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PeopleSoft Enterprise Human Resources
Manage French Public Sector Preface

This preface discusses:
» PeopleSoft products.
» PeopleSoft Enterprise Application Fundamentals.

« PeopleBook structure.

PeopleSoft Products

This PeopleBook refers to the following PeopleSoft product: PeopleSoft Enterprise Human Resources
Manage French Public Sector.

PeopleSoft Enterprise HRMS Application Fundamentals

Additional, essential information describing the setup and design of your system appears in a companion
volume of documentation called PeopleSoft Enter prise HRMS Application Fundamental s PeopleBook.

See Also

PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBook, "PeopleSoft Enterprise HRM S
Application Fundamentals Preface”

PeopleBooks and the PeopleSoft Online Library

A companion PeopleBook called PeopleBooks and the PeopleSoft Online Library contains general
information, including:

» Understanding the PeopleSoft online library and related documentation.
» How to send PeopleSoft documentation comments and suggestions to Oracle.

« How to access hosted PeopleBooks, downloadable HTML PeopleBooks, and downloadable PDF
PeopleBooks as well as documentation updates.

» Understanding PeopleBook structure.

» Typographical conventions and visual cues used in PeopleBooks.
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I SO country codes and currency codes.

PeopleBooks that are common across multiple applications.

Common elements used in PeopleBooks.

Navigating the PeopleBooks interface and searching the PeopleSoft online library.

Displaying and printing screen shots and graphics in PeopleBooks.

How to manage the locally installed PeopleSoft online library, including web site folders.

Understanding documentation integration and how to integrate customized documentation into the library.

Application abbreviations found in application fields.

Y ou can find PeopleBooks and the PeopleSoft Online Library in the online PeopleBooks Library for your
PeopleTools release.
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Chapter 1

Getting Started with Manage French
Public Sector

This chapter discusses:

« Manage French Public Sector overview.

» Manage French Public Sector business processes.
« Manage French Public Sector integrations.

« Manage French Public Sector implementation.

Manage French Public Sector Overview

The Manage French Public Sector business process enables French customers to hire public sector employees
and provides functionality to manage probation periods, tenure, step increments, grade promotions,
secondment, and budgetary headcount.

Y ou can use the standard Human Resources functionality and reports by merging French Public Sector data
with Human Resources data.

Manage French Public Sector Business Processes

The business processes for Manage French Public Sector are:
« Administer hiring.

» Rate employees.

« Processtenure.

« Manage the promotion probation period.

« Calculate seniority.

» Process career advancement.

»  Process grade promotions.

« Administer reclassification.
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« Manage requests.

« Manage secondment.

« Manage headcount.

» Merge French Public Sector data with Human Resources data.

We discuss these business processes in the business process chapters in this PeopleBook.

Manage French Public Sector Integrations

The Manage French Public Sector business process integrates with the following PeopleSoft Enterprise
HRMS applications:

» PeopleSoft Enterprise Human Resources Manage Employee Reviews.
» PeopleSoft Enterprise Human Resources Administer Workforce.

» PeopleSoft Enterprise Human Resources Manage Profiles.

» PeopleSoft Enterprise Human Resources Manage Positions.

We discuss integration considerations in this PeopleBook.

See Also

PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBook, "Working with Integration Pointsin
Enterprise HRMS®

Manage French Public Sector Implementation

PeopleSoft Setup Manager enables you to generate alist of setup tasks for your organization based on the
features that you are implementing. The setup tasks include the components that you must set up, listed in the
order in which you must enter data into the component tables, and links to the corresponding PeopleBook
documentation.

Manage French Public Sector also provides component interfaces to help you load data from your existing
system into Manage French Public Sector tables. Use the Excel to Component Interface utility with the
component interfaces to popul ate the tables.

Thistablelists all of the components that have component interfaces:

Component Component Interface References

FPMGROSSIND_PNL Cl_FPMGROSSIND_PNL See Chapter 3, "Setting Up French
Public Sector Tables," page 9.

2 Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 1 Getting Started with Manage French Public Sector

Component Component Interface References

FPMSALMATRX_PNL Cl_FPMSALMATRX_PNL See Chapter 3, "Setting Up French
Public Sector Tables," page 9.

FPMSALSTEP_PNL Cl_FPMSALSTEP_PNL See Chapter 3, "Setting Up French
Public Sector Tables," page 9.

FPMRANK_PNL Cl_FPMRANK_PNL See Chapter 3, "Setting Up French
Public Sector Tables," page 9.

FPMCONVTABL_PNL Cl_FPMCONVTABL_PNL See Chapter 13, "Administering
Reclassification," page 183.

FPMPROMTABL_PNL Cl_FPMPROMTABL_PNL See Chapter 12, "Processing Grade
Promotions,” page 177.

FPM_CA_CTG _GRP Cl_FPM_CA_CTG _GRP See Chapter 17, "Managing
Headcount," page 217.

FPMFINLAWB_GRP Cl_FPMFINLAWB_GRP See Chapter 17, "Managing
Headcount," page 217.

Other Sources of Information

In the planning phase of your implementation, take advantage of all PeopleSoft sources of information,
including the installation guides, table-loading sequences, data models, and business process maps.

See Also
Enterprise PeopleTools PeopleBook: PeopleSoft Setup Manager
PeopleSoft Enterprise Components for PeopleSoft Enterprise HRMS and Campus Sol utions PeopleBook
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Chapter 2

Understanding Manage French Public
Sector

This chapter discusses:

«  Manage French Public Sector.

»  Manage French Public Sector business processes.

Manage French Public Sector

The Manage French Public Sector business process in Human Resources enables you to complete the hiring
process for French public sector employees and manage these employees through probation periods, tenure,
step increments, grade promotions, and secondment. Y ou can also manage budgetary headcount using
Manage French Public Sector.

After you have established French Public Sector data, you can merge it with Human Resources datato utilize
Human Resources functionality and reports.

Manage French Public Sector Business Processes

Manage French Public Sector supports the following business processes:
« Administer Hiring.

Record new French public sector employeesin the system and enter key data such as personal
information, civil service position, and assignment and career data.

+ Rating Employees.

Identify employeesto be rated and calculate final ratings for each employee using a system-calculated
adjustment constant.

» Processing Trainee Tenure.

Calculate tenure dates and then identify employees ready to be granted tenure. Approve or deny
employees probation periods and grant tenure.
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» Managing the Promotion Probation Period.

Assign a promotion probation period to employees whose grade change implies a corps change and then
validate or deny the promotion.

» Calculating Seniority and Length of Service.
Calculate an employee's seniority and length of servicein a step and within grade, corps, or category.
» Processing Career Advancement.

Process automatic step or substep increments by first calculating step increment dates, then identifying
employees whose step increment dates fall within a specified period, and then advancing employees
through a collective process. Y ou can also process step or substep increments in simulation or manually.

» Processing Grade Promotions.

Grade promations involve a grade increase. First, you define promotion criteria and select promotable
employees using those criteria. Then, review and edit the list of promotable employees. Y ou can also
process grade promotions in simulation.

» Administering Reclassification.

Reclassification involves updating career data with changes stemming from a change in the employee's
grade and step. To begin reclassification, enter the requirements for reclassification and specify the grade
and step to assign to employees meeting these requirements. Then run the reclassification in simulation.
Review the list of employees generated in simulation and validate those on the list who should be
reclassified. Finaly, run the Reclassification Validation process to generate reclassification actionsin the
appropriate employee records.

« Managing Reguests.

Request management enables you to enter changes to employee records as requests if the action needsto
be approved before changes to the employee data occur. Y ou can create, accept, refuse, and delete
requests.

« Managing Secondment.

Secondment management enables you to track employees on internal and external secondment. First you
must define authorized actions for employees on secondment. Then you enter the host organization for
employees on external secondment or add a concurrent job for employees on internal secondment. French
Public Sector also enables you to calculate deductions and contributions for employees that are on
external secondment.

» Managing Headcount.

Every year, the Finance Act determines the administrative budget, which contains the headcount for the
next budget year. The headcount is allocated by grade. The Manage Budget Headcount business process
helps you supervise how the budget is used.

« Merging French Public Sector Data With Human Resources Data.

The merge process provides an interface between French Public Sector and various Human Resources
business processes such as training. The merge process consists of feeding and updating the standard
JOB, JOB_JR, and COMPENSATION tables (job data) with various French Public Sector tables. The
system considers only actual actions, not requests. The merge process is possible only after the hireis
validated.
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See Also

Chapter 4, "Hiring French Public Sector Employees," page 69

Chapter 7, "Processing Trainee Tenure," page 139

Chapter 8, "Managing the Promotion Probation Period," page 153

Chapter 9, "Calculating Seniority and L ength of Service," page 157

Chapter 10, "Processing Career Advancement,” page 165

Chapter 11, "Running the Retroactivity Process," page 173

Chapter 12, "Processing Grade Promotions," page 177

Chapter 13, "Administering Reclassification,” page 183

Chapter 14, "Managing Requests,”" page 193

Chapter 15, "Managing Secondment,” page 199

Chapter 16, "Merging French Public Sector and Human Resources Files," page 209

Chapter 17, "Managing Headcount," page 217
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Chapter 3

Setting Up French Public Sector Tables

This chapter provides an overview of French Public Sector setup and discusses how to:

« Define status and population codes.

