct ship orders

A purchase order that is issued to a third-party supplier who designates the
destination as the customer. A direct ship sales order is also created for the
customer. Direct ship orders occur when a product is not available from a
company-owned or company-operated source, so the system creates an order to
ship the product from a third-party source directly to the customer. Sometimes
referred to as a drop ship or third-party supply.

direct usage

Consumption of resources that are attributable to specific production runs because
the resources were directly issued to the schedule/order.

director

An EnterpriseOne user interface that guides a user interactively through an
EnterpriseOne process.

dirty cargo

Term that refers to crude oil cargoes or other non-refined petroleum cargoes. See
also clean cargo.

dispatch planning

Efficient planning and scheduling of product deliveries. Considerations include:
Dispatch groups

Scheduled delivery date

Scheduled delivery time

Preferred delivery date

Preferred delivery time

Average delivery time for that geographical location

Available resources

Special equipment requirements at the product’s source or destination.
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displacement days

The number of days that are calculated from today’s date by which you group
vouchers for payment. For example, if today’s date is March 10 and you specify
three displacement days, the system includes vouchers with a due date through
March 13 in the payment group. Contrast with pay-through date.

display sequence

A number that the system uses to re-order a group of records on the form.

distributed
computing
environment (DCE)

A set of integrated software services that allows software which is running on
multiple computers to perform seamless and transparently to the end-users. DCE
provides security, directory, time, remote procedure calls, and files across
computers running on a network.

distributed data
processing

Processing in which some of the functions are performed across two or more
linked facilities or systems.

distributed database
management system
(DDBMS)

A system for distributing a database and its control system across many
geographically dispersed machines.

do not translate
(DNT)

A type of data source that must exist on the AS/400 because of BLOB
restrictions.

double-byte character
set (DBCS)

A method of representing some characters by using one byte and other characters
by using two bytes. Double-byte character sets are necessary to represent some
characters in the Japanese, Korean, and Chinese languages.

downgrade profile

A statement of the hierarchy of allowable downgrades. Includes substitutions of
items, and meeting tighter specifications for those products with wider or
overlapping specification ranges.

DTA

Datentrdgeraustausch. A Swiss payment format that is required by Telekurs
(Payserv).

dual pricing

To provide prices for goods and services in two currencies. During the euro
transition period, dual pricing between the euro and Economic and Monetary
Union (EMU) member currencies is encouraged.

dynamic link library
(DLL)

A set of program modules that are designed to be invoked from executable files
when the executable files are run, without having to be linked to the executable
files. They typically contain commonly used functions.

dynamic partitioning

The ability to dynamically distribute logic or data to multiple tiers in a
client/server architecture.

economy of scale

A phenomenon whereby larger volumes of production reduce unit cost by
distributing fixed costs over a larger quantity. Variable costs are constant; but
fixed costs per unit are reduced, thereby reducing total unit cost.

edit mode

A processing mode or condition where the user can alter the information in a
form.

edit rule

A method that is used for formatting user entries, validating user entries, or both,
against a predefined rule or set of rules.
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embedded event rule

An event rule that is specific to a particular table or application. Examples include
form-to-form calls, hiding a field that is based on a processing option value, or
calling a business function. Contrast with business function event rule. See also
event rule.

employee work center

A central location for sending and receiving all EnterpriseOne messages (system
and user-generated), regardless of the originating application or user. Each user
has a mailbox that contains workflow and other messages, including Active
Messages. With respect to workflow, the Message Center is MAPI compliant and
supports drag-and-drop work reassignment, escalation, forward and reply, and
workflow monitoring. All messages from the message center can be viewed
through EnterpriseOne messages or Microsoft Exchange.

Emulator An item of software or firmware that allows one device to imitate the functioning
of another.
encapsulation The ability to confine access to and manipulation of data within an object to the

procedures that contribute to the definition of that object.

engineering change
order (ECO)

A work order document that is used to implement and track changes to items and
resulting assemblies. The document can include changes in design, quantity of
items required, and the assembly or production process.

enhanced analysis
database

A database containing a subset of operational data. The data on the enhanced
analysis database performs calculations and provides summary data to speed
generation of reports and query response times. This solution is appropriate when
external data must be added to source data, or when historical data is necessary
for trend analysis or regulatory reporting. See also duplicated database, enterprise
data warehouse.

enterprise server

A computer containing programs that collectively serve the needs of an enterprise
rather than a single user, department, or specialized application.

EnterpriseOne object

A re-usable piece of code that is used to build applications. Object types include
tables, forms, business functions, data dictionary items, batch processes, business
views, event rules, versions, data structures, and media objects. See also object.

EnterpriseOne
process

Allows EnterpriseOne clients and servers to handle processing requests and
execute transactions. A client runs one process, and servers can have multiple
instances of a process. EnterpriseOne processes can also be dedicated to specific
tasks (for example, workflow messages and data replication) to ensure that critical
processes do not have to wait if the server is particularly busy.

EnterpriseOne web
development
computer

A standard EnterpriseOne Windows developer computer with the additional
components installed:

Sun’s JDK 1.1.
JFC (0.5.1).
Generator Package with Generator.Java and JDECOM.dIL.

R2 with interpretive and application controls/form.

344




environment
workbench

During the Installation Workbench process, Environment Workbench copies the
environment information and Object Configuration Manager tables for each
environment from the Planner data source to the System release number data
source. It also updates the Environment Plan detail record to reflect completion.

equivalent fuel

A barrel of equivalent fuel supplies six million BTUs of heat. Fuel gas quantities
are usually calculated as equivalent fuel barrels in economic calculations for
refinery operations.

escalation monitor

A batch process that monitors pending requests or activities, and restarts or
forwards them to the next step or user after they have been inactive for a specified
amount of time.

ESR Einzahlungsschein mit Referenznummer. A pay slip with a reference number.

event rule [In EnterpriseOne] A logic statement that instructs the system to perform one or
more operations that are based on an activity that can occur in a specific
application, such as entering a form or exiting a field.

exit bar [In EnterpriseOne] The tall pane with icons in the left portion of many
EnterpriseOne program windows.

facility An entity within a business for which you want to track costs. For example, a
facility might be a warehouse location, job, project, work center, or branch/plant.
Sometimes referred to as a business unit.

fast path [In EnterpriseOne] A command prompt that allows the user to move quickly
among menus and applications by using specific commands.

file handle

A temporary reference (typically a number) that is assigned to a file which has
been opened by the operating system and is used throughout the session to access
the file.

file server

A computer that stores files to be accessed by other computers on the network.

find/browse

A type of form used to:

Search, view, and select multiple records in a detail area.
Delete records.

Exit to another form.

Serve as an entry point for most applications.

firm planned order
(FPO)

A work order that has reached a user defined status. When this status is entered in
the processing options for the various manufacturing programs, messages for
those orders are not exploded to the components.

fiscal date pattern

A representation of the beginning date for the fiscal year and the ending date for
each period in that year.

fix/inspect

A type of form used to view, add, or modify existing records. A fix/inspect form
has no detail area.
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fixed quantity

A term that indicates the bill of material relationship between a parent item and its
components or ingredients. When a bill of material component has a fixed
quantity relationship to its parent, the amount of the component does not change
when the software calculates parts list requirements for different work order
quantities. Contrast with variable quantity.

flexible account
numbers

The format of account numbers for journal entries. The format that you set up
must be the three segments:

Business unit.

Object.

Subsidiary.
form design aid The EnterpriseOne GUI development tool for building interactive applications
(FDA) and forms.
form exit

[In EnterpriseOne] An option that is available as a button on the Form Exit bar or
as a selection in the Form menu. It allows users to open an interconnected form.

form interconnection

Allows one form to access and pass data to another form. Form interconnections
can be attached to any event; however, they are normally used when a button is
clicked.

form type

The following form types are available in EnterpriseOne:
Find/browse.

Fix/inspect.

Header detail.

Headerless detail.

Message.

Parent/child.

Search/select.

form-to-form call

A request by a form for data or functionality from one of the connected forms.

framework

[In object-oriented systems] A set of object classes that provide a collection of
related functions for a user or piece of software.

frozen cost

The cost of an item, operation, or process after the frozen update program is run;
used by the Manufacturing Accounting system.

frozen update

A program that freezes the current simulated costs, thereby finalizing them for use

program by the Manufacturing Accounting system.

globally unique A 16-byte code in the Component Object Model that identifies an interface to an
identifier (GUI) object across all computers and networks.

handle

[In programming] A pointer that contains the address of another pointer, which, in
turn, contains the address of the desired object.
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hard commitment

The number of items that are reserved for a sales order, work order, or both, from
a specific location, lot, or both.

hard error

An error that cannot be corrected by a given error detection and correction
system.

header

Information at the beginning of a table or form. Header information is used to
identify or provide control information for the group of records that follows.

header information

Information that pertains to the entire order.

hover help A help function that provides contextual information or instructions when a
cursor moves over a particular part of the interface element for a predefined
amount of time.

