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Preface

Intended Audience

Welcome to Release 12 of the Oracle Human Resources Management Systems Enterprise and
Workforce Management Guide (US).

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

e The principles and customary practices of your business area.

e QOracle HRMS.

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

®  Oracle Self-Service Web Applications.

* The Oracle Applications graphical user interface.

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

See Related Information Sources on page xvi for more Oracle Applications product
information.

TTY Access to Oracle Support Services

Oracle provides dedicated Text Telephone (TTY) access to Oracle Support Services
within the United States of America 24 hours a day, seven days a week. For TTY
support, call 800.446.2398.

Documentation Accessibility

Our goal is to make Oracle products, services, and supporting documentation

XV



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

Accessibility of Code Examples in Documentation

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

Accessibility of Links to External Web Sites in Documentation

Structure

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

1 Introduction to Oracle HRMS

2 Organization Structures

3 Jobs and Positions

4 People Budgets and Costing

5 People Types and Employment Groups

6 Employment Agreements and Legal Compliance
7 Checklists

HRMS Glossary

Related Information Sources

xvi

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

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

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

Guides Related to All Products



Oracle Applications User's Guide

This guide explains how to enter data, query data, run reports, and navigate using the
graphical user interface (GUI). This guide also includes information on setting user
profiles, as well as running and reviewing reports and concurrent processes.

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

Guides Related to This Product

Oracle Daily Business Intelligence for HRMS User Guide

This guide describes the dashboards and reports available for HR Line Managers, Chief
HR Officer, Budget Managers, and Benefits Managers using Daily Business Intelligence
for HRMS. It includes information on using parameters, how DBI for HRMS derives
values, and how to troubleshoot dashboards and reports.

Oracle Daily Business Intelligence for HRMS Implementation Guide

This guide provides basic setup procedures for implementing and maintaining
HRMS-related dashboards.

Oracle Daily Business Intelligence Implementation Guide

This guide describes the common concepts for Daily Business Intelligence. It describes
the product architecture and provides information on the common dimensions, security
considerations, and data summarization flow. It includes a consolidated setup checklist
by page and provides detailed information on how to set up, maintain, and
troubleshoot Daily Business Intelligence pages and reports for the following functional
areas: Financials, Interaction Center, iStore, Marketing, Product Lifecycle Management,
Projects, Procurement, Sales, Service, Service Contracts, and Supply Chain.

Oracle Daily Business Intelligence User Guide

This guide describes the common concepts for Daily Business Intelligence. It describes
the product architecture and provides information on the common dimensions, security
considerations, and data summarization flow. It includes a consolidated setup checklist
by page and provides detailed information on how to set up, maintain, and
troubleshoot Daily Business Intelligence pages and reports for the following functional
areas: Financials, Interaction Center, iStore, Marketing, Product Lifecycle Management,
Projects, Procurement, Sales, Service, Service Contracts, and Supply Chain.

Oracle Application Framework Personalization Guide

Learn about the capabilities of the OA Framework technologies.

Oracle Human Resources Management Systems Enterprise and Workforce
Management Guide

Learn how to use Oracle HRMS to represent your enterprise. This includes setting up
your organization hierarchy, recording details about jobs and positions within your
enterprise, defining person types to represent your workforce, and also how to manage
your budgets and costs.
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xviii

Oracle Human Resources Management Systems Workforce Sourcing, Deployment, and
Talent Management Guide

Learn how to use Oracle HRMS to represent your workforce. This includes recruiting
new workers, developing their careers, managing contingent workers, and reporting on
your workforce.

Oracle Human Resources Management Systems Payroll Processing Management Guide

Learn about wage attachments, taxes and social insurance, the payroll run, and other
processes.

Oracle Human Resources Management Systems Compensation and Benefits
Management Guide

Learn how to use Oracle HRMS to manage your total compensation package. For

example, read how to administer salaries and benefits, set up automated grade/step
progression, and allocate salary budgets. You can also learn about setting up earnings
and deductions for payroll processing, managing leave and absences, and reporting on
compensation across your enterprise.

Oracle Human Resources Management Systems Configuring, Reporting, and System
Administration Guide

Learn about extending and configuring Oracle HRMS, managing security, auditing,
information access, and letter generation.

Oracle Human Resources Management Systems Implementation Guide

Learn about the setup procedures you need to carry out in order to implement Oracle
HRMS successfully in your enterprise.

Oracle Human Resources Management Systems FastFormula User Guide

Learn about the different uses of Oracle FastFormula, and understand the rules and
techniques you should employ when defining and amending formulas for use with
Oracle applications.

Oracle Self-Service Human Resources Deploy Self-Service Capability Guide

Set up and use self-service human resources (SSHR) functions for managers, HR
Professionals, and employees.

Oracle Human Resources Management Systems Deploy Strategic Reporting (HRMSi)

Implement and administer Oracle Human Resources Management Systems Intelligence
(HRMSi) in your environment.

Oracle Human Resources Management Systems Strategic Reporting (HRMSi) User
Guide

Learn about the workforce intelligence reports included in the HRMSi product,
including Daily Business Intelligence reports, Discoverer workbooks, and Performance
Management Framework reports.

Oracle Human Resources Management Systems Approvals Management



Implementation Guide

Use Oracle Approvals Management (AME) to define the approval rules that determine
the approval processes for Oracle applications.

Oracle Human Resources Management Systems Window Navigation and Reports
Guide

This guide lists the default navigation paths for all windows and the default reports and
processes as they are supplied in Oracle HRMS.

Oracle iRecruitment Implementation and User Guide

Set up and use Oracle iRecruitment to manage all of your enterprise's recruitment
needs.

Oracle Learning Management User Guide
Use Oracle Learning Management to accomplish your online and offline learning goals.

Oracle Learning Management Implementation Guide

Implement Oracle Learning Management to accommodate your specific business
practices.

Oracle Time and Labor Implementation and User Guide

Learn how to capture work patterns, such as shift hours, so that this information can be
used by other applications, such as General Ledger.

Installation and System Administration

Oracle Applications Concepts

This guide provides an introduction to the concepts, features, technology stack,
architecture, and terminology for Oracle Applications Release 12. It provides a useful
first book to read before an installation of Oracle Applications. This guide also
introduces the concepts behind Applications-wide features such as Business Intelligence
(BIS), languages and character sets, and Self-Service Web Applications.

Oracle Applications Installation Guide: Using Rapid Install

This guide provides instructions for managing the installation of Oracle Applications
products. Oracle Rapid Install minimizes the time to install Oracle Applications and the
Oracle technology stack by automating many of the required steps. This guide contains
instructions for using Oracle Rapid Install and lists the tasks you need to perform to
finish your installation. You should use this guide in conjunction with individual
product user guides and implementation guides.

Oracle Applications Upgrade Guide: Release 11i to Release 12

Refer to this guide if you are upgrading your Oracle Applications Release 11i products
to Release 12. This guide describes the upgrade process and lists database and
product-specific upgrade tasks.

Oracle Applications Maintenance Procedures and Oracle Applications Maintenance
Utilities
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Use these guides to help you run the various AD utilities (such as AutoUpgrade,
AutoPatch, AD Administration, AD Controller, AD Relink, and License Manager) and
maintain the Oracle applications file system and database.

Oracle Applications System Administrator's Guides

These guides (Configuration, Maintenance, and Security) provide planning and
reference information for the Oracle Applications System Administrator. They describe
how to define security, customize menus and online help, and manage concurrent
processing.

Oracle Alert User's Guide

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

Oracle Applications Developer's Guide

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

Oracle Applications User Interface Standards for Forms-Based Products

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

Other Implementation Documentation

Oracle Workflow Administrator's Guide

This guide explains how to complete the setup steps necessary for any Oracle
Applications product that includes workflow-enabled processes, as well as how to
monitor the progress of runtime workflow processes.

Oracle Workflow Developer's Guide

This guide explains how to define new workflow business processes and customize
existing Oracle Applications-embedded workflow processes. It also describes how to
define and customize business events and event subscriptions.

Oracle Workflow User's Guide

This guide describes how Oracle Applications users can view and respond to workflow
notifications and monitor the progress of their workflow processes.

Oracle Workflow API Reference

This guide describes the APIs provided for developers and administrators to access
Oracle Workflow.

Oracle Applications Flexfields Guide



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

Oracle eTechnical Reference Manuals

Each eTechnical Reference Manual (eTRM) contains database diagrams and a detailed
description of database tables, forms, reports, and programs for a specific Oracle
Applications product. This information helps you convert data from your existing
applications, integrate Oracle Applications data with non-Oracle applications, and write
custom reports for Oracle Applications products. Oracle eTRM is available on Oracle
MetaLink.

Integration Repository

The Oracle Integration Repository is a compilation of information about the service
endpoints exposed by the Oracle E-Business Suite of applications. It provides a
complete catalog of Oracle E-Business Suite's business service interfaces. The tool lets
users easily discover and deploy the appropriate business service interface for
integration with any system, application, or business partner.

The Oracle Integration Repository is shipped as part of the E-Business Suite. As your
instance is patched, the repository is automatically updated with content appropriate
for the precise revisions of interfaces in your environment.

Do Not Use Database Tools to Modify Oracle Applications Data

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

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

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

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

Introduction to Oracle HRMS

Oracle Human Resources Management System (HRMS) is a major component of the
Oracle E-Business Suite of applications. Oracle HRMS is an integrated suite of
applications that supports all aspects of the HR function. It includes:

e  Oracle Human Resources (HR)

¢ Oracle Payroll

e  Oracle Self-Service Human Resources (SSHR)
e Oracle iRecruitment

e Oracle Time & Labor (OTL)

® Oracle Learning Management

e Oracle Advanced Benefits (OAB)

®  Oracle HRMS Intelligence (HRMSi)

All Oracle HRMS applications share tables in the Oracle database, which eliminates
data redundancy, reduces the possibility of error, and creates a consistent record of
every worker. Within this framework, however, you can define a human resources

model that supports your enterprise's structures and policies.

The Oracle HRMS applications meet the requirements of a global workforce. For
example, HRMS enables you to manage information in a variety of national languages
and supports multiple address styles, legislation-specific date formats, and national
identifiers (such as social security numbers), which can be validated according to the
rules in each country.
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Oracle Human Resources (HR) and Oracle Payroll

Oracle Human Resources (HR) enables the efficient management of workforce data and
supports all standard HR activities, including workforce organization, development,
and measurement. Payroll processing is a fundamental business requirement that
demands accuracy, timeliness, and good financial controls. Oracle Payroll can help you
ensure that all employees are paid on time and according to your compensation rules.

Oracle HR and Oracle Payroll constitute a closely integrated HR system. Oracle HR and
Oracle Payroll windows are available under a single menu structure, sharing windows
and underlying tables wherever possible to eliminate redundant data entry,
maintenance, and storage.

Oracle Human Resources and Oracle Payroll are separately licensed products.

Oracle Self-Service Human Resources (SSHR)

Oracle Self-Service Human Resources (SSHR) enables your workforce to use a web
browser to access HR information and perform personnel actions. The information an
individual can access is tailored to the individual's roles and information needs. You
can: authorize employees to maintain their own information, including personal
profiles, benefits, and expenses; enable managers to conduct performance reviews,
transfers, and time and expense approval; and deliver workforce intelligence to
managers, HR professionals, and executives. Oracle SSHR is designed for the needs of
the casual or untrained user, with simple, intuitive navigation and configurable user
assistance integrated with the user interface.

Oracle SSHR is a separately licensed product. The self-service functions you can access
depend on your licensing arrangements for other HRMS products. For example, you
can use the self-service functions in Oracle Advanced Benefits only if you have licensed
OAB.

See What is SSHR?, Oracle SSHR Deploy Self-Service Capability Guide

Oracle iRecruitment

Oracle iRecruitment is a self-service module that offers a fully automated recruitment
process. It enables managers, recruiters, and candidates to manage all phases of
recruitment, from vacancy definition through recruiting and hiring new employees.
Oracle iRecruitment supports both internal and external users (such as visitors to
recruitment sites) and is highly configurable to reflect the enterprise image. It can
provide reports of your recruitment process, allowing you to monitor its effectiveness.

Oracle iRecruitment is a separately licensed product.

See iRecruitment Overview, Oracle iRecruitment Implementation and User Guide
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Oracle Time & Labor (OTL)

Oracle Time & Labor (OTL) is a web-enabled time-recording application that enables
you to reduce the costs associated with time and attendance record keeping. OTL
ensures all employees are paid correctly and on time, it reduces administration costs by
providing self-service time reporting for workers, and it shares worker time-related
information with other Oracle applications, such as Oracle Projects and Oracle Payroll.

Oracle Time & Labor is a separately licensed product.

See Oracle Time & Labor Overview, Oracle Time & Labor Implementation and User Guide

Oracle Learning Management

Oracle Learning Management is an enterprise learning management system (LMS) that
enables you to train your workforce effectively and at lower cost. Oracle Learning
Management enables you to manage, deliver, and monitor your online and
classroom-based training: you can efficiently assemble and deliver learning content;
you can provide the most appropriate combination of classroom and online training;
and you can measure the effectiveness of your training initiatives.

In Oracle Learning Management, self-service access is available not only to the learner
but also to those responsible for administration and content management, offering
improved efficiency and a lower cost of implementation for managing the learning
environment.

Oracle Learning Management is a separately licensed product.

See Introduction to Oracle Learning Management, Oracle Learning Management User
Guide

Oracle Advanced Benefits (OAB)

Oracle Advanced Benefits (OAB) is a benefits application that enables you to define and
manage benefits programs in support of your enterprise's missions and objectives,
while addressing the diverse and complex requirements of evolving benefits practices
and governmental regulations. OAB's web-based self-service functionality enables you
to both improve service and reduce enrollment costs. You can easily create and modify
eligibility rules and other criteria without customizing the application, and you can use
advanced analytical tools to evaluate the effectiveness of your benefits programs.

Oracle Advanced Benefits is a separately licensed product. Your Oracle Human
Resources license includes Standard Benefits, a more limited set of benefits
administration features.

See Standard and Advanced Benefits Administration, Oracle HRMS Compensation and
Benefits Management Guide
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Oracle HRMS Intelligence (HRMSi)

The Oracle HRMS products together hold vast amounts of HR data that, intelligently
organized and presented, can facilitate enterprise management and decision making.
Oracle HRMS Intelligence (HRMSi) is a configurable analysis tool that provides
structured and comprehensive access to your HR data. For example, HRMSi provides
predefined reports that enable you to analyze budgets, view employee development
and performance data, analyze salary trends, and monitor vacancies and recruitment.
You can configure the predefined reports, and you can also define your own reports.

Using HRMSi's web-based interface, you can perform ad hoc queries of HR data, and
you can reduce administrative costs by distributing reports using the same web-based
interface. HRMSi also provides a performance management framework: you can define
targets and receive alerts when workforce changes become critical.

Oracle HRMSi is a separately licensed product.

See Reports and Processes in Oracle HRMS, Oracle HRMS Configuring, Reporting, and
System Administration Guide

Introduction to Oracle HRMS

Oracle Human Resources Management Systems (HRMS) enables you to achieve a well
managed human resource system, turning HR management into a strategic advantage.

What is Human Resource Management?

Today, the most successful enterprises continuously review and improve their business
functions, searching for new ways to streamline processes to make them more effective
and to use them to gain competitive advantage. Human Resource Management is
responsible for addressing the workforce aspect of this continuous improvement.

How has the role of Human Resource Management changed?

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

This role was primarily reactive in nature. Human Resources responded to the needs of
both managers and workers, but did not anticipate them.

In the last few decades, human resource management has evolved and assumed a more
proactive role, from automated processing, to the provision of a new level of strategic
value.

Why is Human Resource Management important?

The people within your enterprise produce the goods and provide the services that fuel
your enterprise. At the same time, the human cost is often the biggest cost a company
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incurs. Well managed human resources directly improve your enterprise and contribute
to a competitive advantage.

If your enterprise has strategic, value added human resource management you will
hire, motivate and retain the most capable workforce. You will have the ability to
engage employees and line managers directly in managing their skills and careers to
your enterprise's advantage. Furthermore, you will have accurate, up-to-date workforce
information for managers and executives.

What applications make up the Oracle HRMS family suite?

Oracle HRMS consists of the following applications. These are all separate products,
powerfully integrated into one application family.

¢ Oracle Human Resources (HR)

®  Oracle Payroll

e  QOracle Advanced Benefits (OAB)

¢ Oracle Self-Service Human Resources (SSHR)
® Oracle iRecruitment

®  Oracle HRMS Intelligence (HRMSi)

® Oracle Learning Management

e Oracle Time & Labor (OTL)

When the term HRMS is used, it refers to this integrated set of applications.

What is Oracle Human Resources?

Oracle Human Resources (HR) is a proactive management solution that helps control
costs while developing and supporting an effective workforce. Among the many
features of Oracle HR is the ability to:

* Manage the entire recruitment cycle.

¢ Design organizational models that match current and future business strategies and
objectives.

¢ Perform position management by defining and recording required skills,
competencies, experience and qualifications for positions, jobs and organizations.

e Perform career management functions relating to the definition of competencies,
assessments, suitability matching, graphical ranking, and succession planning.
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* Administer and maintain benefits plans, coverage levels, and contribution
allocations.

* Manage salary proposals, and approve these by component.

* Use spreadsheets to export compensation and benefit details for comparison with
external survey figures.

Oracle Human Resources provides the shortest route to fast, smart human resource
management.

What is Oracle Payroll?

Oracle Payroll is a high-performance, rule based payroll management system designed
to keep pace with changing enterprises and workforce needs.

Payroll managers require a solution to address unique requirements, and offer complex
calculations without losing the benefits of a standard supported package. Oracle Payroll
offers that capability via a unique, data driven approach that enables the definition and

management of diverse payroll requirements.

Among its many capabilities, Oracle Payroll delivers the power to:

* Process many payrolls quickly and easily in a single day.
* Define comprehensive personal payment methods.

*  Quickly create complex calculation rules, such as union overtime, without
programming.

e Efficiently check, double check, and reconcile payrolls.

* Make retroactive adjustments to past earnings and deductions.

¢ Examine employee payment histories at any time.

* Track and monitor employee costs via online access to payroll data.
* Disburse in multiple currencies.

* Transfer payroll information to the general ledger and to other accounting systems,
including project costing systems.

® Report on payroll results to the tax office and company executives.

* Maintain full security and integrity of payroll information, including historical
information.

* Enable access to information when required for inquiries and responses to pay
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queries.

Oracle Payroll enables fast, flexible, and accurate payroll processing from time capture
to ledger costing.

What is meant by separate vs. integrated Oracle HRMS systems?

Traditionally, human resources and payroll departments have often held and managed
human resource information in separate, duplicate systems.

Over time there has been a greater demand for more unified information management
derived from both human resource and payroll sources.

One solution to this has been to develop interface products, which enable technical
specialists to transfer data between the two systems. Oracle HRMS, however, provides
an integrated system that both functions can genuinely share with full security and
control of access by responsibility.

This system is flexible enough to be implemented for use in a human resources only or
a payroll only environment. In each case you have access to the full range of
functionality associated with human resources or payroll.

What is Oracle Advanced Benefits?

In addition to the powerful compensation and benefit functionality included in Oracle
Human Resources, Oracle also offers Oracle Advanced Benefits. Oracle Advanced
Benefits enables the setup and administration of a complete benefits offering for
enterprises managing their own benefits administration.

Oracle Advanced Benefits delivers the following key functions:

e Pre and post-enrollment communications

e Web and interactive voice response (IVR) enrollment for cafeteria and exceptions
® Default and mass enrollments

¢ Enrollment process monitoring

e Life event management (for example, new hires, transfers, relocations or age
changes)

* Web-based what-if eligibility analysis
¢ Flexibility spending account claims processing and reporting

Oracle Advanced Benefits provides a total compensation framework, setting the stage
for exciting and new compensation solutions.

What is Oracle Self-Service Human Resources (SSHR)
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SSHR provides self-service human resource management for managers and employees.
Using an intranet and a web browser, employees and their managers now have easy to
use and intuitive access to personal data and career management functionality.

Oracle Workflow is used extensively in SSHR. SSHR uses Workflow to manage the flow
of information between employees and management. The workflow engine is used for
business process transactions and can route decision making through approval chains.
For example, an employee may apply for a job using the Apply for a Job function, and
through a management approvals process be informed and accepted into a job.

The workflow engine is also used to modify and configure much of SSHR.
Using SSHR you can:
* View employee or contingent worker information.

Managers can review information about employment, salary, performance,
training, absence, and job applications for each person within their security access.
Employees and contingent workers can view only their own records.

* Manage careers.

This includes appraising employee's competencies, matching a person to a job or
position by competence, and planning succession.

® Perform web based recruitment using 'Candidate Offers'.

Candidate offers enables you to perform web based recruitment. Managers can seek
approval for an appointment, then advise job applicants, by letter, that they have
been successful. This function is offered with its own responsibilities.

Is Oracle HRMS a Multilingual, Global Application?

Yes. Oracle HRMS offers the best of both worlds in the same installation. Oracle
provides non-legislative information common across all countries, plus localized
information specific to each country.

Oracle also enables you to run HRMS in more than one language on a single database.
This enables you to enter and report on information using more than one language. For
example, your base, or source language, could be French, but you could also install
German and English. You would then be able to enter and produce reports in French,
German and English.
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Introduction to Oracle HR

Human Resource Model

People

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

Modeling Human Resource Information

Employee, Applicant, and PEOPLE Erployree
Contingernt Worker Corapensation and
Lgsiznment History Berefits History

WORK COMPENMSATION
STRUCTURES AND
BENEFITS
Compensation
Entitlernent, Fales,
and Conditions

In Oracle HRMS, you can hold information about current and former employees,
applicants, contingent workers, and contacts such as relatives and dependents.

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

Oracle HRMS holds one integrated set of employee-related information. Payroll users
access the parts of this information they require, while enterprise business rules
determine who is responsible for entering and maintaining it.

Work Structures

Work structures represent the different ways in which your workforce can work within
your enterprise. They provide the framework for defining the work assignments of your
workforce. They enable you to manage the information about your enterprise that is
independent of your workforce. You can also think of work structures as representing
the organizational units of your enterprise. The Business Group is the largest unit and
represents your enterprise as a whole.

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

There is one integrated set of work structures for human resource and payroll users.

Compensation and Benefits

Assignments

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

For example, suppose you want to define a special type of payment and make this
available only to employees who work at a particular location. In Oracle HRMS you use
a compensation element to represent the payment. You define the business rule as a link
between the element and the specific location. Then when you assign employees to the
location, they automatically become eligible for the payment.

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

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

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

Shared Information in Oracle HRMS

For all Oracle HRMS applications, you enter and maintain the same fundamental
information about your structure and operations, your workforce and their assignments
and employee compensation and benefits. You then add the specialized information
you need specifically for human resources, or payroll management or benefits
administration.

Common Information

The common core of fundamental information used for human resources, payroll and
benefits administration includes:

*  Your operational basics:

e Payrolls with their calendars and pay periods
® Currencies and methods of payment you use

* Your organizational structure:

* Internal organizations, such as companies, divisions, departments, work
groups, or production team

¢ External organizations of key importance to you, such as employment agencies,
tax authorities, or union headquarters

* Organization location information, including addresses and telephone numbers
* Hierarchies showing the relationships between your organizations
* Any grade and grade scale structures you use
*  Your workforce essential personal information, such as:
¢ Name and address
¢ Marital status
e Birth date
¢ Nationality

¢ Ethnic origin
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e Your workforce current work statuses, such as:

® Active assignment
¢ On maternity leave
¢ Terminated
* Your employees' assignments to:
* Internal organizations

® (Grades, or grades and grade steps

Jobs, or jobs and positions

Salary bases for quoting pay, such as hourly or annual

Payrolls
*  Your contingent workers' assignments to:
® Supervisory details
¢ Assignment rate types and assignment rates
* Supplier details
¢ Elements of your employees' pay and benefits:
e Earnings such as salary, wages, commissions, bonuses, allowances

*  Employer charges such as employer contributions to legislatively-mandated or
private insurance or pension plans

® Deductions such as contributions for union dues or employee stock purchase
plans

*  Nonpayment benefits such as vacation time or a company car

Shared Windows in Oracle HRMS

While many of the windows in your system relate exclusively to the human resources,
payroll or benefits functions, some include information relevant to more than one
function. These latter windows are shared windows.

Shared windows can include some information fields relevant to both human resources
and payroll users, and other fields for information specific to either human resources or
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payroll users but not both.

Using Shared Windows

You can control the use of fields on shared windows by the value your system
administrator gives to each user or responsibility for the HR:User Type profile option.
The three valid values are:

¢ HR with Payroll User
e HR User

e Payroll User

Users with an HR User profile
These are restricted in their use of fields on certain windows. In particular they:
¢ Do not see certain fields on the Element window, which are only required if you are

processing elements

e Cannot assign employees to a payroll if both Oracle Payroll and Oracle Human
Resources are installed

Also, in all legislations, apart from the US, they:

¢ Do not see the Statutory Information field in the Payroll window

e Cannot adjust element entry Pay Values

How to Use Your Documentation and Online Help

The Oracle HRMS online help is organized in the navigation tree by functional groups,
such as enterprise and workforce management, payroll, and talent management. The
Oracle HRMS guides mirror this organization. A summary of the contents of each
Oracle HRMS guide appears below.