» Define civil service positions.

»  Set up actions.

«  Set up retroactivity rules.

» Defineindividual and collective orders.

» Set up FPS installation parameters.

« Modify correspondence between gross and increased indexes.
» Define types of points.

» Setup saary scales.

« Set up saary grades.

» Define steps and substeps and advancement rules.
» Define corps.

»  Set up grades.

» Define job codes and occupation codes.

«  Set up host organizations.

« Establish the employer contribution rate.

» Define degree subject codes.

» Run Manage French Public Sector table reports.

Understanding French Public Sector Setup

Before you can perform business processes specific to Manage French Public Sector (FPS), you must
establish FPS-specific system parameters that define basic operational rules and drive the software package.

The main setup steps for Human Resources Manage French Public Sector are:
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1. Define status codes.

2. Enter civil service positions.

3. Set up actions.

When you set up actions, you need to:

a

b.

C.

d.

€.

Enter action codes.

Indicate the components where the action is available.

Create action groups if you want to restrict available actions by user role.

Indicate the actions available for specific status codes, civil service positions, and user roles.

List any supporting documents that an action requires.

4. Set up FPSInstallation Parameters.

5. Set up factors affecting compensation:

a

b.

C.
d.

€.

Modify correspondence between gross and increased indexes.
Define types of points.

Set up salary scales.

Set up salary grades.

Define steps and substeps and advancement rules.

6. Set up corps and grades.

7. Definejob codes.

Enter job codes using the global Job Code Table component.

See PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBook, " Setting Up Jobs."

8. Define any job code premiums that apply.

Do this using the Jobcode Premiums component.

9. Enter data used for employees on secondment.

Set up host organizations.

Establish the employer contribution rate.

Defining Status and Population Codes

To set up status and population codes, use the Status/Popul ation Codes (FPMSTATUSEE_PNL) component.

This section provides an overview of employee status and population codes and discusses how to add or
change an employee status code.

10
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Understanding Employee Status

The Manage French Public Sector business process manages both civil servants and contract workers. Using
employee status, you can identify various populations of civil servants and contract workers and define the
management rules for each.

A corps groups civil servants that have the same employee status and grade. Each corps has its own employee
status that defines functions and organizes employees' careers.

Y ou must decide how employee compensation is determined for each employee status. There are two modes
of employee compensation:

« Theemployeeis associated with a salary grade or a step.

Salary grade and step data is managed on the Career Data pages.

Note. The Career Data pages are the Increment Step/Promotion FPS, Freeze Advancement/Demotion
FPS, and Delete Career Data FPS pages. These are located in the Workforce Administration, Job
Information menu.

Note. If the Career Data Authorized check box is not selected for a given employee status on the
Status/Population Codes page, the Career Data pages will not be accessible for an employee with this
status. In addition, during the hiring process, the Career - Classification and Career - Comp. Seniority
pages may be hidden for the employee in the Employee Record FPS component (Workforce
Administration, Job Information, French Public Sector Jobs).

See Chapter 5, "Updating Employee Records," Managing Career Data, page 98 and Chapter 4, "Hiring
French Public Sector Employees," page 69.

» The employee's compensation amount is directly selected (free compensation).

Enter free compensation using the Update Compensation FPS (FPAEESALARY _PNL) component
(Workforce Administration, Job Information, Update Compensation FPS).

The Manage French Public Sector business process distinguishes between these two modes of compensation
by giving accessto a data group with career (grade/step) or a data group without career (free compensation).

Page Used to Define Status and Population Codes

Page Name Definition Name Navigation Usage
Status/Popul ation Codes FPMSTATUSEE_PNL Set Up HRMS, Product Add or change an employee
Related, Workforce status code.

Administration, Workforce
Data FPS, Status/Population
Codes, Status/Population
Codes
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Adding or Changing an Employee Status Code

Chapter 3

12

Access the Status/Population Codes page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Status/Population Codes, Status/Population Codes).

Employee Status Code:

*Effective Date:

*Description:

¥ Career Data Authorized

Status/ Population Codes

C

0110111900 | *Status as of Effective Date: I-f'-':ti'“'E ]"

Contract Employee with Career

Short Description: Cont/Car
Tenure Probation Period Length: Months
Default Set ID: C @,
Employee Contribution Rate: 7.00) o
¢ Civil Servant " Trainee % Other

" Automatic (Sub) Step Increment

[+][=]

Status/Population Codes page

Tenure Probation
Period Length

Default SetlD

Employee Contribution
Rate

Civil Servant, Trainee,
and Other

Enter the length of the probation period for trainees.

Select the setlD that matches the employee status code.

Note. You must set up Setl Ds that match employee status codes.

Enter the rate used in pension contribution calculations. The deduction for civil

pension contributions of employees on secondment is cal culated taking into
account thisrate.

Select the population type:

Trainee

See Chapter 7, "Processing Trainee Tenure," page 139.

Civil Servant
Other
Select Other for contract employees.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.




Chapter 3

Setting Up French Public Sector Tables

Career Data Authorized Select to indicate this employee status code is associated with a grade and a step.

Automatic (Sub) Step
I ncrement

See Also

Note. If the Career Data Authorized check box is not selected for agiven

employee status, the Career Data pages will not be accessible for an employee

with this status. In addition, during the hiring process, the Career - Classification

and Career - Comp. Seniority pages might be hidden for the employee in the
Employee Record FPS component (Workforce Administration, Job Information,
French Public Sector Jobs).

Select to authorize the automatic processing of step or substep increments.

PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBook, "Working with System Data

Regulationin HRMS'

Chapter 15, "Managing Secondment," Managing Contributions for Employees on Externa Secondment, page

204

Defining Civil Service Positions

The civil service position describes the activity or nonactivity of the employee. Throughout their time with

the organization, employees have different civil service positions that affect career, compensation, and
promotion. To define civil service positions, use the Civil Service Positions (FPMLEGALSTA_PNL)

component.

This section discusses how to:

» Add or change acivil service position.

» Enter civil service position details.

« Record the proration ratios.

Pages Used to Define Civil Service Positions

Page Name

Definition Name

Navigation

Usage

Civil Service Position Def.
(civil service position
definition)

FPMLEGALSTA_PNL1

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Civil Service
Positions, Civil Service
Position Def.

Add or change acivil
service position.
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Page Name Definition Name Navigation Usage

Civil Service Position Dtls. | FPMLEGALSTA_PNL2 Set Up HRMS, Product Enter civil service position
(civil service position Related, Workforce details.

details) Administration, Workforce

Data FPS, Civil Service
Positions, Civil Service

Position Dtls.
Proration Ratio FPMFRACPYMT_PNL Set Up HRMS, Product Record the proration ratios
Related, Workforce of acivil service position.

Administration, Workforce
Data FPS, Civil Service
Positions, Proration Ratio

Adding or Changing a Civil Service Position

Access the Civil Service Position Def. page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Civil Service Positions, Civil Service Position Def.).

Civil Service Position Def. Civil Service Position Dils. Proration Ratio

Civil Service Position Code:  SF2

Find | Wiew All First "/ 4 of 1"/ Last

*Effective Date: 01/01/1900 | *Status as of Effective Date: Im [#] (=]
*Description: |L0ng Term Leave

Short Description: Long Term
*Civil Service Position Group: I-”*CTWiTY 'l

Text of Reference: |

Career Advancement %
Seniority: 100/ %
Length of Service: 100/ %
Attendance
¥ statutory ™ Budget ¥ Potential Full-Time Equivalent " Rating

Civil Service Position Def. page
Civil Service Position Select the civil service position group that corresponds to the officia civil service
Group position.

Text of Reference Enter the text that is associated with the position.
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Career Advancement %

Seniority and Length of Enter the percentages that are used to calculate seniority and length of service.
Service

Attendance

Statutory, Budget, Select the check boxes that apply to the civil service position. Indicate whether
Potential Full-Time the position is considered budget headcount, statutory headcount, or potential

Equivalent, and Rating full-time equivalent, or if the position should be considered in attendance time
calculations for rating.

See Also

Chapter 6, "Rating Employees," page 131

Chapter 17, "Managing Headcount," page 217

Entering Civil Service Position Details

Accessthe Civil Service Position Dtls. page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Civil Service Positions, Civil Service Position Dtls.).