ICMS

Imposto sobre circulagdo de mercadoria e servicos. In Brazil, a state tax that is
applied to the movement of merchandise and some services.

ICMS Substituto

Imposto sobre circulacao de mercadoria e servicos substituto. In Brazil, the ICMS
tax that is charged on interstate transactions, or on special products and clients.

ICMS Substituto-
Markup

See imposto sobre circulagdo de mercadoria e servicos substituto-markup.

imposto de renda (IR)

Brazilian income tax.

imposto sobre
produtos
industrializados

In Brazil, a federal tax that applies to manufactured goods (domestic and
imported).

imposto sobre
services (ISS)

In Brazil, tax on services.

inbound document

A document that is received from a trading partner using Electronic Data
Interface (EDI). This document is also referred to as an inbound transaction.

indented tracing

Tracking all lot numbers of intermediates and ingredients that are consumed in
the manufacture of a given lot of product, down through all levels of the bill of
material, recipe, or formula.

indexed allocations

A procedure that allocates or distributes expenses, budgets, adjustments, and so
on, among business units, based on a fixed percentage.

indirect measurement

Determining the quantity on-hand by:
Measuring the storage vessels and calculating the content’s balance quantity.
or

Theoretically calculating consumption of ingredients and deducting them from
the on-hand balance.

indirect usage

Determining what should have been used by multiplying receipt quantity of the

parent times the quantity per statement in the formula, recipe, or bill of material.
This transaction typically affects both consumption on schedule as well as issue
from on-hand balances.
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in-process rework

Recycling a semi processed product that does not meet acceptable standards.
Further processing takes the product out of a given operation and sends it back to
the beginning of that operation or a previous operation (for example, unreacted
materials).

Rework that is detected prior to receipt of finished goods and corrected during the
same schedule run.

INPS withholding tax

Instituto Nazionale di Previdenza Sociale withholding tax. In Italy, a 12% social
security withholding tax that is imposed on payments to certain types of
contractors. This tax is paid directly to the Italian social security office.

inscricao estadual

ICMS tax ID. In Brazil, the state tax ID.

inscricio municipal

ISS tax ID. In Brazil, the municipal tax ID.

integrated toolset

Unique to EnterpriseOne is an industrial-strength toolset that is embedded in the
already comprehensive business applications. This toolset is the same toolset that
is used by PeopleSoft to build EnterpriseOne interactive and batch applications.
Much more than a development environment, however, the EnterpriseOne
integrated toolset handles reporting and other batch processes, change
management, and basic data warehousing facilities.

integrity test

A process that is used to supplement a company’s internal balancing procedures
by locating and reporting balancing problems and data inconsistencies.

interbranch sales
order

A sales order that is used for transactions between branch/plants other than the
selling branch/plant.

Interoperability

The ability of different computer systems, networks, operating systems, and
applications to work together and share information.

inventory pricing rule

A discount method that is used for purchases from suppliers and sales to
customers. The method is based on effectivity dates, up-to quantities, and a factor
by which you can mark up or discount the price or cost.

inventory turn

The number of times that the inventory cycles, or turns over, during the year. A
frequently used method to compute inventory turnover is to divide the annual
costs of sales by the average inventory level.

invoice An itemized list of goods that are shipped or services that are rendered, stating
quantities, prices, fees, shipping charges, and so on. Companies often have their
invoices mailed to a different address than where they ship products. In such
cases, the bill-to address differs from the ship-to address.

P See imposto sobre produtos industrializados.

IR

See imposto de renda.

IServer Service

Developed by PeopleSoft, this Internet server service resides on the Web server
and is used to speed up delivery of the Java class files from the database to the
client.

ISS

See imposto sobre servicos.
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jargon

An alternate data dictionary item description that EnterpriseOne or PeopleSoft
World displays, based on the product code of the current object.

java application
server

A component-based server that resides in the middle-tier of a server-centric
architecture and provides middleware services for security and state maintenance,
along with data access and persistence.

JDBNET

A database driver that allows heterogeneous servers to access each other’s data.

jde.ini

A PeopleSoft file (or member for AS/400) that provides the runtime settings that
are required for EnterpriseOne initialization. Specific versions of the file or
member must reside on every machine that is running EnterpriseOne, including
workstations and servers.

JDE.LOG

The main diagnostic log file of EnterpriseOne. Always located in the root
directory on the primary drive. Contains status and error messages from the
startup and operation of EnterpriseOne.

JDEBASE Database
Middleware

PeopleSoft proprietary database middleware package that provides two primary
benefits:

1. Platform-independent APIs for multidatabase access. These APIs are
used in two ways:

a. By the interactive and batch engines to dynamically generate platform-
specific SQL, depending on the data source request.

b. As open APIs for advanced C business function writing. These APIs are
then used by the engines to dynamically generate platform-specific SQL.

2. Client-to-server and server-to-server database access. To accomplish this
access, EnterpriseOne is integrated with a variety of third-party database drivers,
such as Client Access 400 and open database connectivity (ODBC).

JDECallObject

An application programming interface that is used by business functions to
invoke other business functions.

JDEIPC

Communications programming tools that are used by server code to regulate
access to the same data in multiprocess environments, communicate and
coordinate between processes, and create new processes.

JDENET

PeopleSoft proprietary middleware software. JDENET is a messaging software
package.

JDENET
communications
middleware

PeopleSoft proprietary communications middleware package for EnterpriseOne.
It is a peer-to-peer, message-based, socket-based, multiprocess communications
middleware solution. It handles client-to-server and server-to-server
communications for all EnterpriseOne supported platforms.

just in time
installation (JITI)

EnterpriseOne’s method of dynamically replicating objects from the central
object location to a workstation.

just in time
replication (JITR)

EnterpriseOne’s method of replicating data to individual workstations.
EnterpriseOne replicates new records (inserts) only at the time that the user needs
the data. Changes, deletes, and updates must be replicated using Pull Replication.
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Kagami

In Japan, summarized invoices that are created monthly (in most cases) to reduce
the number of payment transactions.

latitude

The X coordinate of the location of an item in the warehouse. The system can use
latitude, longitude, and height when suggesting locations for putaway,
replenishment, and picking.

laytime (or layhours)

The amount of time that is allotted to a tanker at berth to complete loading or
discharging cargo. This time is usually expressed in running hours, and is fixed
by prior agreement between the vessel owner and the company that is chartering
the vessel. Laytime is stipulated in the charter, which states exactly the total of
number of hours that are granted at both loading and unloading ports, and
indicates whether such time is reversible. A statement of “Seventy-Two Hours,
Reversible” means that a total of 72 hours is granted overall at both ports, and any
time saved at one port can be applied as a credit at the other port.

For example, if the vessel uses only 32 hours instead of 36 hours to load cargo, it
can apply an additional four hours to the 36 hours allotted at the discharge port.
Such considerations are important for purposes of computing demurrage.

leading zeros

A series of zeros that certain facilities in PeopleSoft systems place in front of a
value that is entered. This situation normally occurs when you enter a value that is
smaller than the specified length of the field. For example, if you enter 4567 in a
field that accommodates eight numbers, the facility places four zeros in front of
the four numbers that you enter. The result appears as 00004567.

ledger type

A code that designates a ledger which is used by the system for a particular
purpose. For example, all transactions are recorded in the AA (actual amounts)
ledger type in their domestic currency. The same transactions can also be stored
in the CA (foreign currency) ledger type.

level break

The position in a report or text where a group of similar types of information ends
and another one begins.

libro IVA

Monthly VAT report. In Italy, the term for the report that contains the detail of
invoices and vouchers that were registered during each month.

line of business

A description of the nature of a company’s work; also a tool to control the
relationship with that customer, including product pricing.

linked service type

A service type that is associated with a primary service type. Linked service types
can be cancelled, and the maintenance tasks are performed when the primary
service type to which they are linked comes due. You can specify whether the
system generates work orders for linked service types, as well as the status that
the system assigns to work orders that have already been generated. Sometimes
referred to as associated service types. See also primary service type and service

type.

livro razao

In Brazil, a general ledger report.

load balancing

The act of distributing the number of processes proportionally to all servers in a
group to maximize overall performance.
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location workbench

During the Installation Workbench process, Location Workbench copies all
locations that are defined in the installation plan from the Location Master table
in the Planner data source to the System data source.

log files

Files that track operations for a process or application. Reviewing log files is
helpful for troubleshooting problems. The file extension for log files is .LOG.

logic data source

Any code that provides data during runtime.

logical compartment

One of two ways that is identified in the transportation constants to display
compartments on vehicles. Logical display numbers the compartments
sequentially.