Oracle HRMS Implementation Guide

The Oracle HRMS Implementation Guide identifies tasks you need to perform after

installing the HRMS applications and before making them generally available to your
users. It includes:

¢ Descriptions of post-installation utilities

® A general implementation checklist to help you identify the Oracle HRMS functions
you want to implement
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¢ Implementation flowcharts to guide you through the implementation of all major
functional areas

¢ Technical essays that explain some fundamental aspects of Oracle HRMS

Oracle HRMS Configuring, Reporting, and System Administration Guide

The Oracle HRMS Configuring, Reporting, and System Administration Guide describes how
to configure the application to meet your requirements. Tasks it addresses include:

* Controlling user access to data and functions
® Auditing changes to Oracle HR data

¢ Downloading Oracle HR data to generated Microsoft Excel or Word documents on
the desktop using Web ADI

¢ Generating letters

* Adding fields to windows and defining additional information for existing fields
e Setting up user tables and lookups

¢ Extending user types and statuses

¢ Using and configuring predefined alerts

* Customizing form processing using custom code

e Enabling context-sensitive links to web pages and information provider web sites
¢ Defining task flows by linking windows in an appropriate order

¢ Using the People Management Configurator to design windows

¢ Defining different versions of windows using CustomForm

Oracle HRMS Enterprise and Workforce Management Guide

The Oracle HRMS Enterprise and Workforce Management Guide describes how to define
and manage the infrastructure of your enterprise in Oracle HR. Tasks it addresses
include:

¢ Defining and classifying organizations

¢ Defining locations
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Enabling the automatic creation of HR organizations

Defining and managing jobs and positions

Defining and managing hierarchies of organizations and positions
Posting and routing transactions

Reorganizing the workforce

Estimating and managing HR budgets

Defining and managing people types and employment groups

Setting up employment agreements and complying with legal requirements

Oracle HRMS Workforce Sourcing, Deployment, and Talent Management Guide

The Oracle HRMS Workforce Sourcing, Deployment, and Talent Management Guide
describes all aspects of workforce management and development in Oracle HR. Tasks it

addresses include:

Recording and maintaining personal information about employees, applicants,
contingent workers, and contacts

Creating and maintaining contracts

Recording and maintaining information about an individual's assignment to an
organization, job, or position

Setting up self-service information for individuals

Terminating employment and placements

Reporting on the workforce

Defining and measuring workforce competencies and qualifications
Planning careers and succession

Matching workers to opportunities

Evaluating and appraising the workforce

Oracle HRMS Payroll Processing Management Guide
The Oracle HRMS Payroll Processing and Management Guide describes all aspects of
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payroll definition and implementation in Oracle HR. Tasks it addresses include:

Setting up and managing payrolls
Defining payment methods and payslip contents
Defining and processing statutory deductions, and reporting on those deductions

Running the payroll, performing post processing on a successful payroll, and
correcting an unsuccessful payroll

Running a payroll for an individual employee using the QuickPay process
Applying retrospective changes to the payroll using the RetroPay process
Making payments in advance

Identifying underpayments and overpayments

Correcting payrolls using retries, reversals, and rollbacks

Oracle HRMS Compensation and Benefits Management Guide

The Oracle HRMS Compensation and Benefits Management Guide describes all aspects of
compensation management in a modern enterprise. It supports both Standard Benefits
(included in Oracle HR) and Oracle Advanced Benefits (OAB). Tasks it addresses
include:

Defining and processing the components of a compensation and benefits package

Defining and managing the policies and business rules that govern allocation of
compensation and benefits to employees

Reporting on compensation and benefits in the enterprise

Designing and managing your benefits plan, and defining eligibility requirements
Implementing grade-related compensation packages

Setting up compensation and awards programs

Managing leave and other types of absence

Managing life events, setting up flexible benefits programs, and managing
participation
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Oracle HRMS FastFormula User Guide

Oracle FastFormula is a simple way to write formulas using English words and basic
mathematical functions. Oracle FastFormula performs calculations or comparisons on
data taken from a window, a database, or a process, and returns values or messages.
The Oracle HRMS Fast Formula User Guide describes:

* Techniques for writing formulas
® The supplied sample formulas

e How to write formulas for specific purposes

Oracle HRMS Deploy Self-Service Capability Guide

Oracle Self-Service Human Resources (Oracle SSHR) enables workers and managers to
participate in HR activities using a web browser. Oracle SSHR has simple, intuitive
navigation and configurable user assistance integrated with the user interface. The
Oracle HRMS Deploy Self-Service Capability Guide describes how to implement, extend,
and manage Oracle SSHR. Tasks it addresses include:

e Setting up SSHR

¢ Using generic and function-specific configuration options

* Controlling user access to data and functions

* Using the supplied workflows and configuring them using Workflow Builder

e Personalizing the SSHR page layouts

¢ Implementing approval mechanisms for transactions carried out by SSHR users

* Using SSHR for all HR tasks

Oracle HRMS iRecruitment Implementation Guide

Oracle iRecruitment is an online recruitment system that enables you to manage all
recruitment activities using a single self-service interface. The Oracle HRMS iRecruitment
Implementation Guide describes how to implement and manage Oracle iRecruitment.
Tasks it addresses include:

®  Setting up Oracle iRecruitment
* Using configuration options

* Controlling user access to data and functions
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® Personalizing page layouts
* iRecruitment functions
¢ Extending iRecruitment

¢ Reporting on the recruitment process

Oracle HRMS Deploy Strategic Reporting (HRMSi) and Strategic Reporting (HRMSi) User
Guide

Oracle HRMSi provides a web-enabled suite of strategic reports that provide
summaries and details of HRMS application data. It also provides the tools to enable
you to create your own reports.

Oracle HRMS Deploy Strategic Reporting (HRMSi) provides instructions and checklists for
implementing the HRMSi modules:

* Discoverer Workbooks and End User Layer (EUL)
¢ Discoverer Analytics Reports (for business analysts)

e Performance Management Framework (for assessing enterprise performance using
Key Performance Indicators (KPIs)

¢ Data Warehouse
¢ HTML Reports
¢ Daily Business Intelligence for HRMS

The Strategic Reporting (HRMSi) User Guide explains how the information in each type of
report is derived, identifies the types of business questions the reports can address, and
describes report parameters. It is organized by functional area, such as Leave and
Absence Management, Recruiting and Hiring, and Learning Management.

Getting the Most out of HRMS Online Help

This topic explains how to use HRMS online help, and how to get the most out of it.

Accessing the Online Help

There are two ways of accessing the online help:

*  While you are using a window in the Professional User Interface, click on the Help
button - this displays the context-sensitive help for that topic.
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e While you are browsing through the online help, selecting topics from the left hand
navigator, rather than from the Help button in a context-sensitive window.

Obtaining Online Help for Your Localization

When you click on the Help button in a window, you should see the help topics that are
specific to your localization. If you do not see your local topics, ask your system
administrator to check that the Help Localization Code user profile is set to the correct
code for your HRMS responsibility. For example, US is the correct code for the United
States localized help.

For a list of all help localization codes, see: Help Localization Code, Oracle HRMS
Configuring, Reporting, and System Administration Guide

Consistent Arrangement of Information

We arrange our information by functional area rather than strictly by product, and you
can see this organization of material applied consistently in all our documentation and
curriculum.

Our functional areas are:

¢ Enterprise and Workforce Management - which includes details about work
structures for organizations, locations, jobs and positions, as well as details about
budgeting and costing. This area also includes details about person types and
assignment statuses, as well as information about managing your employees and
contingent workers.

*  Workforce Sourcing and Deployment - which includes details about iRecruitment
and recruiting using HRMS.

e Talent Management - which includes details about Training Administration and
iLearning, as well as competence management, and career and succession planning.

¢ Compensation and Benefits Management - which includes details about defining
earnings, deductions, grades, compensation and awards, and benefits programs for
savings, pensions, health and welfare. This area also includes leave and absence
management.

e Payroll Management - which includes details about defining payroll groups and
types of payment, setting up taxation rules, running the payroll processes for each

stage of the payroll cycle, and analyzing the results of the payroll process.

¢ Time Management - which includes details about defining work schedules and
applicable rules, and managing time entry for your workforce.

* Human Resources Information Systems - which includes details about security and
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audit, as well as desktop integration for your HR management system. This area
also includes the common information on configuring SSHR and HR Intelligence
for all functional areas, and information about common interface configurations
such as System Extract, BEE, Data Pump, and Payroll Backfeed.

Because we use this same arrangement of information in all documentation and
curriculum, you should find it easier to locate the information or training you need. For
example, if you want to find out about budget management, you would start by looking
at the Enterprise Management section in the online help, or in the Enterprise
Management curriculum for training.

Information Types are Common to All Functional Areas

Whichever functional area you use, you can expand the left hand navigation by clicking
on a topic that interests you, such as Enterprise Modeling. You'll see the following
arrangement of information for every topic, enabling you to access the type of
information you require quickly and easily.

¢ Enterprise Modeling (Contains the Overview information type)
¢ Requirements (The Requirements information type)

® Sub grouping of related Enterprise Modeling topics (Detailed information, key
concepts).

¢ How To's (Procedural information types)

Overviews in HRMS Online Help

The Overview information type identifies the key terms and concepts that you and
other users need to know about, and explains why you need to know them. This
explanation also includes any Oracle-specific terms such as 'elements’, 'date track’ or
'events'.

Presenting these terms in the overview helps explain what you can do, why you'd want
to set up some features, and so on. It helps you to get the most out of the product
functionality. The overview also helps set the scene so you can see what you need to
read (or ignore), how the subsequent topics fit together, and what you can expect to get
from the feature.

Your Business Needs in HRMS Online Help

The Requirements information type uses a question and answer format to explain how
the feature meets your business needs. For example, "Can you associate salary changes
with performance reviews?", "Can you create any type of training event?" and so on.
This explanation of the feature helps you to identify whether the feature or functionality
meets the needs of your enterprise.
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The Requirements information type does not explain how the feature works, but
instead explains what the feature does, what business problems it solves, and
showcases why you might want to use it.

Detailed Information in HRMS Online Help

We then break down any key terms, concepts or Oracle terms identified in the overview
to provide you with further information before you go ahead and use the application.
Typically, we include explanations of structures you need to set up, or options you
might want to adapt the feature to the needs of your particular enterprise.

Procedural Information in HRMS Online Help

We also provide procedural information to enable you to perform a specific task. This
grouping of information is referred to as a "How To". For example, "How to create an
organization", or "How to schedule an event". You might also need to refer to a process
topic to identify where a procedural task fits into the broader picture.

If you access the online help from a window, context-sensitive help displays a page that
lists all the tasks you can perform in the active window, including which reports or
processes you can run. You select the item that is of the most interest to you, and the
online help then displays details about the task that you selected.

Searching for Information in HRMS Online Help
Finding Topics Easily

If you are searching for an exact sequence of words as described in a topic title, include
them within parentheses when you launch the search. For example, if you are looking
for a topic called Payroll Runs and Processes, enter your search query as "Payroll Runs
and Processes" rather than Payroll Runs and Processes.

Using Advanced Search

A search normally operates across all Applications products. However, to provide a
more precise set of search results, you can restrict your search to Human Resources
only. To do this, select Advanced Search and then select Human Resources from the
drop-down list of products, Note that the Human Resources product selection enables
you to retrieve help topics for HR, Payroll and Benefits.

Multilingual Oracle HRMS

Oracle HRMS enables you to manage information in a wide variety of languages. To
help you enter and retrieve information in the language of your choice, HRMS provides
you with the following features.
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Multiple Addresses Styles

Every country has its own address style, for example in Italy you can enter the province
and in Malaysia you can enter the region. Oracle HRMS enables you to select the correct
country address style.

See: Changing Default National Address Styles, Oracle HRMS Configuring, Reporting,
and System Administration Guide

National Identifiers
Each country has its own method of identifying its citizens. For example, in the UK it is
the National Insurance number, in the US it is the Social Security number, and in
Canada it is the Social Insurance number.

For supported localizations you can select the correct national identifier for your site
and then check on entry that identifiers have the correct national format. For example,
in the UK the format is 'AADDDDDDA', where A is a letter and D is a digit, while in
Canada it is DDD DDD DDD.

If your localization is not supported, you can define your own validation.

Dates and Numbers
Oracle HRMS enables you to enter dates and numbers in any format and then translates
this into the national format supported by your legislation. For example, you do not
have to enter a date in a prescribed format such as DD/MM/YYYY. You can enter the
date how you want, and HRMS automatically configures it in the national format
defined for your site.

Similarly, you do not have to enter numerical information in a prescribed format. For
example, US usage has previously required the format 1,000.0 whereas German usage
has required the format 1.000,00. You can now enter the number without explicit
formatting, as the correct format for your site will be automatically configured.

Translating Information

Oracle HRMS enables you to install additional languages on top of your base or source
language. You can then enter information in key fields in your additional languages
using the Translations window. This is accessed by choosing the Translation icon on the
toolbar, or by choosing the View > Translations menu option. The translated
information you enter is then used if you print reports or log on to Oracle HRMS in this
language.

HRMS windows where the Translation icon is available are:

* Organization

e Location

1-22 Oracle Human Resources Management Systems Enterprise and Workforce Management Guide (US)



Person Types

Assignment Statuses

Element

Input Values

Balance

Organizational Payment Method
Element Classifications

Absence Attendance Type

See: Creating Translations for a Record, Oracle Applications User’s Guide

The following fields are also translatable, and the Translation icon appears in windows

where you can update these fields:

Competence aliases, descriptions and behavioral indicators
Rating scale names and descriptions

Rating level names and behavioral indicators

Qualification details

Position posting descriptions, security requirements, and amendment information

The following fields are partially translatable:

Job names
Grade names
Competence names

Position names

Only those parts of the key flexfield name that are derived from value sets appear in
translation, using the translated values for the value sets. Value sets can be translated

using the Translations window.

Note: The translation of the value set must be available before the
flexfield is created, otherwise the translation does not appear in the
field name.
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Multilingual Reports

Oracle HRMS enables you to print HRMS reports in the languages of your choice.
Depending on the type of report, Oracle HRMS either:

¢ Enables you to select the language in which to print the report

e Prints the report in the language, or set of languages, depending on the report
parameters you select

See: Multilingual Reporting, Oracle HRMS Configuring, Reporting, and System
Administration Guide

Managing Change Over Time

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

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

To manage the changes to your enterprise, information within your enterprise is either
dated or datetracked.

Dated Information

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

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

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

Oracle HRMS does not permit you to assign your workers to structures on dates earlier
than their Date From, or later than their Date To. Similarly, the system protects you
from building eligibility rules for compensation and benefits based on work structures
that have not yet gone into effect, or are out of date.

Consider using a fixed date, such as 01-JAN-1901 as the start date for all your initial
work structures. By choosing a date like this you can immediately identify all of your
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implementation definitions. You should use accurate dates for all subsequent
definitions.

Dated Versions of Hierarchies

DateTrack

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

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

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

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

You can enter datetracked information or make changes to it at any time. When you set
an effective date for your work, DateTrack ensures that only information effective on
that day is used for any processing, validation, and reporting you carry out. When you
make a change, you can choose whether it is a correction to the last update or a new
update to be recorded in the history of the record. You can use DateTrack History to
view a report of every update ever made to a record.

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

Effective Date Reminder

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

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

¢ Always
* Never
e Not Today
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The Not Today value causes the reminder to appear when you navigate to a window
where you can change datetracked information and your effective date is not today's
date.

You can set the value of this profile option in the Personal Profile Values window.

Datetracked Information and History

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

Suppose you are viewing an assignment with an effective start date of 01-JAN-1999 and
no effective end date. This means that the assignment was created or last changed on 1
January 1999, and the snapshot information you are viewing is still valid. There have
been no changes to the assignment since 1 January 1999, and there are no future dated
changes.

To find out whether the assignment existed before 1 January 1999, you should use
DateTrack History.

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

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

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

Example of Correction Versus Update

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

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

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

You cannot create a record and then update it on the same day. If you try to do this,
Oracle HRMS warns you that the old record will be overridden, and then changes
Update to Correction. This is because DateTrack maintains records for a minimum of a
day at a time.

Future Updates

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

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

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

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

DateTrack Date Security

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

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

® Future: You can change between today's date and any future dates.
® Past: You can change between today's date and any past dates.

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

DateTrack Deleting Options

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

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

Purge: This totally removes the record from your database.
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If there are any future updates to the record after your effective date, Oracle HRMS may
prompt you with another two options:

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

Next: This removes the next future update to the record. It then resets the current
snapshot's end date to the end date of the deleted update.

You do not always see all of these options when you choose to delete. Some windows
do not allow all four operations.

Setting Your Effective Date

When you log on to Oracle HRMS, your effective date is always the current date.

Note: If you set the profile option DateTrack:Login Date with a value
the effective date will default to this date instead of the current date.

To view information current at another date, or to make retrospective or future-dated
changes, you need to change your effective date.

To set your effective date:

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

The Alter Effective Date window opens.

2. Enter a new effective date and choose OK.

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

Note: In certain special cases, when you change your effective date
on a subsidiary window, Oracle HRMS returns you to the previous
window, and you may have to re-query the records you want to
view or update. This protects the integrity of these records.

So long as your effective date remains different from the server date, it is displayed
in the title bar of every window.
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Removing an End Date

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

To remove an end date:

1.

Set your effective date to the day the record ends.
Choose Delete Record from the Edit menu.

Choose the DateTrack delete option Next. This removes the next change to the
record, which is the end date. Save your work.

Viewing the History of Datetracked Information

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

Note: In the second window of the DateTrack History window the
From Date and To Date values are not queried directly from the
Effective date fields. They are derived values, based on the other
displayed columns in the Full History window. Where the other
displayed columns values are the same between adjacent database rows
then they are merged together into one displayed row. This feature
enables you to see the data values for the fields you are interested in
and when they have actually changed. The displayed rows are
recalculated when the list of fields to be displayed is changed.

To view DateTrack History:

1.

Choose the DateTrack History icon from the Toolbar.
The DateTrack History Change Field Summary window opens. Each row shows

which fields were changed on the From date.

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

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

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

See: Customizing the Presentation of Data in a Folder, Oracle Applications User’s
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2

Organization Structures

Organization Structures Overview

Oracle HRMS provides you with organization management functionality to represent
the operating structures of your enterprise.

Representing Organization Structures Using Oracle HRMS

Using the Configuration Workbench for your implementation, you can configure the
Oracle eBusiness Suite of applications to represent the management and operating
structures of your enterprise.

The Configuration Workbench delivers an integrated configuration management toolset
for HR systems and assists in the evaluation, configuration, deployment, and
maintenance of HR applications. The workbench uses a configuration interview, to
review the decisions and operational questions you make about setting up your
enterprise using Oracle HRMS.

The Configuration Workbench configuration process suggests a combination of
business groups and organizations to satisfy your integrated legal, financial,
organization and employee management needs using Oracle HRMS. The suggested
combination of business groups and organizations uses one of the following
configuration models:

* A single operating company working within the legislative rules of a single
country.

* A single operating company working within the legislative rules of multiple
countries.

* Multiple operating companies working within the legislative rules of a single
country.

®  Multiple operating companies working within the legislative rules of multiple
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countries.

These configuration models define the basic information model to represent any
enterprise. You can add other location and internal work structures that represent your
internal organization or reporting structures for specific legal, personnel, and financial
management requirements.

Managing your Work Structures Using Graphical Charting Capabilities

You can plan and implement new working structures ahead of time using graphical
charts. The hierarchy diagrammer enables you to create organization and position
hierarchies to reflect reporting lines and control access to information in your
enterprise. See:

* Organization Hierarchies, page 2-88
e Position Hierarchies, page 3-1

The hierarchy diagrammers use the same security model as the other windows in
Oracle HRMS and access to them is restricted by your responsibility.

Reporting on Organization Structures

Oracle HRMS and Oracle HRMSi enable you to produce several reports to satisfy the

statutory requirements for your legislation and meet your business analysis needs. For
example:

¢ Oracle HRMS enables employers in the U.S. to generate reports to comply with the
VETS-100 government reporting requirements. The report lists the number of
special disabled and Vietnam era veterans a U.S. enterprise employs in each of the
nine job categories.

® Oracle HRMS provides you with a standard organization hierarchy report to view
the relationships between organizations and their managers within a hierarchy.

¢ Oracle HRMSi offers the Organization Separation Report to investigate the

performance of your best and worst organizations based on the workforce changes
in an organization.

Reporting Costs for Your Organization Structures

With the Oracle eBusiness suite of applications, you can automatically create HR
organizations to corresponding company cost center combinations that exist in your GL
account combinations. You can use the management reporting functionality in Daily
Business Intelligence (DBI) to report on financials information, such as the costs,
revenues, and expenses for your organization structures.
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Key Concepts

To effectively use Oracle HRMS for organization management, see:
Key Concepts for Representing Enterprises, page 2-6

Organization Classifications, page 2-12

Extending the Enterprise Framework, page 2-8

Configuration Models for Your Enterprise Framework, page 2-24
Locations, page 2-69

Organization Hierarchies, page 2-88

Defaults for the Business Group, page 2-29

Internal Organizations and Cost Centers, page 2-75

Organization Structures

Oracle HRMS can represent all the components of your enterprise. You can record the
physical locations where your employees work and all the different departments and
sections that make up your enterprise. You can even record information about other
organizations you work with, such as recruitment agencies or tax authorities.

See: Extending the Enterprise Framework, page 2-8
You can view and edit hierarchy diagrams for organizations and positions using:

¢ The Organization Hierarchy Diagrammer

¢ The Position Hierarchy Diagrammer

How do you represent your enterprise as an employer?

You can use the GRE/Legal Entity and Employer organization classifications to
represent the employer in each country you do business. If you use the Configuration
Workbench to set up your organization structures, then an employer organization is set
up in each country your enterprise operates.

In US and Canada, how do you manage government reporting?

Oracle HRMS enables you to set up one or more Government Reporting Entities (GREs)
within each of your Business Groups. GREs represent an employer the government
recognizes as being responsible for paying employees and for filing a variety of reports
that government agencies require. If your enterprise has a single Employer
Identification Number from the Internal Revenue Service, your Business Group and
GRE are the same organization.
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For Canada, you also need to set up Provincial Reporting Establishments (PREs). GREs
and PREs represent an employer the governments recognise as being responsible for
paying employees and for filing a variety of reports. There must be a GRE for each
Business Number that the Canada Revenue Agency (CRA) assigns to an employer.
There must be a PRE for each Quebec Identification Number that the Ministere du
Revenu assigns to an employer. If your enterprise has a single Business Number from
the CRA and a single Quebec Identification Number, your Business Group, GRE and
PRE are the same organization.

How do you represent the structure of an enterprise?

Oracle HRMS enables you to build a model of your enterprise showing all the reporting
lines and other hierarchical relationships. You can set up reporting hierarchies reflecting
all the reporting lines in your enterprise, as established in organization charts.

The Configuration Workbench creates an enterprise structure that suits your
operational (management and reporting), and geographical requirements. You can use
the enterprise structure the workbench sets up as the basic infrastructure of your
company. Once the basic structure is set up, you can define further locations and
organizations and add them to your organization hierarchy.

Do | need to run a separate program to create hierarchy diagrams?

No. The hierarchy diagrammers are standard Oracle HRMS windows, with the addition
of a graphical area. They work together with the Organization Hierarchy window and
Position Hierarchy window so you can create basic hierarchies using these windows
and then make intuitive drag-and-drop changes using the diagrammers.

Any changes made using the hierarchy diagrammers are reflected in the hierarchy
windows, and are saved in your database.

Can | create multiple versions of a hierarchy, and model different business scenarios?

Yes. You can use the diagrammers together with the organization and position
hierarchy windows to:

* Create new versions of existing hierarchies
* Create copies of existing hierarchies

® Create future-dated hierarchies to prepare for reorganizations in advance

Can | print the graphical versions of the hierarchies?

Yes. You can print pictorial representations of organization and position hierarchies.
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Can | create hierarchies that contain organizations from multiple business groups?

Yes. If you have the appropriate security access to more than one business group, you
can include organizations from more than one business group in your hierarchy.
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Organizations

Key Concepts for Representing Enterprises

You represent your enterprise using key organization structures in Oracle HRMS. These
structures provide the framework so you can perform legal reporting, financial control,
and management reporting. You can set up these organization structures yourself, or
use the Configuration Workbench.

The Configuration Workbench delivers an integrated configuration management toolset
for HR systems and assists in the evaluation, configuration, deployment, and
maintenance of HR applications. The workbench suggests a basic structure of
organizations for your enterprise based on configuration models.

See: Configuration Models for Your Enterprise Framework, page 2-24

Once the basic enterprise structure is set up, you add the additional organizations and
locations that exist in your enterprise. You define the internal organizations that
represent your internal divisions and departments, and you define the external
organizations that represent the organizations outside of your enterprise. For example,
you can set up an external organization to represent the tax office for which your
enterprise uses for reporting purposes.

You can use organizations to represent many levels of your enterprise, from the highest
level of organization that represents the whole enterprise, to the lowest level of
organization that represents a section or department.

See: Extending the Enterprise Framework, page 2-8
See: Organization Classifications, page 2-12

See: Setting Up Organizations, page 2-34

Business Group

The business group represents a country in which your enterprise operates. You create
it as an organization in Oracle HRMS, but it does not represent a specific organization
within your enterprise structure, and you do not include it in your organization
hierarchies. A business group enables you to group and manage data in accordance
with the rules and reporting requirements of each country, and to control access to data.

The critical factors for deciding when to use a separate business group, or an
international business group, are based on the following factors:

¢ If you use Oracle Payroll

® The number of people you employ in a country
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e If you require legislative support for Oracle HR

Generally the laws are so different in each country that to be compliant, there must be a
different business group for each country in which an enterprise has employees.

Operating Company
An operating company represents a division or line of business within your enterprise

that is legally registered for reporting in at least one country. An operating company is
a holding company, a company within a company.

Ultimate Legal Entity

The ultimate legal entity represents the enterprise, and typically, the enterprise is the
highest (global) level of a business organization. The ultimate legal entity is the parent
company or organization for all its subsidiaries and divisions. Oracle HRMS represents
the ultimate legal entity with the GRE/Legal Entity organization classification.

Legal Entity/Employer

A legal entity represents the designated legal employer for all employment-related
activities. The legal authorities in a country recognize this organization as a separate
employer. In an organization hierarchy, a legal entity may report to an operating
company or to the ultimate legal entity.

A legal employer is a legal entity that is responsible for employing people in a
particular country. Therefore, if you employ people in a country, then you must have at
least one organization classified as a legal entity and a legal employer.

The Configuration Workbench classifies an organization as a GRE/Legal Entity where
your enterprise operates in a country, and classifies it as an Employer if you employ
people in that country also. For example, you can have a legal entity in a country where
you do business, but do not employ people in that country.

Consolidated Legal Entity

A consolidated legal entity acts on behalf of multiple operating companies that are not
legally registered, or simply on behalf of the enterprise in a country. You typically use
the consolidated legal entity for when you have multiple operating companies in your
enterprise, but for the purposes of consolidation, you group the information into one
organization. For management reporting purposes, the organizations below the
consolidated legal entity in an organization hierarchy, such as, your departments and
sections, can report to any organization in the enterprise. However, for legal reporting
purposes, they report up to the consolidated legal entity.