Civil Service Position Def. Civil Service Position Dils. Proration Ratio

Civil Service Position Code; SF2

Eind | View All First " 1 of 1

Description: Long Term Leave =
Effective Date: 0140111800 Status as of Effective Date: Active

¥ iImpact on Electoral Roll " secondment Position

" Compensation End ™ Mew Vacant Position

¥ automatic Advancement Auth ™ Mandatory Full-Time

W' Advmnt On Merit Auth I” Approver Validation

¥ Mandatory Return " Finance Controller Stamp

¥ Tenure Prob Period Suspension Tenure Prob Period % Activity: | 100

¥ Promo Prob Period Suspension Promotion ProbPd % Activity: 100

Civil Service Position Dtls. page
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Impact on Electoral Roll

Compensation End

Automatic Advancement
Auth (automatic
advancement
authorization)

Advmnt on Merit Auth
(advancement on merit
authorization)

Mandatory Return

Secondment Position

New Vacant Position

Mandatory Full-Time

Approver Validation

Finance Controller
Stamp

TenureProb Period
Suspension (tenure
probation period
suspension) and Tenure
Prob Period % Activity
(tenure probation period
percent activity)

16

Chapter 3

Select if the position does not authorize participation in el ections. Informational
only.

Select if the position suspends employee compensation. Informational only.

Select if the position authorizes automatic advancement.

If the employee's position does not authorize automatic advancement, the
advancement date is postponed until the end of the position. The Manage French
Public Sector business process cal cul ates the seniority that the employee can
carry over after advancement.

Select if the position authorizes advancement on merit.

Select if the first action taken after terminating the position is regarded as areturn
action.

Select if the civil service position leads to a secondment position.

Select if the position is vacant. Y ou can vacate a position in the Assignment data.
If this check box is selected, it means that an employee with this civil service
position does not occupy his position (POSITION_NBR).

Note. Civil service position is different from position (POSITION_NBR).

Select to indicate that this civil service position is not authorized for a part-time
employee.

For leave-type or termination-type positions, select if the civil service position
change needs validation. The system uses this functionality only for CAE
(commitment accounting entity) control.

See Chapter 17, "Managing Headcount," page 217.

For leave-type or termination-type positions, select if the position change needs a
stamp. Thisfield isfor informational purposes only and is valid only when CAE
control is active.

Select to suspend the tenure probation period. When you suspend the tenure
probation period, the tenure date is postponed taking into account the time the
employee spent in this civil service position. Only 0 and 100% values for
probation period percent activity are considered.
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Promo Prob Period Select to suspend the promotion probation period. Only 0 and 100% values for
Suspension (promotion  probation period percent activity are considered.

probation period

suspension) and

Promotion ProbPd %

Activity (promotion

probation period percent

activity)

See Also

Chapter 15, "Managing Secondment," page 199

Recording Proration Ratios

Access the Proration Ratio page (Set Up HRMS, Product Related, Workforce Administration, Workforce
Data FPS, Civil Service Positions, Proration Ratio).

Civil Service Position Def. Civil Service Position Dtls. Proration Ratio

Civil Service Position Code: SF2
Find | View All Firzt ™/ 4of 1" Last
Description: Long Term Leave [#[=]
Effective Date: 01/01/1900
Proration Ratio Find | View Al First "4 of 1"/ Last
*Working Time Percentage Main Salary Secondary Salary Allowances
m% lﬁf:lﬁ 100 J':’ﬁ 100 1':'ﬁ [+ [=]

Proration Ratio page

The proration ratio enables you to weight an employee's compensation based on the work time percentage and
civil service position. Some civil service positions result in a compensation rate that is different from that
dictated by the work time percentage aone.

Working Time Select the working time percentage. Values are 50, 60, 70, 80, 90, and 100. For
Per centage each civil service position, three proration ratios are linked to each working time
percentage.
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Main Salary Enter the numerator and denominator of the fraction that is applied to the main
salary. The system uses 100 as the default denominator.

Secondary Salary Enter the numerator and denominator of the fraction that is applied to the
secondary salary, including bonus. The system uses 100 as the default
denominator.

Allowances Enter the numerator and denominator of the fraction. The system uses 100 as the

default denominator. Y ou can grant allowances under these conditions:

« Inaddition to the main salary when the employee receives only part of the
main salary, such as for an employee on a gradual retirement plan.

» Instead of the main salary, such as for an employee on training leave.

Note. To select a proration ratio of zero, you must have already saved the row.

Setting Up Actions

18

In the Manage French Public Sector business process, you manage employee records by event. Actions
describe the event that affects the employee record. To define actions, use these components: Actions
(ACTION_TBL), Status/Actions (FPMACTSTATU_PNL), CS Position/Actions (FPMACTLEGAL_PNL),

Action Groups (FPMACTNGRP_PNL), Action Authorization (FPMSCTYACTN_PNL), and Actions —
Types of Documents (FPMACTDOC_PNL).

This section discusses how to:

« Define an action code.

» Assign FPS components that can use the action.
« Authorize actions by employee status.

» Authorize actions by civil service position.

» Create action groups.

» Define authorized actions by user role.

» List supporting documents.
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Page Name

Definition Name

Navigation

Usage

Actions

ACTION_TBL_GBL

Set Up HRMSS, Product
Related, Workforce
Administration, Actions,
Actions

Define an action code.

Note. This page is described
elsewherein the
PeopleBook documentation.

See PeopleSoft Enterprise
Human Resources 9.1
PeopleBook: Administer
Workforce, "Setting Up the
Administer Workforce
Business Process," Defining
Personnel Actions and
Reasons.

Reason Summary ACTION_TBL2 Set Up HRMS, Product Displays the reasons
Related, Workforce associated with the selected
Administration, Actions, action code.
Reason Summary

FPS Action FPMACTION_PNL?2 Set Up HRMS, Product Specify the FPS
Related, Workforce components that can use an
Administration, Actions, action.
FPS Action

Status/Actions FPMACTSTATU_PNL Set Up HRMSS, Product Authorize actions by

Related, Workforce
Administration, Workforce
Data FPS, Status/Actions,
Status/Actions

employee status.

Action Groups

FPMACTNGRP_PNL

Set Up HRMS, Product
Related, Workforce
Administration, Workforce
Data FPS, Action Groups,
Action Groups

Define an action group.

CS Position/Actions (civil
service position/actions)

FPMACTLEGAL_PNL

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
DataFPS, CS
Position/Actions, CS
Position/Actions

Authorize actions by civil
service position.

Action Authorization

FPMSCTYACTN_PNL

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Action
Authorization, Action
Authorization

Define action groups that
are authorized for a user
role.
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Page Name Definition Name Navigation Usage
Type of Document FPMDOCTYP_PNL Set Up HRMS, Product Define types of supporting
Related, Workforce documents.

Administration, Workforce
Data FPS, Type of
Document, Type of

Document
Actions - Types of FPMACTDOC_PNL Set Up HRMSS, Product List supporting documents
Documents Related, Workforce that are required for an

Administration, Workforce | action.
Data FPS, Actions - Types
of Documents, Actions -
Types of Documents

Defining an Action Code
Access the Actions page (Set Up HRMS, Product Related, Workforce Administration, Actions, Actions).

Use this page to define action codes. This page is documented in the PeopleSoft Enter prise Human Resources
PeopleBook: Administer Workforce.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "(USF) Processing
Personnel Action Requests," Understanding PARSs

Viewing Reasons Associated with an Action Code

Access the Reason Summary page (Set Up HRMS, Product Related, Workforce Administration, Actions,
Reason Summary).
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WYl Reason Summary

Action; ADD

As of Date: 06/16/2009 [+

Action Reason Customize | Find | B | ¥ Fist © 150f5
Reazon Description Status as of Effective Date
COM Consultant A

EBM Elected Board Member |
LK Military Exchange

REP Replacement of an Employee

= | =

SEA Seasaonal Activity

Reason Summary page

Review the reasons associated with each action.

Identifying FPS Components That Can Use the Action

Access the FPS Action page (Set Up HRMS, Product Related, Workforce Administration, Actions, FPS
Action).
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" Actions || Reason Summary [ w0y

Action: ADD

Action Details

[

Civil Service Position Code:
Payroll Status: |_

I™" Edit Individual Order

I™" civil Service Positn Data Auth
" Assignment Data Authorized
I™ career Data Authorized

" Compensation Data Authorized
™ Premium Data Authorized

I™ Bonus Data Authorized

Find | View Al Firet Bl 4 of 4 I | aat

Status as of Effective Date:  Active

Description: Add Contingent Worker
Effective Date: 014041800
*Action Type: Q}.

I™ secondment Position

I™ Edit Collective Order

I Personal Data Authorized

I Mandatory Expect Dt of Return
I™ Previous Instance Sen Carry Ov
I™ sanction Action

I” Demotion Action

I Action Hire/Re-hire

I™ working Time Data Auth ™ Action Terminate Record
I Empl Categorization Authorized I Code Action to create in JOB
I Absence Data Authorized

 Grade/Step  step & None Action Group: |

FPS Action page

Description, Effective
Date, Status as of
Effective Date

Action Type

Civil Service Position
Code

Secondment Position

Displays the values defined on the Action page.

Select the action type for the action. Action types group related actions.

Select acode if the action implies a civil service position change.

Indicates whether the civil service position is a secondment position, based on

the information entered on the Civil Service Position Dtls. page for the code.

22
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Payroll Status Select the payroll status (EMPL_STATUS) of the employee depending on the
employee's civil service position. Available statuses are:
« Active
+ Deceased.

» Leaveof Absence.
« Leave With Pay.
» Retired With Pay.