For example, if two vehicles are on a trip and each vehicle has three
compartments, the logical display is 1,2,3,4,5,6.

logical file A set of keys or indices that is used for direct access or ordered access to the
records in a physical file. Several logical files can have different accesses to a
physical.

logical shelf A logical, not physical, location for inventory that is used to track inventory

transactions in loan/borrow, or exchange agreements with other companies. See
also logical warehouse.

logical warehouse

Not a physical warehouse containing actual inventory, but a means for storing and
tracking information for inventory transactions in loan/borrow, or exchange
agreements with other companies.

longitude The Y coordinate of the location of an item in the warehouse. The system can use
latitude, longitude, and height when suggesting locations for putaway,
replenishment, and picking.

LSV Lastschriftverfahren. A Swiss auto debit format that is required by Telekurs
(Payserv).

mail merge A mass-mail facility that takes names, addresses, and (sometimes) pertinent facts
about recipients and merges the information into a form letter or a similarly basic
document.

mailmerge [In EnterpriseOne] An application that merges Microsoft Word 6.0 (or higher)

workbench

word-processing documents with EnterpriseOne records to automatically print
business documents.

main fuels

Usually refers to bulk fuel products, but sometimes includes packaged products.

maintenance loop

See maintenance route.

maintenance route

A method of performing PMs for multiple pieces of equipment from a single
preventive maintenance work order. A maintenance route includes pieces of
equipment that share one or more identical maintenance tasks which can be
performed at the same time for each piece of equipment. Sometimes referred to as
maintenance loop.
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maintenance work
order

In PeopleSoft EnterpriseOne systems, a term that is used to distinguish work
orders created for the performance of equipment and plant maintenance from
other work orders, such as manufacturing work orders, utility work orders, and
engineering change orders.

manufacturing and
distribution planning

Planning that includes resource and capacity planning, and material planning
operations. Resource and capacity planning allows you to prepare a feasible
production schedule that reflects your demand forecasts and production
capability. Material Planning Operations provides a short-range plan to cover
material requirements that are needed to make a product.

mapping

A set of instructions that describes how one data structure passes data to another.

master business
function

An interactive master file that serves as a central location for adding, changing,
and updating information in a database.

master business
function

A central system location for standard business rules about entering documents,
such as vouchers, invoices, and journal entries. Master business functions ensure
uniform processing according to guidelines that you establish.

master table

A database table that is used to store data and information that is permanent and
necessary to the system’s operation. Master tables might contain data such as paid
tax amounts, supplier names, addresses, employee information, and job
information.

matching document

A document that is associated with an original document to complete or change a
transaction. For example, a receipt is the matching document of an invoice.

media object

An electronic or digital representation of an object.

media storage objects

Files that use one of the following naming conventions that are not organized into
table format: Gxxx, xxxGT, or GTxxx.

memory violation

An error that occurs as the result of a memory leak.

menu selection

An option on a menu that initiates a software function directly.

message center

A central location for sending and receiving all EnterpriseOne messages (system-
and user-generated), regardless of the originating application or user.

messaging application
programming
interface (MAPI)

An architecture that defines the components of a messaging system and how they
behave. It also defines the interface between the messaging system and the
components.

metal content

A series of properties of a blended product that help to determine its suitability for
a prescribed purpose.

metals management

The process of maintaining information about the location and status of durable
product containers such as liquid petroleum gas (LPG) cylinders.

mobile inventory

Inventory that is transferred from a depot to a barge or truck for milk-run
deliveries.
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modal

A restrictive or limiting interaction that is created by a given condition of
operation. Modal often describes a secondary window that restricts a user’s
interaction with other windows. A secondary window can be modal with respect
to its primary window or to the entire system. A modal dialog box must be closed
by the user before the application continues.

model work order

For scheduled preventive maintenance or for a condition-based alert, a model
work order functions as a template for the creation of other work orders. You can
assign model work orders to service types and condition-based alerts. When the
service type comes due or the alert is generated, the system automatically
generates a work order that is based on information from the model work order.

modeless

Not restricting or limiting interaction. Modeless often describes a secondary
window that does not restrict a user’s interaction with other windows. A modeless
dialog box stays on the screen and is available for use at any time, but also
permits other user activities.

multiple stocking
locations

Authorized storage locations for the same item number at locations, in addition to
the primary stocking location.

multitier architecture

A client/server architecture that allows multiple levels of processing. A tier
defines the number of computers that can be used to complete some defined task.

named event rules
(NER)

Also called business function event rules. Encapsulated, re-usable business logic
that is created by using event rules, rather than C programming.

national language
support (NLS)

Mechanisms that are provided to facilitate internationalization of both system and
application user interfaces.

natureza da operacio

Transaction nature. In Brazil, a code that classifies the type of commercial
transaction to conform to the fiscal legislation.

negative pay item

An entry in an account that indicates a prepayment. For example, you might
prepay a supplier before goods are sent or prepay an employee’s forecasted
expenses for a business trip. The system stores these pending entries, assigning
them a minus quantity as debit amounts in a designated expense account. After
the prepaid goods are received or the employee submits an expense report,
entering the actual voucher clears all of the negative pay items by processing
them as regular pay items. Note that a negative pay item can also result from
entering a debit memo (A/P) or a credit memo (A/R).

net added cost

The cost to manufacture an item at the current level in the bill of material. Thus,
for manufactured parts, the net added cost includes labor, outside operations, and
cost extras applicable to this level in the bill of material, but not materials (lower-
level items). For purchased parts, the net added cost also includes the cost of
materials.

next status

The next step in the payment process for payment control groups. The next status
can be either WRT (write) or UPD (update).

node

A termination point for two or more communications links. A node can serve as
the control location for forwarding data among the elements of a network or
multiple networks, as well as performing other networking and, in some cases,
local processing.
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non-inventory items

See non-stock items.

non-list price

A price for bulk products that is determined by its own algorithms, such as a
rolling average or commodity price plus.

non-prime product

A manufactured product with revenue potential that is less than the product
planned for, or scheduled to be produced.

non-stock items

Items that the system does not account for as part of the inventory. For example,
office supplies, or packaging materials can be non-stock items.

nota fiscal

In Brazil, a legal document that must accompany all commercial transactions.

nota fiscal fatura

In Brazil, a nota fiscal and invoice information.

notula

In Italy, the process whereby a business does not recognize value added tax until
the payment of a voucher.

object configuration

EnterpriseOne’s object request broker and the control center for the runtime

manager (OCM) environment. It keeps track of the runtime locations for business functions, data,
and batch applications. When one of these objects is called, the Object
Configuration Manager directs access to it by using defaults and overrides for a
given environment and user.

object embedding When an object is embedded in another document, an association is maintained

between the object and the application that created it; however, any changes made
to the object are also only kept in the compound document. See also object
linking.

object librarian

A repository of all versions, applications, and business functions that are re-
usable in building applications.

object linking

When an object is linked to another document, a reference is created with the file
in which the object is stored, as well as with the application that created it. When
the object is modified, either from the compound document or directly through
the file in which it is saved, the change is reflected in that application as well as
anywhere it has been linked. See also object embedding.

object linking and
embedding (OLE)

A technology for transferring and sharing information among applications by
allowing the integration of objects from diverse applications, such as graphics,
charts, spreadsheets, text, or an audio clip from a sound program. OLE is a
compound document standard that was developed by Microsoft Corporation. It
enables you to create objects with one application, and then link or embed them in
a second application. Embedded objects retain their original format and links to
the application that created them. See also object embedding, object linking.

object management
workbench (OMW)

The change management system that is used for EnterpriseOne development.

354




object-based
technology (OBT)

A technology that supports some of the main principles of object-oriented
technology:

Classes.
Polymorphism.I
Inheritance.

Encapsulation.

object-oriented
technology (OOT)

Brings software development past procedural programming into a world of re-
usable programming that simplifies development of applications. Object
orientation is based on the following principles:

Classes.
Polymorphism.I
Inheritance.