For information on how to model your enterprise using the key organization structures,
see: Configuration Models for Your Enterprise Framework, page 2-24

Organization Structures 2-7



Extending the Enterprise Framework

After you or the Configuration Workbench has set up your basic enterprise framework,
you can extend it by setting up the additional organization structures that exist for your
enterprise. You use internal organizations to represent the internal divisions or
departments, and external organizations to represent the organizations outside of your
enterprise for reporting or third-party payment purposes. External organizations can
appear in your organization hierarchies together with internal organizations, and are
defined in the same way.

See: Key Concepts for Representing Enterprises, page 2-6

You use classifications to define the purpose of an organization, see: Organization
Classifications, page 2-12

Basic Enterprise Structure

The following diagram demonstrates a basic enterprise structure, based on the multiple
operating companies in one country configuration model. You generate the essential
framework of your enterprise using the configuration model that suits your enterprise.
The Configuration Workbench defines the basic structure of organizations in your
enterprise and places them in an organization hierarchy.

See: Key Concepts for Representing Enterprises, page 2-6
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Basic Enterprise Structure

US Business Group

Enterprise

Ultimate Legal Entity

Company 1

Company 2

Company 3

Legal

| |
Legal Legal Legal
I Employer \ I Employer | I Employer

Company 4

The preceding diagram displays an enterprise based in the U.S. with four separate
divisions represented by Companies 1 - 4. The Legal Employers are responsible for
employing people and represent the designated employers for all employment-related

activities.

The following diagrams are examples of how you can set up and include additional
internal and external organizations in your organization hierarchy. Each diagram uses a
separate legal employer to explain how you can set up different organizations for
different purposes. You can, however, use the same legal employer for each type of
setup. You will probably use a combination of the following examples.
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Reporting Structures Organization Setup

Legal
Employer
Department Department
Section Section Section

The organization setup in the preceding diagram represents a simplified structure of the
different levels of management reporting. If your management reporting structures and
your enterprise's costs are the same, then you can use roll-up reporting capabilities. For
example, if you associate a cost center to an HR organization, you can record the payroll
costs of the employees assigned to that organization, and the organizations below it in
the hierarchy.

See: Internal Organizations and Cost Centers, page 2-75

You can also represent multiple or matrix reporting relationships by setting up one of
more organization hierarchies. The organizations you set up can appear in one or
several different hierarchies. The Configuration Workbench enables you to add new
organizations on top of the basic enterprise structure using worksheets. You can then
use the hierarchy diagrammers in Oracle HR to add or change the reporting lines.

See: Moving Organizations or Positions in a Hierarchy, page 2-103
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Benefit Providers and Workers Representation Organization Setup

Trade Union

Bargaining
Unit

Legal
Employer

Medical/Health
Provider

Pension
Provider

Department

Section

You can set up organizations to represent the benefit providers that supply benefits to

the people in your enterprise. For example, in the preceding diagram, a pension

provider and a medical/health provider are set up as external organizations in the
business group. This set up provides your workforce in the Department and Section
organizations with the opportunity to make pension contributions and receive medical
cover from the benefit providers.

A trade union and bargaining unit are also set up as external organizations in the
business group. These organizations represent the workers' representative bodies.

For more information on the classifications you can choose for your organizations, see:
Organization Classifications, page 2-12
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Government Reporting Organization Setup

i
1
i Social
i —1  Insurance
i Provider
Establishment for Legal
Government Reporting Employer
Tax Office
| |
Department Section

Using the preceding diagram as an example, you use external organizations to
represent the government reporting offices outside of your enterprise, such as social
insurance providers, tax offices, and establishments. Linking the external organizations
to your internal organizations enables:

* Your workforce to inherit the information that the external organizations provide.

*  You to efficiently record all of the government reporting details at the legal
employer level, rather than at the person level.

* You to meet statutory reporting requirements.

Organization Classifications

Organization classifications define the purpose of an organization and its functionality
within Oracle HRMS. The classifications you assign to an organization control the
additional information you can set up at the organization level. The Configuration
Workbench automatically assigns the appropriate classifications to the organizations it
creates.

For more information on the key organization structures you use to represent your
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enterprise, see: Key Concepts for Representing Enterprises, page 2-6

You can define one organization with multiple classifications or you can define separate
organizations to represent different types of entity. For example, you can classify an
organization as a legal entity as well as an HR organization if it's the same organization.
If they are different, then you create two organizations.

Note: Oracle HRMS enables you to install your own additional
information types for classifications.

You can select the following classifications in the Organization window, depending on
your legislation:

All Legislations

All legislations can use the following classifications:

* Business Group: Use this classification to group, manage, and control access to
data in accordance with the rules and reporting requirements of a country.

® Operating Company: An operating company represents a division or line of
business within your enterprise that is legally registered for reporting in at least one
country.

* GRE/Legal Entity: Use this classification to represent the following organizations:

¢ Ultimate Legal Entity: this represents the enterprise, and typically, the
enterprise is the highest (global) level of a business organization.

* Legal Entity: this represents the designated legal employer for all
employment-related activities. The legal authorities in a country recognize this
organization as a separate employer. In an organization hierarchy, a legal entity
may report to an operating company or to the ultimate legal entity.

* Consolidated Legal Entity: this organization acts on behalf of multiple
operating companies that are not legally registered, or simply on behalf of the
enterprise in a country.

¢ Employer: Use this along with the GRE/Legal Entity classification to define an
organization as a legal entity that is responsible for employing people in a
particular country.

For Chinese users only: Your organization hierarchy must contain at least one GRE
with corporate and employer information. Statutory reporting requires this
information.

For Indian users only: Your organization hierarchy must contain at least one GRE
with income tax, challan bank, tax declaration and representative details. This
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information is used for statutory reporting.

¢ HR Organization: Use this classification for all organizations to which you want to
assign employees and contingent workers.

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

¢ Bargaining Association: Use this when defining an organization that is involved in
negotiating a collective agreement. A bargaining association could be any
organization representing the employees in negotiations, for example a trade union.
The UK legislation also enables you to select a bargaining association in the Union
Processing window to set up a union element.

¢ Representative Body: Use this when defining a representative body. This may be a
body defined in legislation, such as a European Works Council, or may be defined
by the employer, such as a Sports and Social Club.

¢ Disability Organization: Use this when defining an external organization with
which employee disabilities are registered.

¢ Medical Service Provider: Use this when defining an organization that provides
any medical services, such as medical assessments, to the people in your enterprise.

* Constituency: Use this to define a constituency to group together workers eligible
to vote for particular elections.

¢ Company Cost Center: Use this to define organizations in Oracle HRMS that map
to cost centers in Oracle GL. You can set up your application so that whenever a
cost center is defined in GL, a corresponding organization with this classification is
defined automatically.

* Professional Body Information: Use this to define an organization that is a
professional body. Organizations with this classification are available to assign to
people in the Qualifications window.

® Operating Unit : Use the operating unit organization classification if you also use
Multi-Org applications. You can associate an operating unit with an HR
Organization. The application uses the HR Organization to find the operating unit
to which a person belongs.

US Legislation

The US legislation can use the following classifications:
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UK Legislation

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

e Parent Entity: Use this when defining an organization to be included at the top
level of an establishment hierarchy. You can then use the hierarchy when
producing certain reports for government agencies.

If you are assigning this classification to a Business Group, you must assign it to
your default Business Group, that is the one defined in your security profile. If you
do not, then your data will not be visible when you attempt to create your hierarchy
in the Generic Hierarchy window.

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

The Federal legislation can also use the Beneficiary Organization classification.

The UK legislation can use the Education Authority classification to define a Local
Education Authority (LEA) that is responsible for education within that council's
jurisdiction.

Canadian Legislation

The Canadian legislation can use the following classifications:

* Provincial Medical Carrier: Use this to define a medical carrier for a province.

* Provincial Reporting Establishment: Use this to represent employees in the
province of Quebec.

French Legislation

The French legislation can use the following classifications:

¢ Company: records one or more companies in your business group. A company is a
legal entity registered to "Registre du Commerce et des Societes". You must have at
least one company.

¢ Establishment: identifies the organization that serves as the legal point of contact
for settling any disputes and manages the personal details of the workforce.
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Note: Do not classify an organization as both a company and an
establishment; create two separate organizations.

* URSSAF Center or ASSEDIC Center: specifies an external organization that is a
Social Security organization. You can select the organization when entering
additional organization information for an establishment. You can also select
URSSAF organizations when entering additional organization information for a
company.

* Insurance Provider or Pension Provider: defines an external organization that
provides insurance or pensions. You can select the organization when entering
additional organization information for a company or an establishment.

* OPACIF or OPCA: specifies an external organization that collects the company's
yearly training contribution.

¢ CPAM: identifies an external organization as a CPAM office. You can select the
organization when entering employment information in the People window.

¢ Public Sector Other External Organization: records details of the various types of
external organizations with whom public-sector companies deal. Be sure to create
organizations with this classification as external organizations.

* Grouping of Employers: identifies the employers (normally establishments) who
have decided to group together to make it easier to lend each other workforce and
also to list the employees, contingent workers, and employees on loan for an
establishment from that grouping in the Personnel Registry report.

* Tax Group: defines an external tax office.

Dutch Legislation

The Dutch legislation can use the following classifications:

¢ Dutch UWV Organization: Use this to indicate if your organization is a social
insurance provider. If you enable this classification, you can enter additional
information such as the type of provider in the Dutch UWV Organization window.

e  Dutch Tax Office: Use this to define an external tax office.

® Dutch Private Health Insurance: Use this to define an external organization that
provides private health insurance.

* Pension Provider: Use this to define an external organization that provides
pensions to your employees.
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German Legislation

The German legislation can use the following classifications:

Budget Plan Unit: Use this to define internal organizations for which you can use
for the budget plan structure. The budget plan structure defines the different levels
of positions in your enterprise, and the budget plan units represent the different
levels as organizations. You select which budget plan unit the position belongs to in
the Position window.

German Additional Second Pension Insurance: Use this to record information
about the contributions an organization makes to a second pension.

German Capitalized Life Insurance Provider: Use this to indicate if your
organization is a provider of German capitalized life insurance.

German Mandatory Health/Special Care Insurance Provider: Use this to indicate if
your organization is a provider of German mandatory health or special care
insurance. If you enable this classification, you can enter additional information
using the German Social Insurance Providers window.

German Mandatory Pension Insurance Provider: Use this to indicate if your
organization is a provider of German mandatory pension insurance. If you enable
this classification, you can enter additional information using the German Social
Insurance Providers window.

German Private Health/Special Care Insurance Provider: Use this to indicate if
your organization is a provider of German private health or special care insurance.
If you enable this classification, you can enter additional information using the
German Social Insurance Providers window.

German Public Sector: Use this to indicate if your organization is a public sector
organization. If you set this to yes then certain public sector specific windows and
fields are made available to you.

German Tax Office: Use this to indicate if your organization is a tax office. If you
set this to yes then you can enter additional tax office information using the Others
button.

German Unemployment Insurance Provider: Use this to indicate if your
organization is a provider of German unemployment insurance. If you enable this
classification, you can enter additional information using the German Social
Insurance Providers window.

German Voluntary Pension Provider: Use this to indicator if your organization is a
provider of German voluntary pensions.
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* German Work Incident Supervising Office: Use this to indicate if your
organization is a work incident supervising office.

* German Workers' Liability Insurance Providers: Use this to indicate if your
organization is a provider of German workers' liability insurance.

Hong Kong Legislation

The Hong Kong legislation can use the MPF Trustee Organization classification to set
up and enrol employees in an MPF Trustee. This classification allows you to record
details of the trustee and details of the scheme provided by the trustee.

Mexico Legislation

The Mexico legislation must use the legal employer classification to define the legal
entity. You can add additional organization information for your legal employer, if
needed.

Use the GRE/Legal Entity classification to define an organization that is recognized as a
separate employer by Social Security or other legal authorities. When you assign a
location to a GRE, and you have not already associated them with each other in the
generic hierarchy, HRMS will make the association for you.

Saudi Legislation

The Saudi legislation can use the following classifications:

* Saudi GOSI Office: Use this to represent the General Office of Social Insurance
(GOSI) which the employer is registered. The GOSI office requires employers to
make deductions for eligible employees and send all payments and reports to this
office.

¢ Saudi Employment Office: Use this to represent an office to which the employer
reports the status of its disabled employees.

Hungary Legislation
The Hungary legislation can use the following classifications:
e Draft Agency: Use this to represent an external defense organization to which you

send employee military service details.

¢ Company Information: Use this to represent the organization which is legally
entitled to hire employees.

e Pension Provider: Use this to indicate an external organization that provides
pensions to your employees.
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Spanish Legislation

The Spanish legislation can use the following classifications:

Korea Legislation

Work Center: Use this to define an internal organization that represents a facility
within your enterprise. You use these organizations for statutory reporting
purposes.

Section: Use this to define an internal organization that represents the place where
people work. You use these organizations for internal reporting purposes only.

Tax Office: Use this to indicate if the organization is an external tax office.

Tax Administration Office: Use this to indicate if the organization is an external tax
administration office.

Social Security Office: Use this to define a social security office as an external
organization. If you enable this classification, you can record the social security
office details.

Social Security Province Office: Use this to define an organization as an external
social security office. If you enable this classification, you can enter the social
security province office details.

Health Care Organization: Use this to define an organization as an external health
care organization. If you enable this classification, you can enter the insurance
company details.

The Korean legislation can use the following classification:

Indian Legislation

Business Place: Use this classification to define an organization as an employer to
which you assign employees. You set up information such as the registration
number, representative information, and the health insurance number for the
National Tax Service (NTS).

Your organization hierarchy should contain at least one GRE/Legal Entity (Tax
Organization) and Registered Company.

The Indian legislation can use the following classifications:

Registered Company: Records your company's Legal Name, Registration Number,
Corporate Identity Number, Permanent Account Number (PAN) of the company
and company's representative details.
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* Factory: Records your factory's Registration Number, License Number, National
Industrial Code, Production Commencement Date and factory's representative
details.

e Shops/Establishment: Records your shops/establishment's registration number and
representative details.

¢ Contractor Details: Records a contractor's details, work details, and representative
details. A contractor supplies contingent workers to an enterprise and can be either
an individual or an external organization.

* ESI Organization: Use this to define an external organization that provides
Employee State Insurance (ESI) to your employees. Records your Employee State
Insurance (ESI) organization's Challan Information, General Information and
Representative Details. You can have multiple ESI organizations and select an
employee's ESI organization in the Assignment window.

* Provident Fund Organization: Records your PF organization's PF challan
information, PF information, and PF representative details. You can have multiple
PF organizations and select an employee's PF organization in the Assignment
window.

* Professional Tax Organization: Records your Professional Tax organization's
information, Professional Tax Challan information, and Representative Details.
information. You can have multiple professional tax organizations and select an
employee's professional tax organization in the Assignment window.

Polish Legislation

The Polish legislation can use the following classifications:

¢ PL SII Branch: Use this classification to represent a local branch of the Social
Insurance Institute (SII), a public organization that deals with the social insurance
benefits, such as sickness allowance, maternity allowance, and rehabilitation
benefits. You use the SII branch information for social insurance reporting.

¢ PL Statistic Office: Use this to represent a local statistic office. You use this
information in reports sent to the statistic office.

e PL Tax Office: Use this to define the tax office bank accounts for the employer and
for the tax collected from the employees. You use this information in statutory
reports.

Norwegian Legislation

The Norwegian legislation can use the following classifications:
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Local Unit: Use this classification to identify and report on the different work
centers, within your enterprise, to which you assign employees.

Social Security Office: Use this to define external social security office
organizations.

Finnish Legislation

The Finnish legislation can use the following classifications:

Local Unit: Use this classification to identify and report on the different work
centers, within your enterprise, to which you assign employees.

External Company: Use this to record details of the various types of external
organizations with whom your organization deals. Ensure to create organizations
with this classification as external organizations.

Pension Provider: Use this to record the basic information about pension insurance
providers to which you transfer the appropriate pension insurance deductions.

Accident Insurance Provider: Use this to identify organizations that provide
accident insurance coverage, group life insurance, and unemployment insurance.

Finnish Magistrate Office: Use this for identifying the authority responsible for
processing the employee court orders.

Finnish Trade Union: Use this to record the basic information about the employees'
trade unions to process employee deductions.

Provincial Tax Office: Use this to identify the legal employer's tax office.

Danish Legislation

The Danish legislation can use the following classifications:

Service Provider: Use this classification to record details of the various types of
external service providers with whom your organization deals.

Pension Provider: Use this classification to define external pension providers.

Swedish Legislation

The Swedish legislation can use the following classifications:

Local Unit: Use this classification to identify and report on the different work
centers, within your enterprise, to which you assign employees.
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® Social Security Office: Use this to define external social security office
organizations with which you coordinate medical reimbursements for the
employees.

¢ Swedish Enforcement Office: Use this to define external enforcement office
organizations with which you coordinate the attachment of earnings deductions for
the employees.

South African Legislation

The South African legislation can use the following classification:

* Training Provider: Use this to indicate if an organization is a training provider.

UAE Legislation

The UAE legislation can use the Legal Employer classification to define and enter
additional organization information for your legal employer.

Irish Legislation

The Irish legislation can use the following classifications:

* Legal Employer: Use this classification to define and enter additional organization
information for your legal employer.

* Pension Provider: Use this classification to define external pension provider.

Generic Hierarchies Overview

Generic hierarchies group and correlate information about your business into an
ordered structure of parent-child relationships that implementation teams can use as
input parameters to reports and concurrent processes. One standard purpose for a
generic hierarchy is to supply input parameters to a generic purge process you perform
on temporary tables. With appropriate access rights, you can also design your own
generic hierarchies from scratch. You can extend predefined hierarchy and node types,
using any combination of HRMS data.

You can use the flexibility of generic hierarchies to correlate information across business
groups, specifying combinations of people, jobs, competencies, grades, locations,
training, or other structures, with precise scope. You can reuse hierarchies, delivering
comparable and consistent information limited only by your maintenance of the
hierarchies. You can process specific groupings of workers, process flexfield data, or
trigger Oracle Alerts or Workflow. Here are some examples of business questions you
can address using generic hierarchies:
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* What is the competency hierarchy for a given job?

e Who is qualified for which job?

¢  Who can take leave on a given date?

*  What training is available in which location, for which jobs?

*  What objectives apply to which job?

Defining and Maintaining Generic Hierarchies
Defining a New Hierarchy

You create or maintain generic hierarchies in the Generic Hierarchies pages. You define
a new hierarchy in three stages:

1. Create a hierarchy based on a predefined or user-defined hierarchy type.

2. Enter information about the initial version of the hierarchy and specify effective
dates.

Note: Some government-mandated reports, such as Multiple Work
Site in the US, require that you submit the report within a specified
date range. When you create the hierarchy, enter an effective date
and end date to match or encompass that range.

You cannot create a hierarchy version with an effective date range
that overlaps another version.

3. Enter node information, based on predefined or user-defined node types.

Hierarchy Types and Node Types

The top node is the hierarchy type itself you create in the Generic Hierarchies pages,
bearing a user-defined name, such as Competencies or Job Objectives. You define node
types and add them to your hierarchy structure as child nodes, to specify the kind of
information you want to include on each level. You can group related categories of
nodes on the same level. For example, you can define Personal, Programming, and
Communication node types, and include them on the same level in a competencies
hierarchy. Validation is optional, but you must link a value set to a node type if you
want to validate the data. Contact your system administrator to obtain access to the
Maintain Hierarchy Types module by attaching the self-service menu
PQH_GHR_MENU to your responsibility.

For example, the structure of the predefined Establishment Hierarchy type ("VETS,
EEO, AAP, OSHA, Multi Work Sites") specifies that the top node must be a Parent
Entity. The value set for a Parent Entity node type contains organizations with the
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classification of Parent Entity. Subordinate nodes must be an Establishment or a
Location. The value set for the Location node type contains locations that store report
information in a Location EIT.

Hierarchy Versions

You can specify a status of Active or Inactive for your hierarchy version. You can create
a new version of an existing hierarchy, preserving only its structure. Or you can
duplicate an existing version, preserving both its structure and data.

Note: If you change a hierarchy after using it for government-mandated
reports, create and save a new version. This enables you to use the old
version to recreate old reports retrospectively, in compliance with
applicable laws.

Example: City Allowance Rates Hierarchy

The figure below is an example of a hierarchy that provides input data for travel
expense reports, correlating allowance rates with cities. Because it is unlikely that travel
destinations always correspond with organization locations, this example uses no
validation or value sets.

City Allowance Rates

London New York Paris
In Off In Off In Off
Season Season Season Season Season Season

S e e =

Wieakly Daily | | Weekly Daily | |Weekly Daily | |Weekly Daily | |Weekly Daily | |Weekly
Rate Rate Rate Rate Rate Rate Rate Rate Rate Rate Rate

See: Defining Value Sets in Oracle Applications Flexfields Guide, available on Metalink.

Configuration Models for Your Enterprise Framework

The first step in any configuration is to decide what organization structures your
enterprise requires. To help you decide, you can use the following best practice
configuration models:

* Model 1: A single operating company in one country

* Model 2: A single operating company in multiple countries
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* Model 3: Multiple operating companies in one country
* Model 4: Multiple operating companies in multiple countries

These models deal with integration points between the different applications and the
requirements of different industries and geographies. They can help you choose the
right organization structures to meet your management and reporting requirements.

The Configuration Workbench uses the models as templates to generate the
organization framework of business groups, operating companies, legal entities, and
employers for any enterprise. Through an interview process, the Configuration
Workbench gathers the detailed information it requires to generate an actual
configuration of your enterprise using the appropriate configuration model.

Mexico only: You cannot use the Configuration Workbench to create the hierarchy. You
must use the Generic Hierarchy functionality.

Single Operating Company in One Country

U.S. (Business Group)

Vision Corporation
(Ultimate Legal Entity)

Vision Corp

Operations
(Operating Company)

Vision Corp U.S.
(Legal Employer)

The preceding diagram shows the basic configuration for a small or medium sized
enterprise with little or no complexity in operating structures. Vision Corporation is the
ultimate legal entity, and for reporting purposes, this organization holds any data
associated with the enterprise. Every enterprise has one ultimate legal entity.

This simple enterprise structure is based on the best practice configuration model.
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Creating the key enterprise structures as separate organizations enables your enterprise
to expand and acquire new companies whilst reducing the cost of re-implementation.

Single Operating Company in Multiple Countries

Vision Corporation
(Ultimate Legal Entity)

u.s.
(Business
Group)

Vision Corp
Operations
(Operating Company)

XZ (Business
Group)

UK (Business
Group) I

Vision UK Vision U.S. Vision JP Vision NZ
(Legal Employer} (Legal Employer) (Legal Employer} (Legal Employer)
T T T
| | |
| | |
| | |
| | |
SRS R R R

The preceding diagram shows a configuration for a medium or large enterprise with
some international operations introducing a degree of complexity. It also shows that
operations and people in some countries are held within an international business
group (XZ). You can see that the business groups represent countries, and do not
appear in the organization hierarchy. This is based on the best practice configuration
model.

For more information on the key organization structures, see: Key Concepts for
Representing Enterprises, page 2-6
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Multiple Operating Companies in One Country

US. (Busi Grou . .
(Business P) Vision Corporation

(Ultimate Legal Entity)

ision Lighting ision Securi
(Cperating (Operating
Caompany) Company)

Vision Lighting Vision Lighting Vision Security Vision Security
u.s.

USs. us. us.
(Legal Employer) {Legal Employer) (Legal Employer) {Legal Employer)

The preceding diagram shows a configuration for a multi-company enterprise operating
in a single country. This type of complexity can exist in any size of enterprise. Vision
Lighting and Vision Security in the diagram are represented as operating companies.
Every enterprise has at least one operating company. This may be a division, or a
subsidiary within the enterprise which is legally registered in at least one country.

The Configuration Workbench creates at least one operating company organization as
best practice. This reduces the cost of any re-implementation as a result of expansion
due to acquisition or diversification within the enterprise.
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Multiple Operating Companies in Multiple Countries

us.

Business . )
g‘_:,.-oup) Vision Corporation

(Ultimate Legal Entity)

[

L Ireland
(:)hs::u: L(IE,:,ﬂ:E) gusm;_n Sé-:cunty (Business
- perating Company (Operating Company) || G3oyp)
(Business
Group)

| I |

Vision Lighting Vision Lighting Vision Security Vision Security
UK u.s. u.s. Ireland
(Legal Employer) (Legal Emplayer) {Legal Employer) (Legal Employer)

The preceding diagram demonstrates a multi-company enterprise operating in multiple
countries. Every enterprise has at least one legal entity that is the designated legal
employer for all employment related activities. In the diagram, the Vision Security
operating company operates and employs people in the U.S. and Ireland. The Vision
Security U.S. and the Vision Security Ireland organizations represent the designated
legal entities/employers in those countries.

The Configuration Workbench classifies an organization as a GRE/Legal Entity where
your enterprise operates in a country, and classifies it as an Employer if you employ
people in that country also. For example, you can have a legal entity in a country where
you do business, but do not employ people in that country.
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Multiple Operating Companies in Multiple Countries with a Consolidated Legal Entity

us.

Business . )
Es.-o._.p) Vision Corporation

(Ultimate Legal Entity)

- P Ireland

(:)hs::u: L(IE,:,ﬂ:E) gusm;_n Sé-:cunty (Business
- perating Company (Operating Company) || 5royp)
(Business

Group)

Vision Corp
UK
(Consolidated Legal

—

Vision Lighting
us.

Vision Security
u.s.
{Legal Employer)

Vision Security
UK

(Legal Employer)

Entity) (Legal Emplayer)

VL UK
(HR Org)

VS UK
(HR Org)

The preceding diagram shows an alternative configuration for a multi-national and
multi-company enterprise with the addition of a consolidated legal entity. A
consolidated legal entity acts on behalf of several operating companies or the enterprise,
and is the legal employer in the country. Using the preceding diagram as an example,
Vision Corp UK is the consolidated legal entity for Vision Corporation in the UK. For
management reporting, VL UK and VS UK report to Vision Lighting, and for legal
reporting, they report to Vision Corp UK.

For more information on the key organization structures, see: Key Concepts for
Representing Enterprises, page 2-6

Defaults for the Business Group

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

® You can select a default currency.
* You can enter a default for the value each assignment contributes towards each

staffing budget that you define. For example, by default an assignment may count
as one for a headcount budget.
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* You can enter default working hours for all the employees in the Business Group.
You can override these defaults at organization, position, and assignment levels.