* Retired.
»  Suspended.
+  Terminated.

e Terminated With Pay.
«  Terminated Pension Pay Out.
«  Short Work Break.

Retired — Pension Administration.

Note. The Payroll Status field becomes available when a Civil Service Position
Codeis entered.

Note. The payroll status value isincluded in the job data update during the merge
process.

See Chapter 16, "Merging French Public Sector and Human Resources Files,"

page 209.
Edit Individual Order  Select to edit Crystal reports for the action. Up to five reports per status and
and Edit Collective action can be defined on the Documents/Employee Status page.
Order See Chapter 3, "Setting Up French Public Sector Tables," Selecting Documents

to Print, page 34.
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Civil Service Positn Data
Auth (civil service
position data
authorization),
Assignment Data
Authorized, Career Data
Authorized,
Compensation Data
Authorized,Premium
Data Authorized, Bonus
Data Authorized,
Working Time Data
Auth. (working time data
authorized), EE
Categorization
Authorized (employee
categorization
authorized), Absence
Data Authorized, and
Personal Data
Authorized

Mandatory Expect Dt of
Return (mandatory
expected date of return)

Previous I nstance Sen
Carry Ov (previous
instance seniority
management carryover)

Sanction Action,
Demotion Action, Action
Hire/Rehire, and Action
Terminate Record

Chapter 3

Select each type of employee data that is affected by the action. By selecting and
deselecting these check boxes, you restrict the action codes that are availablein
each FPS component.

Select if an expected return date is required. Thisis used for some interruption
actions.

Select to have the action carry over Previous Instance Seniority on a same step.
Available only if you select Career Data Authorized.

Select if thistype of action is available for the selected action displayed at the top
of the page.

Sanction Action and Demotion Action are available only if you select Career
Data Authorized. If you select Sanction Action or Demotion Action, the action
becomes available in the Freeze Advancement/Demotion FPS component
(Workforce Administration, Job Information)

If you select Action Hire/Rehire, the action becomes available in the hiring
components (Workforce Administration, Personal Information, Organizational
Relationships, Initialize Status FPS and Workforce Administration, Job
Information, French Public Sector Jobs, Employee Record FPS).
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Code Action to Createin This check box is not implemented for the current process and you must modify
JOB the system to make use of it.

If implemented, this check box enables you to limit the job action datain French
Public Sector that is merged into the JOB table during the merge process. Select
Code Action to Create in JOB to create a new datarow in the JOB table during
the merge process for the action displayed at the top of the page.

Note. When implemented, the Code Action to Create in JOB option enables you
to record events (actions) in the FPS components that are ignored by the merge
process (these actiong/events would not appear in Job Data).

Note. The merge process is described el sewhere in this PeopleBook.

See Chapter 16, "Merging French Public Sector and Human Resources Files,"

page 209.
Grade/Step, Step, and  Select the option that indicates what the action enables you to modify. Available
None only if you select Career Data Authorized.
Action Group Enter the action group to which you want to assign the action. Use these action

groups to grant data permission security according to user role. Thisfieldis
available only if you have selected Action Authorization Management in the FPS
Installation Parameters component.

Note. Action groups are created on the Action Groups page.

See Chapter 3, "Setting Up French Public Sector Tables," Modifying Installation
Parameters, page 35.

Creating Action Groups

Access the Action Groups page (Set Up HRMS, Product Related, Workforce Administration, Workforce Data
FPS, Action Groups, Action Groups).

Action Groups

Action Group: SAMPLE

S <
*Description: Sample

Short Description: [Sample

Action Groups page

Action groups are alist of actionsto be used by different users.

Rather than list restrictions for each individual action, you associate user roles with action groups. The user
can access only the actions that are included in the action group.
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To create an action group:
1. Enter an action group, description, and short description.

2. Connect the action group with the action on the FPS Action page.

Note. Y ou must associate action groups with user roles on the Action Authorization page.

Authorizing Actions by Employee Status

Access the Statug/Actions page (Set Up HRMS, Product Related, Workforce Administration, Workforce Data
FPS, Status/Actions, Status/Actions).

Status/Actions
SetiD: . Inser Actions
O
*Action [+][=]
ASG @ Assignment ==
F=
BON (@, Bonus [+ [=]
F=
DEM &, Demation #[=
F[=
FSC @ Family Status Change
HIR (@, Hire o
=]
LOA /@ Leave of Absence o=
F=
LTO (@ Long Term Disability

Status/Actions page

To associate a specific employee status/popul ation code with authorized actions:
1. Enter asetID.

The system uses employee statuses as SetlDs to filter action codes and grades. It uses the SetID to define
action codes that can be shared by two or more employee statuses.

2. Click Insert Actionsto list all existing actions.

3. Add or delete actions using the Add and Delete buttons.

Authorizing Actions by Civil Service Position

Access the CS Position/Actions page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, CS Position/Actions, CS Position/Actions).
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CS Position/Actions
Civil Service Position Code: SF2 Insert Actions
Employee On  Employee Mot

*Action Secondment  On Secondment
Iﬂ@“ Demaotion r 4 [#][=]
WQ’ FPosition Change r 3 [+][=]
Iﬁ@“ Assorted Advancement r 3 [#][=]
Iﬁ@“’ Exceptional Bonus I v .il.:l
Iﬂ@“ iGrade Promotion r 3 [+ [=]
Iﬁ@“’ Job Code Change r 3 [+][=]
Iﬁ@“ Maternity Leave Return r 7 -il -:|

CS Position/Actions page

An action is authorized only if the impacted employee has a specific civil service position.
To associate actions with civil service positions:

1. Enter aCivil Service position code.

2. Click Insert Actionsto list all existing actions.

3. Add or delete actions using the Add and Delete buttons.

4

Indicate whether the action is available to employees on secondment using the Employee on Secondment
check box.

Some actions can be performed only in the employee's home organization.

Defining Authorized Actions by User Role

Access the Action Authorization page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Action Authorization, Action Authorization).
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Action Authorization

Role Hame: HR Administrator

*Action Group *Access Code

SAMPLE (@, Sample [Save - [+ [=]

Action Authorization page

Y ou can restrict action availability by user role. This functionality is optional. To implement it, select Action
Authorization Management in the FPS Installation Parameters component.

For each role, you can list the actions that are authorized.

To define the action groups authorized for arole, first select the role name that is to be modified.

Action Group Select the action group.

Access Code Valuesare:
Save: The user roleis authorized for this group of actions.
None: The user roleis not authorized for this group of actions.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Identifying FPS Components That Can Use the Action,
page 21

Defining Types of Documents

Access the Type of Document page (Set Up HRMS, Product Related, Workforce Administration, Workforce
Data FPS, Type of Document, Type of Document).
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Type of Document

Type of Document: SFO001
Find | View All First ™ 1of1 " Last
*Effective Date: 01/01/1900 [+ [=]
*Description: |A|:|:nun1 Information

Short Description: Accnt info

Find | View All First ™1 of 1" Last

*Supporting Document 1D

" # =]

Type of Document page

Define types of supporting documents and specify their supporting document 1Ds.

Note. Create document I Ds using the SUPPORT_DOC_TABLE component (Set Up HRM'S, Common
Definition, Letters and Documents, Supporting Documents).

Listing Supporting Documents

Access the Actions - Types of Documents page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Actions - Types of Documents, Actions - Types of Documents).
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Actions - Types of Documents

Action: HIR Hire

*Effective Date: 01/01/1900 | [+] (=]
*Type of Document Additional Information
SF0001 %, Account Information ' Mandatory @' Optional € Wamning [+][=]
SF0002 /A pegree " Mandatory @ Optional " Warning #[=]
SF0003 & gomicile Voucher ' Mandatory @' Optional € Wamning [+][=]
SF0004 | %, Record of Civil Status " Mandatory @ Optional " Warning #[=]

Actions - Types of Documents page

Y ou can associate a list of supporting documents (for example, degrees, rent receipts) with an action. When
Manage French Public Sector updates the employee's record, it lists the supporting documents that the
employee must present for an action that modifies personal data (for example, change in marital status,

address change).
To associate a document with an action:
1. Enter the action code.

2. Select the type of document.

3. (Optional) Indicate whether this document is Mandatory or Optional, or if you want aWarning if the

document is missing.

These options are for informational purposes only. Y ou can build a query that uses these fields to identify
whether missing documents are required (mandatory), optional, or missing but optional (warning).

Y ou can associate multiple documents with an action.

Setting Up Retroactivity Rules

30

To set up retroactivity rules, use the Retro Prcs Rules/Action component (FPMACTPRTY_PNL) and the
Retro Prcs Action Rules component (RUN_FPMACTPR). This section discusses how to set up retroactive

process rules and actions.

See Also

Chapter 11, "Running the Retroactivity Process," page 173
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Page Name

Definition Name

Navigation

Usage

Retro Prcs Rules/Action
(retroactive process
rules/action)

FPMACTPRTY_PNL

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Retro Prcs
Rules/Action, Retro Prcs
Rules/Action

Set up the system to delete
an action or end the
retroactivity process after a
retroactive event.