Encapsulation.

offsetting account

An account that reduces the amount of another account to provide a net balance.
For example, a credit of 200 to a cash account might have an offsetting entry of
200 to an A/P Trade (liability) account.

open database
connectivity (ODBC)

Defines a standard interface for different technologies to process data between
applications and different data sources. The ODBC interface comprises set of
function calls, methods of connectivity, and representation of data types that
define access to data sources.

open systems
interconnection (OSI)

The OSI model was developed by the International Standards Organization (ISO)
in the early 1980s. It defines protocols and standards for the interconnection of
computers and network equipment.

order detail line

A part of an order that contains transaction information about a service or item
being purchased or sold, such as quantity, cost, price, and so on.

order hold

A flag that stops the processing of an order because it has exceeded the credit or
budget limit, or has another problem.

order-based pricing

Pricing strategy that grants reductions in price to a customer. It is based upon the
contents and relative size (volume or value) of the order as a whole.

outbound document

A document that is sent to a trading partner using EDI. This term is also referred
to as an outbound transaction.
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outturn

The quantity of oil that is actually received into a buyer’s storage tanks when a
vessel is unloaded. For various reasons (vaporization, clingage to vessel tank
walls, and so on), the amount of a product pumped into shore tankage at
unloading is often less than the quantity originally loaded onto the vessel, as
certified by the Bill of Lading. Under a delivered or CIF outturn transaction, the
buyer pays only for the barrels actually “turned out” by the vessel into storage.

When a buyer is paying CIF Bill of Lading figures, a loss of 0.5% of total cargo
volume is considered normal. Losses in excess of 0.5%, however, are either
chargeable to the seller or are covered by specialized insurance that covers partial,
as well as total, loss of the cargo.

overhead

In the distillation process, that portion of the charge that leaves the top of the
distillation column as vapor. This definition is strictly as it relates to ECS.

override conversion
method

A method of calculating exchange rates that is set up between two specific
currencies. For those specific currencies, this method overrides the conversion
method in General Accounting Constants and does not allow inverse rates to be
used when calculating currency amounts.

package / package
build

A collection of software that is grouped into a single entity for modular
installation. EnterpriseOne objects are installed to workstations in packages from
the deployment server. A package can be compared to a bill of material or kit that
indicates the necessary objects for that workstation and where the installation
program can find them on the deployment server. It is a point-in-time “snapshot”
of the central objects on the deployment server.

package location

The directory structure location for the package and its set of replicated objects.
This location is usually \\deployment server\release\path code\package\ package
name. The replicated objects for the package are placed in the subdirectories
under this path. This location is also where the package is built or stored.

package workbench

During the Installation Workbench process, Package Workbench transfers the
package information tables from the Planner data source to the System - release
number data source. It also updates the Package Plan detail record to reflect
completion.

packaged products Products that, by their nature, must be delivered to the customer in containers
which are suitable for discrete consumption or resale.

pane/panel A resizable subarea of a window that contains options, components, or other
related information.

paper clip An icon that is used to indicate that a media object is attached to a form or record.

parent/child form

A type of form that presents parent/child relationships in an application on one
form:

The left portion of the form presents a tree view that displays a visual
representation of a parent/child relationship.

The right portion of the form displays a detail area in browse mode. The detail
area displays the records for the child item in the tree.

The parent/child form supports drag and drop functionality.
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parent/child
relationship

See parent/component relationship.

parent/component
relationship

1. In Capital Asset Management, the hierarchical relationship of a parent piece of
equipment to its components. For example, a manufacturing line could be a parent
and the machinery on the line could be components of the line. In addition, each
piece of machinery could be a parent of still more components.

2. In Product Data Management, a hierarchical relationship of the components
and subassemblies of a parent item to that parent item. For example, an
automobile is a parent item; its components and subassemblies include: engine,
frame, seats, and windows.

Sometimes referred to as parent/child relationship.

partita IVA

In Italy, a company fiscal identification number.

pass-through

A process where data is accepted from a source and forwarded directly to a target
without the system or application performing any data conversion, validation, and
SO on.

pay on consumption

The method of postponing financial liability for component materials until you
issue that material to its consuming work order or rate schedule.

payment group

A system-generated group of payments with similar information, such as a bank
account. The system processes all of the payments in a payment group at the same
time.

PeopleSoft database

See JDEBASE Database Middleware.

performance tuning

The adjustments that are made for a more efficient, reliable, and fast program.

persistent object

An object that continues to exist and retains its data beyond the duration of the
process that creates it.

pervasive device

A type of intelligent and portable device that provides a user with the ability to
receive and gather information anytime, from anywhere.

planning family

A means of grouping end items that have similarity of design or manufacture.

plug-in A small program that plugs into a larger application to provide added
functionality or enhance the main application.

polymorphism A principle of object-oriented technology in which a single mnemonic name can
be used to perform similar operations on software objects of different types.

portal A Web site or service that is a starting point and frequent gateway to a broad
array of on-line resources and services.

Postfinance

A subsidiary of the Swiss postal service. Postfinance provides some banking
services.
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potency

Identifies the percent of an item in a given solution. For example, you can use an
80% potent solution in a work order that calls for 100% potent solution, but you
would use 25% more, in terms of quantity, to meet the requirement (100 / 80 =
1.25).

preference profile

The ability to define default values for specified fields for a user defined
hierarchy of items, item groups, customers, and customer groups. In Quality
Management setup, this method links test and specification testing criteria to
specific items, item groups, customers, or customer groups.

preflush A work order inventory technique in which you deduct (relieve) materials from
inventory when the parts list is attached to the work order or rate schedule.
preventive The sequence of events that make up a preventive maintenance task, from its

maintenance cycle

definition to its completion. Because most preventive maintenance tasks are
commonly performed at scheduled intervals, parts of the preventive maintenance
cycle repeat, based on those intervals.

preventive
maintenance schedule

The combination of service types that apply to a specific piece of equipment, as
well as the intervals at which each service type is scheduled to be performed.

primary service type

A service type to which you can link related service types. For example, for a
particular piece of equipment, you might set up a primary service type for a 1000-
hour inspection and a linked service type for a 500-hour inspection. The 1000-
hour inspection includes all of the tasks performed at 500 hours. When a primary
service type is scheduled to be performed, the system schedules the linked service
type. See also linked service type.

pristine environment

An EnterpriseOne environment that is used to test unaltered objects with
PeopleSoft demonstration data or for training classes. You must have this
environment so you can compare pristine objects that you modify.

processing option

A data structure that allows users to supply parameters that regulate the execution
of a batch program or report.

product data
management (PDM)

In PeopleSoft EnterpriseOne software, the system that enables a business to
organize and maintain information about each item which it manufactures.
Features of this system, such as bills of material, work centers, and routings,
define the relationships among parents and components, and how they can be
combined to manufacture an item. PDM also provides data for other
manufacturing systems including Manufacturing Accounting, Shop Floor
Management, and Manufacturing and Distribution Planning.

product line

A group of products with similarity in manufacturing procedures, marketing
characteristics, or specifications that allow them to be aggregated for planning;
marketing; and, occasionally, costing.

product/process A combination of bill of material (recipe, formula, or both) and routing (process

definition list). Organized into tasks with a statement of required consumed resources and
produced resources.

production An EnterpriseOne environment in which users operate EnterpriseOne software.

environment
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program temporary
fix (PTF)

A representation of changes to PeopleSoft software that your organization
receives on magnetic tapes or diskettes.

project

[In EnterpriseOne] A virtual container for objects being developed in Object
Management Workbench.

projected cost

The target expenditure in added value for material, labor, and so on, during
manufacture. See also standard cost.

promotion path

The designated path for advancing objects or projects in a workflow.

protocollo See registration number.

PST Provincial sales tax. A tax that is assessed by individual provinces in Canada.

published table Also called a “Master” table, this is the central copy to be replicated to other
machines and resides on the “publisher” machine. The Data Replication Publisher
Table (FO8DRPUB) identifies all of the published tables and their associated
publishers in the enterprise.

publisher The server that is responsible for the published table. The Data Replication

Publisher Table (FO8DRPUB) identifies all of the published tables and their
associated publishers in the enterprise.

pull replication

One of the EnterpriseOne methods for replicating data to individual workstations.
Such machines are set up as pull subscribers that use EnterpriseOne’s data
replication tools. The only time that pull subscribers are notified of changes,
updates, and deletions is when they request such information. The request is in
the form of a message that is sent, usually at startup, from the pull subscriber to
the server machine that stores the Data Replication Pending Change Notification
table (FOSDRPCN).

query by example
(QBE)

Located at the top of a detail area, this area is used to search for data to display in
the detail area.

rate scheduling

A method of scheduling product or manufacturing families, or both.