If you are using HRMS in the US, you have additional defaults:

¢ For HR reporting purposes you can register Reporting Categories andReporting
Statusesfor the Business Group. These include employment categories such as Full
Time or Part Time that cover employees who are not temporary workers, and
assignment statuses such as Active or Paid Leave that cover employees who have
not left your enterprise.

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

Employee and Applicant Identification Numbers

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

* Automatic number generation
¢ Manual entry

¢ For employees only, automatic use of a national identifier, such as the US social
security number, Canadian social insurance number or the UK National Insurance
number

Government Reporting Entities (GREs)

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

* Issues pay to employees.

¢ Withholds taxes from employees' pay and is liable for employer taxes and tax
reporting.

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

Each GRE has a unique 9-digit number (sometimes called the employer identification
number or taxpayer identification number) issued by the IRS. Your enterprise may have
just one such number, in which case your Business Group and GRE are the same
organization.
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Large enterprises may include a number of different divisions or companies each with
its own identification number from the IRS, in which case you set up a GRE for each.
You can associate several GREs together as a Tax Group, for which one of the GREs can
serve as the common paymaster.

Information for Taxes, NACHA and Reporting

Because of its pay, tax and reporting role, a GRE must contain the following
information entered by you:

* Basic rules affecting calculation of federal, state and local taxes, and information for
tax reporting.

* Information required for labelling NACHA tapes used to pay employees by direct
deposit into their bank accounts.

* Information for submission of government mandated reporting on matters such as
employees' work-related injuries, equal employment opportunities, and obligations
to pay child support.

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

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

Enterprises with One GRE

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

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

Enterprises with Multiple GREs

For large enterprises that include several different employers with their own IRS
identification numbers, all the employees in each company may be paid by that
company, and hence all require an assignment to a GRE that coincides with their
company. In this case you set up within the Business Group, a GRE for each separate
employer.

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

Alternative Structuring of Companies and GREs

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

GREs Independent of Companies

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

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

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

GREs and Tax Groups

Enterprises with multiple GREs can place certain GREs together in tax groups. The tax
group takes the name you give it.

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

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

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

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

Setting Up Organizations

You set up organizations to represent your enterprise structure in Oracle HRMS. To
find out what organizations you require for your enterprise, see: Key Concepts for
Representing Enterprises, page 2-6

Once you define your basic enterprise structure, you create the additional organizations
and locations to represent the internal divisions or departments, and the external
organizations for reporting or third-party payments.

See: Extending the Enterprise Framework, page 2-8

1. Create your locations. You define each location and address once only.
See: Setting Up Locations, page 2-72

2. Create your organizations.

Tip: To simplify your data-entry, consider using a fixed date as a
default for your initial setup, for example, 01-JAN-1951.

See: Creating an Organization, page 2-35

3. Enter the appropriate classifications for each organization.

See: Entering Organization Classifications, page 2-36

2-34 Oracle Human Resources Management Systems Enterprise and Workforce Management Guide (US)



4.

Enter details for any extra information types.

See: Entering Additional Information, Oracle HRMS Enterprise and Workforce

Management Guide

Creating an Organization

Use the Organization window to create:

Business groups

External organizations (for example, tax offices, insurance carriers, disability
organizations, benefit carriers, or recruitment agencies)

Internal organizations (for example, departments, sections or cost centers)

GREs/Legal Entities

If you use the Configuration Workbench to configure your enterprise structure, then
you only need to create the additional internal and external organizations you require.
For example, you can set up additional organizations to represent the internal divisions
or departments, and external organizations for reporting or third party payments.

See: Extending the Enterprise Framework, page 2-8

To create an organization:

1.

Navigate to the Organization window and click New to create a new organization.

Note: For information about querying existing organizations, see:
Finding an Organization, page 2-43

Enter a name for your organization in the Name field. A check is performed to see if
organizations with the same name already exist.

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

You can create two organizations with the same name in different business groups
but this can cause confusion later, if the HR: Cross business group profile option is
set to Yes and you decide to share certain information across all business groups. If
you decide to create two organizations with the same name, be sure that this will
not cause you problems in the future.

Optionally, select an organization type in the Type field.
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Organization types do not classify your organization, you use them for reporting
purposes only. The type may identify the function an organization performs, such
as Administration or Service, or the level of each organization in your enterprise,
such as Division, Department or Cost Center. You create the organization types you
require by entering values for the Lookup Type ORG_TYPE.

4. Enter a start date in the From field. This should be early enough to include any
historical information you need to enter.

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

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

Dutch only: If you are setting up external organizations for a tax office, a social
insurance provider or a private health insurance provider, you must enter the
postal address and contact details using the NL_POSTAL_ADDRESS Location EIT.

Mexico only: When defining a GRE/Legal Entity, if you select a location here,
HRMS automatically associates it with this GRE in the Generic Hierarchy.

US only: If you are using Oracle Payroll in the US, every organization to which
employees can have assignments, including business groups, must have on record a
location with a complete address. This is because the system uses the location of the
organization of the employee's primary assignment to determine employee work
locations for tax purposes. This does not apply to GREs, because the assignment to
a GRE exists in addition to the assignment to an organization.

Note: If you are an Oracle Inventory user, then you must not assign
a location to more than one organization classified as an Inventory
Organization.

6. Enter internal or external in the Internal or External field. You cannot assign people
to an external organization.

Examples of external organizations that may require entry are disability
organizations, benefits carriers, insurance carriers, organizations that employees
name as beneficiaries of certain employee benefits, and organizations that are
recipients of third party payments from employees' pay.

7. Save the basic organization details.

Entering Organization Classifications

To determine the purpose and use of each organization you create, you give it one or
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more classifications. The setup information you enter for an organization depends in
large part on its classification.

See: Organization Classifications, page 2-12

Note: If you classify an organization as a business group, it is not
reversible.

To enter organization classifications:

1. Enter the classification for your organization in the Name field.

2. Enable the classification by checking the Enable box. This allows you to use and
enter the essential additional information for your organization.

3. Save the classification details.

4. You can either enter additional information for the classification type or enter
another classification.

Note: Save each classification after entering and enabling it.

Entering Additional Information

For each organization classification you select, you can enter additional information.
This information can be different for each classification.

* For Business Group see: Business Group, page 2-38

¢ Tor HR organization HR Organization, page 2-38

¢ For company cost center see: Company Cost Center, page 2-39

* For professional body information see: Professional Body Information, page 2-39
e For reporting establishment see: Reporting Establishment, page 2-39

* For AAP organization see: AAP Organization, page 2-40

¢ TFor GRE see: GRE, page 2-40

¢ For parent entity see: Parent Entity, page 2-41

e For representative body see: Representative Body, page 2-42

* For constituency see: Constituency, page 2-42
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e For bargaining association see: Bargaining Association, page 2-43

To enter Business Group additional information:

1. Click on the organization classification for which you want to enter additional
information.

2.  Choose the Others button to open the Additional Organization Information
window.

3. Select one of the following:

¢ Business Group Information, see Entering Business Group Information, page 2-
44

* Business Group: EEO Reporting, see Business Group: Entering EEO Reporting
Information, page 2-55

* Budget Values Defaults, see Business Groups: Entering Budget Values Defaults,
page 2-46

*  Work Day Information, see Defaults for Work Day (Start and End Times), page
2-47

® Default Monthly Payroll, see: Business Groups: Defining a Default Monthly
Payroll, page 2-49

* [terative Rules, see: Business Groups: Entering Rules for Iterative Calculations,
page 2-55

e PTO Balance Type, see Business Groups: Selecting a PTO Balance Type, page 2-
47

¢ Termination Rule, see Business Groups: Selecting a Termination Rule for
Seeded Earnings, page 2-54

4. Repeat these steps to enter further information.

To enter HR organization additional information:

1. Click on the organization classification for which you want to enter additional
information.

2. Choose the Others button to open the Additional Organization Information
window.

3. Select one of the following:
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* Costing Information, see HR Organizations: Entering Costing Information, page
2-56

¢  Work Day Information, see Business Groups and HR Organizations: Work Day
Defaults, page 2-47

*  Work Schedule, see Entering a Work Schedule, page 2-58

Repeat these steps to enter further information.

To enter company cost center information:

1.

Click on the organization classification for which you want to enter additional
information.

Choose the Others button to open the Additional Organization Information
window.

Select one of the following:

* GL Company Cost Center, see: Entering GL Company Cost Center Information
for a Company Cost Center, page 2-61

® Reporting Information, see: Entering Reporting Information for an HR
Organization or a Company Cost Center., page 2-57

Repeat these steps to enter further information.

To enter professional body information:

1.

Click on the organization classification for which you want to enter additional
information.

Choose the Others button to open the Additional Organization Information
window.

Select Professional Body Info, see: Entering Additional Information for a
Professional Body, page 2-64.

Repeat these steps to enter further information.

To enter reporting establishment additional information:

1.

Click on the organization classification for which you want to enter additional
information.

Choose the Others button to open the Additional Organization Information
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window.

3. Select one of the following:

¢ Worksite Filing, see MWS Reporting on Magnetic Tape, Oracle HRMS Payroll
Processing Management Guide

4. Repeat these steps to enter further information.

To enter AAP organization additional information:

1. Click on the organization classification for which you want to enter additional
information.

2. Choose the Others button to open the Additional Organization Information
window.

3. Select one of the following:

¢ AAP Organization, see Setting up AAP Organizations, page 6-101

¢ Parent Organization, see Placing Subordinate Reporting Organizations in
Hierarchies, page 6-62

4. Repeat these steps to enter further information.

To enter GRE additional information:

1. Click on the organization classification for which you want to enter additional
information.

2.  Choose the Others button to open the Additional Organization Information
window.

3. Select one of the following:

¢ Employer Identification, see GRE's: Entering the IRS Identification Number,
page 2-59

e Federal Tax Rules, see Entering Federal Tax Rules for a GRE, Oracle HRMS
Payroll Processing Management Guide

e State Tax Rules, see Entering State Tax Rules for a GRE, Oracle HRMS Payroll
Processing Management Guide

® Local Tax Rules, see Entering Local Tax Rules for a GRE, Oracle HRMS Payroll
Processing Management Guide
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*  SQWL Employer Rules (1), see State Quarterly Wage Listings (SQWL) on
Magnetic Tape, Oracle HRMS Payroll Processing Management Guide

*  SQWL Employer Rules (2), see State Quarterly Wage Listings (SQWL) on
Magnetic Tape, Oracle HRMS Payroll Processing Management Guide

*  SQWL Generic Transmitter Rules, see State Quarterly Wage Listings (SQWL)
on Magnetic Tape, Oracle HRMS Payroll Processing Management Guide

* SQWL State Transmitter Rules, see State Quarterly Wage Listings (SQWL) on
Magnetic Tape, Oracle HRMS Payroll Processing Management Guide

* W2 Reporting Rules, see Identifying a GRE , Oracle HRMS Payroll Processing
Management Guide

e NACHA Rules, see Entering NACHA Tape Data for GREs, page 2-60

¢ New Hire Reporting. see Entering New Hire Report Information for a GRE,
page 2-59

¢ 1009R Magnetic Report Rules

e Parent Organization, see Placing Subordinate Reporting Organizations in
Hierarchies, page 6-62

4. Repeat these steps to enter further information.

To enter parent entity additional information:

1. Click on the organization classification for which you want to enter additional
information.

2. Choose the Others button to open the Additional Organization Information
window.

3. Select one of the following:

e EEOI1 and VETs Establishment Data, see: Entering EEO1 and VETs
Establishment Data for Parent Entities, page 6-69

®  Multi Work Site Report Parent Entity Data, see: Entering Multi Work Site
Report Parent Entity Data, page 6-70

e VETS Parent Entity Data, see: Entering VETS Parent Entity Data, page 6-71

e EEOI1 Parent Entity Data, see: Entering EEO1 Parent Entity Data, page 6-70
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4. Repeat these steps to enter further information.

To enter representative body additional information:

1. Click on the organization classification for which you want to enter additional
information.

2.  Choose the Others button to open the Additional Organization Information
window.

3. Select one of the following:

Representative Body Information, see: Entering Representative Body
Information, page 2-61

Constituency Information: see: Entering Constituency Information for a
Representative Body, page 2-62

4. Repeat these steps to enter further information.

To enter constituency additional information:

1. Click on the organization classification for which you want to enter additional
information.

2. Choose the Others button to open the Additional Organization Information
window.

3. Select one of the following:

Location, see Entering Location Information for Constituencies, page 2-62

Organization, see Entering Organization Information for Constituencies, page
2-64

Organization Hierarchy, see Entering Organization Hierarchy Information for
Constituencies, page 2-63

Grade, see Entering Grade Information for Constituencies, page 2-63

Bargaining Unit, see Entering Bargaining Unit Information for Constituencies,
page 2-65

Job, see Entering Job Information for Constituencies, page 2-65

Collective Agreement Grade, see Entering Collective Agreement Grade
Information for Constituencies, page 2-65
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4. Repeat these steps to enter further information.

To enter bargaining association information:

1. Click on the organization classification for which you want to enter additional
information.

2. Choose the Others button to open the Additional Organization Information
window.

3. Select Trade Union Information, see: Entering Trade Union Information for a
Bargaining Association, page 2-64

4. Repeat these steps to enter further information.

Finding an Organization

Use the Find Organization window to find the organizations you want to review or
amend. If you want to set up a new organization, rather than querying an existing
organization, select the New button. For more information about creating a new
organization, see Creating an Organization, page 2-35.

Note: When you navigate to the Organization window, the Find
Organization window automatically displays.

To query an organization using the Find Organization window:
1. Do one, a selection, or all of the following:
¢ Enter a full or partial query on the organization's name. If more than one name

matches the selection criteria, select one of the names.

e Enter a full or partial query on the organization type and/or location. If more
than one organization type or location matches the selection criteria, select the
type and/or location to query.

¢ Enter a full or partial query on the classification name. If more than one
classification name matches the selection criteria, select the name to query.
For the classification you have selected indicate whether you want to query on:
* Enabledclassifications: This only returns those organizations that match

your selection criteria and have your selected classification enabled.

* Disabled classification: This only returns those organizations that match
your selection criteria and have your selected classification disabled.
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® Both: This returns organizations that match your selection criteria and have
your selected classification, regardless of whether the classification is
enabled or disabled.

2. Choose the:
¢ Find button to run the query.

The organization or organizations found by the query display in the
Organization window. If the query finds more than one organization, you can
use the [Down Arrow] key or choose Next Record from the Go menu to display
the next organization.

® (Clear buttonto remove the existing selection criteria. You can then enter new
information on which to perform a query.

Removing and Deleting Organizations

Remove an organization if you want to prevent it being available for employee
assignments. This still leaves a history of the organization. Only delete an organization
if you want to completely remove it from your system.

To remove an organization:

1. Select the organization you want to remove.

2. Enter an end date (Date To) on the organization record.

To delete an organization:

1. Remove any employee assignments to the organization.
2. Remove the organization from any hierarchies.
3. Disable its organization classifications in the Organization window.

4. Delete the organization in the Organization window.

Entering Business Group Information

To enter Business Group information:

1. In the Organization window, query the Business Group if it does not already
appear there. In the Organization Classifications region, select Business Group,
choose the Others button, and select Business Group Information.
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Click in a field of the Additional Organization Information window to open the
Business Group Information window.

You can enter a short name for the Business Group. This name is no longer used in
Oracle HRMS it is provided for compatibility with earlier releases, where it
appeared in the header line of each form.

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

Automatic number generation.

If you choose the automatic entry method of number generation you can at a
later date decide to switch to global sequencing. Global sequencing enables you
to use a single sequence of person numbers for applicants, employees or
contingent workers across multiple business groups.

See: Running the Global Sequencing for Person Number Generation Process,
page 2-67

You can switch from local automatic numbering to manual numbering for a
person type by editing the business group information and selecting Manual.

Note: If you are using Oracle iRecruitment, ensure to set the
applicant numbering to Automatic.

Manual entry.

If you choose the manual entry method of number generation, but at a later
date decide to change to the Automatic method of number generation, you can
run the Change Person Numbering to Automatic process.

See: Running the Change Person Numbering to Automatic Process, page 2-66

Automatic use of the national identifier (for example, the social security
number in the US, and the NI number in the UK). If you choose this option you
must ensure that a national identifier is entered for each new person. This
option is not available for applicants.

Note: For whichever method of number generation you choose,
it is important to be aware that the number is displayed in
various windows and reports. Therefore, if you choose the
national identifier method, the person's national identifier is
displayed.

Employee numbering for contingent worker. This option allows you to use the
same sequence of numbers for contingent workers as you use for your
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employees. For example, you enter an employee and the application gives the
employee number 101. If the next person entered is a contingent worker they
receive the number 102.

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

6. Select the appropriate Legislation Code and default currency. The Legislation Code
determines the startup data you can access and the contents of some
legislation-specific windows.

Mexico only: Specify MXN as the currency. Do not select MXP.

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

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

The application does not provide a connection between the fiscal year functionality
in Oracle General Ledger and in Oracle HRMS. In Oracle General Ledger you
specify how the fiscal calendar is broken down in the Accounting Calendar view.
Oracle HRMS calculates a fiscal quarter as a three month period. The application
calculates four equal three month periods beginning from the fiscal year start date.

South African users: You must enter the fiscal year start date for your Business
Group, or you will not be able to define payrolls later.

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

9. Save your work.

Business Groups: Entering Budget Value Defaults

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

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

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

2. C(lick in a field of the Additional Organization Information window to open the
Budget Value Defaults window.

3. In the Units field, select a measurement type, such as Full Time Equivalent or
Headcount.
4. Enter a default value in the Value field.

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

To find out more about budgets see: Budgeting Overview, page 4-1

Business Groups: Selecting a PTO Balance Type

If you use Oracle Payroll, you can choose to use a payroll balance to store gross accruals
for an accrual plan. The payroll balance is maintained by the payroll run. It calculates
accruals from the day after either the Date Earned or the Date Paid of the last payroll
period in which the assignment was processed

To specify whether to use Date Earned or Date Paid for all your accrual plans, select a
PTO Balance Type for your business group. The default is Date Paid.

To select a PTO balance type:

1. In the Organization window, query the business group if it does not already appear
there. In the Organization Classifications region, select Business Group, choose
Others, and select PTO Balance Type.

2. Click in the field on the Additional Organization Information window to open the
PTO Balance Type window.

3. Select Date Paid or Date Earned in the PTO Balance Type field.

4. Save your work.

Business Groups and HR Organizations: Entering Work Day Defaults
To enter schedule information for a person, you can:

* Set up extensive availability information such as, shifts, schedules, and calendar
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events using integrated features from HRMS and Common Application
Components (CAC).

See: Setting Up Availability, Oracle HRMS Workforce Sourcing, Deployment, and Talent
Management Guide

* Set up holiday calendars, shifts, and work plans in OTL.

See: Time Management Structures, Oracle Time and Labor Implementation and User
Guide

Alternatively, you can enter basic schedule information in various areas of Oracle
HRMS, such as here in the Organization window. You can set up default working hours
for all employees in the Business Group or in an HR Organization, saving data entry at
lower levels. When necessary, you can override the defaults at lower levels, for
example, for individual positions or employee assignments.

Important: The application does not use the schedule information that
you can enter here to determine a worker's availability. This is for
information purposes only.

The decision for which method to set up is based on knowledge of which applications
use which information.

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

To define work day defaults:

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

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

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

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

You can add to the list of available frequencies by making entries for the Lookup
Type FREQUENCY, using the Application Utilities Lookups window.
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Defining Benefits Defaults for a Business Group

Follow this procedure to define a default payroll for benefits administration and to
configure the use of benefits assighments.

You use both the Payroll Description window and the Organization window to assign a
default payroll to a business group.

When a benefits assignment is created for an employee, due to their termination or
other qualifying event, the benefits assignment must have a default payroll. US and
Canadian customers should define a default payroll with a periodicity of monthly.

You can indicate if you want the application to auto-generate benefits assignments for
qualifying events. For US and Canadian customers, the application creates benefits
assignments by default.

To define benefits defaults for a business group:

1. For monthly payrolls, create a payroll with a period type of Calendar Month using
the Payroll Description window.

2. Save your work and exit the Payroll Description window.

3. Select the business group for which you want to define a default payroll using the
Find Organization window.

4. Place the cursor in the Organization classifications block on the Business Group
field and choose the Others button.

5. Select Benefits Defaults from the Additional Organization Information lookups.
6. Choose the Next button to display the Benefits Defaults window.
7. Select a default payroll for this business group.

8. In the Benefits Assignment field, select Yes if you want to record benefits
assignments for continuing benefits eligibility.

If your enterprise uses Oracle HRMS solely for compensation management--or if
you do not want the application to automatically create benefits assignments--select
No.

See: Continuing Eligibility: Benefits Assignments, Oracle HRMS Compensation and
Benefits Management Guide

9. Save your work.
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Business Group: Setting Up Public Sector-type Functionality

Oracle HR enables you to set up a particular business group for Commercial or Public
Sector-type functionality.

To set up public sector-type functionality:

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

2. Click in a field of the Additional Organization information window to open the
Public Sector Details window.
3. In the Installed field, select Yes or No.

The default value is No, hence there is no impact on existing business groups. Select
Yes if you want to use the public sector-type functionality of Oracle HR. You need
to manually change this value for each business group.

4. Save your work.

Business Groups: Entering Recruitment Information

You enter recruitment information at the business group level to define various default
values for iRecruitment.

You enter additional information for iRecruitment in the Organization window of
Oracle HRMS.

To enter Recruitment information:

1. In the Organization window, query the business group. In the Organization
Classifications region, select Business Group, choose the Others button, and select
Recruitment.

2. (lick in a field of the Additional Organization Information window to open the
Recruitment information window.

3. Specify how the vacancy code is allocated. The choices are:

* Manual - the Vacancy Name field is displayed when you create a vacancy. You
must manually enter a name for the vacancy.

¢ Automatic - the application assigns a unique vacancy name automatically. The
Vacancy Name field is not displayed when you create a vacancy.
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10.

11.

Enter the default number of openings for a vacancy. The default number is
displayed in the Total Openings field when you create a vacancy. You can
overwrite the default value if required.

You can specify the organization defaulting method. The choices are:

¢ Creator - The default organization for a vacancy is the organization for the
person who has created the vacancy (employee who has logged in).

e Manager - The default organization for a vacancy is the organization for the
manager of the vacancy.

You can overwrite these defaults when you create a vacancy. Both methods use the
primary assignment.

Specify the location defaulting method. The choices are:

* Manager - The default location for the vacancy is the same location as the
manager for the vacancy.

® Position - The default location for the vacancy is the same location as the
position for the vacancy.

You can select a default budget measurement type, for example, FTE or headcount.

To find out more about budgets, see Budgeting Overview, page 4-1

Select a default status which is assigned to a candidate when a candidate withdraws
an application. If you do not specify a particular status here, the candidate receives
the Terminate status.

Specify a user-defined person type as a default for candidates who register in
iRecruitment. Oracle HRMS creates a record with this default person type when a
candidate registers in iRecruitment. If you do not specify a value, the default person
type is Candidate.

Note: The user person type that you define here is associated with
the External system person type. The internal code for this system
person type is OTHER.

Select Yes if you want to exclude this business group from the list of business
groups available on the Create Vacancy page. You should do this if you do not
want managers or recruiters to be able to create vacancies for this business group.

Select a default resume template that iRecruitment can use to create resumes for

candidates. When candidates register, they can use the default template or select a
template of their choice in the Create Resume page.
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12. Select Yes to record and track applicant data for compliance purposes. When you
enable the applicant tracking functionality, Oracle iRecruitment creates snapshots
of applicants who apply for vacancies in that business group. The snapshots include
personal information, skills, qualifications, and work preferences.

13. Save your work.

Entering Payslip Information

To enter payslip information:

1. In the Organization window, query the Business Group if it does not already
appear there. In the Organization Classifications region, select either Business
Group or HR Organization, choose Others, and select Payslip Information.

2. (lick in a field of the Additional Organization Information window to open the
Payslip Information window.

3. Select the type of extra information to be displayed on the payslip. The choices are:

e Balance
e Element
* Message

Your selection determines which other fields you must complete in this window.

To enter Balance extra information:

1. Select a balance name.

2. Select a dimension.

d

Optionally, enter a display name for the balance.

>

Optionally, enter a message text.

5. Save your work.

To enter Element extra information:
1. Select the element you want to display.

2. Select the input value for the element.

3. Optionally, enter a display name for the element.
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4. Optionally, enter a message text.

5. Save your work.

To enter Message extra information:

1. Enter a display name for the message.

2. Enter a message text. This message will be displayed on the employees' online
payslip.

3. Save your work.

Entering Self-Service Preference Information

You enter self-service preference information to define whether documents such as the
online payslip or tax form are available in an online and/or paper version.

Note: You can also enter this information at the Person or Location
level.

See: Person Extra Information Types, Oracle HRMS Workforce Sourcing,
Deployment, and Talent Management Guide and Location Extra
Information Types, Oracle HRMS Enterprise and Workforce Management
Guide

These information levels are arranged in a hierarchy; if you define
self-service preferences at the person level, the settings will override
any other settings made at the location, business group, or HR
organization level. Similarly, if you define self-service preferences at
the location level, the settings override any settings at the business
group or HR organization level. Settings at the HR organization level
will override settings at the business group level.

To enter Self-Service Preference information:

1. In the Organization window, query the Business Group or HR Organization if it
does not already appear there.

2. In the Organization Classifications region, select Business Group or HR
Organization, choose Others, and select Self Service Preference.

3. Click in a field of the Additional Organization Information window to open the Self
Service Preference window.

4. Select the document type for which you want to define preferences.

Organization Structures 2-53



5. Select whether you want the document to be available online.
6. Select whether you want the document to be available on paper.

7. For online payslips, specify:

® Specify the template you want to use.
* The name of the stored procedure to you want to use to extract the data.

e The date when you want these changes to take effect.

8. Save your work.

Business Groups: Selecting a Termination Rule for Seeded Earnings

You can select a termination rule for the seeded earnings types Regular Salary and
Regular Wages. You can select the rule for your business group and override it at
payroll level for one or more payrolls.