Retro Prcs Action Rules
(retroactive process action
rules)

PRCSRUNCNTL

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Reports FPS, Retro Prcs
Action Rules, Retro Prcs
Action Rules

Run the Retro Prcs Action
Rulesreport (FPMACTPR)
that lists the retroactivity
rules for each action code.

Setting Up Retroactive Process Rules and Actions

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

Access the Retro Prcs Ruleg/Action page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Retro Prcs Rules/Action, Retro Prcs Rules/Action).

Action:

SFX @,

DEM @
) Dermotion

*Action after Retroactive Event

Retro Prcs Rules/Action

Hire

Increase of Point Value

" Delete

" Delete

= Compensation Data Authorized

Retroactivity Process Method

% End

¥ End

[+][=]
F =]

Retro Prcs Rules/Action page

When deleting retroactive events, the events to be deleted and the events that end the process are listed on a
single action: the SUP Retroactive Delete action. This action uses a specific code to manage retroactive
deletes so that one retroactivity processis applied to all deleted actions.

For example, suppose that an employeeis hired on 1 January 2002 in step 01.
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Assume that the employee then receives a step increment to step 02 on 1 January 2004, and another step
increment to step 03 on 1 January 2006.

Suppose that during the month of July, the employee receives a seniority bonus of three months, which
implies that the step increment should have occurred three months prior to 1 January 2006—on 1 October
2005. In this case, when the seniority bonusis recorded retroactively, it will cause the step increment
recorded on 1 January 2006 to be suppressed and a new one to be inserted on 1 October 2005. For thisto
occur, you should indicate—during the retroactivity setup—that when the action after aretroactive event isa
step increment, the process should delete this action for the action code of seniority bonus.

Now, assume that another employeeis hired on 1 January 2002 in step 01. This employee receives a step
increment to step 02 on 1 January 2003, and another step increment to step 03 on 1 January 2005.

If we assume that a mistake was made on 1 January 2003 and the step increment is deleted, this will have an
impact on upcoming step increments that need to be managed by the retroactivity process. In this case, what
isimportant for the retroactivity processis not the action that is deleted but the fact that an action has been
deleted. This retroactivity event is considered a suppression or deletion and the corresponding action code
will be SUP. In the set up, you must therefore define the rules for retroactive deletions regardless of the
specific action code that has been deleted.

Action The action that isinserted or deleted in the employee record that generates
retroactivity.

Action after Retroactive Enter the action that is encountered in Career data with an effective datethat is
Event greater than the effective date of the retroactive event.

Retroactivity Process Define the retroactive process method for each action:

Method Delete: The process deletes events that occur after the retroactive event but

before the career reconstitution. These are principally step increment or
reclassification actions that the system can restore.

End: The event ends the retroactivity process and the career reconstitution
without deleting the retroactive event. Select this option for events the system
cannot restore, such as grade promations.

See Chapter 11, "Running the Retroactivity Process," page 173.

Running the Retroactive Process Action Rules Report (FPMACTPR)

Access the Retro Prcs Action Rules page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Reports FPS, Retro Prcs Action Rules, Retro Prcs Action Rules).

Run Control ID: ~ RetroPres1 Report Manager Process Maonitor Run

Retro Prcs Action Rules page
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Run Click the Run button to generate the Retro Prcs Action Rules report
(FPMACTPR) that lists the retroactivity rules for each action code.

Defining Individual and Collective Orders

To set up individual and collective orders, use these components. Type of Document (FPMDOCTY P_PNL),
Documents (FPMDOCWORD_PNL), and Documents’'Employee Status (FPMSTATACTDOC _PNL). This
section provides an overview of individual and collective orders and discusses how to select documents to
print.

Understanding Individual and Collective Orders

To notify employees of an action affecting them, you can specify up to five documents to print when an
action occurs. The employee status code and the action determine the list of documents to print.

The documents can contain information for an individual or for a group of employees. Y ou determine this
when you define the action, by selecting Edit Individual Order and/or Edit Collective Order on the FPS
Action page. Individual orders contain information for an individual, such as a document indicating that an
employee was given tenure. Collective orders provide information for a group of employees, such asa
document listing all employees that had an advancement during a given month.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Identifying FPS Components That Can Use the Action,
page 21

Pages Used to Define Individual and Collective Orders

Page Name Definition Name Navigation Usage
Documents FPMDOCWORD_PNL Set Up HRMS, Product Defines orders and
Related, Workforce document codes to be

Administration, Workforce | printed.
Data FPS, Documents,
Documents

Documents/Employee FPMSTATACTDOC_PNL Set Up HRMS, Product Select the documents to
Status Related, Workforce print that notify an
Administration, Workforce | employee of an action.
Data FPS,
Documents/Employee
Status,
Documents/Employee
Status
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Selecting Documents to Print

34

Access the Documents/Employee Status page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Documents/Employee Status, DocumentsEmployee Status).

Documents/Employee Status
Employee Status Code: F Civil Servant
Action Eind | View Al First " 41of1 " Last
*Action: WQ: [+][=]
Documents Find | View Al First | 4.of1 " Last
*Type of Order; I Orders :I' [+ [=]
Document 1: @,
Document 2: @,
Document 3: @,
Document 4: @,
Document 5: @,

Documents/Employee Status page

When you enter the page, you select the employee status for which you are listing documents.

Action Select the action for which you want to list documents.
Add anew row to define additional actions for the employee status code.
Type of Order Select the type of order for which to list documents:

Orders: List documents to print when notifying an employee of the action.

Abrogation: List documentsto print when there is arepeal of an event confirmed
by an order.

Return: List documents to print when acivil service action (such as parental
leave) implies areturn and you are sending notice of the return action.

List up to five documents that the system should print to notify an employee
(with this employee status code) when the action occurs.

Document 1-5

Y ou define the code and description of the documents in the Documents
component.

See Chapter 3, "Setting Up French Public Sector Tables," Defining Individua
and Collective Orders, page 33.
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Setting Up FPS Installation Parameters

The FPS installation parameters component (FPMSY STEM_PNL) enables you to define the different
parameters that are used by Manage French Public Sector processes, set up default values, and store counters
such as request and order numbers.

This section discusses how to:
« Modify installation parameters.

« Set the action code and action reason defaults.

» Assign default seniority bonus headings.

Pages Used to Create FPS Installation Parameters

Page Name

Definition Name

Navigation

Usage

FPS Installation Parameters
1

FPMSYSTEM_PNL1

Set Up HRMSS, Install,
Product and Country
Specific, FPS Installation
Parameters, FPS Installation
Parameters 1

Set up installation
parameters.

FPS Installation Parameters
2

FPMSYSTEM_PNL2

Set Up HRMSS, Install,
Product and Country
Specific, FPS Installation
Parameters, FPS Installation
Parameters 2

Set the action code and
action reason defaults,
which are used for hiring,
rehiring, and tenure.

Seniority Bonus Headings

FPMBON_ITM_PNL

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Seniority Bonus
Headings, Seniority Bonus
Headings

Define the seniority bonus
headings, which are used to
grant seniority equivalents
and seniority bonus.

FPS Installation Parameters
3

FPMSYSTEM_PNL3

Set Up HRMS, Install,
Product and Country
Specific, FPS Installation
Parameters, FPS Installation
Parameters 3

Assign default seniority
bonus headings.

Modifying Installation Parameters

Access the FPS Installation Parameters 1 page (Set Up HRMS, Install, Product and Country Specific, FPS
Installation Parameters, FPS Installation Parameters 1).
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FF3 Installation Parameters 2 FPS Installation Parameters 2
Hours Type: STA Oa Standard Hours
Compensation Frequency: M Oa Manthly
Retirement Age:
Days Before Tenure: a0 Days Before (Sub)Step Incremnt: a0
¥ Calendar " Thirtieth
Terminating Date: A Oa Anniversary Date
™ Auto Step Increment at Tenure Last Order Humber: 44
I™" Auto Hire Validation PSoft Ref Collective Order:
¥ Control Reduc Step Length Last Request Number: B
I"' CAE Control Last CAE Number: 9
[ Action Authorization Managmmnt

FPS Installation Parameters 1 page

Hours Type

Compensation
Frequency

Retirement Age

Days Before Tenure

36

Select the default value for how you track time. Thisis the schedule that most
employees work.

Select the default value for how often you pay employees.

Enter the default value for the age at which most employees retire. Thisvaueis
used as the default retirement age when you define a new grade.

Enter the value that is used by the tenure process to search for the next
employees to be given tenure. The tenure process sel ects trainees whose tenure
date is earlier than today's date plus the number of days you enter here. The
default value is 30 days.

For example, if today is June 12 and atrainee's tenure dateis July 1, if the
number of daysis:

» 30, the process selects the employee for tenure validation.
+ 15, the process does not select the employee.