Also a technique to determine run times and quantities of each item within the
family to produce enough of each individual product to satisfy demand until the
family can be scheduled again.

rate type For currency exchange transactions, the rate type distinguishes different types of
exchange rates. For example, you can use both period average and period-end
rates, distinguishing them by rate type.

real-time

Pertaining to information processing that returns a result so rapidly that the
interaction appears to be instantaneous.

receipt routing

A series of steps that is used to track and move items within the receipt process.
The steps might include in-transit, dock, staging area, inspection, and stock.

referential integrity

Ensures that a parent record cannot be deleted from the database when a child
record for exists.
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regenerable

Source code for EnterpriseOne business functions can be regenerated from
specifications (business function names). Regeneration occurs whenever an
application is recompiled, either for a new platform or when new functionality is
added.

register types and
classes

In Italian VAT Summary Reporting, the classification of VAT transactions.

relationship

Links tables together and facilitates joining business views for use in an
application or report. Relationships that are created are based on indexes.

rélevé d’identité

In France, the term that indicates the bank transit code, account number, and

bancaire (RIB) check digit that are used to validate the bank transit code and account number.
The bank transit code consists of the bank code and agency code. The account
number is alphanumeric and can be as many as 11 characters. PeopleSoft supplies
a validation routine to ensure RIB key correctness.

remessa In Brazil, the remit process for A/R.

render To include external data in displayed content through a linking mechanism.

repasse In Brazil, a discount of the ICMS tax for interstate transactions. It is the

adjustment between the interstate and the intrastate ICMS tax rates.

replenishment point

The location on or near the production line where additional components or
subassemblies are to be delivered.

replication server

A server that is responsible for replicating central objects to client machines.

report design aid
(RDA)

The EnterpriseOne GUI tool for operating, modifying, and copying report batch
applications.

repost In Sales, the process of clearing all commitments from locations and restoring
commitments, based on quantities from the Sales Order Detail table (F4211).

resident Pertaining to computer programs or data while they remain on a particular storage
device.

retorno In Brazil, the receipt process for A/R.

RIB

See rélevé d’identité bancaire.

ricevute bancarie
(RiBa)

In Italy, the term for accounts receivable drafts.

riepilogo IVA

Summary VAT monthly report. In Italy, the term for the report that shows the
total amount of VAT credit and debit.

ritenuta d’acconto

In Italy, the term for standard withholding tax.

rollback [In database management] A feature or command that undoes changes in database
transactions of one or more records.
rollup See cost rollup.
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row exit

[In EnterpriseOne] An application shortcut, available as a button on the Row Exit
bar or as a menu selection, that allows users to open a form that is related to the
highlighted grid record.

runtime The period of time when a program or process is running.

SAD The German name for a Swiss payment format that is accepted by Postfinance.

SAR See software action request.

scalability The ability of software, architecture, hardware, or a network to support software
as it grows in size or resource requirements.

scripts A collection of SQL statements that perform a specific task.

scrub To remove unnecessary or unwanted characters from a string.

search/select A type of form that is used to search for a value and return it to the calling field.

selection Found on PeopleSoft menus, selections represent functions that you can access
from a menu. To make a selection, type the associated number in the Selection
field and press Enter.

serialize To convert a software object into a stream of bytes to store on a disk or transfer
across a network.

server map The server view of the object configuration mapping.

server workbench

During the Installation Workbench process, Server Workbench copies the server
configuration files from the Planner data source to the System release number
data source. It also updates the Server Plan detail record to reflect completion.

service interval

The frequency at which a service type is to be performed. Service intervals can be
based on dates, periods, or statistical units that are user defined. Examples of
statistical units are hours, miles, and fuel consumption.

service type

An individual preventive maintenance task or procedure, such as an inspection,
lubrication, or overhaul. Service types can apply to a specific piece of equipment
or to a class of equipment. You can specify that service types come due based on
a predetermined service interval, or whenever the task that is represented by the
service type becomes necessary.

servlet A [small] program that extends the functionality of a Web server by generating
dynamic content and interacting with Web clients by using a request-response
paradigm.

share path The network node under which one or more servers or objects reside.

shop floor A system that uses data from multiple system codes to help develop, execute, and

management manage work orders and rate schedules in the enterprise.

silent mode

A method for installing or running a program that does not require any user
intervention.
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silent post

A type of post that occurs in the background without the knowledge of the user.

simulated cost

After a cost rollup, the cost of an item, operation, or process according to the
current cost scenario. This cost can be finalized by running the frozen update
program. You can create simulated costs for a number of cost methods—for
example, standard, future, and simulated current costs. See also cost rollup.

single-byte character
set (SBCS)

An encoding scheme in which each alphabetic character is represented by one
byte. Most Western languages, such as English, can be represented by using a
single-byte character set.

single-level tracking

Finding all immediate parents where a specific lot has been used (consumed).

single-voyage (spot)
charter

An agreement for a single voyage between two ports. The payment is made on the
basis of tons of product delivered. The owner of the vessel is responsible for all
expenses.

slimer

A script that changes data in a table directly without going through a regular
database interface.

smart field

A data dictionary item with an attached business function for use in the Report
Design Aid application.

SOC

The Italian term for a Swiss payment format that is accepted by Postfinance.

soft commitment

The number of items that is reserved for sales orders or work orders in the
primary units of measure.

soft error

An error from which an operating system or program is able to recover.

software action
request (SAR)

An entry in the AS/400 database that is used for requesting modifications to
PeopleSoft software.

SOG

The French term for a Swiss payment format that is accepted by Postfinance.

source directory

The path code to the business function source files belonging to the shared library
that is created on the enterprise server.

special period/year

The date that determines the source balances for an allocation.

specification merge

The Specification merge is comprised of three merges:

Object Librarian merge (via the Object Management Workbench).
Versions List merge.

Central Objects merge.

The merges blend customer modifications with data that accompanies a new
release.

specification table
merge workbench

During the Installation Workbench process, Specification Table Merge
Workbench runs the batch applications that update the specification tables.
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specifications

A complete description of an EnterpriseOne object. Each object has its own
specification, or name, which is used to build applications.

spot charter

See single-voyage charter.

spot rates An exchange rate that is entered at the transaction level. Spot rates are not used on
transactions between two EMU member currencies because exchange rates are
irrevocably fixed to the euro.

stamp tax In Japan, a tax that is imposed on drafts payable, receipts over 30000 Japanese
yen, and all contracts. The party that issues any of the above documents is
responsible for this tax.

standalone

Operating or capable of operating independently of certain other components of a
computer system.

standard cost

The expected, or target cost of an item, operation, or process. Standard costs
represent only one cost method in the Product Costing system. You can also
calculate, for example, future costs or current costs. However, the Manufacturing
Accounting system uses only standard frozen costs.

standard costing

A costing method that uses cost units that are determined before production. For
management control purposes, the system compares standard costs to actual costs
and computes variances.

subprocess

A process that is triggered by and is part of a larger process, and that generally
consists of activities.

subscriber table

The Subscriber table (F98DRSUB), which is stored on the Publisher Server with
the Data Replication Publisher table (FO8DRPUB), that identifies all of the
subscriber machines for each published table.

summary

The presentation of data or information in a cumulative or totaled manner in
which most of the details have been removed. Many systems offer forms and
reports that summarize information which is stored in certain tables. Contrast with
detail.

super backflush

To create backflush transactions for material, labor, or both, against a work order
at predefined pay points in the routing. By doing so, you can relieve inventory
and account for labor amounts at strategic points throughout the manufacturing
process.

supersession

Specification that a new product is replacing an active product on a specified
effective date.

supplemental data

Additional types of data for customers and suppliers. You can enter supplemental
data for information such as notes, comments, plans, or other information that you
want in a customer or supplier record. The system maintains this data in generic
databases, separate from the standard master tables (Customer Master, Supplier
Master, and Address Book Master).
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supplying location

The location from which inventory is transferred once quantities of the item on
the production line have been depleted. In kanban processing, the supplying
location is the inventory location from which materials are transferred to the
consuming location when the containers are replenished.

system code

A numeric or alphanumeric designation that identifies a specific system in
EnterpriseOne software.

system function

[In EnterpriseOne] A named set of pre-packaged, re-usable instructions that can
be called from event rules.

table access
management (TAM)

The EnterpriseOne component that handles the storage and retrieval of user
defined data. TAM stores information such as data dictionary definitions;
application and report specifications; event rules; table definitions; business
function input parameters and library information; and data structure definitions
for running applications, reports, and business functions.

table conversion

During the Installation Workbench process, Table Conversion Workbench runs

workbench the table conversions that change the technical and application tables to the
format for the new release of EnterpriseOne. It also updates the Table
Conversions and Controls detail records to reflect completion.

table design aid An EnterpriseOne GUI tool for creating, modifying, copying, and printing

(TDA) database tables.

table event rules

Use table event rules to attach database triggers (or programs) that automatically
run whenever an action occurs against the table. An action against a table is
referred to as an event. When you create an EnterpriseOne database trigger, you
must first determine which event will activate the trigger. Then, use Event Rules
Design to create the trigger. Although EnterpriseOne allows event rules to be
attached to application events, this functionality is application-specific. Table
event rules provide embedded logic at the table level.

table handle

A pointer into a table that indicates a particular row.