To select a termination rule:

1. In the Organization window, query the business group if it does not already appear
there.

2. In the Organization Classifications region, select Business Group, choose Others,
and select Termination Rule.

3. Click in the field in the Additional Organization Information window to open the
Termination Rule window.

4. Select when to end entries of seeded earnings types:

¢ First Pay After Term Date: With this rule, the first payroll run after an
employee's termination date ends the element entry. Notice that reversing the
termination does not reinstate the element entry.

e Last Standard Process Date: With this rule, the element entries do not end but
the skip rule ensures that they are not processed after the Last Standard Process
Date entered when you terminate an employee. If you do not enter a Last
Standard Process Date, you can continue to pay the earnings type after
termination.

If you reverse the termination, you can continue to pay Regular Salary or
Wages since the element entry was not ended.
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5.

Note: On the Element window you can see the termination rule for
Regular Salary and Regular Wages is Final Close. However, the
skip rule ensures that processing stops on the Last Standard
Process Date, if you enter one for the employee.

Save your work.

Business Groups: Entering Rules for Iterative Calculations

You can select an iterative method and the precision of the iterative calculation. You can

select the rules for your business group and override them at payroll level for one or
more payrolls.

To select iterative rules:

1.

In the Organization window, query the business group if it does not already appear
there. In the Organization Classifications region, select Business Group, choose the
Others button, and select Iterative Rules.

Click in the field in the Additional Organization Information window to open the
Iterative Rules window.

Select Interpolation or Binary as the method of iterating the calculations for pre-tax
deductions.

In the Pretax Arrears FIT Adj To Within field, set the required precision for the
iterative calculation of pre-tax deductions. The calculation iterates to find the
highest possible deduction it can take leaving sufficient to pay all tax, garnishments,
and positive or zero net pay. This field defaults to $1, which means that the
calculation stops iterating when net pay plus tax arrears is less than or equal to $1.

Save your work.

Entering EEO Reporting Information for Business Groups

Enter information required for EEO reporting from the Organization window.

To enter EEO reporting information:

1.

2.

3.

Query your business group.
Select the Business Group organization classification and choose Others.

Select EEO Report Details from the Additional Organization Information window
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10.

11.

12,

13.

and click in the EEO Report Details field.

In the Report Selection field, select a report type.

Note: The report type determines which EEO job categories appear
in the Further Job Information window.

If you select the report type IPEDS, you do not need to complete the remaining
fields. For all other report types (including IPEDS and EEO1), complete the
remaining fields, as appropriate. The report type IPEDS and EEO1 enables you to
run both EEO1 and IPEDS reports for the same business group.

For the EO Survey Report, select the report type EEO1 or IPEDS and EEO1.
For EEO-5 reports, select a qualifier in the EEO5 Report Type field.

Enter the control/OE number.

Enter the name and title of the certifying official.

Enter the EEO contact person's name, title, full address, and zip code.

Enter the phone number, fax number, and e-mail address of the EEO contact. The
data in this field is for information only and is not validated.

Enter the phone number, fax number, and e-mail address of the certifying official.
The e-mail address can be no more than 40 characters long.

Enter the name, phone number, fax number, and e-mail address of the VETs
contact.

Save your work.

Choose OK.

HR Organizations: Entering Costing Information

2-56

To enter costing information:

1.

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

Click in the Additional Information window to display the segments of the Cost
Allocation flexfield set up with the qualifier of Organization.
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3.

Select the appropriate cost code in each segment.

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

Entering Reporting Information for an HR Organization or a Company Cost

Center

Use the Reporting Information window to enter information that can be used when
reporting on the organization.

If you want to enter managers for a number of organizations, or want to see an
historical record of the managers for an organization, then you can use the Organization
Manager Relationship window. See: Selecting and Viewing Managers for
Organizations, page 2-67

To enter reporting information:

1.

Query the Company Cost Center in the Organization window, if it does not already
appear there. In the Organization Classifications region, select Company Cost
Center, choose the Others button, and select GL Company Cost Center Information.

Click in the field of the Additional Organization Information window to open the
GL Company Cost Center Information window.

Enter a reporting name. This could be a short name that enables you to easily
identify the organization in a report.

Select the manager of the cost center. The list of people consists of all active
employees from your business group. If the HR: Cross Business Group profile
option is set to yes, then it includes employees from all your business groups.

Note: If you are using management reporting in DBI, then you
must enter a manager.

Enter a start date for the relationship, and an end date if required.

HR Organizations: Entering Parent Organizations

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

1.

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

Select the hierarchy name.

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

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

HR Organizations: Entering a Work Schedule

Work schedules show the number of working hours scheduled each day of the week for
employees, starting with Monday. For example, for an employee who works 7 hours
and 45 minutes each day Sunday through Thursday, with Friday and Saturday off, the
work schedule is: 775-775-775-775-0-0-775.

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

To select a work schedule for an HR Organization:

1.

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

Click in the field in the Additional Organization Information window to open the
Work Schedule window.

Select the default work schedule for the organization.

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

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

HR Organizations: Entering IPEDS Institution Type Information

For IPEDS reporting you can group information by medical or non-medical institution
types.
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Enter information from the Organization window.

To enter IPEDS institution type informa:

1.

In the Organization window, query the organization if it does not already appear
there. In the Organization Classifications region, select HR Organization, choose the
Others button, and select IPEDS Institution Type.

Click in the field in the Additional Organization information window to open the
IPEDS Institution Type window.

Select Medical or Non-Medical as the institution type.

GREs: Entering the IRS Identification Number

To enter the unique identification number for the GRE:

1.

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

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

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

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

Entering New Hire Report Information for a GRE

For each GRE, you can maintain specific new hire information for the New Hire State
Report and the New Hire State Magnetic Media report.

You can enter new hire information for a GRE in the Organization window.

To enter new hire information for a GRE:

1.

In the Organization window, query the GRE if it does not already appear there.
With the cursor in Government Reporting Entity in the Organization Classifications
region, choose the Others button and select New Hire Reporting.

Click in the field that appears in the Additional Organization Information window
to open the New Hire Reporting window.
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Select the name of the employee serving as the GRE contact for new hire reporting.
The new hire reports find the employee's job title and work telephone number in
the database and prints the contact name, title and phone number on the report.

Select Yes in the Transmitter(NY) field to identify this GRE as the transmitter of the
report. This field only applies to the New Hire State Magnetic Media report and if
the reporting state is New York.

Note: If you have multiple GREs in your organization, only one can
be the transmitter of the report. If more than one GRE is selected,
the report will error.

Entering NACHA Tape Data for GREs

For GREs using payrolls with payment methods of the type NACHA, enter information
for the NACHA tape batch headers in the NACHA Rules window.

To enter NACHA rules for a GRE:

1.

In the Organization window, query the GRE if it does not already appear there.

In the Organization Classifications region, place the cursor on Government
Reporting Entity, choose the Others button, and select NACHA Rules to open the
NACHA Rules window.

Enter the Company Name.

This is the name of the GRE making this batch of direct deposit payments to
employees.

Select a Service Class Code.

Enter the Company Identification number of the GRE making this batch of
payments.

In the Company Discretionary Data field, you can enter codes of significance to
you, to enable special handling of all subsequent entries in the batch. This field has
no standard interpretation.

In the Message Authentication Code, you can enter an 8-character code you derive,
whose purpose is to validate the authenticity of Automated Clearing House (ACH)
entries. This field has no standard interpretation.

Optionally, you can enter the method of employee identification (SSN or Employee
Identification number for the GRE) in the Individual Identification field. This is for
information purposes only.
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Entering GL Company Cost Center Information for a Company Cost Center

Use the GL Company Cost Center window to enter information about the company or
cost center in Oracle General Ledger that the organization represents. Liaise with your
Financials implementation team to get this information.

Oracle HRMS may default this information automatically if it is set up to generate
organizations in HRMS whenever a cost center is defined in GL.

Once your company cost center information has been set up then you must not change
it.

To define GL Company Cost Center Information:

1. Query the company cost center in the Organization window, if it does not already
appear there. In the Organization Classifications region, select Company Cost
Center, choose the Others button, and select GL Company Cost Center Information.

2. Click in the field of the Additional Organization Information window to open the
GL Company Cost Center Information window.

3. Select the company value set that validates the company segment in your GL
flexfield and the GL company name for the organization.

Note: If you are defining an organization that represents a
company in GL do not complete any further fields and save your
work.

4. Select the cost center value set that validates the cost center segment in your GL
flexfield and the GL cost center name for the organization.

5. Save your work.

Entering Representative Body Information

You use the Representative Body Information window to record details about
organizations classified as a representative body; for example, jurisdiction and duration
of mandate.

To enter Representative Body Information:
1. Select the Job Group associated with the representative body.

Note: You cannot associate a representative body with the default
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HR Job Group.

Select the body's jurisdiction; for example, fire wardens or health and safety issues.
This list is maintained using the JURISDICTION lookup type

Enter the duration of the body's mandate and select the units (for example, years).

Select the body's method of funding; for example, employer funded, employee
funded, or joint funded. This list is maintained using the FUNDING_METHOD
lookup type.

Enter the maximum number of seats.

Note: The maximum number of seats for a constituency must not
exceed the total number of seats available for the representative
body.

Save your work.

Warning: Once you have attached roles to a representative body,
you must not change the Job Group associated with the
representative body, as this may lead to errors in the operating of
the system.

Entering Location Information for Constituencies

Enter a location for the constituency from the Organization window.

To enter a location:

1.

Select Location from the Others window.
Select a valid location.
Include or exclude the location from the constituency in the selection field.

Save your work.

Entering Constituency Information for a Representative Body

You can assign constituencies to a representative body in the Constituency window.
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To enter constituency information for a representative body:

1.

2.

3.

4.

Select a constituency.

Enter the number of seats.

Note: The number of seats allocated to a constituency must not
exceed the maximum number of seats for its representative body.

Select a voting method.

Save your work.

Entering Grade Information for Constituencies

Enter a grade for the constituency in the Organization window.

To enter additional grade information:

1.

Select grade from the Others window.
Select the grade.
Include or exclude the grade from the constituency in the selection field.

Save your work.

Entering Organization Hierarchy Information for Constituencies

Enter organization hierarchy information for the constituency in the Organization
window. You can control which people to include or exclude in the constituency by
indicating a starting node.

To enter organization hierarchy information:

1.

Select organization hierarchy from the Others window.
Select the organization hierarchy.
Enter the hierarchy starting node.

Include or exclude the organization hierarchy from the constituency in the selection
field.

Save your work
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Entering Organization Information for Constituencies

Enter an organization for the constituency from the Organization window.

To enter an organization:

1.

Select organization from the Others window.
Select the organization.
Include or exclude the organization from the constituency in the selection field.

Save your work.

Entering Trade Union Information for a Bargaining Association

Use the Trade Union Information window to record further information about your
bargaining association if it is a trade union.

To enter trade union information for a bargaining association:

1.

Query the bargaining association in the organizations window if it does not already
appear there. In the Organization Classifications region, select Bargaining
Association, choose the Others button.

Click in a field of the Additional Organization Information window to open the
Trade Union Information window.

Enter an employer reference and a trade union reference. These could be numbers
to be used in an Electronic Data Interchange.

Save your work

Entering Additional Information for a Professional Body

Use the Professional Body Info window to define details for a professional body.

2-64

To define professional body information:

1.

Query the professional body in the Organization window, if it does not already
appear there. In the Organization Classifications region, select Professional Body
Information and choose the Others button.

Click in the field of the Additional Organization Information window to open the
Professional Body Info. window.
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3. Select the user defined table that should be used when calculating subscription
rates for this professional body.

4. Enter the date upon which subscriptions to this body are to be reviewed.

5. Save your work.

Entering Collective Agreement Grade Information for Constituencies

Enter a collective agreement grade for the constituency from the Organization window.

To enter additional collective agreement grade information:

1. Select collective agreement grades from the Others window.
2. Select the grade.
3. Include or exclude the grade from the constituency in the selection field.

4. Save your work.

Entering Bargaining Unit Information for Constituencies

Enter a bargaining unit for the constituency from the Organization window.

To enter additional bargaining unit information:
1. Select bargaining unit from the Others window.

2. Select the bargaining unit.
3. Include or exclude the bargaining unit from the constituency in the selection field.

4. Save your work.

Entering Job Information for Constituencies

Enter job information for the constituency from the Organization window.

To enter additional job information:

1. Select job from the Others window.

2. Select the job.
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3. Include or exclude the job from the constituency in the selection field.

4. Save your work.

Entering Related Organizations Information for an HR Organization

Use the Related Organizations information type to associate an operating unit to an HR
organization. If you use a multi-org application, then the operating unit you select here
becomes the operating unit for workers assigned to the HR organization.

Tip: If you use the Multi-Org Access Control (MOAC) feature for a
product that integrates with Oracle HRMS, then you can associate an
operating unit to every HR organization in your enterprise using Web
ADI MOAC is a key feature in Oracle Applications that enables you to
access multiple operating units from a single application responsibility.
For more information on MOAC, see: Multiple Organizations
Overview, Oracle Applications Multiple Organizations Implementation
Guide

See: Data Download and Upload Using Web ADI Overview, Oracle
HRMS Configuring, Reporting, and System Administration Guide

To enter related organizations information:

1. Query the HR Organization in the Organization window if it does not already
appear there. In the Organization Classifications region, select HR Organizations,
choose Others, and select Related Organizations.

2. Click in the Additional Information window to open the Related Organizations
Information window.

3. Select an operating unit to associate to the HR organization.

Running the Change Person Numbering to Automatic Process

Use this process to change the method of number generation for your employees,
applicants or contingent workers from manual to automatic. This process applies to
your current business group.

Run the Change Person Numbering to Automatic process from the Submit Request
window.

To run the change person numbering to automatic process:

1. Select the Change Person Numbering to Automatic process in the Request Name
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field.
2. Click in the Parameters field if it does not automatically open.

3. Select the person type that you want the method to change from manual number
generation to automatic.

4, Choose OK and then Submit.

After the process has run, the first automatic number assigned to a person is one
higher than the maximum number already in use.

Running the Global Sequencing for Person Number Generation Process

You use this process to change the method of number generation for your employees,
applicants, or contingent workers from automatic to global sequencing.

Run the Global Sequencing for Person Number Generation Process from the Submit
Request window.

To run the global sequencing for person number generation process:

1. Select the Change automatic person number generation to global sequencing
process in the Request Name field.

2. Click in the parameters field if it does not automatically open.

3. Select the person type that you want the method to change from automatic to global
sequencing.
4. Choose OK and then Submit.

After the process has run, the first number assigned to a person is part of a global
sequence across multiple business groups.

Selecting and Viewing Managers for Organizations

Use the Organization Manager Relationship window to assign managers to
organizations. The primary reason for doing this is for reporting purposes, for example,
if you are using management reporting in DBL

You can only assign managers to organizations that have a classification that uses the
Reporting Information information type, for example HR Organizations.

You can also use this window to view a history of managers for an organization.

Note: The list of organizations and employees you can select is
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dependant on the HR: Cross Business Group profile option

To select managers for an organization:

1. Select the organization for which you want to enter a manager in the Organization
Manager Details region.

2. Select the manager for the organization and enter start and end dates, if
appropriate.

Note that you can have only one current manager for an organization.

3. Save your work.

To view managers for an organization:
1. Select the organization or the manager that you want to query.

2. If you have selected a manager and want to show all the organizations to which
that person and all his direct reports are managers, then select the Show the
manager and direct reports check box. If you do not select the check box, then the
query returns only the organizations to which the person you have selected is a
manager.

3. Indicate the timeframe for which you want to view the results and choose the Find
button. The results of your query are displayed in the Organization Manager
Details region.

If your security profile allows you to see the manager but not the organization, or
the organization but not the manager, you are able to view the organization
manager record but not update it.
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Locations

Locations

Mexico Only

In Oracle HRMS, you set up each physical site where your employees work as a
separate location. If you use the Configuration Workbench to configure your basic
enterprise structure, then you only need to create locations for the additional
organizations you require.

See: Key Concepts for Representing Enterprises, page 2-6
You can set up:

* Global locations: These are available in all Business Groups.
* Business Group locations: These can only be used in one Business Group.

* Business Place locations (Korea only): These can only be used in one Business
Place.

Similarly, you enter the addresses of external organizations that you want to maintain
in your system, such as employment agencies, tax authorities, and insurance or benefits
carriers. When setting up internal or external organizations, you select from a list of
these locations.

This approach has these advantages:

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

¢ Central maintenance of locations ensures consistency of address standards.

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

Oracle HRMS uses the location associated with an assignment to determine its social
security affiliation. It is recommended that you associate all locations with one or more
appropriate GRE using the Mexico HRMS Statutory Reporting Hierarchy. Oracle HRMS
determines the GRE of an assignment based on the hierarchy you have associated the
location with.

See: Government Reporting Entities (GREs), Oracle HRMS Enterprise and Workforce
Management Guide, Mexico HRMS Statutory Reporting Generic Hierarchy Type, Oracle
HRMS Enterprise and Workforce Management Guide, and Entering an Assignment
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(Assignment Window), Oracle HRMS Workforce Sourcing, Deployment, and Talent
Management Guide

Location Extra Information Types

You can define extra information types (EITs) to hold information about locations. The
application supplies some predefined location EITs to enable you to enter or display
location-specific information associated with activities such as EEO reporting.

Establishment-Related Information

In location EITs you enter information about individual establishments that you are
including in an establishment hierarchy. Values you enter at the location level override
values you enter at the parent entity level. If you leave fields blank at the location level,
equivalent values from the parent entity level appear in EEO reports, where
appropriate.

Note: The Oracle HRMS administrator must add location EITs to your
responsibility before you can access them.

e EEO-1 Specific Data
Use this EIT to record:

¢ The EEO-1 reporting name for the establishment

e The EEO-1 unit number for the establishment

The EEOC assigns this number. Leave this field blank for new establishments of
existing companies.

*  Whether the establishment employs apprentices

¢ Whether the establishment is a government contractor

The EEOC defines an establishment as a government contractor if it is a prime
government contractor or first-tier subcontractor and has a contract,
subcontract, or purchase order for more than $50,000, or if it is a depository of
government funds.

*  Whether the establishment has reported previously to the EEOC

¢ Brief descriptions of the establishment's major business activities

e EEO-1/VETS Generic Data
Use this EIT to record:
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e The Dun and Bradstreet (DUNS) number
e The Standard Industrial Classification (SIC) number
¢ The North American Industry Classification System (NAICS) number

¢ The GRE for statistical reporting

Whether this is a headquarters establishment for reporting purposes

e EEOI1 Individual Establishment Archive Data

This EIT records employment totals (such as the number of males and females or
the number of Hispanic females employed) when you run an EEO-1 report in final
mode. It also records the concurrent request ID of the associated report so that you
can reprint it, if necessary.

When you query this EIT, you can request the data for a specific year. The EIT can
hold employment data totals and concurrent request IDs for the four most recent
years.

¢ Multiple Work Site Report (MWR) Specific Data
Use this EIT to record:

e The reporting unit number, allocated by the State
* The trade name
* The work site description

¢ Comment codes 1 through 3, which indicate why employment data differs
substantially from that in previous reports

e Comments explaining changes in employment or wage data

® VETS Specific Data

Use this EIT to record the reporting name for the establishment. You can also record
the unit number, though this value is obsolete for VETS-100 reporting purposes.

Self-Service Information

e Self-Service Preferences for Location

This EIT records preferences regarding online availability of documents, such as
pay slips and tax forms, at the location level.

You can also enter this information at the person, HR organization, and business
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group levels. If you set preferences at more than one level, they have the following
order of precedence:

1. Person level

2. Location level

3.  HR organization level
4. Business group level

For example, settings made at the person level override those made at the location,
HR organization, and business group levels. Similarly, settings made at the HR
organization level override those made at the business group level, but not those
made at the person or location levels.

See: Person Extra Information Types, Oracle HRMS Workforce Sourcing, Deployment,
and Talent Management Guide

See: Entering Self-Service Preference Information, page 2-53

Setting Up Locations

You can enter addresses in the Location window.

Locations are shared across Business Groups in HRMS and with two other Oracle
applications: Inventory and Purchasing. HRMS does not use some of the fields in the
Location window. These fields are disabled for HRMS users. For example, the Legal
Address check box is read-only and supports future functionality in Oracle Financials.

For information about Oracle Purchasing locations see: Defining Locations, Oracle
Purchasing User’s Guide.

To enter a work location and its address:

1.

Enter the name of the location, and a description if required.

Uncheck the Global check box if you want the location to only be available within
the default Business Group of your current responsibility. Accept the default if you
want the location to be a global location and therefore available to all Business
Groups.

If you are setting up a global location, the location name must be unique across all
Business Groups.

If you are setting up a location for one Business Group, the location name must be
unique within that Business Group and all global locations, but does not have to be
unique across all Business Groups.
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Note: You cannot amend the Global check box once you have set
up your location.

Select a national address style from the list. If a local address style exists for your
country, it is displayed as the default. Otherwise, the international style is
displayed.

US and Canadian users: The local style is only displayed if you have Vertex
geocode data installed.

Note: You can change existing address styles or create new ones if
required. See: Changing Default National Address Styles, Oracle
HRMS Configuring, Reporting, and System Administration Guide

Enter address information in this window.

US Payroll users: If you change a location address, you need to update the location
in the State Tax Rules window for each assignment at that location.

US Users: In the EEO Exception Report, location addresses are truncated to 115
characters if the combined length of the location code and address lines 1,2, and 3 is
greater than 115 characters.

Canadian Payroll users: You enter Census Metropolitan Area codes here in the
Location Address flexfield.

Dutch users: Ensure you enter house number information for the Notification
Social Insurance (NSI) reports. Use the House Number Addition field if your house
number contains an alpha value. For example, if your house number is 5a, you
enter 5 in the House Number field, and a in the House Number Addition field. See
the following topic for information on the NSI reports.

See: Social Insurance Reporting, Oracle HRMS Payroll Processing Management Guide

Note: Dutch users: You must enter the postal code in the following
format NNNNAA, for example, 1234AB.

Irish users: You enter the employer's address here and attach it to the legal
employer.

If the mailing address of the location differs from the payroll taxation address, you
need to enter an overriding address into the Payroll Tax fields.

Select a time zone if you want to associate a time zone with the location.

Note: When you select a time zone, ensure that it corresponds to
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the location's address.

7. Choose OK and then choose the Extra Information button to enter any additional
information required by your enterprise.

See: Entering Extra Information, Oracle HRMS Configuring, Reporting, and System
Administration Guide

8. Save your location.

Making Locations Inactive

Making a location inactive prevents users from selecting it.

To remove an address from the Location list:

1. Enter an inactive date when the location is no longer in use in your enterprise, and
save your changes.

Deleting Locations

You can delete locations that have not been used.

Note: If a location is still in use, but you do not want it to be selected
today or in the future, enter an inactive date.

To delete a location:

1. Query the location you want to delete.
2. Delete the location.

3. Save the changes.
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Auto Orgs

Internal Organizations and Cost Centers

With the Oracle eBusiness suite of applications you can enable the automatic creation of
HR organizations using the Auto Orgs functionality. If your enterprise has a close
relationship between its financial structure and line management hierarchy, then this
means you only have to maintain your financial structure in GL and the corresponding
organizations that you need to create your line manager hierarchy are automatically
generated. The application creates HR organizations corresponding to company cost
center combinations that exist in your GL account combinations.

Alternatively, if your financial cost centers are different to your HR organizations, but
you still want to represent your cost centers as organizations, you can enable the
application to automatically create company cost center organizations. These also
correspond to company cost center combinations that exist in your GL account
combinations.

This functionality provides a foundation for the management reporting functionality in
Daily Business Intelligence (DBI) . It enables you to take financials information, such as
costs, revenues, and expenses, and consolidate it by cost center manager.

Cost Allocation Key Flexfield

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

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

Cost Allocation Key Flexfield
Segment 1: Cost Center
410-Accounting
425-Production

503-Public Relations

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

For more information about the cost allocation key flexfield see: The Cost Allocation
Key Flexfield, page 4-63

Implementing Automatic Company Cost Center Creation

Follow these steps to set up automatic creation of organizations in HRMS
corresponding to company cost center combinations that exist in your GL account
combinations.

See: Internal Organizations and Cost Centers, page 2-75 for more information about the
relationship between GL cost centers and HR organizations.

To implement automatic company cost center creation:

You must perform these steps after you have defined your business groups but before
you create any HR organizations.

1. Ensure that your GL account combinations have been set up in Oracle GL. This
should have been done as part of your Oracle Financials implementation.

2. Work with your Financials implementation team to decide how your financial
companies relate to your business groups. Also, you need to discuss how financial
companies and cost centers relate to the internal organizations. For example, do
your financial companies map to GREs? Do your cost centers map to HR
organizations, and so on.

3. Define an organization for each of the companies that exist in your business group.
These companies should have been set up during your Financials implementation.
You can apply a classification of company cost center to either an existing, or new
organization.

See:Entering Organization Classifications, page 2-36

Select the value set that validates the company segment in your GL accounting
flexfield and select the company name for each of the company cost center
organizations.

If you are defining an organization that represents a company in GL, then do not
complete the cost center fields.

See: Entering GL Company Cost Center Information for a Company Cost Center,
page 2-61

Note: You must take care when defining your company
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4.

organizations as it influences the cost center organizations that are
available to your business group.

Set the HR: GL Cost Center Org Classifications profile option to one of the
following to define what organization classifications are created in HRMS:

e If your financials cost centers are the same as your HR organizations, then set
the profile option to HR Organizations and Company Cost Centers.

e If your financials cost centers are different but you still want to represent your
cost centers as organizations, then set the profile option to Company Cost
Centers. You need to do this if you intend to use the management reporting
functionality in DBI and your HR organizations are not cost centers.

For more information on profile options see: User Profiles, Oracle HRMS
Configuring, Reporting, and System Administration Guide

Set the GL Organization Name Format profile option. This defines the format of the
names for the organizations created automatically. If you do not want to use the
predefined formats you can add your own using the
HR_GL_ORG_NAME_FORMAT lookup type.

See: Defining the Name Format of Company Cost Centers, page 2-81

Run the one of the following:

e If you use DBI management reporting to consolidate financials information by
cost center manager, then run the Synchronize GL Company Cost Centers with
HR request set.

e If you want to generate your organizations in HRMS based on your GL
structure but do not use DBI, then run the Create and Maintain Company Cost
Center Organizations process.

Note: Run the Synchronize GL Company Cost Centers with HR
request set or the Create and Maintain Company Cost Center
Organizations process only after you have created an organization
to represent each of the financials companies that relate to your
business group.