This same value is used to validate promotion probation periods. Y ou cannot
validate the probation period before the probation period end date.
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Days Before (Sub)Step
Incremnt (days before
substep or step increment)

Calendar and Thirtieth

Terminating Date

Auto Step Increment at
Tenure

Auto HireValidation

Control Reduc Step
Length (control reduction
step length)

CAE Control
(commitment accounting
entity control)

Action Authorization
Managmnt(action
authorization
management)

Last Order Number

PSoft Ref Callective
Order (PeopleSoft
reference collective order)

Last Request Number

Setting Up French Public Sector Tables

The system uses this value to search for employees due for step or substep
increments. The system selects trainees whose advancement date is earlier than
the processing date plus the number of days you enter here. Y ou can select
between 1 and 99 days before tenure.

For example, if the processing date is June 12 and a employee's advancement
dateis July 1, if the number of daysis:

» 30, the process selects the employee for step or substep increment.

« 15, the process does not select the employee.

Select acalendar basis or a Thirtieth basis (30 days a month). Appliesto all date
calculations in the tenure, seniority, and advancement processes.

Select the date that determines when an advancement takes effect. Values are:
A: At the anniversary date.

B: At the beginning of the month.

E: At the beginning of next month.

Select to have Auto Step Increment at Tenure selected by default when defining a
new grade.

Select to have Auto Hire Validation selected by default when defining anew job
code.

Select to have Control Reduc Step Length selected by default when defining a
new corps.

Select to set up afirm CAE management. This option gives the budget process
supervisors atool to monitor how the budget is managed.

Thisis asystem-wide option. It is applied to FPS workforce administration and
enables you to restrict the authorized action list depending on therole.

Thisvalueis updated and stored in the system parameters when a recorded action
can be notified by an order.

Thisvalue is updated and stored in the system when a collective order is edited.

Thisvalueis updated and stored in the system parameters when arequest is
recorded in the employee record.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 37



Setting Up French Public Sector Tables

Chapter 3

Last CAE Number Thisvalue is updated and stored in the system parameters when anew CAE
(Commitment Accounting Entity) is created. The system updates this number
only when the CAE Control field is selected.

See Chapter 17, "Managing Headcount," Understanding Budgetary Headcount,

page 217.

See Also

Chapter 17, "Managing Headcount," Managing CAE, page 231

Chapter 3, "Setting Up French Public Sector Tables," Setting Up Actions, page 18

Setting the Action Code and Reason Defaults

Access the FPS Installation Parameters 2 page (Set Up HRMS, Install, Product and Country Specific, FPS
Installation Parameters, FPS Installation Parameters 2).

FPS Installation Parameters 1 FP3 Installation Parameters 3
Select this button to activate FPS Actions. . Adtiate FPSActions
Action for Hiring: HIR @, Hire
Action for Re-hiring: ’@Q&- Rehire
Action for Position Data Chnge: ’ﬁ% Position Change
Action for Grade Promotion: m% crade Promation
Action for { Sub)5tep Increment: ’HQ& Step Increment
{Sub)Step Incrmnt Reason: ’_Qh
Tenure Step Increment Reason: I_
Without Seniority Carry Over: [ &
With Seniority Carry Over: [ @
Tenure Reason: I_Q;.

FPS Installation Parameters 2 page

Note. The default action codes you define on this page are for FPS components only.
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Action for Hiring Select an action code to use as the default in the Initialize Status FPS and
Employee Record FPS components.

See Chapter 4, "Hiring French Public Sector Employees,” Initializing Employee
Status, page 71 and Chapter 4, "Hiring French Public Sector Employees,"
Updating the Employee Record, page 76.

Action for Re-hiring Select an action code to use as the default when rehiring employees.

Action for Position Data Select an action code to use as the default when updating FPS incumbent records

Change when position data is modified.
Action for Grade Select an action code to use as the default for grade promotion.
Promotion

Action for (Sub)Step Select an action code to use as the default for step increment.
I ncrement

(Sub)Step Incrmnt Select areason code to use as the default for step increments.
Reason(substep or step
increment reason)

Tenure Step Increment  Enter the reason for the step increment done at tenure. Thisfield is available
Reason when you select the Auto Step Increment at Tenure check box on the FPS
Installation Parameters 1 page.

Action for Tenure

Defines the action code reserved for tenure.

Without Seniority Carry Select when tenure is associated with step increment without seniority carry over.
Over

With Seniority Carry Select when tenure does not imply step increment with seniority carry over.
Over Automatic step increment at tenure is linked to Grade Definition. The codeis
initialized by the value entered.

Tenure Reason Select the reason code to use as a default for tenure.

Activate FPS Actions
The Manage French Public Sector business process is delivered with the FPS actions set to inactive.
Click the Activate FPS Actions button to change the effective status of the FPS actionsto active.

When the FPS actions are activated, the page is automatically refreshed and an Inactivate FPS Actions button
appears.
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Assigning Default Seniority Bonus Headings

Access the FPS Installation Parameters 3 page (Set Up HRMS, Install, Product and Country Specific, FPS
Installation Parameters, FPS Installation Parameters 3).

FP3 Installation Parameters 1 FPS Installation Parameters 2
Career Seniority Heading Nb: SF001 Qa Career Seniority
Military Service Sen Hding Nb: sFo02 @, Military Service Seniority
Work Exp Sen Heading Nb: SFO03 @, Work Experience Seniority
Competence Sen Heading M SF004 Oa Competency Seniority
FPS Installation Parameters 3 page
Career Seniority Enter the seniority bonus heading for seniority obtained in another organization.

Heading Nb (career
seniority heading number)

Military Service Sen Enter the seniority bonus heading for seniority obtained during military service.
Hding Nb (military

service seniority heading

number)

Work Exp Sen Heading Enter the seniority bonus heading for equivalent work experience outside the
Nb (work experience public sector.
seniority heading number)

Competence Sen Enter the seniority bonus heading for equivalent competencies.
Heading Nb (competence
seniority heading number)

Modifying the Correspondence Between Gross and Increased
Indexes

40

To modify the correspondence between gross and increased indexes, use the Gross/Increased | ndex
component (FPMGROSSIND_PNL).

Gross and increased indexes are used in the Salary Grade Steps (FPMSALSTEP_PNL) component . An index
is attached to each step of the salary grade table in order to define the base compensation associated with a
step. The annual base compensation for civil servantsis determined as follows: increased index * point value.
The point value is defined in the Types of Point (FPMPOINTY P_PNL) component .

This section discusses how to modify the correspondence between gross and increased indexes.
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See Also
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Chapter 3, "Setting Up French Public Sector Tables," Defining Steps, Substeps, and Advancement Rules,

page 50

Chapter 3, "Setting Up French Public Sector Tables," Defining Types of Points, page 42

Page Used to Modify the Correspondence Between Gross and Increased

Indexes
Page Name Definition Name Navigation Usage
Gross/Increased Index FPMGROSSIND_PNL Set Up HRMS, Product Moadify the correspondence

Related, Workforce
Administration, Workforce

between gross and increased
indexes.

Data FPS, Gross/Increased
Index, Gross/Increased
Index

Modifying the Correspondence Between Gross and Increased Indexes

Access the Gross/Increased Index page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Gross/Increased Index, Gross/Increased |ndex).

Gross/increased Index

Gross Index Table Code: BRUT
Gross Index - Increased Index Link Table

*Effective Date: 01/01/1900 [

Gross Index - Increased Index Link Table

*Gross Index
0

=& — =& — =& —
=] L= =] =] L= [
£n A Lad ] —

—
(=]
o

Find | View All First "/ 41of1 " Last

[+][=]

Find | View 100 First * 1-7 of 916 L& Last
Increased Index

[ 164 FHE=

[ 165 =

[ 165 FHE=

[ 166 =

167 [+ [=]

[ 168 =

168 [+ [=]

Gross/Increased Index page
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To modify gross and increased index correspondence, insert a new effective date and create new
correspondences. Former correspondences are committed to history.

Defining Types of Points

Understanding Points

Pages Used to Define Types of Points

To define types of points, use the Types of Points component (FPMPOINTY P_PNL). This section provides
an overview of points and discusses how to:

« Add or change point types.

»  Set up the relationship between the reference and the amount.

Y ou use points to cal culate compensation amounts associated with various increased indexes or references.
Y ou can create several point types that correspond to various popul ations.

There are two general types of pointsin Manage French Public Sector:

» Thosethat set up compensation grids with references.

In this case, the type of point must begin with the letter X. The grid isfilled in manually.

» Those that automatically set up compensation grids taking into account increased indexes and the point
value (for civil servants, thisvalueis determined by an order).

Thisisthe general type of point.

Data FPS, Types of Points,
Index / Amounts

Page Name Definition Name Navigation Usage

Types of Points FPMPOINTYP_PNL Set Up HRMS, Product Add or change point types.
Related, Workforce
Administration, Workforce
Data FPS, Types of Points,
Types of Points

Index / Amounts FPMINDEXAMT_PNL Set Up HRMS, Product Set up the relationship
Related, Workforce between the reference and
Administration, Workforce | the amount.

Adding or Changing Point Types

42

Access the Types of Points page (Set Up HRMS, Product Related, Workforce Administration, Workforce
Data FPS, Types of Points, Types of Points).

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.