table space

[In relational database management systems] An abstract collection of containers
in which database objects are stored.

task

[In Solution Explorer and EnterpriseOne Menu] A user defined object that can
initiate an activity, process, or procedure.

task view

A group of tasks in Solution Explorer or EnterpriseOne Menu that are arranged in
a tree structure.

termo de abertura

In Brazil, opening terms for the transaction journal.

termo de
encerramento

In Brazil, closing terms for the transaction journal.

three-tier processing

The task of entering, reviewing, approving, and posting batches of transactions.

three-way voucher
match

The process of comparing receipt information to supplier’s invoices to create
vouchers. In a three-way match, you use the receipt records, the purchase order,
and the invoice to create vouchers.
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threshold percentage

In Capital Asset Management, the percentage of a service interval that you define
as the trigger for maintenance to be scheduled. For example, you might set up a
service type to be scheduled every 100 hours with a threshold percentage of 90
percent. When the equipment accumulates 90 hours, the system schedules the
maintenance.

throughput A service agreement in which a business partner agrees to store and manage

agreement product for another business partner for a specified time period. The second
partner actually owns the stock that is stored in the first partner’s depot, although
the first partner monitors the stock level; suggests replenishments; and unloads,
stores, and delivers product to the partner or its customers. The first partner
charges a fee for storing and managing the product.

throughput Reconcile confirmed sales figures in a given period with the measured

reconciliation throughput, based on the meter readings. This process is designed to catch
discrepancies that are due to transactions not being entered, theft, faulty meters, or
some combination of these factors. This reconciliation is the first stage. See also
operational reconciliation.

token

[In Object Management Workbench] A flag that is associated with each object
which indicates whether you can check out the object.

tolerance range

The amount by which the taxes that you enter manually can vary from the tax that
is calculated by the system.

TP monitor Transaction Processing monitor. A monitor that controls data transfer between
local and remote terminals and the applications that originated them. TP monitors
also protect data integrity in the distributed environment and can include
programs that validate data and format terminal screens.

tracing The act of researching a lot by going backward, to discover its origin.

tracking The act of researching a lot by going forward, to discover where it is used.

transaction set

An electronic business transaction (EDI Standard document) composed of
segments.

transclude

To include the external data in the displayed content through a linking
mechanism.

transfer order

An order that is used to ship inventory between branch/plants within your
company and to maintain an accurate on-hand inventory amount. An interbranch
transfer order creates a purchase order for the shipping location and a sales order
for the receiving location.

translation
adjustment account

An optional G/L account used in currency balance restatement to record the total
adjustments at a company level.

translator software

The software that converts data from an application table format to an EDI
Standard Format, and from EDI Standard Format to application table format. The
data is exchanged in an EDI Standard, such as ANSI ASC X12, EDIFACT, UCS,
or WINS.
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tree structure

A type of graphical user interface that displays objects in a hierarchy.

trigger

Allows you to attach default processing to a data item in the data dictionary.
When that data item is used on an application or report, the trigger is invoked by
an event which is associated with the data item. EnterpriseOne also has three
visual assist triggers:

Calculator.
Calendar.

Search form.

two-way voucher
match

The process of comparing purchase order detail lines to the suppliers’ invoices to
create vouchers. You do not record receipt information.

universal batch
engine (UBE)

[In EnterpriseOne] A type of application that runs a noninteractive process.

unnormalized

Data that is a random collection of data elements with repeating record groups
scattered throughout. Also see Normalized.

user overrides merge

The User Overrides merge adds new user override records into a customer’s user
override table.

user-defined code
(UDC)

A value that a user has assigned as being a valid entry for a given or specific field.

utility

A small program that provides an addition to the capabilities which are provided
by an operating system.

variable numerator
allocations

A procedure that allocates or distributes expenses, budgets, adjustments, and so
on, among business units, based on a variable.

variable quantity

A term that indicates the bill of material relationship between a parent item and its
components or ingredients. When a bill of material component has a variable
quantity relationship to its parent, the amount of the component changes when the
software calculates parts list requirements for different work order quantities.
Contrast with fixed quantity.

variance

1. In Product Costing and Manufacturing Accounting, the difference between the
frozen standard cost, the current cost, the planned cost, and the actual cost. For
example, the difference between the frozen standard cost and the current cost is
an engineering variance. Frozen standard costs come from the Cost Components
table, and the current costs are calculated by using the current bill of material,
routing, and overhead rates.

2. In Capital Asset Management, the difference between revenue that is generated
by a piece of equipment and costs that are incurred by the equipment.

versions list merge

The Versions List merge preserves any non-XJDE and non-ZJDE version
specifications for objects that are valid in the new release as well as their
processing options data.

VESR

Verfahren Einzahlungsschein mit Referenznummer. The processing of an ESR
pay slip with reference line through accounts receivable and accounts payable.
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visual assist

Forms that can be invoked from a control to assist the user in determining what
data belongs in the control.

voucher logging

The process of entering vouchers without distributing amounts to specific G/L
accounts. The system initially distributes the total amount of each voucher to a
G/L suspense account, where it is held until you redistribute it to the correct G/L
account.

wareki date format

In Japan, a calendar format, such as Showa or Heisei. When a new emperor
begins to reign, the government chooses the title of the date format and the year
starts over at one. For instance, January 1, 1998, is equal to Heisei 10, January
Ist.

wash down A minor cleanup between similar product runs. Sometimes used in reference to
the sanitation process of a food plant.

wehar_t An internal type of a wide character. Used for writing portable programs for
international markets.

web server

A server that sends information as requested by a browser and uses the TCP/IP set
of protocols.

work order life cycle

In Capital Asset Management, the sequence of events through which a work order
must pass to accurately communicate the progress of the maintenance tasks that it
represents.

workfile

A system-generated file that is used for temporary data processing.

workflow

According to the Workflow Management Coalition, worlflow means “the
automation of a business process, in whole or part, during which documents,
information, or tasks are passed from one participant to another for action,
according to a set of procedural rules.”

workgroup server

A network server usually containing subsets of data that are replicated from a
master network server.

WorldSoftware
architecture

The broad spectrum of application design and programming technology that
PeopleSoft uses to achieve uniformity, consistency, and complete integration
throughout its software.

write payment

A step in processing payments. Writing payments includes printing checks, drafts,
and creating a bank tape table.

write-off

A method for getting rid of inconsequential differences between amounts. For
example, you can apply a receipt to an invoice and write off the difference. You
can write off both overpayments and underpayments.
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Z file

For store and forward (network disconnected) user, EnterpriseOne store-and-
forward applications perform edits on static data and other critical information
that must be valid to process an order. After the initial edits are complete,
EnterpriseOne stores the transactions in work tables on the workstation. These
work table are called Z files. When a network connection is established, Z files
are uploaded to the enterprise server; and the transactions are edited again by a
master business function. The master business function then updates the records
in your transaction files.

Z-process A process that converts inbound data from an external system into an
EnterpriseOne software table or converts outbound data into an interface table for
an external system to access.

zusammenfassende In Germany, the term for the EU Sales Listing.

melding
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processing options, 81
Hired Applicants by EEO Job Category
(R084400)
report, 80
Hiring an applicant, 34
Hourly rate, 151
calculating, 151, 154
Pay Grade Step table, 153
changing, 152, 182
HRM System Options (P050018S), 123
Human resource issues
PeopleSoft EnterpriseOne solutions, 8
Human Resources
The competitive advantage, 8
Human Resources system
integration with other systems, 4
overview, 4
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defining, 124
Increase type rules

defining, 128
Inherited competencies, 199, 222
overrides, 233
Injury and illness information, 311
Injury or illness
closing a case, 317
reviewing cases by establishment, 318
reviewing cases by supplemental data, 319
Injury or illness cases
opening, 312
Injury/Illness Case
form, 313
Injury/Illness Case Information, 313
Input Method Codes (08/RB), 11
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Job Comparison by Factor form, 167
Job Compentency Defaults and or Overrides
(P0O80018), 234
Job competencies
attaching additional job competencies, 231
attaching job competencies to organizational
levels, 224
attaching jobs to organizational levels, 229
changing the default organizational structure,
203
copying existing organizational structures,
201
creating new organizational structures, 201
defining organizational structures, 200
inheritance, 222
organizational structures, 222
overriding information, 231
overriding inherited job competencies, 233
reviewing information, 236
revising information, 236
updating date-effective information for
organizational structures, 204
working with job competency information,
216
Job Competencies in an Organization (P08006),
224,225,233, 235
processing options, 226
self-service considerations, 224
Job Competency Defaults and or Overrides
(P080018), 236, 242
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235
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242
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Job evaluation
defining methods, 164
entering information, 165
Job Evaluation (P050011)
form, 166
Job information
reviewing
evaluation information, 167
factor, 167
pay ranges for jobs, 169
Job Information (FO8001), 154
Job Match (R080016)
processing options, 262
report, 261
Job Profile (R080021)
processing options, 238
report, 237
Jobs
attaching jobs to organizational levels, 229
Jobs in an Organization (P08007), 224, 230,
231,232,235
self-service considerations, 229
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Languages (P05116)