See: Running the Synchronize GL Company Cost Centers with HR Request Set,
page 2-84 and Create and Maintain Company Cost Center Organizations, page 2-
85

Select a manager for each of the company cost centers, once you have entered the
details of your workforce into your application. You must perform this step if you
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are using management reporting in DBI. You can do this in one of the following
ways:

¢ If you want to select a manager for each company cost center individually, see:
Entering Reporting Information for an HR Organization or a Company Cost
Center, page 2-57

e If you want to select managers for multiple company cost centers, see: Selecting
and Viewing Managers for Organizations, page 2-67

8. Set the HR: Automatically Synchronize Single GL Company Cost Centers with HR
profile option to Yes or No. You use this profile to indicate if new GL account code
combinations are automatically reflected in HR, or whether you want to control this
by running the required processes manually.

Set the profile to Yes if you want Oracle HRMS to automatically create an
organization whenever any new GL account code combinations are subsequently
created in Oracle Financials. Oracle HRMS will submit the Synchronize Single GL
Company Cost Center with HR process automatically for every new account code
combination. You define the classifications for the organizations created by this
process by setting the HR: GL Cost Center Org Classifications profile option.

Set the profile to No if you do not want the Synchronize Single GL Company Cost
Center with HR process to run automatically, but perhaps want to create all the
required organizations at once. You can then run the Create and Maintain
Company Cost Center Organizations and the Synchronize GL Company Cost
Centers with Existing Organizations processes, or the Synchronize GL Company
Cost Centers with HR request set as often as you need.

Note: If the Concurrent: Hold Requests profile option is set to Yes
for your GL responsibility, then the process that creates
organizations in HRMS automatically will remain on hold until you
restart it.

Upgrading to Automatic Company Cost Center Creation

Follow these steps to upgrade your existing application to automatic creation of
organizations in HRMS corresponding to company cost center combinations that exist
in your GL account combinations.

See: Internal Organizations and Cost Centers, page 2-75 for more information about the
relationship between GL cost centers and HR organizations.

To upgrade to automatic company cost center creation:

You must perform these steps after you have defined your business groups but before
you create any HR organizations.
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Ensure that your GL account combinations have been set up in Oracle GL. This
should have been done as part of your Oracle Financials implementation.

Work with your Financials implementation team to decide how your financial
companies relate to your business groups. Also, you need to discuss how financial
companies and cost centers relate to the internal organizations. For example, do
your financial companies map to GREs? Do your cost centers map to HR
organizations, and so on.

Define an organization for each of the companies that exist in your business group.
These companies should have been set up during your Financials implementation.
You can either apply a classification of company cost center to an existing, or new
organization.

See: Entering Organization Classifications, page 2-36

Select the value set that validates the company segment in your GL accounting
flexfield and select the company name for each of the company cost center
organizations.

If you are defining an organization that represents a company in GL, then do not
complete the cost center fields.

See: Entering GL Company Cost Center Information for a Company Cost Center,
page 2-61

Note: You must take care when defining your company
organizations as it influences the cost center organizations that are
available to your business group.

Ensure that the HR: Data Exchange Directory profile option has been set. This
defines the directory into which the Export GL Organizations process writes tab
delimited files. These files are subsequently read by the Upload GL Company Cost
Center Information request set.

Ensure that your database administrator has added the directory path defined in
the previous step to the init.ora file, using the utl_file_dir parameter.

Set the GL Organization Name Format profile option. This defines the format of the
names for the organizations created automatically. If you do not want to use the
predefined formats you can add your own using the
HR_GL_ORG_NAME_FORMAT lookup type.

See: Defining the Name Format of Company Cost Centers, page 2-81

Run the Export GL Company Cost Centers process.
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Note: Run the Export GL Company Cost Centers process only after
you have created an organization to represent each of the financials
companies that relate to your business group.

See: Running the Export GL Company Cost Centers Process, page 2-82

8. Amend the tab delimited file produced by the Export GL Company Cost Centers
process to map your cost centers to existing organizations.

See: Running the Export GL Company Cost Centers Process, page 2-82

9. Upload the amended tab delimited file using the Upload Company Cost Center
Information request set.

See: Running the Upload Company Cost Center Information Request Set, page 2-83

10. Check the Exception Report generated by the Upload Company Cost Center
Information request set to ensure that all company cost centers classifications have
been created successfully.

See: Running the Upload Company Cost Center Information Request Set, page 2-83

11, Set the HR: GL Cost Center Org Classifications profile option to one of the
following to define what organization classifications are created in HRMS:

e If your financials cost centers are the same as your HR organizations, then set
the profile option to HR Organization and Company Cost Center.

e If your financials cost centers are different but you still want to represent your
cost centers as organizations, then set the profile option to Company Cost
Center. You need to do this if you intend to use the management reporting
functionality in DBI and your HR organizations are not cost centers.

For more information on profile options see: User Profiles, Oracle HRMS
Configuring, Reporting, and System Administration Guide

12. Run the Synchronize GL Company Cost Centers with Existing Organizations
process.

See: Running the Synchronize GL Company Cost Centers with Existing
Organizations Process, page 2-85

13. Set the HR: Automatically Synchronize Single GL Company Cost Centers with HR
profile option to Yes or No. You use this profile to indicate if new GL account code
combinations are automatically reflected in HR, or whether you want to control this
by running the required processes manually.

Set the profile to Yes if you want Oracle HRMS to automatically create an
organization whenever any new GL account code combinations are subsequently
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created in Oracle Financials. Oracle HRMS will submit the Synchronize Single GL
Company Cost Center with HR process automatically for every new account code
combination. You define the classifications for the organizations created by this
process by setting the HR: GL Cost Center Org Classifications profile option.

Set the profile to No if you do not want the Synchronize Single GL Company Cost
Center with HR process to run automatically, but perhaps want to create all the
required organizations at once. You can then run the Create and Maintain
Company Cost Center Organizations and the Synchronize GL Company Cost
Centers with Existing Organizations processes, or the Synchronize GL Company
Cost Centers with HR request set as often as you need.

Note: If the Concurrent: Hold Requests profile option is set to Yes
for your GL responsibility, then the process that creates
organizations in HRMS automatically will remain on hold until you
restart it.

Defining the Name Format of Company Cost Centers

You must set up the HR: GL Organization Name Format profile option if you want your
application to create organizations in HRMS based on cost centers in GL automatically.
This profile defines how the name of the organization in HRMS is generated.

The options available in this profile option are held in the
HR_GL_ORG_NAME_FORMAT lookup type. You can add your own formats to this
lookup if required.

Use the Application Utilities Lookups window to define organization name formats.

To define the company cost center name format:

1.

Query the HR_GL_ORG_NAME_FORMAT lookup type.
Add a new record.

Construct a name format in the Code column using the following codes:

e $COC - Company Code

e $CCC - Cost Center Code
* 3$CON - Company Name

e $CCN - Cost Center Name

Any other characters included in the code are used as delimiters. For example, if
you want your organization names to be constructed using the cost center name
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followed by the company code and separated with a hyphen, then you would enter
$CCN-$COC.

4. Enter a meaning and, optionally, a description for the lookup code.

5. Save your work.

What Next?

You can now set the HR: GL Organization Name Format profile option at Site level in
the System Profile Values window.

Running the Export GL Company Cost Centers Process

Run this process if you are converting your existing setup to use automatic cost center
creation.

Note: You can only use the export functionality if you have the full
version of Oracle HRMS installed.

The process is run for your current business group and writes information about GL
company cost center combinations for companies that you have previously defined for
your business group to a tab delimited file. It creates a record in the file for each unique
company cost center combination that has been defined in GL.

To identify the company and cost center segments, the process looks to see which
segments have had certain qualifiers applied. The company segment is identified by the
Balancing Segment qualifier, and the cost center is identified by the Cost Center
Segment qualifier.

Note: You need to ensure that your Financials implementation team has
set both of these qualifiers for the GL account combinations that are
being mapped to organizations in HR.

The process only includes company and cost center combinations that have not already
been linked to an organization.

Run the Export GL Company Cost Centers process in the Submit requests window. You
can only have one version of this process running at any one time.

To run the Export GL Company Cost Centers process:
1. Select Export GL Company Cost Centers in the Name field.

2. Select the chart of accounts for which you want to run the process.

3. Choose the Submit button to run the process.
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The process produces two files and puts them in the directory defined by the HR:
Data Exchange Directory profile option. The files produced are:

*  GLCC_business group name_business group id.hdr

This header file defines the upload parameters used by the upload process. Do
not edit this file.

e GLCC_business group name._business group id.txt

This file contains the organization information that you can edit.

What Next?

You can use a spreadsheet or text editor to amend the GLCC_business group name_
business group id.txt file to map company and cost center combinations to existing
organizations in HRMS. To do this, replace the suggested organization name with the
exact name of the existing organization in the organization_name column. Do not make
any amendments to any other columns.

Note: If you are using Microsoft Excel to edit the tab delimited file you
must make sure the settings are correct when importing the file using
the Text Import wizard. Select Tab as the delimiter and ensure that each
column that contains IDs or Dates is given a Column Data Format of
Text. This is to ensure that numbers that begin with zeros are imported
correctly and that dates are imported with the correct format. The
columns you need to set are:

e costcenter_id
e company_id

e effective_date

Running the Upload GL Company Cost Center Information Request Set

Run the Upload GL Company Cost Center Information request set to upload the
amended version of the exported file created using the Export GL Company Cost
Centers process.

Note: You can only use the Upload functionality if you have the full
version of Oracle HRMS installed.

By uploading the file you map company and cost center combinations to existing
organizations. A classification of company cost center is added to the each existing
organization.
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Note: Ensure that the .txt filename you have amended is exactly the
same, including case, as that entered in the header file.

Run the Upload GL Company Cost Center Information request set in the Submit
Request Set window.

To run the Upload GL Company Cost Center Information request set:
1. Select Upload GL Company Cost Center Information in the Request Set field.

2. Click in the Parameters field to display the Parameters window.
3. Enter the path for the header file created during the export procedure.

4. Choose the submit button to run the request set.

The processes that make up the request set are now run in turn.

What Next?

Once the DataPump Exceptions Report process has completed you should check the
output. This details any organizations that have not been uploaded correctly, for
example if the organization name entered into the spreadsheet does not exist, or if an
organization specified already has a company cost center classification.

If the process has produced some exceptions, then you must do the following:
* Correct the errors

® Delete the rows that have uploaded successfully from the GLCC_business group
name_business group id.txt file

* Run the Upload GL Company Cost Center Information request set again

Running the Synchronize GL Company Cost Centers with HR Request Set

Run the Synchronize GL Company Cost Centers with HR request set when setting up
your enterprise to create organizations that correspond to your cost centers in GL
automatically if you use DBI to report on financials information.

The request set contains the following concurrent processes:

® Create and Maintain Company Cost Center Organizations, page 2-85
¢ Synchronize GL Company Cost Centers with Existing Organizations, page 2-86

If you have set the HR: Automatically Synchronize Single GL Company Cost Centers
with HR profile option to No run this request set, or its constituent parts, periodically.
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e If you create new GL account code combinations often and use DBI management
reporting to consolidate financials information by cost center manager, then run
this request set regularly. Alternatively, if your cost center structure is quite static,
then to keep your processing time to a minimum you can run the Synchronize GL
Company Cost Centers with Existing Organizations process regularly, and run the
Synchronize GL Company Cost Centers with HR request set less frequently. How
often you run these processes depends on how often you create new cost center
codes.

¢ If you want to generate your organizations in HRMS based on your GL structure
but do not use DBI, then you only need to run the Create and Maintain Company
Cost Center Organizations process as often as you required.

Run the Synchronize GL Company Cost Centers with HR request set in the Submit
Request Set window. You can only run one version of these processes at a time.

To run the Synchronize GL Company Cost Centers with HR request set:
1. Select Synchronize GL Company Cost Centers with HR in the Name field.

2. Select the chart of accounts for which you want to run the request set.

3. Click Submit to run the request set.

Running the Create and Maintain Company Cost Center Organizations

Process

This process creates company cost center organizations for the companies in your
business group. It creates an organization for each unique GL account code combination
that is defined in GL, if an organization does not already exist with the same company
code, company value set, cost center code, and cost center value set. You define which
classifications to assign to the organization using the HR: GL Cost Center Org
Classifications profile option.

The process sets the start date of the new organization to the start date of the company
or cost center value set, whichever is earlier.

The process sets the end date of the new organization to the end date of the company or
cost center value set, whichever is later. If no end date has been entered for either value
set, then the process does not define an end date for the new organization.

Secondly the process checks for a match on organization names. If a name matches the
format defined in the HR: GL Organization Name Format profile option, then the
process adds any missing classifications to the organization.

Note: Run the Create and Maintain Company Cost Center
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Organizations process only after you create an organization to
represent each of the financial companies that relate to your business

group.

Additionally, you can use the Create and Maintain Company Cost Center
Organizations process to update the names, and start and end dates of existing
organizations created using Auto Orgs to reflect changes in the company or cost center
value set.

Run the Create and Maintain Company Cost Center Organizations process in the
Submit Request window. You can only run one version of this process at a time.

Note: This process is also included in the Synchronize GL Company
Cost Centers with HR request set. See:Running the Synchronize GL
Company Cost Centers with HR request set., page 2-84

To run the Create and Maintain Company Cost Center Organizations
process:

1. Select Create and Maintain Company Cost Center Organizations in the name field.
2. Select the chart of accounts for which you want to run the process.

3. Select a company if you want to run the process for one company only. If you do
not specify a company the process generates company cost center organizations for
each company organization in your business group that has the same company
value set as that which is used to validate the balancing segment value in the
chosen chart of accounts.

4. Indicate whether you want to synchronize existing organization names. Select Yes
and the process updates organization names to reflect any changes to the company
description or cost center description in the company or cost center value sets, or to
the HR: GL Organization Name Format profile option.

5. Indicate whether you want to synchronize start and end dates for existing
organizations. Select Yes and the process updates the start and end dates of
organizations to reflect any changes to the values in the company or cost center
value sets.

6. Click Submit to run the process.

Running the Synchronize GL Company Cost Centers with Existing
Organizations Process

This process links existing company cost center organizations to GL account
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combinations. The process checks for a match on company code, company value set,
cost center code, and cost center value set.

To identify the company and cost center segments, the process looks to see which
segments have had certain qualifiers applied. The Balancing Segment qualifier identifies
the company segment, and the Cost Center Segment qualifier identifies the cost center,
in the GL Accounting flexfield.

Note: Ensure that your Financials implementation team has set both of
these qualifiers for the GL account combinations that are being mapped
to organizations in HR.

The process only includes company and cost center combinations that are not already
linked to an organization. Once you link an organization to a GL account combination,
then you cannot link the GL account to a different organization, and you cannot update
the link.

Run the Synchronize GL Company Cost Centers with existing Organizations process in
the Submit Request window. You can only run one version of this process at a time.

Note: This process is also included in the Synchronize GL Company
Cost Centers with HR request set. See: Running the Synchronize GL
Company Cost Centers with HR request set., page 2-84

To run the Synchronize GL Company Cost Centers with Existing
Organizations process:

1. Select Synchronize GL Company Cost Centers with Existing Organizations in the
name field.

2. Select the chart of accounts for which you want to run the process.

3. Click Submit to run the process.
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Organization Hierarchies

Organization Hierarchies

Organization hierarchies show reporting lines and other hierarchical relationships
between organizations in your enterprise.

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

Chart Showing Primary Reporting Lines

Global Industries Eracitiva
Cotnpaty
Carvicas Production Salas
Facilities Crtnpany HE Balas Bast
‘ Fitiation ‘ | hl= | | Sales Wast |
Azzambly Testing Eé&D
Iittetianos Invatitcey HE

Multiple Hierarchies

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

Hierarchies for Matrix Management

Your enterprise may have a matrix management structure in which organizations have
more than one reporting line. For example, looking at the organization chart for Global
Industries, the HR organization under Production might have another reporting
relationship to the organization Company HR. You can set up additional hierarchies to
reflect secondary reporting relationships within your enterprise.
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Security Hierarchies

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

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

You can also give managers in the Sales East office access to records in other
organizations by creating a global organization hierarchy structure.

Hierarchies for Reporting

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

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

Organizational Change and Version Control

Changing your hierarchies to reflect simple changes in reporting lines is easy. You
create a new version of your existing hierarchy and modify parts of its structure. Oracle
HRMS retains earlier versions of hierarchies for historical information.

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

Tip: You can create future-dated versions of your organization
structures and use these to prepare for reorganization in advance. You
retain previous versions of your hierarchies for historical information.

If you want to read more information about dated information and hierarchy versions,
see Managing Change Over Time, page 1-24

Global Organization Hierarchies

Global organization hierarchies enable you to work on organizations in multiple
business groups and provide standard functionality for global reporting. In a
multinational enterprise with organizations in multiple business groups, for example,
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global hierarchies enable you to set up a single global reporting hierarchy for
management or approvals. In other words, you maintain only one hierarchy instead of
several.

A global hierarchy can contain organizations from any business group on your
database. By associating a global organization hierarchy with a global security profile
you can create a security hierarchy that gives users access to organizations across
business groups.

For more information about security profiles, see Security Profiles, Oracle HRMS
Configuring, Reporting, and System Administration Guide

If you use the Oracle HRMS forms interface, then you cannot access data across
business groups using one responsibility, even if you associate a global security profile
to your responsibility. Your access is limited to organizations in the business group
defined in the HR:Business Group profile option.

Creating Organization Hierarchies

Create organization hierarchies to show reporting lines and other hierarchical
relationships. If you want to include organizations from a single Business Group, use
the Organization Hierarchy window, alternatively, use the Global Organization
Hierarchy window to include organizations from any Business Group. Always define
hierarchies from the top organization down.

You must define the top organization in the hierarchy, and at least one organization
subordinate to it.

Note: To access the Global Organizations Hierarchy window you must
have a global security profile associated with your responsibility and
your System Administrator must add the window to the menu.

To set up a new organization hierarchy:

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

2. Save your work.

3. Enter the version number and start date for the hierarchy.

You can copy an existing hierarchy. See: To copy an existing hierarchy, page 2-93,
below.

4. Save your work.

5. Query the top organization name in the Organization block.
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In the Subordinates block, select the immediate subordinates for the top
organization.

If you are using the Global Organization Hierarchy window, the lookup displays
which Business Group each organization belongs to as organizations from different
Business Groups can have the same name.

To add organizations below one of these immediate subordinates choose the Down
Arrow button for the organization.

The Organization block now displays the organization you selected. You can add
subordinates to this organization. To return to the previous level, choose the Up
Arrow button.

Note: The list of organizations from which you can select in the
Subordinates block includes organizations that are already in the
hierarchy. If you select such an organization, you will move it and
all its subordinates within the hierarchy.

See: Changing Organization Hierarchies, page 2-93

To enable position control:

1.

Query the organization hierarchy in the Name field.

Check the Top Node Position Control Enabled checkbox to select this hierarchy as
the one that operates under the position control business rules.

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

Determine the top node for position control (the level at which position control
begins):

* To set the level at the highest organization so that position control is enabled for
all organizations, it is sufficient to check the Top Node Position Control
Enabled check box as in the previous step.

* To set the level so that position control begins at a subordinate level, choose the
organization in the Subordinate block and select Yes from the LOV in the
Position Control Enabled field.

To exclude an organization that shouldn't operate under position control rules,
choose the organization in the Subordinates block and select No from the LOV in
the Position Control Enabled field.

Excluding the organization automatically excludes its subordinates.
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Note: If you are converting positions from a legacy system, use
HR_POSITION_API before enabling position control. You do not
have to approve legacy positions you create before defining
position control organizations.

To change the top node for position control:

1.

Query the organization hierarchy version that's position controlled.

Query the organization that was the previous top node in the Organization Name
field.

Click the Up button to move the organization into the Subordinates block and select
No from the LOV in the Position Control Enabled field. Excluding the organization
automatically excludes its subordinates, but if subordinate organizations have a Yes
value in the Position Control Enabled field, you must change them manually to No
or to a blank.

Query the organization that will become the new top node in the Organization
block.

Click the Up button to move the organization into the Subordinates block and select
Yes from the LOV in the Position Control Enabled field.

Exclude subordinate organizations from position control as desired by choosing the
organization in the Subordinates block and selecting No from the LOV in the
Position Control Enabled field.

To create a new version of an existing hierarchy:

1.

Query the name of the hierarchy.

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

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

You can copy an existing hierarchy. See: To copy an existing hierarchy, page 2-93,
below.
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3. Query the top organization name in the Organization block.

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

5. To add organizations below one of these immediate subordinates, choose the Down
Arrow button for the organization.

The Organization block now displays the organization you selected. You can add
subordinates to this organization. To return to the previous level, choose the Up
Arrow button.

To copy an existing hierarchy:

1. Enter or query the name and number of your new hierarchy version and choose the
Copy Hierarchy button.

2. Select the name and version number of the hierarchy you want to copy.

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

Changing Organization Hierarchies

To view which organizations are in a hierarchy:

1. Query the hierarchy and version you want to view.
2. In the Organization region, enter a query on the Name field.
3. Check the Exists in Hierarchy check box and run the query. You can now scroll

through the organizations currently in the hierarchy in the Name field.

To add a new organization to an existing hierarchy:

1. Query the hierarchy and version you want to change.
2. Query the parent organization for the one you are adding.

3. Select the new organization in the Subordinates block.

Important: The list of organizations from which you can select in

the Subordinates block includes organizations that are already in
the hierarchy. If you select such an organization, you will move it
and all its subordinates within the hierarchy.
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To change the top organization of an existing hierarchy:

1. Query the hierarchy and version you want to change.
2. Query the new top organization.

3. Select the previous top organization in the Subordinates block.

To move an organization and all its subordinates:

1. Query the hierarchy and version you want to change.
2. Query the new parent organization for the one you want to move.

3. Select the organization to move in the Subordinates block. All the organization's
subordinates are moved.

Deleting Organization Hierarchies

You cannot delete an organization hierarchy if other versions exist, or a security profile
uses it.

To delete an organization hierarchy:

1. Remove all the subordinate organizations from the hierarchy, starting at the lowest
level.

2. Delete the organization hierarchy.

Running the Organization Hierarchy Report

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

You run reports from the Submit Requests window.

To run the Organization Hierarchy Report:

1. In the Name field, select Organization Hierarchy.
2. Enter the Parameters field to open the Parameters window.
3. Enter the effective date for which you want to see the report.

4. In the Organization Structure field, select the hierarchy. If there are multiple
versions, select a version.
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If the effective date lies between the version's start and end dates, the report shows
information for the effective date. If it lies outside these dates, the report shows
information for the start date of the version.

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

6. Enter Yes in the Managers Shown field to see managers' names. The report includes
all assignments that have a manager status in the Assignment window, at the time
the report is run.

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

7. Choose the Submit button.

Launching a Hierarchy Diagrammer

You edit organization or position hierarchies in the Organization Hierarchy
Diagrammer window or the Position Hierarchy Diagrammer window.

Note: Before you can access the hierarchy diagrammers, a TCF
SocketServer must be running. Your system administrator can set this
up for you.

To launch a hierarchy diagrammer:

1. Open the Organization or Position Hierarchy window using the Diagrammer menu
option. This displays a cut-down version of the Hierarchy window.

Note: To create hierarchies containing organizations from only one
business group, choose the Diagrammer Local option. To include
hierarchies from more than one business group, choose the
Diagrammer Global option.

2. Query the hierarchy you want to edit. If it does not yet exist, you can create a new
hierarchy by:

e Setting Up a New Hierarchy, page 2-99
* Creating a New Version of an Existing Hierarchy, page 2-100

¢ Copying an Existing Hierarchy, page 2-101

3. Choose the Open Editor button to open the Hierarchy Diagrammer window. The
selected organization or position hierarchy is displayed.
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The hierarchy diagrammer is divided into three regions:

e The hierarchy diagram region. This displays a diagrammatic representation of
an organization or position hierarchy. You use the hierarchy diagram region to
graphically view, create or modify an organization or position hierarchy.

¢ The node list region. This displays a Find block and a list of organizations or
positions that you have located using the Find feature and have not yet
attached to a hierarchy.

¢ The node properties region. This displays details of the selected organization or
position. Use the buttons to display further position and assignment details for
the selected organization or position.

Finding an Organization or Position in the Hierarchy Diagrammers

You can display a list of unattached organizations or positions so that you can view
additional information about them or add them to your hierarchy. You do this using the
node list region of the Hierarchy Diagrammer windows.

To find an organization or position:

1. In the Name field, enter the name of the organization or position.

* To broaden the search, you can use the percent (%) symbol to replace one or
more letters; for example, enter Sales% to find Sales North, Sales South, Sales
Central and so on.

¢ Tonarrow the search, you can enter different criteria in the other fields next to
the Find button; for example, to find all Sales organizations with Senior Sales
Executive jobs, you could enter:

e Sales% in the Name field
e Senior Sales Executive in the Job field

® Active in the Hiring Status field

2. Choose the Find button.

All matches for the criteria you entered are listed below the Find area.

3. To remove the search results and start a new query, choose the Clear button.
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Changing the Appearance of a Hierarchy Diagram

You can change the appearance of a hierarchy diagram including;

The levels displayed in the hierarchy
The style of the hierarchy diagram
The text style, size and color, and the background and line colors

The area of the screen used to display the diagram

The changes you make affect the appearance of the diagram both on screen and when
you print it out.

Expanding and Collapsing Diagrams
Organizations and positions with subordinate levels in a hierarchy diagram include
buttons for expanding or collapsing diagrams:

Expand button: indicates an expandable parent organization or position with
hidden subordinate levels. Click Expand to display subordinate organizations or
positions within the parent.

Collapse button: indicates a collapsible parent organization or position with
subordinate levels. Click the Collapse button to collapse subordinate organizations
or positions.

Changing the Style of a Diagram
You can choose from three styles of hierarchy diagram:

Vertical style: displays the hierarchy diagram in a stacked hierarchical layout

Interleaved style: displays the hierarchy diagram in an expanded stacked
hierarchical layout

Org chart style: displays the hierarchy diagram in an organization chart style
layout.

Choose a style from the View menu or choose the appropriate toolbar button to change
the style.