Chapter 3

Setting Up French Public Sector Tables

Point Type Code:

*Effective Date:

*Description:
Short Description:
Point Value:

*Rate Code:

*Currency Code;

Standard Hours:
Order Date:

Application Date:

Compensation Frequency:

\ ' Index/ Amounts

31

o

01/01/2002 |5 “Status as of Effective Date: |Actve 7] [#] (=]

Civil Servant Point

Civil Serv
51.8175

KFOO5 @, Base Salary in Points

EUR @,

Annual
169.00 Manthly
12116/2001 [

01/01/2002 |[#]

Types of Points page

Point Type Code

Point Value

Rate Code

Standard Hours

Order Date

Application Date

Displays the point type code. Codes prefixed with an X are those that set up
compensation grids with references. Codes without this prefix are genera types
of points.

Enter a point value for ageneral type of point. Thisfield is not for points with the
X prefix.
Select arate code value to calculate the compensation amounts.

If it isagenera type of point, the system displays only points rate codes (instead
of flat amount rate codes) with an annual frequency.

If the point type code is prefixed by X, the system displays only flat amount rate
codes with annual, monthly, or hourly frequency.

Enter a standard hours value to calcul ate the compensation amounts.

Enter the order date.
The order date is the date that the decree setting the point value is issued.

Specify the application date.

For example, assume that a decree setting up a new point value isissued on 1
July 2006 (order date) and that the decree states that the new value is applicable
asof 1 August 2006 retroactive to 1 January 2006. In this case, 1 August would
be the application date and 1 January would be the effective date.

Note. There is PeopleCode—located in the FPMPOINTY P_TBL record, EFFDT.Rowlnit event—to generate
all increased indexes for general types of points.
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Setting Up the Relationship Between the Reference and the Amount

Access the Index / Amounts page (Set Up HRMS, Product Related, Workforce Administration, Workforce
Data FPS, Types of Points, Index / Amounts).

Types of Points
Point Type Code: ¥R
+|[=
Description: Reference Type of Point XR Ee
Effective Date: 01/01/2002 Status as of Effective Date: Active
Rate Code: MNAAMMNL  Default NA Annual
Comp Freq; Annual
Currency Code: EUR
) ]
*Reference Annual Amount Monthly Amount Amount per Hour
1 11900.000 = (991676 5575 [+]|[=]
2 12500.000 = (104167 65.165 [+]|[=]

Index / Amounts page
For each point type, the system displays the associated rate code, currency, and frequency. Click the Add
button to add anew row if required.

To set up the reference grid:

« Enter an annual amount, a monthly amount, and/or an amount per hour according to the frequency that is
defined for the rate code.

Depending on the frequency of the selected rate, you can enter one amount—either the hourly, the
monthly or the annual one. The other two amounts are display only.

« For each amount, you can obtain a correspondence in another currency either by triangulation or by direct
calculation.

Click the Display in Other Currency button for direct calculation.
« Theamountsin the display only fields are automatically calculated.

The amounts are calculated for the frequencies that are delivered by PeopleSoft (hourly, monthly, annual)
and according to standard hours.

Setting Up Salary Scales

To define salary scales, use the Salary Scales component (FPMSCALE_PNL). This section provides an
overview of salary scales and discusses how to set up salary scales.
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During their career, employees are assigned to steps that determine their compensation level. One way of
defining stepsisasaary scale.

The salary scale enables you to select atype of point and to associate a step list with gross indexes. The step
number defines the step increment order within the scale. A salary scale is always associated with asalary
grade table. Also, a scale can be associated with one or more salary grade tables.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Setting Up Salary Grades, page 46

Page Used to Set Up Salary Scales

Page Name

Definition Name

Navigation

Usage

Salary Scales

FPMSCALE_PNL

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Salary Scales,
Salary Scales

Set up salary scales.

Setting Up Salary Scales

Access the Salary Scales page (Set Up HRMS, Product Related, Workforce Administration, Workforce Data
FPS, Salary Scales, Salary Scales).
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Salary Scales

Scale:

*Effective Date:
*Description;

Short Description:
*Point Type Code:

1st Step Code in SalaryGdThi;

*Step *Step Nbr
01 1

0z 2
03 3
04 -

SF1

01/01/1900 5§ *Status as of Effective Date: I-'“'-'ji"*'E j’ [+ [=]

Scale 1

Scale 1

7
01

@, Last step Codein SalaryGdTbl: |08 94
) ]
*Gross Index
244 @, [+ [=]
250 @, [+ [=]
260 @, [+ [=]
268 @, [+ [=]

Salary Scales page

To set up salary scales:

1
2.

Enter ascale code.

Select apoint type.

Once you have selected a point type, you cannot modify it.

Enter the step, step number and grossindex that are associated with the scale.

The system uses the Step Nber (step number) fields to determine the first and last stepsin the scale.

Click the Add button to create additional values.

Save the page.

Setting Up Salary Grades

To set up salary grades, use the Application Sector component (FPMAPPLAREA_PNL), Salary Grade Types
component (FPMMATXTY P_PNL) and the Salary Grade Tables component (FPMSALMATRX_PNL). This
section provides an overview of salary grades and discusses how to define the salary grades.

Understanding Salary Grades

46

Civil servant grades are associated with a salary grade table. The component of a salary grade tablesisthe
step. Each step has a corresponding gross index and (usually) the number of months before the next step
increase. When employees move to a new grade, they are positioned in a step in the salary grade table. Their
base compensation that is associated with the step is determined by one of the following:
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» Grossindex and increased index.
When entering the gross index, the system retrieves the corresponding increased index.
« Annual compensation value for substep.
* Increased index.
« Reference (when the type of point is prefixed by X).

Some grades in Manage French Public Sector are partly or totally classified as off-scale groups that use a
scale that is not based on the number of points. The system uses lettersto refer to these rate groups. In this
case, the specific steps can be divided in substeps. Scale |etters and substeps characterize these classifications.

Understanding Salary Grade Table (SGT) Definition and SGT/Scales Correspondence

A salary grade table is composed of a series of steps or substeps and the definitions of advancement rules
between them. A salary grade table that can contain substepsis called an off-scale salary grade table. A
salary grade table must also identify whether or not it isfor the public sector and must be able to accept an
entry bonus.

A salary grade table can contain asalary scale. It isthen composed of the scal€'s steps that are associated with
the same gross indexes. When no scale is associated with a salary grade table, such as with off-scale salary
grade tables, you must manually enter the steps and indexes.

According to the salary grade table's type of point and public sector salary grade table status, the stepis
associated with a grossindex, an increased index, or areference.

Type of Point Salary Grade Table Step
Standard Type of Point Public Gross Index

Type of Point X Non-Public Reference

Standard Type of Point Non-Public Increased Index

Pages Used to Set Up Salary Grades

Copyright

Page Name Definition Name Navigation Usage
Application Sector FPMAPPLAREA_PNL Set Up HRMSS, Product Define application sector
Related, Workforce for the salary grade table.

Administration, Workforce
Data FPS, Application
Sector, Application Sector
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Page Name Definition Name Navigation Usage
Salary Grade Type FPMMATXTYP_PNL Set Up HRMSS, Product Add or modify salary grade
Related, Workforce table types.

Administration, Workforce
Data FPS, Salary Grade
Type, Sdary Grade Type

Salary Grade Tables FPMSALMATRX_PNL Set Up HRMSS, Product Define the salary grade
Related, Workforce table.

Administration, Workforce
Data FPS, Salary Grade
Tables, Salary Grade Tables

Defining Application Sectors

Access the Application Sector page (Set Up HRMS, Product Related, Workforce Administration, Workforce
Data FPS, Application Sector, Application Sector).

Application Sector

Application Sector:  SF01
*Description: Administration

Short Description: Adrmin.

Application Sector page

Enter a description and short description of the application sector.

Adding and Modifying Salary Grade Table Types

Access the Salary Grade Type page (Set Up HRMS, Product Related, Workforce Administration, Workforce
Data FPS, Salary Grade Type, Salary Grade Type).

Salary Grade Type

Salary Grade Table Type: SF1

*Description: Civil Servants

Short Description: Civ Serv.

Salary Grade Type page

Enter a description and short description of the salary grade table type.
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Defining Salary Grade Tables

Access the Salary Grade Tables page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Salary Grade Tables, Salary Grade Tables).

Salary Grade Table Type:
Salary Grade Table Code:

*Effective Date:

Public Sector Salary Thi
*Description:

Short Description:
Order Date:
*Application Sector:
*Point Type Code:

1st Step Code in SalaryGdTbi:

Salary Grade Tables

SF1 Civil Servants
SF01 Scale: SF1
01/011980 |[3i) *Status as of Effective Date: I-'t-'jfi""E :" [+][=]

#yes © No [T off-Scale

Salary Grade Table 1
Salary Gra
E'J Application Date: E‘J

SFO1 @ Administration

|51 Civil Servant Point

|31 Last Step Code in SalaryGdThi: Iv

Comments

Bonus for Entering SalaryGdTbl: YiMID

Salary Grade Tables page

To add asalary grade table, enter the salary grade table type, code, and scale code. The scale code is optional.