Review Languages form, 254
Letters

creating applicant letters, 36
Linking positions, 113
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Manager Self-Service
defining employee goals for performance
management, 310
Method of Application (08/MA), 11
Multi-skill, 4

N

New year
defining position budget, 109
No pay rate source as default, 154

O

Occupational Illness (08/H5), 11
Occupational Illness/Injury report
processing options, 329
Ocurrence Location (08/H2), 11
Open Amounts by Position report (R081420),
117
Opening an injury or illness case, 312
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Organizational Assignment (P08010RG), 103
Organizational levels
attaching job competencies to organizational
levels, 224
attaching jobs to organizational levels, 229
Organizational structure, 4
Organizational structures
activating draft structures, 206
attaching job competencies to organizational
levels, 224
attaching jobs to organizational levels, 229
changing the default organizational structure,
203
copying existing organizational structures for
job competencies, 201
creating new organizational structures for job
competencies, 201
defining organizational structures for job
competencies, 200
job competencies, 222
updating date-effective information, 204
OSHA
101 report, 325
BLS Survey, 327
Generating OSHA 200 and 300 reports, 323
Generating the Survey of Occupational
Injuries and Illnesses, 327
Generating the Survey of Occupational
Injuries and Illnesses (R086402), 328
Setting up establishment conditions, 322
Setting up reporting information for BLS
Survey, 323
Setting up reporting information for OSHA
200 and 300, 322
OSHA - 300 Injury and Illness Report
(R086401), 323
OSHA 101 Occupational Injury/Illness report
processing options, 326
OSHA 101 report, 325
OSHA 200 and 300 processing options, 328
OSHA 300 sample report, 325
OSHA Establishment Reporting form, 322, 325
OSHA Injury and Illness Report (R086400), 323
OSHA reporting, 320
Overriding inherited job competencies, 233
Overview of Human Resources, 4
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Parent/child relationships
creating by position, 113
reviewing by position, 115
working with, 112



Part of Body (08/H4), 11
Pay grade step change for employee, 153
Pay Grade Step table
default pay rate source, 153
Pay Grade Step Table (P082003), 153, 184
form, 161, 162, 185
Pay Grade Step Table form, 174
Pay Grade to Employee Master Update
(R082008), 194
Pay Grade/Salary Range (F082001), 159, 161
Pay Grades
setting up, 158
Pay Grades by Class (P082001), 175
Pay Grades by Pay Class (P082001)
form, 159
Pay information
setting up, 150
Pay Range Formulas (P05290)
form, 163
Pay ranges
review and rank by factor, 167
reviewing for jobs, 169
Pay Rate Information (P060131), 176, 182
Pay Rate Revisions form, 182
Pay rate source
overriding the default, 152, 154
understanding the setup, 150
using no default, 154
using the Pay Grade Step table, 153
using the Pay Rate table, 151
Pay Rate table
as the default pay rate source, 151
Pay rate tables
revising, 170
setting up, 155
Pay rates
for pay-grade steps
updating, 174
Pay Type Categories (05/V1), 11
Pay-grade step administration
basis of update, 187
changing effectivity dates, 192, 193
changing progression work group
information, 192
copying pay-grade step records, 185
country codes in work groups, 189
creating progression work groups, 186, 188
deleting a work group, 197
deleting employees from a work group, 194
effectivity dates, 186, 195
effectivity dates example, 187
existing pay-grade step basis, 187
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future data revisions, 195
new pay-grade step basis, 187
overview, 184
progression paths, 184
reviewing detail work group information, 191
reviewing work group information, 190
updating pay rates, 184
updating pay-grade step changes to the
employee master, 194
updating the employee master - final mode,
195
updating the employee master - proof mode,
195
updating the Pay Grade Step Table, 184
updating using future data revisions, 186
working with work groups, 190
Pay-Grade Steps
setting up, 160
individually, 161
using a multiplier, 162
Pay-range formulas, 163
Payroll
user defined codes, 8
Performance Appraisal Business Unit Overrides
form, 275
Performance Appraisal Company Constants
Setup form, 274
Performance appraisal scale
defining, 130
Performance appraisals
batch, 281
Performance Appraisals
Competency-based, 267
Traditional (non-competency-based), 267
Performance Management
Competency-based performance appraisals
overview, 267
competency-based self appraisals, 306
creating a career development plan, 309
creating an employee career development
plan, 303
creating employee performance appraisals,
277
defining appraisal type overrides, 275
defining business unit overrides, 275
defining company constants, 274
defining employee goals for competency-
based appraisals, 299
defining employee goals using Employee Self
Service, 307
defining employee goals using Manager Self-
Service, 310



defining goals using Employee Self Service,
307
defining scales, 269
defining the approval hierarchy, 270
Employee goal setup suggestions, 270, 271
employee self-service performance
appraisals, 305
group appraisals, 278
individual employee performance appraisals,
278, 280
maintaining a performance diary, 287, 288
overview, 266
performance appraisals, 309
performance appraisals by managers, 289
processing options for Create Group
Performance Appraisals, 279
processing options for Current Performance
Appraisals (P087712), 293
processing options for Daily Diary
(P0O87715), 289
processing options for upcoming reviews, 286
reviewing a competency-based performance
appraisal, 291, 292
reviewing a performance appraisal from your
manager, 307
reviewing a traditional performance self-
appraisal, 306
revising performance appraisals, 290
setting up security for competency levels, 276
setting up traditional appraisal templates, 272
Setup overview, 268
Traditional (non-competency-based)
performance appraisals overview, 267
traditional performance appraisals, 301
Point-In-Time EEO-1 report, 51
Point-In-Time EEO-1 report (R058515D)
processing options, 51
Point-In-Time EEO-4 Annual report, 67
Point-In-Time Veteran Employment report, 78
processing options, 78
Position Account Information form, 94
Position activity
correcting, 105
defined, 103
reviewing, 104
tracking historical information, 105
working with information, 103
Position Activity Inquiry (P08111), 104
Position Budget Detail (FO8111), 106
Position budgets
attaching employee records to, 103
automatic accounting instructions, 95
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defining, 88
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defining manually, 89
defining next year's, 109
posting to the Account Ledger table, 98
report, 118
reviewing, 107
reviewing information by business unit, 108
reviewing information by position, 108
revising by business unit, 101
transferring to Account Balances table, 96
transferring to the General Ledger, 96
Position Budgets by Job Type and Step
report, 119
Position Control
defined, 87
Position Control Budgeted FTE report, 118
Position Control Comparison (R081440)
reports, 118
Position Control Effective FTE report, 118
Position Control Headcount report, 118
Position Control reports
reviewing, 116
Position Entry (P08101), 89, 94
Position ID Structure Inquiry (P08230), 113
form, 114, 115
Position information
purging, 115
Position Master Detail (P08101)
processing options, 91
Position Master Detail form, 90
Position Status (08/PL), 11
Positions
parent/child relationships, 112
purge, 115
Positions by Business Unit (P081210), 108
Posting position budgets to the Account Ledger
table, 98
Print Applicant Letters (P08450)
form, 36
processing options, 37
Processing options
Activate Job Competencies (R080014), 207
Adverse Impact Analysis, 85
Affirmative Action Exception Report, 80
Applicant Flow Analysis, 83
Applicant Information (P08401), 29
Applicant List - EEO Listing Report
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Compensation Review Updates (R08832),
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Compensation Review Work Tables Build
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Copy Job Competencies (P080020), 203

Create Next Year's Positions (R081820), 110

EEO Code Conversion, 58

EEO Staff Utilization Report Processing, 70

EEO-1 report, 45

EEO-4 Annual Report (R058514), 62

EEO-5 Annual Report (R058516), 68

Employee/Supervisor Relationship Build
(R05846), 131

Gap Analysis (R080013), 260

Grade/Step Progression Workbench
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Hired Applicants by EEO Job Category, 81

Job Competencies in an Organization
(P08006), 226

Job Competency (P08009), 219

Job Match (R080016), 262

Job Profile (R080021), 238

Occupational Illness/Injury report, 329

OSHA 101 Occupational Injury/Illness report,
326

Point-In-Time Veteran Employment report,
78

Position Master Detail (P08101), 91

Print Applicant Letters (P08450), 37

Resource Competency Information (P05100),
256

Start Position Control (R081800), 93

Update Pay Grade to Employee Master
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Update Position Budgets to Account Ledger
(RO8911), 98