Changing the Font and Colors in a Diagram
You can change the colors of the following elements of a hierarchy diagram:

Background
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* Lines and boxes
* Nodes (organizations or positions)

e Node text

To change the font and colors in a diagram:
1. Launch a hierarchy diagrammer, page 2-95.

2. Choose Edit, Preferences from the menu to display the Preferences window.
3. Choose the Choose Color... button for the diagram element you want to change.

4. Select a color from the Color Picker dialog.

You can also change the style and size of the text by selecting from the Font Name
and Font Size poplists in the Preferences window.

Changing the Display Area of a Diagram

You can increase the area of the screen available for the hierarchy diagram by hiding
unwanted regions of the window using the following options on the View menu:

* Node Properties
* Node List
e Toolbar

e  Status Bar

Tip: If you still want to see the properties for organizations or
positions, you can display a floating properties sheet. Click the
Properties button on the Node Properties region before you hide
the region, or choose Properties from the Edit menu.

You can also resize the amount of space available to each region of the window, to
make the best use of the display space, by dragging the edge of the region.

Displaying Information about Organizations or Positions

You can display additional information about organizations or positions in the
hierarchy diagrammers, to assist you in creating or editing hierarchies.
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To display additional information for an organization or position:
1. Launch a hierarchy diagrammer, page 2-95.
2. Either:
¢ Select an organization or position in the hierarchy diagram region of the
window.
or:

¢ Use the Find feature to display an unattached organization or position in the
node list region of the window and then select it.

3. Choose one of the following buttons:

* Organizations or Positions
* Assignments
* Organization Holders or Position Holders

A floating window appears displaying additional details for the selected
organization or position.

4. To search further on the selected organization or position, you can filter your search
using search criteria. For example, if you select an organization and choose the
Position button, you can search using the following criteria: Position Name, Hiring
Status, and Job. The results will appear in a separate page. The navigation buttons
appear if the search retrieves more than one page of data

Setting Up a New Hierarchy

Use the hierarchy diagrammers to graphically set up a new organization or position
hierarchy. You must first use the Organization or Position window to specify:

* The top organization or position in the hierarchy
e All the subordinate organizations or positions for the hierarchy.

See Creating an Organization, page 2-35 or see Defining a Position, page 3-35

To set up a new organization or position hierarchy:

1. Open the Organization or Position Hierarchy window using the Diagrammer menu
option. This displays a cut-down version of the Hierarchy window.
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Note: To create hierarchies containing organizations from only one
business group, choose the Diagrammer Local option. To include
hierarchies from more than one business group, choose the
Diagrammer Global option. The availability of these options
depends on whether your system administrator has granted you
access to the local or global versions of the windows using function
security. See Menu Structure, Oracle HRMS Configuring, Reporting,
and System Administration Guide

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

3. Enter the version number and start date for the hierarchy.
4. Save your work.
5. Choose the Open Editor button to open the hierarchy diagrammer.

6. In the node list region of the window, query the organization or position that
represents the top level in the hierarchy and drag it to the hierarchy diagram region
of the window.

7. Build the hierarchy by adding organizations or positions, working from the top
level down.

e To add an organization or position, drag it from the node list region to the
organization or position that will be its parent and drop it on top to add it to the
hierarchy. The cursor displays a small rectangle when you are on top of the
parent value.

* You can move and remove organizations or positions to modify the hierarchy
until you have the correct structure.

8. Save your hierarchy. The hierarchy diagrammer commits the changes to your
database to create the new hierarchy.

Creating a New Version of an Existing Hierarchy

2100

Use the hierarchy diagrammers to create a new version of an existing organization or
position hierarchy.

To create a new version of an existing hierarchy:

1. Open the Organization or Position Hierarchy window using the Diagrammer menu
option. This displays a cut-down version of the Hierarchy window.
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Note: To create hierarchies containing organizations from only one
business group, choose the Diagrammer Local option. To include
hierarchies from more than one business group, choose the
Diagrammer Global option. The availability of these options
depends on whether your system administrator has granted you
access to the local or global versions of the windows using function
security

See Menu Structure, Oracle HRMS Configuring, Reporting, and System Administration
Guide

2. Query the name of the hierarchy.

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

Overlapping versions of a hierarchy cannot exist. When you create a new version of
an existing hierarchy, the system automatically gives an end date to the existing
version. Oracle HRMS retains all previous versions of hierarchies for historical
information.

4. Save your work.

5. Choose the Open Editor button to open the Hierarchy Diagrammer window. The
new version of the organization or position hierarchy is displayed.

6. Modify the hierarchy to add, move or remove organizations or positions to create
the new hierarchy.

7. . Save your hierarchy. The hierarchy diagrammer commits the changes to your
database to create the new hierarchy.

You can also create a new hierarchy by copying an existing hierarchy, page 2-101
and modifying it.

Copying an Existing Hierarchy

Use the hierarchy diagrammers to create a new organization or position hierarchy by
copying an existing one.

To copy an existing hierarchy:

1. Open the Organization or Position Hierarchy window using the Diagrammer menu
option. This displays a cut-down version of the Hierarchy window.
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Note: To create hierarchies containing organizations from only one
business group, choose the Diagrammer Local option. To include
hierarchies from more than one business group, choose the
Diagrammer Global option. The availability of these options
depends on whether your system administrator has granted you
access to the local or global versions of the windows using function
security.

See Menu Structure, Oracle HRMS Configuring, Reporting, and System Administration
Guide

Choose New from the File menu, enter a name for your new hierarchy and save
your work.

Enter a start date for your new hierarchy and choose the Copy Hierarchy button (do
not save first).

Select the name and version of the hierarchy you want to copy, and choose Copy.

Choose the Open Editor button to open the Hierarchy Diagrammer window. The
copied organization or position hierarchy is displayed.

Modify the hierarchy to add, move or remove organizations or positions to create
the new hierarchy.

Save your hierarchy. The hierarchy diagrammer commits the changes to your
database to create the new hierarchy.

Adding Organizations or Positions to a Hierarchy

Use the hierarchy diagrammers to add organizations or positions to an organization or
position hierarchy.

To add organizations or positions to a hierarchy:

1.

Launch a hierarchy diagrammer, page 2-95.

In the node list region of the window, query the organization or position you want
to add to your hierarchy.

Select the organization or position name in the node list, and drag it to the
organization or position that will be its parent, then drop it on top to add it to the
hierarchy.

The cursor displays a small rectangle when you are on top of the parent value.
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4. Save your changes to the hierarchy. The hierarchy diagrammer commits the
changes to your database.

Removing Organizations or Positions From a Hierarchy

Use the hierarchy diagrammers to remove organizations or positions from an
organization or position hierarchy.

To remove organizations or positions from a hierarchy:
1. Launch a hierarchy diagrammer, page 2-95.

2. Select the organization or position you want to delete from your hierarchy, and
drag and drop it into the node list region of the window, or choose Cut to remove it
and all its descendants.

You are not deleting the organization or position from your database; you are just

removing it from the hierarchy.

3. Save your changes to the hierarchy. The hierarchy diagrammer commits the
changes to your database.

Moving Organizations or Positions in a Hierarchy

Use the hierarchy diagrammers to move organizations or positions in an organization
or position hierarchy.

To move organizations or positions in a hierarchy (drag and drop):
1. Launch a hierarchy diagrammer, page 2-95.

2. Select the organization or position you want to move in your hierarchy, drag it to
the organization or position that will be its parent and drop it on top to add it to the
hierarchy.

The cursor displays a small rectangle when you are on top of the parent value.
3. Save your changes to the hierarchy. The hierarchy diagrammer commits the

changes to your database.

To move organizations or positions in a hierarchy (cut and paste):
1. Launch a hierarchy diagrammer, page 2-95.

2. Select the organization or position you want to move in your hierarchy, and choose
Cut from the Edit menu or choose the Cut button on the toolbar.
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3. Move the cursor over an organization or position that you want to move it beneath,
or next to.

The cursor displays a small rectangle when you are on top of the parent value.

4. Choose:
* Paste, to move the organization or position to be a subordinate of the one
selected
or:

¢ Paste Next to, to move the organization or position to the same level as the one
selected.

5. Save your changes to the hierarchy. The hierarchy diagrammer commits the
changes to your database.

Menu and Toolbar Commands

You can access the following commands from the hierarchy diagrammer menus. Use
them to create, edit, save and print hierarchy diagrams and control the display of
hierarchy diagrams on your desktop.

Some of these commands are also available from the toolbar, which provides quick
access to commands you use often.

File Menu

Save

&

Saves changes made to the hierarchy to your database.

Refresh

Refreshes the screen to show the latest changes to the hierarchy diagram.
Print

Prints the hierarchy diagram as it is displayed in the window.

Close Hierarchy Editor

Exits the hierarchy diagrammer and prompts you to save any changes.
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Edit Menu

Removes the selected organization or position and any subordinate organizations or
positions from the current hierarchy, and places it on the clipboard. Use with Paste or
Paste next to, to move the organization or position.

Copy

Copies the selected organization or position and any subordinate organizations or
positions in the current hierarchy to the clipboard. Use with Paste or Paste next to, to
move the organization or position. When you paste the copied organization or position,
it is removed from its original place in the hierarchy and replaced at the new location,
thus having the same effect as the Cut option.

Paste

Ty

Pastes an organization or position into the hierarchy at the level below the selected
organization or position.

Paste next to

Pastes an organization or position into the hierarchy at the same level as the selected
organization or position.

Delete

Removes an organization or position from the hierarchy diagram. Unlike Cut and
Copy, this option does not place the organization or position on the clipboard. Only
removes organizations and positions from the hierarchy and does not delete them from
your database.

Properties (on-screen button)

Displays a floating window showing the properties of the selected organization or
position. You can use this instead of the node properties region of the window.

Preferences

Displays the Preferences window, which you can use to change the text style and size,
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View Menu

Help Menu

and the colors of the text, lines, nodes and background of the hierarchy diagram.

Vertical Style

Changes the view of the current hierarchy diagram to a stacked hierarchical layout.

Interleaved Style

Changes the view of the current hierarchy diagram to an expanded, stacked hierarchical
layout.

Org Chart Style

Changes the view of the current hierarchy diagram to an organization chart style
layout.

Node Properties

Toggles on or off the region of the windowcontaining the properties of the selected
organization or position, enabling you to display more of the hierarchy diagram.

Node List

Toggles on or off the region of the window containing the Find blockand the list of
organizations or positions that are not part of the hierarchy, enabling you to display
more of the hierarchy diagram.

Toolbar
Toggles the toolbar on and off.
Status Bar

Toggles the status bar at the bottom of the main hierarchy diagrammer window on and
off.

About
Displays information about the hierarchy diagrammer.
Library

Displays help for using any Oracle applications you have installed.
1.
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3

Jobs and Positions

Jobs and Positions Overview

Oracle HRMS provides flexible work structures to represent the ongoing
responsibilities and functions that an organization must carry out in order to meet its
goals. Jobs and positions are placeholders in your enterprise model representing roles,
which enable you to distinguish between tasks and the individuals who perform those
tasks. Oracle HRMS uses jobs to represent the duties people perform and the required
skills, for example:

e Professor
¢ Developer
e Accountant

Positions represent a specific instance of a job, such as:

* Assistant Professor of Sociology
® Senior Software Developer
® Payroll Accountant

A clear conceptual model of your enterprise helps you to optimize your workforce. Jobs
and positions are key components of that model. The flexibility of jobs and positions
enables you to model your enterprise accurately. Use jobs or positions (in combination
with organizations, assignments, grades, salaries, and other HR structures) to manage
your workforce in a manner consistent with the way you do business.

Using Oracle HRMS to Manage Jobs and Positions

As you implement your enterprise model, one of the earliest decisions you face is
whether to use jobs, positions, or a combination of both. You can use Oracle HRMS to
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Roles

define required skills and valid grades for either one. Enterprises fall into one of three
general categories:

e Rule-based
* Project-based
e Hybrid

If your organization is a rule-based enterprise, you regulate employment, roles, and
compensation according to strict policies and procedures. Fixed roles tend to endure
over time, surviving multiple incumbents. You manage roles rather than individuals.
Examples include government, higher education, and health care. Rule-based
industries, where roles continue to exist after individuals leave, typically model the
enterprise using positions.

If your organization is a project-based enterprise, such as a construction or software
company, you require the flexibility to assign people to new projects or organizations
on a regular basis. You manage people and their skill sets, rather than fixed roles. This
requires the flexibility to match competencies to tasks quickly and easily. Project-based
organizations, where roles end when individuals complete a project, typically model
the enterprise using jobs.

If your organization is a hybrid enterprise, you assign some individuals to fixed roles,
and others to multiple projects. This is typical of large manufacturing or corporate
enterprises. Hybrid enterprises such as these model the enterprise using both jobs and
positions.

See: Defining a Job, Oracle HRMS Enterprise and Workforce Management Guide

See: Defining a Position, page 3-35

HRMS provides two key contexts for a role: the primary role and the HRMS role.

e Primary role. You set up primary roles using jobs and positions, as described
above, to define the key tasks the enterprise employs people to perform.

¢ HRMS role. You set up HRMS roles to grant permission to authorize or approve
HR actions, such as creating new positions, recruitment, hiring, or managing
expenses. Roles also specify destinations in a routing and approval sequence, such
as initiator, classifier, reviewer, or approver. You can associate multiple users with
the same role, allowing anyone occupying the role to process a position or budget
transaction, or approve other changes, such as promotions or transfers. See
Defining HRMS Roles for Transactions, page 3-79
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Position Control

If your organization is a rules-based enterprise (such as a public sector organization),
you typically exercise strict control over positions, adhere to budgets, engage in
approval processes, or comply with stringent reporting requirements. HRMS position
control, budgeting, and workflow features provide many configurable tools to help you
address these needs. These tools enable you to:

® Maintain strict control over the creation or modification of positions
e Keep position-related costs in line with available funds

* Meet legislation-mandated funding and reporting requirements

¢ Route business transactions for approval automatically

If you implement control budgeting, the application triggers warnings or errors when
entering an assignment that would put you over budget. You can also report on budget
statuses and under budgeted line items at any time in the budget cycle. See: People
Budgets and Costing Overview, page 4-1

Job and Position Evaluation

Position and job evaluation features enable you to assess how your employees,
contingent workers, and contractors are aligning with the goals of the organization. An
evaluation system enables you to define grades and set appropriate compensation
levels. See: Creating an Evaluation System, page 3-96

Reorganizing Your Workforce

Using Mass Move features, you can reorganize your workforce in a single step. You can
transfer a group of employee assignments to another organization, or to new positions
within the same organization. See: Reorganize Your Business Group, page 3-105

Position Hierarchies

You can also build hierarchies to model reporting lines and other relationships. If you
use positions to define primary roles, you can add positions to a position hierarchy to
provide a view of line management reporting across your organization or business
group, reorganize your workforce, or route HR actions for approval. You create and
maintain hierarchies using the Position Hierarchy window or the Position Hierarchy
Diagrammer. See: Creating a Position Hierarchy, page 3-99

Jobs and Positions Using SSHR

Self Service Human Resources (SSHR), available under separate license, provides
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functions for making changes to roles, assignments, and terms of work. Available
features provide user-friendly access to HR actions known as Manage Employment
Events in SSHR, and personnel actions in the public sector. See: Overview of Self-Service
Actions, Oracle HRMS Workforce Sourcing, Deployment, and Talent Management Guide

Key Concepts

To broaden your understanding of Oracle HRMS jobs and positions, see:
Project Based Enterprises Example, page 3-10

Rule Based Enterprises Example, page 3-13

Hybrid Enterprise Structures Example, page 3-16

Job Management, page 3-18

Jobs and Position Evaluation, page 3-96

Business Group Reorganization, page 3-104

Position Control, page 3-28

People Budgets and Costing Overview, page 4-1
Workflow for Position Control and Budgeting, page 3-73
Transaction Type Wizard, page 3-55

Business Rules, page 3-63

Jobs and Positions

Each enterprise has its own unique culture, which is reflected in the organization of
work and in the management of people within the enterprise. The enterprise culture
also affects the reward systems in operation and the control systems that are required.

The range of enterprise modeling is very wide. However, it is possible to identify some
common types of enterprise, and we suggest how you might implement Oracle HRMS
for three typical enterprise models. These are:

* Project based enterprises
® Rule based enterprises

e Hybrid enterprise structures

How closely should you follow one or other of these models?

These suggestions are not intended to provide a blueprint for your own
implementation. They should help you to see the possibilities - how you can implement
and use different combinations of organizations and jobs, or positions in your own
situation.
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What is the role of jobs and positions in enterprise modeling?

Jobs and positions play a key role in the modeling of work structures in your enterprise.
Jobs and positions can represent the roles of your employees in different ways.

What is the role of position hierarchies?

Position hierarchies show the detailed line management reporting in each organization
throughout the enterprise. You can set up a primary hierarchy and multiple secondary
hierarchies to show reporting lines, including "dotted line" reporting. You can also use
position hierarchies to control access to information.

Can | reorganize my Business Group?

Yes. By using Mass Move you can move a group of assignments to different positions
either within an organization or between organizations. You can move assignments to
existing positions or create new positions for them. You can also change the grade,
location, and standard conditions of an assignment.

How do you manage positions?

Position management is a flexible system that offers standard and advanced levels of
control. Standard controls allow organizations to define positions, route and approve
budgets. Advanced controls allow organizations to route and approve position
definitions and budgets, and to ensure that positions and related costs are kept in line
with available funds in accordance with policy. Configurable business rules perform
validations, and interfaces from payroll, budgeting, and commitments to General
Ledger ensure accurate and current information.

Management reports provide data and analysis necessary to stay within budget and to
adjust expenditures or budgets in response to permanent changes, such as
reclassification of a position, authorization of new positions, or temporary changes such
as temporarily freezing a position.

You can choose whether to apply position control to organizations, to an entire
organizational hierarchy or selected organizations within it.

How do you ensure that actions are in keeping with policy?

Using Oracle Workflow, you can route position transactions and budget worksheets to
gather the necessary approvals and authorizations to ensure that decisions are in
keeping with current policy. You can route transactions based on routing list, position
hierarchy, or supervisory hierarchy (the application extrapolates the hierarchy based on
the supervisor entered on the user's primary assignment).

When you route a transaction, the application automatically identifies the next
authorized user. You can send the transaction to that user or skip that person and send
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it to the next person.

You can easily view the routing history for current and past transactions, including
details about the actions taken, and for each action, the prior and subsequent
destinations.

The application maintains an historical record of information about a position using
date tracking. Date tracking allows the user to view position data and gather
information that can be used to address complaints or other actions brought by
employees or bargaining units.

Is there a simple way to create new positions?

Yes, position copy allows you to duplicate position data and easily define new
positions.
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Jobs and Positions

Jobs and Positions

Example

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

Job: A job is a generic role within a Business Group, which is independent of any single
organization. For example, the jobs Manager and Consultant can occur in many
organizations. You can also use jobs to set up supplementary roles that an employee
might hold, for example, fire warden, or health and safety officer. You can distinguish
these supplementary roles from other jobs by using Job Groups.

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

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

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

Model Your Organization and Roles

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

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

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

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

Positions provide you with a finer degree of structural definition and control than
organizations on their own. You can use both organizations and positions to represent
your reporting structures. However, if you define both, you must also maintain both
over time. This may lead you into duplication of effort and information.
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Tip: If you decide to use positions to represent how people work in
your enterprise, it is best to define most of the detail at the level of the
position. Do not duplicate this detail in organization structures.

Use organizations to show your highest level of departments or divisions. Use positions

and position hierarchies to show the reporting groups existing in your enterprise.

If you use positions to define roles, you can use Oracle's position and budget
functionality to stay within budget and adjust position expenditures or budgets in
response to changes in organizations, personnel, and funding sources. You can also use

Oracle Workflow for routing position definitions and budgets for approval, and

configure predefined business rules that perform necessary validations. See: Position
Control, page 3-28.

Additional Information About Roles

As you define roles in your enterprise you can describe their responsibilities,
requirements, and working conditions. This can be done in a number of ways:

Job Groups

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

You can attach documents, for example, text describing the objectives and tasks of
the job or position, to each record.

You can add up to twenty additional fields to each window in a descriptive
flexfield. These fields can be global (they always appear) or context-sensitive (they
appear only when triggered by another piece of information). For example, you
could set up fields to record the health and safety requirements of a position, or its
suitability for job share.

You can add any number of Extra Information Types (EITs). This would enable you
to set up fields to hold information to which only users with certain responsibilities
would have access. For example, you could set up fields only to be used by
managers.

You can enter competencies against both jobs and positions. Then, using the
suitability matching tool, you can match employees' competencies to those required
by a job or position. This enables you to identify training needs or rank potential
successors. You can also enter which position is the planned successor for each
position in your enterprise.

Each job is held in a job group. The job group is used to store jobs of a similar type
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together in one group. All standard jobs created in Oracle HRMS, that is, those jobs that
define the role the person is employed to fulfil, must be stored in the Default HR Job
Group. This job group is automatically created for your business group is given the
same display name as the business group. The internal name for the job group is of the
format HR_<Business_Group_ID>, for example HR_2273.

Only jobs entered in the Default HR Job Group will be available in other windows in
Oracle HRMS such as Position, Competencies, or Assignment. The only windows
within Oracle HRMS that can access jobs outside of the Default HR Job Group are the
Supplementary Roles window and the Elections window.

You can set up additional job groups to store supplementary roles that your employees
might fulfil. These would be performed in addition to the roles described above and
could be as a result of company defined initiatives like fire warden, or defined by
legislation such as health and safety representative.

See: Workers' Representation and Supplementary Roles, page 5-12
You can also set up job groups to be used by Oracle Projects.

The way in which your enterprise uses job groups will depend on the setting of the
HR:Cross Business Group profile option. If this is set to Y then you can create global job
groups that can be accessed by all business groups on your system. If it is set to N then
you can only create job groups for use within your business group.

Note: The HR Default Job Group is business group specific and
therefore all jobs held within it are only available within your business
group. Global job groups only apply to supplementary roles within
Oracle HRMS, and Oracle Projects.

Job and Position Names

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

The name can be a title only, as for example:

¢ Director

* Analyst

¢ Training Manager

You can add another segment to categorize the jobs or positions. In this way, you can

use segments to identify subgroups of employees within your enterprise. For example,
a job name can comprise a title and a job type, such as:

e Director of Finance.Director
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e Assistant Director of Finance.Director
e Finance Officer.Professional

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

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

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

Project Based Enterprises Example

Single Projects

Multiple Projects

Project based enterprises are often service based industries where flexibility and
organizational change are key features. Examples are consultancy or construction
companies, or small manufacturing or software companies.

In these enterprises, employees are assigned to work on single projects for a given
period of time. For example, an engineer working on a large scale construction project
might be assigned to the project for a period of six months. All their work and costs are
associated with this one project. When this is complete the employee moves on to
perform a similar role on another project. In this example you would expect the
employee to have a single assignment, with 100% of the assignment costs allocated to a
single project. The employee assignment might also contain project specific information,
such as location or group information.

In a different situation, an employee might be assigned to a number of projects at the
same time. For example, consider an Applications Consultant working for Oracle. This
person is employed as a consultant by a specific organization within Oracle but the
project work is undertaken outside Oracle. The consultant performs similar tasks in
different implementation projects, and costs are allocated on the basis of actual time
spent working on each project. In this example you would expect the consultant to have
a single assignment in Oracle HRMS and the project allocation and costs to be entered
as timecard information.

In both of these examples, employees perform specific roles, but they work on different
tasks or projects at different times. Project based enterprises normally have a fluid
organization structure with regularly changing reporting and management lines. This
fluidity provides the flexibility required to compete in rapidly changing markets.

Organizations can be formed or transformed at short notice as different projects or
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management groups are formed. Employees can be assigned and reassigned to these
organizations, also at short notice, although they normally retain their basic role, or job.

Representing Organizations and Jobs

Jobs

To represent both single and multiple projects, you need the ability to define and
change organization structures quickly and easily. You must also be able to move
employees between organizations while keeping the same job. For both of these
reasons, you would probably use organizations and jobs to show how people are
assigned and managed.

Jobs are independent of organizations. In the Assignment window, you can change the
assignment organization or job independently.

Project Based Assignments

Organizations

Typically, you would not define Positions to show this type of working. Positions
require additional definition and maintenance, and do not reflect the sort of flexible
working environment found in this type of enterprise.

Working with organizations and jobs as the basis of the employee assignment, you can
also consider how you would reflect the assignment of the employee to individual
projects. There are a number of possible options to consider.

® Use organizations to show actual projects, and assign employees to projects.

e Useful for single projects. For multiple project assignments you would need to
use multiple assignments.

® Use a People Group flexfield segment to hold the project code.

* An alternative for single projects, where you want to use the organization to
show internal management structures. However, for multiple project
assignments you would still need to use multiple assignments.
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® Use a Cost Allocation flexfield segment to hold the project code.

e Useful for both single and multiple project assignments. You can collect project
cost information at the work assignment or the timecard entry level.

Organization Structures

You should define organizations down to the level of individual managers, and use the
manager flag on the Assignment window to identify the manager of each organization.
Also, define your primary organization hierarchy to show the detailed management
reporting lines among organizations and managers. In this way you can show that
employees assigned to an organization are managed by the organization's manager.

Important: It is best not to use the Supervisor field of the assignment
window to identify managers for individual employees. This field is
used to identify a personal supervisor for an employee and is not
updated if the supervisor moves to another job or organization.

Job Structures

In this type of environment, jobs show the specific roles employees perform. Therefore,
you are likely to have multi-segment job names to distinguish different types and
different levels of jobs in the enterprise. For example, you might define a three segment
job name with Department, Title, and Job Level. An actual job combination might then be
'Applications.Consultant.Senior'.

Project Allocation and Costing

With this type of implementation, you would probably use the assignment to identify
management type reporting. You would identify project-working using a segment of
the Cost Allocation flexfield to show Project Code for each assignment.

If you set the qualifier Assignment to Yes for this segment, you could enter percentage
costs for the assignment to different project codes. If you set the qualifier Element Entry
to Yes, you could use a timecard element to record and cost the actual hours worked on
each project.

See: Data Costed at the Organization and Assignment Levels, page 4-62

Other Management Issues
When you consider this environment there are other areas your decisions may affect:
Remuneration Policies: Individual compensation and benefits are often based on
personal negotiation, or performance reviews. Therefore you will probably have fewer

rules to determine policy and more consideration of the actual values entered for an
employee.