Veterans Employment Report (VETS-100),
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Workforce Analysis Report, 72
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Create Group Performance Appraisals
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Current Performance Appraisals (P087712),
293

Daily Diary (P087715), 289

OSHA 200 and 300 reports, 328

Point-In-Time EEO-1 Report (R058515D), 51
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Upcoming Reviews (R052202), 286
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Report, 323
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EEO-5 Annual Report (R058516), 68
P012501 (Work Center), 180
P050011 (Job Evaluation), 166
P05001S (HRM System Options), 123
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Self Service Programs), 122
P05011 (Evaluation Factors Table), 165
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Job Comparison by Factor form, 167
P05013 (Review and Rank Jobs by Factor),
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P0801CMP (Employee Basic Compensation),
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P0801CMP (Salary Planning), 181
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P08101 (Position Entry), 89, 94

P08102 (Requisition Information), 15

P08111 (Position Activity Inquiry), 104
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108
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P082001 (Pay Grades by Class), 159

P082003 (Pay Grade Step Table), 153, 161,
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278,280

P087712 (Complete My Self Appraisal), 306

P087712 (Complete My Self-Appraisal, 306
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P08776 (Traditional Appraisal Template),
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R080401 (Applicant Data by Data Type), 41
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R080411 (Applicant Supplemental Data), 40
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R081440 (Position Control Comparison), 118
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llness/Injury), 330
R08830 (Compensation Review Work Tables
Build), 132
R08832 (Compensation Review Update), 146
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Occupational Illness/Injury (R086420), 329
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325
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Headcount report, 118
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Requisition Data by Data Type (R080406), 23
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Update Position Budgets to Account Balances
(R08902), 96
Update Position Budgets to Account Ledger
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Veteran Employment, 72
Workforce Analysis, 71
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Requisition Data by Data Type report
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Requisition information, 13
Requisition Information (P08102), 15
form, 15
Requisition reports
reviewing, 23
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Requisition Supplemental Data report
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Reviewing pay ranges for jobs, 169
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by position, 108

Reviewing position budget information by
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Reviewing position budget information by
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Reviewing position control reports, 116
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Routing instructions for competency approvals,
244
Running the EEO code conversion, 58
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Safety and health administration
closing an injury or illness case, 317
reviewing injury and illness cases by
establishment, 318
reviewing reports, 320
reviewing supplemental data for injury and
illness cases, 319
supplemental data for injury and illness cases,
317
Safety and health reports, 320
Salary
calculating
using no default pay rate source, 154
using the Pay Grade Step Table, 153
using the Pay Rate table, 151
changing, 153, 154, 176
using salary planning, 180
using workflow, 177
comparison, 175
defined, 151
Salary approvals
review, 145
Salary change
approving with workflow, 179
initiating with workflow, 178
Salary Planning (PO801CMP), 181
changing salaries with spreadsheets, 180
form, 181
Salary recommendations
groups of employees, 143
individual employee, 139
reviewing, 138
Scale Information (P05103), 130
Define Competency Levels form, 213
Generate Competency Levels form, 212
Review Scales form, 211
Scales
employee competencies, 210
Screens, 4
Security for competency levels, 243
Self-service
gap analysis, 258
Job Competencies in an Organization
(P08006), 224
Jobs in an Organization (P08007), 229
Setting up AAls for position budgets, 95
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Setting up common settings for benefits
enrollment, 121
Setting up common settings for compensation
management, 121
Setting up common settings for human
resources, 121
Setting up common settings for self-service
applications, 121
Setting up compensation management, 121
Setting up pay grades, 158
Setting up pay-grade steps, 160
Setting up pay-range formulas, 163
Setting up routing instructions for competency
approvals, 244
Setting up security for competency levels, 243
Setting up the additional system options, 123
Setting up the approval hierarchy, 129
Setup
Common Settings (P05004), 121
user defined code lists, 8
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Setup Task Status (08/S2), 12
Setup Task Types (08/T1), 12
Skills/Resource Information (P05112)
Skills/Resource Revisions form, 249
Skills/Resource Revisions form, 249
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defined, 151
effect on pay information, 152, 153, 154
Start Position Control (R081800), 92
processing options, 93
Structure Revisions form, 114
Structure type UDC (00/TS), 202
Supplemental data
entering for applicants, 33
entering for injury and illness cases, 317
entering for requisitions, 17
reviewing for injury and illness cases, 319
Survey of Occupational Injuries and Illnesses
(R086402), 327
Survey of Occupational Injuries and Illnesses
form, 323
Survey of Occupational Injuries and Illnesses
processing options, 328
System integration, 4
System options
additional, 123
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Tables
F0005 (User Defined Codes), 8



FO0012 (Automatic Accounting Instructions
Master), 95
F05004 (Common Settings for HR Employee
Self Service Programs), 121
F05850 (EEO-1 Annual Data), 42
F060116 (Employee Master Information),
155,176
F060116Z (Unedited Quick Hire
Transaction), 25
F08001 (Job Information), 154
F08101 (Position Master), 88
F08111 (Position Budget Detail), 103, 106
F082001 (Pay Grade/Salary Range), 159, 161
F0902 (Account Balances), 97
P082001 (Pay Grades by Class), 175
Traditional Appraisal Template program
(P08776), 272
Training courses
defining training courses for employee
competencies, 215
Training/Development Information (P05111)
Review Training and Development form, 247
Transferring position budgets
Account Balances table, 96
General Ledger, 96
Transferring position budgets to the Account
Balances table, 96
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Understanding pay rate source setup, 150

Understanding user defined codes for Payroll, 8

Unedited Quick Hire Transaction (F060116Z),
25

Union Rates Master Revisions (P059121), 156,
170

Update Position Budgets to Account Balances
(R08902), 96

Update Position Budgets to Account Ledger
(RO8911), 98
processing options, 98

Updating compensation review, 146

Updating date-effective information for
organizational structures, 204

Updating pay rates for pay-grade steps, 174

Updating pay-grade step information to
employees, 194

Updating the status of a requisition, 18

User defined code lists
Type of structure (00/TS), 202

User defined codes
Applicant Status (08/AS), 9
Approval Type (05/AP), 9
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Based Date from Length of Service (08/RW),
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Branch/Location (01/01), 9

Budget Status (08/PC), 10

Candidate Status (08/CN), 10

Compensation Model Types (08/PM), 10
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(08/RH), 10
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Hazardous Material Codes (08/HM), 11

Input Method Codes (08/RB), 11

Method of Application (08/MA), 11
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Pay Type Categories (05/V1), 11

Position Status (08/PL), 11

Requisition Status (08/RS), 12

Rounding Rule Code (08/RR), 12

Setup Subclass (08/T2), 12

Setup Task Status (08/S2), 12

Setup Task Types (08/T1), 12
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Veterans Employment Report (VETS-100)
processing options, 73

Veterans Employment Report (VETS-100)
(R080434)
report, 72
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Windows, 4

Work Center (P012501), 180
form, 180

Work with Applicants form, 26

Work with Business Unit by Organization form,
108

Work with Competency History form, 257

Work With EEO-1 Annual Data form, 43

Work with Employee Activity form, 106

Work with Employee Competency Gap Analysis
form, 258

Work With HRM Common Display Settings
form, 122

Work With Job Comparison by Factor form, 167

Work with Job Competencies in an Organization
form, 225, 233, 235

Work with Job Competencies Options form, 235

Work with Job Competency Attached and
Overriden form, 236



Work with Job Competency Description
Translation form, 242

Work With Jobs By Factor form, 168

Work with Jobs in an Organization form, 230,
231

Work with Organizational Assignment form,
104

Work With Pay Ranges by Job form, 169

Work with Positions by Business Unit form, 109

Work with Positions form, 90, 101

Work with Requisitions form, 15

Workflow
approving a salary change, 179
changing employee salaries, 177

Workflow Approval form, 180

Workflow management
updating requisistions, 19

Workforce Analysis (R080435)
report, 71

Workforce Analysis Exception Report
(RO80435A), 72

Workforce Analysis report, 71

Workforce Analysis Report
processing options, 72

Working with compensation management, 134

Working with competencies in organizational
structures, 222

Working with employee competencies, 209

Working with gap analysis, 258

Working with illness and injury information,
311

Working with job competency information, 216

Working with parent/child relationships by
position, 112

Working with pay rates for pay-grade steps, 184

Working With Point-In-Time reports
Running the Point-In-Time EEO-1 report, 51
Running the Point-In-Time EEO-4 Annual

Report, 67
Running the Point-In-Time Veteran
Employment report, 78

Working with position activity information, 103

Working with requisitions, 18

Working with the EEO-1 Employment Data
report, 42
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