Grades and Jobs: Typically grades and jobs are very closely linked. For example, the
name Senior Consultant may identify both the role of an employee and his or her
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relative status and eligibility for compensation and benefits.

You may decide to set up the same structures for both the job and the grade. This will
be true if you want to set up rates of pay with minimum and maximum values
associated with your grades.

Budgets: Headcount budgets are usually allocated at the level of the organization, or
the combination of organization and job.

You can calculate your salary budgets from the definition of organization and job
headcount budgets, combined with valid grades and grade rate information.

Actual salary costs in an HR environment can be calculated from the actual salaries of
assigned employees.

Actual salary costs in an environment including Oracle Payroll can be calculated
directly from payroll results.

See: People Budgets and Costing Overview, page 4-1

Vacancies and Recruitment: Vacancies are not created by default whenever an
employee leaves. Managers often have the freedom to decide if they want to replace an
employee, or to recruit to a different role.

The recruitment process is often informal and allows for recruitment by resume (or CV).
Individual managers are usually responsible for interviewing and selecting candidates.
This may be on a one-to-one basis.

Career Planning and Development The need for individual career planning and
development is matched by the need to identify skilled employees for specific projects,
jobs, and positions.

Using a competence-based approach, you can identify, and measure the competencies
held by your employees and match them to work opportunities. Depending on the
structure of your enterprise, you can model career and succession plans using either
career paths or position hierarchies. This enables you to both continue to develop your
employees, whilst ensuring that you have potential successors for all your positions.

Rule Based Enterprises Example

The rule-based enterprise is often a highly structured environment in which all aspects
of work and remuneration are well organized and regulated. Common examples of this
type of enterprise are found in government, education, health and other public sector
industries. A key feature of this type of enterprise is the concern with managing
positions, or posts. Positions exist, and are managed independently of people in post.

You can picture the role type organization as a 'Greek temple', whose strength is in its
pillars. These pillars are the specialist functions or departments that exist within the
enterprise. They are strong and almost independent organizations. For example, the
Finance department would have very little involvement in the working of the HR
department.
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Coordination between the groups takes place at the top of the structure by a narrow
band of senior management - the pediment. In this environment it is assumed that this
should be the only personal coordination needed. If the separate pillars do their job, as
laid down by the rules and procedures, the ultimate result will be predictable.

Roles are usually more important than individuals. People are selected for satisfactory
performance of a role, which is described so that a range of individuals could fill it.
Reward systems are likely to be role or rule-based.

Often, clearly defined procedures exist for every task and process within the enterprise.
For example, job descriptions and job evaluation procedures define individual roles and
positions of authority. Also, it is common to find that procedures exist to govern

communications, such as colored and numbered forms, committee reports, and so forth.

Representing Positions

Position Name

Positions are most appropriate for this type of enterprise and provide the finer detail on
work structure and line management that is needed in a fixed establishment. Employees
are assigned to a position, and by definition to the organization and job for that
position.

Position Based Assignments

Because you focus on the use of positions and position hierarchies in this model you
define organizations to show only the major divisions in your enterprise. You can
model the details of these departments and sections using your position hierarchies. (If
you also define detailed organizations and hierarchies, you are defining the same
structural information twice.)

In this situation, jobs provide an additional level of information for positions, which is
independent of any specific organization. For example, you may want to define job types
of Managerial, Executive or Clerical so that you can identify skill requirements and
levels of benefits for each job.

In this environment you should consider using the segments of the position name to
hold other key information about the position. For example you may want to consider
using the following as segment values:
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e Cost Code

To show the cost center, or a cost code for each position in your establishment, you
could use the same list of cost codes as your general ledger.

¢ Funding Organization

To show funding for a position from an external source. For example, government

funding.

e Multiple assignments allowed - Y/N?

In Oracle HRMS a position can have any number of holders. You can set headcount
budget values to track any variance on budget, or you could use this type of
segment to prompt users.

e Current status

As part of your position control procedures you may need to mark the status of a
position for reporting or management purposes. For example, you can label a
position as Frozen, Vacant or Active.

Note: You can use the Additional Position Details descriptive flexfield
to hold this type of information about positions if you do not want the
information to be visible to all users.

Management Reporting Lines
You can define a primary position hierarchy to show the management reporting lines
for all your positions. You should find that most of your security and reporting needs
are based on this primary hierarchy. Groups are identified by selecting a manager and
all the positions that report to that manager in this hierarchy.

Other Management Issues

When you consider this environment there are other areas your decisions may affect:

Remuneration Policies: Individual compensation and benefits are often regulated, or
based on union negotiated agreements.

Reward systems are usually based on the role performed rather than on personal or
performance assessment. This may mean that you have to define detailed eligibility
rules for compensation and benefits.

Comparative Grades and Positions : Valid grades are defined for positions and it is
common to use grade steps and progression points.

National or union pay scales establish actual rates of pay for a grade and this is
independent of performance. An employee is paid the rate for his or her grade and step.
Incrementing rules, which determine progression to the next step, are usually part of
the plan and are often time-based.
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Job evaluation methods exist to compare roles across the industry with agreed grading
structures and rates of pay.

BudgetingHeadcount or full-time equivalent budgets are usually set for each position.
You can calculate your Salary budgets from the position budgets, combined with valid
grades and progression point information.

In an HR environment you would calculate actual salary costs, at any time, from the
current salaries of assigned employees.

In an environment including Oracle Payroll, you would calculate actual salary costs
directly from payroll run results.

Vacancies and Recruitment There is an automatic vacancy when an employee
terminates employment. The position exists even when there are no holders.

The stages of the recruitment process and the procedures surrounding these are
probably well defined and regulated.

Standard letters for each stage of the process are also likely to be well established.

In this environment people are recruited for their ability to perform a role. You would
hold job descriptions and skill requirements for each position using attachments for text
and the Special Information Type for structured data.

Standard Reports Typically there is a well defined set of standard reports needed in
this environment. Often these are required by government.

Hybrid Enterprise Structures Example

Many enterprises combine different types of structure for different groups of
employees. Typical of these hybrid types are large manufacturing or corporate
enterprises where management and administrative roles are fixed into specific
organizations, but other roles are managed in a more flexible manner.

In Oracle HRMS you would set up this type of hybrid enterprise using positions for
some groups of employees, and organization and jobs for others. For example, in one
factory organization you might define a position for the Production Manager, and one
job for all production line workers.

Hybrid Enterprise Assignments
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Employee Assignments

In this type of enterprise most of your workers would be assigned to an organization
and a job. However you would define management positions because they have the
characteristics of fixed roles within specific organizations, including the idea of
automatic vacancy on termination of the assignment. In each organization you would
have only one position. This would be the manager, and by default, any other employee
who works in the organization would report to the manager.

Other Management Issues

Other issues for managing groups of employees by position, or by organization and job
are the same as for Project Based Enterprises, page 3-10 and Rule Based Enterprises,
page 3-13.

Remuneration Policy: Employees working in unionized jobs participate in negotiated
rates of pay and conditions. You would define grade rates or progression points to deal
with negotiated pay rates for workers in jobs.

Salary Administration Employees in management positions are more likely to have
their salary administered personally and be reviewed on their performance. You define
grade rates and salary bases to deal with salary administration for employees in
positions.
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Job Management

Job Management

Oracle HRMS's job definition functions can contribute to the efficient management of
your business and, where required, help you satisfy statutory reporting requirements.
A fully specified job enables you to:

e Select the best candidate for a role.

* Position the job within your industry using standard job evaluation schemes and
industry salary surveys.

e Specify privileges or authorities attached to the role.

Candidate Selection
When you define a job in Oracle HRMS, you can specify:

* The competencies the worker must have. You can copy into the job definition
competencies you defined as essential for your enterprise, and you can copy the
competencies required for a job to the competence profile of the worker. Thus, you
can describe competencies consistently at the business, job, and person levels.

¢ The grades of potential workers.

e  Work choices, such as work locations and work schedules, that are suitable or
acceptable for the job.

Having specified the job requirements (and also recorded the competencies and work
preferences of individual applicants and employees), you can use Oracle HRMS's
suitability matching functions to identify candidates for roles and roles for candidates.

Industry Positioning

Enterprises usually need to assess key activities of their organization, such as job
evaluation and salary setting, in relation to industry standards. Accordingly, Oracle
HRMS enables you to:

® Record job evaluation scores. For a particular job, you select an appropriate job
evaluation system and record the job's score.

¢ Compare the salary for a particular job in your enterprise with those for comparable
roles in the industry.
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Job Groups

Specify whether a job is a benchmark job or relates to one. A benchmark job is one
that represents multiple similar jobs in reports and salary surveys.

You can define all roles in an enterprise as jobs. Such roles include those associated with
the main business of the enterprise, such as sales manager or clerk, as well as those
considered supplementary, such as fire warden or safety representative.

Oracle HRMS organizes jobs into job groups. (Some statutory reports require job group
as an input value.) For each business group, there is a default job group to which
standard HRMS jobs must belong. Supplementary roles, however, must not belong to
the default job group. You can define additional job groups for these supplementary
roles and for use in Oracle Projects. Job groups you define can apply globally or within
a single business group.

Creating a Job Group

You create job groups in the Job Groups window.

To create a job group:

1.

Enter a name for the job group. If the HR:Cross Business Group profile option is set
to Y then this name must be unique across the system. If it is set to N then it must
be unique within the business group.

Select the required flexfield structure. This will determine the fields that are
displayed in the Job window when this job group is chosen.

Select a business group if required. If the HR:Cross Business Group profile option is
set to N, then your business group will be displayed and you will not be able to
amend it. If the profile option is set to Y then you can either select your business
group, or leave the field blank to create a global job group.

Note: The HR Default Job Group that contains all the standard
HRMS jobs is business group specific and therefore all jobs held
within it are only available within your business group. Global job
groups only apply to supplementary roles within Oracle HRMS,
and Oracle Projects.

Check the Master Job Group check box if this is to be the master job group. The jobs
within the master job group can have jobs from other job groups mapped onto them
using Oracle Projects.

If the HR:Cross Business Group profile option is set to Y then you may only have
one master job group across the system. If it is set to N then you can have one for
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each of your business groups.

5. Save your changes.

Defining a Job

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

Check with your HR manager or system administrator whether this is the right window
for entering job requirements. You use the Job window if requirements were defined
using Special Information Types. You use the Competence Requirements window if
you are following the competence approach.

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

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

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

e an IPEDs category, needed for the production of IPEDS reports
¢ information relating to the use of a job as a survey benchmark.

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

Tip: Consider using a fixed date as a default for your initial setup, such
as 01-JAN-1901. This simplifies your data entry.

To define a job:

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

2. Select the required job group. This defaults to the Default HR Job Group for your
Business Group and should not be changed unless you want to enter a job that
describes a supplementary role to a person's normal employment, such as a fire
warden or health and safety representative, or you are setting up a job to be used in
Oracle Projects.

Only jobs entered in the Default HR Job Group will be available in other windows
in Oracle HRMS such as Position, Competencies, or Assignment. The only windows
within Oracle HRMS that can access jobs outside of the Default HR Job Group are
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10.

the Supplementary Roles window and the Elections window.

Enter a unique name for the job. If there is more than one segment in the Job Name
flexfield, a window opens when you enter the Name field. You must enter a unique
combination of segments in this window.

Note: The flexfield that opens is dependent on the Job Group you
have selected

Enter a numerical approval authority value to define an approval level for
incumbents of this job.

Indicate whether the job carries any additional employment rights or is a
benchmark job. A benchmark job is one that can be used to represent a number of
jobs in reports such as salary surveys.

Select a benchmark job, if required.
Click in the Further Information field to open the Further Job Information window.

Here you can:

* mark the job for use as a survey benchmark

¢ select an FLSA code of Exempt or Nonexempt
See: The Earnings Type Overtime, Oracle HRMS Compensation and Benefits
Management Guide

e select an EEO category and an IPEDS category for the job
See: Associating Jobs with EEO Job Categories, page 6-78

* select a job group, line of progression, and salary code for the job

See: Data for AAP Reporting, page 6-99

Save the job. You can now enter further information for the job you have defined.
Note that you can only enter some types of further information, such as valid
grades or work choices, for jobs defined in the Default HR Job Group.

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

See Entering Evaluation Information, page 3-97

Choose the Requirements button to enter job requirements, such as required
qualifications or valid experience, to help you match people to roles.
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Note: You use the Competence Requirements window to enter
competencies if you are following the Competence approach.

See Entering Job and Position Requirements, page 3-24
11. Choose the Valid Grades button to enter the grades to which jobholders can be
assigned.

See Entering Valid Grades for Jobs and Positions, page 3-24

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

See: Jobs and WC State Codes and Rates, Oracle HRMS Payroll
Processing Management Guide

12. Choose the Work Choices button to enter work choices relevant to the job.

See: Entering Work Choices for a Job or Position, page 3-25

13. Choose the Survey Mapping button to link salary survey lines to your job.

Note: You use the Map Salary Survey window to map the job
details from market surveys, called salary survey lines, to jobs
within your enterprise.

See: Mapping Salary Survey Lines, Oracle HRMS Compensation and Benefits
Management Guide

14. Choose the Extra Information button to enter job categories for the job. You can link
as many categories as you need to a job, for example, technical, managerial or
administration.

There may also be other types of job Extra information defined for your enterprise.

Note: You can only access job categories - your system
administrator may have set up other Extra Information for your
responsibility.

See Entering Extra Information, Oracle HRMS Configuring, Reporting, and System
Administration Guide.
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Entering Additional Information About Jobs and Positions

As you define roles in your enterprise, you can describe their responsibilities,

requirements, and working conditions. There are a number of ways to enter additional

information about a role:

1.

For positions, you can enter the location, probation period and working hours in
the standard fields.

See: Defining a Position, page 3-35

You can attach documents to each job or position record.

See: Using Attachments, Oracle HRMS Configuring, Reporting, and System
Administration Guide

You can add up to twenty additional fields to the Job window, and up to thirty to
the Position window using a descriptive flexfield.

See: User Definable Descriptive Flexfields, Oracle HRMS Configuring, Reporting, and
System Administration Guide

You can add any number of Extra Information Types (EITs) to each window.

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

You may need to add other information, such as required qualifications or valid
experience. You do this by entering competencies against jobs and positions.

See: Defining Competence Requirements - No Core Competencies, Oracle HRMS
Workforce Sourcing, Deployment, and Talent Management Guide

Comparing and Relating Roles

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

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

See: Creating a Position Hierarchy, page 3-99

e By linking jobs into multiple career paths to show suggested progression paths.

See: Defining Career Paths, Oracle HRMS Workforce Sourcing, Deployment, and
Talent Management Guide

® By recording successor positions and relief positions (to cover in the case of
absence) against each position.
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See: Defining a Position, page 3-35

e By recording the grades that are valid for each job and position.
See: Entering Valid Grades for Jobs or Positions, page 3-24
¢ If you use an evaluation system (such as the Hay Evaluation System) to

compare roles, you can set up fields to hold evaluation information and an
overall score for each job and position.

See: Job and Position Evaluation, page 3-96

Entering Valid Grades for Jobs or Positions

When you have evaluated the relative status of your roles (using an evaluation system
or some other approach), you can associate valid grades with each role. You may
choose to define valid grades for a few key roles and then use these as benchmarks for
all other roles.

When you assign an employee to a grade, the list of grades you select from indicates
which grades are valid for the employee's job or position.

You enter valid grades in the Valid Grades window for a job or position.

To enter valid grades:
1. Query the job or position and select the Valid Grades button.

2. Enter and save the valid grades for each job. You can enter a single grade, or a set of
grades.

Select as many valid grades as you require.

Note: The Date From defaults to the date the job or position
becomes active, or the date the grade becomes active, if this is later.
You can change this date.

Entering Job and Position Requirements

3-24

Using the Job Requirements window and Position Requirements window, you can store
any personal attributes or experience required by a job or position. You can then use
this information to list employees or applicants who might be suitable to hold the job or
position.

Note: If you are following the competence approach for suitability
matching, enter competence requirements for jobs and positions in the
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Competence Requirements window.

To enter job or position requirements:

1. Select the name of a special information type.

2. Enter the Requirements field to open the window corresponding to this special
information type.

3. In this window, enter the precise requirement of the job or position and choose OK.

4. If the requirement is essential to the job or position, check the Essential check box.
This information is used in the Skills Matching Report.

5. Save the requirements.

Entering Work Choices for a Job or Position

You can enter work choices that can affect the capacity of workers and applicants to be
deployed in your enterprise. Work Choices include willingness to travel, willingness to
relocate, and preferred working hours and work schedule. You can enter work choices
for a job or position, and compare these with the personal work choices entered for
people.

To enter schedule information for a person, you can:

* Set up extensive availability information such as shifts, schedules, and calendar
events using integrated features from HRMS and Common Application
Components (CAC).

See: Setting Up Availability, Oracle HRMS Workforce Sourcing, Deployment, and Talent
Management Guide

® Set up holiday calendars, shifts, and work plans in OTL.
See: Time Management Structures, Oracle Time and Labor Implementation and User

Guide

Alternatively, you can enter basic schedule information in various areas of Oracle
HRMS, such as here in the Job or Position window.

Important: The application does not use the schedule information that
you can enter here to determine a worker's availability. This is for
information purposes only.

The decision for which method to set up is based on knowledge of which applications
use which information.
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You enter this information in the Work Choices window, accessed from the Job or
Position window.

To enter work choices for a job or position:

1. Check the relevant work requirements boxes if the job or position requires the
holder to:

e  Work in all locations
e Relocate

¢ Be willing to relocate
e Travel

e Hold a passport

2. Enter the length of time the worker must perform the job or position, for example,
indefinitely or two years.

3. Enter the normal working hours (for example, 9.00 to 5.30), the work schedule (the
working days in the week or pattern of shifts), the proportion of full time hours
required, and the minimum length of service required.

4. Check the relevant international deployment boxes if the job or position requires
the worker to:

e  Work in all countries

* Be willing to relocate

5. Select the countries to which the worker might be relocated.
6. Select the locations to which the worker might be relocated.

7. Enter any further job or position requirements, if required.

Changing a Job or Position's End Date

If you no longer want users to be able to select a job you can enter an end date beyond
which the job will be unavailable.

To achieve the same effect for a position you must select the hiring status of either
Frozen or Eliminated. See: Position Hiring Status, page 3-33

If you have set up a position in error and want to delete it from the system, you can do
this providing that you have placed no incumbents in it.
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To change a job's end date:
1. Edit the To field in the Dates region.

If you amend the end date for a job to which grades are attached, Oracle HRMS
checks if any of the valid grade end dates are later than the end date of the job. If
they are, it amends the 'valid' grade end date so that it matches the job end date. For
example, if the grade is valid from the 01-JAN-1900 until 01-JAN-2000 and you
amend the job end date to 01-JAN-1999, the end date of the grade for that job is
re-set to 01-JAN-1999.

If you remove the end date of a job, Oracle HRMS finds the valid grades for that job
with the same original end dates and removes these dates as well.
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Position Management

Position Control

Oracle's position, budget, and workflow functionality supports business processes that
many organizations refer to as position control, especially in the public sector. For
example, using these business processes, private and public sector organizations alike
can:

* Define or Update Positions, page 3-29

® Prepare budgets and transfer them to Oracle General Ledger, page 4-25
e Control Access to Data, page 3-29

* Route and Approve Data, page 3-29

e Validate Data Against Configurable Business Rules, page 3-30

* Budget and Control Positions Using FTE, page 3-30

e Capture Historical Data, page 3-31

¢ Plan Using Control Budget Reports, page 3-31

Organizations require different levels of control when managing positions. For
example, a standard level of control might typically involve position definition,
management planning, reporting against budgets, and cost tracking. Organizations
fitting this description generally base their budgets on positions, jobs, or organizations.
Enterprises using this approach do not generally require rules to control positions and
budgets, or to ensure that costs correspond to available funds in a fiscal period.

More advanced control typically might involve complex approval processes,
encumbrance accounting and commitment of funds, budget reallocation, and reporting
requirements based on external funding authorities. Organizations fitting this
description base their budgets on positions, and use these budgets to keep positions and
related costs in line with available funds in a fiscal period.

If your organization requires a standard level of control, you:

* define positions and enter budget data using the position description window

e prepare budgets using the budget detail window, if you do not require workflow or
if you base your budgets on other criteria than positions, jobs, or organizations

If your organization requires a more advanced level of control, you:
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* define positions and enter budget data using routed position transactions

e prepare and approve budgets using the budget worksheet, to manage costs
associated with positions

¢ validate data using configurable business rules to perform necessary validations
® control access to position transactions using templates

Regardless of the degree of position control you choose to implement, you can plan
based on control budget reports, control access to data using Oracle's standard security,
post commitments to General Ledger for budgeted entities (positions, jobs, grades,
organizations), and capture historical data using datetracking.

Define or Update Positions

If you designate an organization as a position control organization, you define and
maintain positions for that organization using position transactions. Otherwise, use the
existing position definition window. If you are converting positions from a legacy
system, use HR_POSITION_API first, then enable position control.

See: Creating Organization Hierarchies, page 2-90.

Using Oracle Workflow, you can route and approve the data in the transaction prior to
updating that information to the database. Upon update to the database, you can
update position data.

Control Access to Data

In addition to standard security, you can control access to position definition and
budgeting in several ways. You can:

®  Specify which workflow roles, users, or positions can approve routed position
transactions or budget worksheets

e Define rules that route transactions to the appropriate parties automatically

¢ Use templates for position transactions that specify the position or budget data that
users can access, edit, and approve

You can grant or deny position user access to budget data. You can use the supplied
task and workflow role templates, or create new ones to suit your requirements.

Route and Approve Data

The process of establishing and maintaining positions and budgets involves appropriate
approvals and reviews. Using Oracle Workflow, you can route transactions and obtain
necessary approvals.
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You can base routing on user-defined routing lists, position hierarchies, or supervisory
hierarchies. The approval mechanism gives you control over who approves transactions
and under what circumstances. You restrict which users process transactions by
defining routing and approval rules.

When routing a transaction, you can specify who receives a notification when a given
event occurs, such as successful posting to the database. You can also expedite routing
by skipping people in the routing sequence, or by sending the transaction directly to an
override approver.

After approving a transaction, the approver can apply the transaction to the database or
have another user apply it (that user doesn't have to have approver status).

To ensure that transactions are processed in a timely manner, you can set a response
time (in days) that returns a notification to the sender if there is no response when the
interval elapses.

Validate Data Against Configurable Business Rules

Configurable business rules provide the greatest degree of control in managing
positions and budgets. They perform necessary validations to assure that money is
available to compensate incumbents.

The business rules automatically run checks against actions on budgeted positions, such
as hiring applicants, changing assignments, changing position definitions, and
modifying budgets.

For example, the business rules prevent the incumbents' annual salaries from exceeding
the position's budgeted amounts. Business rules enable you to advertise a position and
process applicants without hiring anyone until the funding is approved.

You can configure business rules to ignore validation failures, halt processing, or issue a
warning (the typical default).

Budget and Control Positions Using FTE

Use business rules in combination with position FTE or budgeted FTE to ensure that
position control issues a warning or halts processing when hiring or promoting a
person would put you over allotted FTE.

Create positions with a Position Type of Shared or Single Incumbent, and enter FTE for
each position. If you are using an HRMS control budget, enter an FTE value against the
position in your budget. (Position control checks budgeted FTE first, giving it
precedence over position FTE.)

When you assign a person to a controlled position using position FTE, the application
checks the sum of Assignment Budgeted FTE for all assignments to that position. If that
sum exceeds position FTE, the application displays a warning or halts processing.

When you assign a person to a controlled position using a control budget, the
application checks the sum of Assignment Budgeted FTE as before. If that sum exceeds
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the position's budgeted FTE for the budget period in force on the assignment's effective
date, the application displays a warning or halts processing.

You can also configure the application to recalculate and update Assignment Budget
Values for FTE automatically when determining factors change, such as working hours
or frequency.

See: Recalculating Assignment Budget Values, page 4-17

You can define an overlap period for a position, specifying a duration of time during
which you suspend FTE checking. This enables an incumbent to train a successor. You
can reserve a position for any person you specify, effectively reserving the FTE for that
person as well.

Capture Historical Data

Changing the Action Date in the Position Transaction window generates historical data.
The Action Date also enables you to process future-dated transactions and perform
retroactive changes. A transaction status window captures a complete routing history of
pending and applied transactions. A history window captures position records that
have a status of applied or submitted.

Plan Using Control Budget Reports

Control budget reports provide data and analysis to help you stay within budget. You
can make adjustments in response to temporary or permanent changes to organizations,
personnel, and funding sources.

Management reports and process logs inform you of potential problems, and provide
the data you need to analyze and solve them.

The process log is a key problem-solving tool. If there are any errors encountered in
processing an action, such as failure to update the database, the application enters
information about the error in the Process Log and changes the status of the transaction
to show the error.

Position Control Decisions

You can determine the extent to which you manage positions and position-related costs.
The key question is, do you base your budgets on positions and do you use business
rules to manage and validate position actions and their related costs?

If you choose to manage positions using business rules:
® Decide which organization hierarchy and organizations in that hierarchy should

have position control.

* Decide which budget should manage expenditures on positions, jobs, grades, or
organizations.
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® Review the business rules and decide which business rules to ignore or to enforce
as errors.

* Make the necessary workflow decisions described below.

If you choose to manage positions without using business rules:
* Decide if you want to route budgets for data entry and approval
If you choose to route budgets, make the necessary workflow decisions described

below.

For background information about position control refer to Position Control, page 3-28,
Transaction Templates, page 3-76, and Workflow for Position Control and Budgeting,

page 3-73.
For information about making budget decisions, refer to Budgeting Overview, page 4-
1.
Workflow
If you route transactions, make the following decisions.
Roles

¢ Identify the workflow roles that typify your enterprise and decide whether to add
additional roles and lookups based on the predefined role types.

Routing and approvals

* Decide what routing style to use for each transaction type (position transaction and
budget worksheets).

The three routing styles are routing list, position hierarchy, or supervisory

hierarchy.

* Based on the selected routing style, decide which users or positions have the
authority to approve transactions.

® Decide whether to set up routing and approval rules to route transactions to the
appropriate parties.

The application automatically selects a routing sequence and qualifies users based
on the values entered in the transaction.

® Decide when to update current and retroactive transactions (immediately or later).

® Decide when to update future-dated transactions (immediately or on effective
date).
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