Public Sector Salary Thl
(public sector salary
table)

Off-Scale

Order Date

Application Sector

Application Date

Point Type Code

Select if the salary grade table is for the public sector. Once you save this page,
you cannot modify this field.

Select if the salary grade table is off-scale. If you do not select this check box, the
salary grade table is composed of steps. Otherwise, it can be composed of
substeps. Once you save this page, you cannot modify thisfield.

Enter the issue date of the government order or decree that defines the salary
gradetable.

Select the application sector for the salary grade table.

Enter the date that the salary grade table becomes active; this date should usually
be equal to the effective date.

Displays avalue if you have selected a scale. Otherwise, enter a value. Once you
save this page, you cannot modify thisfield.
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1st Step Codein Displays avalueif you have selected a scale. The value is updated when you
SalaryGdThl (first step savethe Saary Grade Steps page.

codein salary grade table)

and Last Step Codein

SalaryGdThl (last step

codein salary grade table)

Bonusfor Entering Enter the value in years/months/days.

SalaryGdThbl (bonus for
entering salary grade
table)

Comments Click to enter or view comments about the salary grade table.

Defining Steps, Substeps, and Advancement Rules

To define steps, use the Salary Grade Steps component (FPMSALSTEP_PNL). This section provides an
overview of steps, substeps, and advancement rules and discusses how to define salary grade table steps and
substeps and advancement rules.

Understanding Steps, Substeps, and Advancement Rules

After establishing salary grade tables, you need to:
« Define the steps and substeps for salary grade tables that are not associated with ascale.

» Set up the salary grade table advancement rules.

Y ou must indicate the step or substep length, the theoretical career seniority, the classification number
that enables you to define step increment in the salary grade table and next step in case of automatic
advancement.

A single scale can be associated with several salary grade tables with different advancement rules.

Page Used to Define Steps, Substeps, and Advancement Rules

Page Name Definition Name Navigation Usage
Salary Grade Steps FPMSALSTEP_PNL Set Up HRMSS, Product View the steps and indexes
Related, Workforce that are associated with a

Administration, Workforce | salary grade table scale. Set
Data FPS, Salary Grade up steps and substeps for
Steps, Salary Grade Steps | salary grade tables with no
scale. Set up advancement
rules.
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Defining Salary Grade Table Steps, Substeps, and Advancement Rules

Access the Salary Grade Steps page (Set Up HRM S, Product Related, Workforce Administration, Workforce
Data FPS, Salary Grade Steps, Salary Grade Steps).

Salary Grade Steps

Salary Grade Table Type: 5F1 Civil Servants
Salary Grade Table Code: SFO1 1 SF12
Description: Salary Grade Table 12 +][=]
Effective Date:  01/01/19280 Status as of Effective Date:  Active Public Service Grid
Point Type Code: 31 Civil Servant Foint 3341800 FRF
Application Sector: SF01  Administration Stnd Hrs/Wk:  169.00
]
" Scaleletter | Sub-Step *Step Step Attribute *Step Number

+ —
& Step |;:1 Ir-JujrmaI vl I 1 J J

Length in { Sub)Step: 3 YIMID

Min Lgth for (Sub)Stepincr: | 2/ | 6/ YMID RateCode: KFO06  Base Salaryin Points
Theoretical Career Seniority: ¥NID Comp Rate: 235602.950000%]
Gross Index: 864 @, Currency: FRF

- Comp Freq: I.i.nnual vl
Increased Index: W

[ i p
¥ Automatic {Sub)Step Increment Next {Sub)Step for Increment: nz &,

Salary Grade Steps page

For salary grade tables that are not associated with a scale, you must:
1. Enter the salary grade table type and code.

2. Enter steps by specifying the step or substep, step number, and index associated with the step/substep.

Note. You can't enter steps for salary grade tables that are associated with a scale.

The fields displayed on the page vary depending on whether you select Scale letter / Sub-Step or Step.

Scaleletter / Sub-Step  Substeps imply an additional subdivision. The employee is granted a substep
within ascale letter. A scale letter is associated with a corresponding step; it can
be composed of severa substeps. If the salary grade table has been set up off-
scale, you can indicate if the defined classification isa step or ascale
letter/substep pair. The default classification isthe step.

Step If the salary grade table is off scale, it can be composed of steps and sub steps,
and you must select the appropriate radio button for each row in the Steps -
Indexes - Step Increment Rules group box.

If the salary grade table is not off scale, it can be composed only of steps, in
which case the Step radio button is selected and display only.
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Step or Substep
Step Attribute
Step Number

Length in (Sub)Step

Min Lgth for (Sub)Step

Chapter 3

Enter the step or substep code.
Select a step attribute. Vaues are Normal, Temporary and Exceptional.
Enter the step number that indicates the rank of the step in the salary grade table.

Enter the average duration in step or substep, in years, months, and days.
Employees cannot be granted substep length reductions. However, they can be
granted length reductionsin the step that corresponds to the scale letter.

Enter the minimum length of time that an employee must stay in a step or substep

Incr (minimum length for before the system applies a seniority bonus.

step or substep increment)

Theoretical Career
Seniority

Gross | ndex

Increased Index

Equiv. Incrsindex
(equivalent increased
index)

Annual Compensation
Value

Automatic (Sub)Step

I ncrement and Next
(Sub)Step for Increment

Compensation Rate

Enter the theoretical career seniority. The theoretical career seniority (or salary
grade table seniority) calculates the seniority in grade (or in salary grade table) of
an employee:

1. Who entered the grade with zero seniority.
2. Whose civil service position has been constantly active.

3. Whose step increments have been processed based on the average statutory
length.

Note. These three conditions are the official definition of theoretical career
seniority, but the system does not check for these conditions when you assign
career seniority.

Theoretical career seniority enables you to position an employee entering your
organization in the salary grade table according to the seniority equivalents
granted and the salary grade table entry.

Select the index for astep. Thisfield is not available if you selected Scale
L etter/Sub-Step.

Define for astep. Thisfield is not available if you selected Scale L etter/Sub-Step.

Displays the index for the scale letter/sub-step. Thisfield is not displayed if you
select a step.

Thisfield isavailable only if you select Scale letter/Sub-Step. An annual amount
(base compensation) should be entered in this case.

Select to indicate employees can automatically move to the next step or substep.
If you select the check box, you must enter the next step or substep.

This group box is displayed only if you select a Step. It is not displayed for Scale L etter/Sub-Step.

52
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Rate Displays the rate code that is associated with the salary grade table type of point.
Comp Rate Displays the annual amount in the currency that is associated with the rate code.
(compensation rate)
Comp Freq Y ou can modify the frequency and view the corresponding compensation. This
(compensation frequency) functionality is for reference only: the modifications are not recorded by the
system.

Defining Corps

Page

To define corps, use the Corps component (FPMCORPS_PNL).

A corps groups civil servants by employee status and grade; a corps contains one or more grades. The public
sector statuses determine the civil service category of each corps.

This section discusses how to add and change corps.

Used to Define Corps
Page Name Definition Name Navigation Usage
Corps FPMCORPS_PNL Set Up HRMS, Product Add or change corps data.

Related, Workforce
Administration, Workforce
Data FPS, Corps, Corps

Adding and Changing Corps
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Access the Corps page (Set Up HRMS, Product Related, Workforce Administration, Workforce Data FPS,
Corps, Corps).
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Corps
Corps: SFCO05
*Effective Date: 0110111900 | *Status as of Effective Date: I-ﬁ-'j[i'**'E :I' [+][=]
*Description: Administrative Secretary
Short Description: Adm Secret
Sending Department: |Department of Public Warks j

O “pg iCc Cp " No Existing Category
Category Level:

™ Control Reduc Step Length

Corps page

To add or change corps:

1

2
3.
4

Enter the corps code.
Enter a description and the sending department.

Select the corps classification and category level in the Civil Service Category group box.

. Select Control Reduc Step Length (control reduction step length) to have the system check that the day

compilation is lower than the difference between the step increment minimum length and the step length
when an employee is granted a bonus.

Setting Up Grades

To set up grades, use the Grade Groups component (FPMRANKGRP_PNL) and Grades components
(FPMRANK _PNL). This section provides an overview of grades and grade groups and discusses how to:

Group grades within a corps.
Set up agrade's relationship with corps, salary grade tables, job codes.
Enter period lengths, retirement age, and pension plan code.

Attach collective premiums to agrade.

Understanding Grades and Grade Groups

Employees grades enable them to benefit from the compensation that is associated with the grade.

54
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A gradeis part of agrade group and is associated with a salary grade table. A grade group is associated with a

corps and a category.

Y ou can attach collective premiums to the grade. These premiums are also assigned a rate code. Grade-
attached premiums can be expressed in the form of aflat amount, a number of points, or a percentage of
either the main or the base salary. Y ou can attach several premiums to the same grade.

A grade group is a concept that falls halfway between grades and corps that is used in Territorial and Hospital
Public Sectors. It enables you to group grades depending on one corps. One example of how you might use
grade groups is to promote employees who belong to this group.

Pages Used to Set Up Grades

Page Name

Definition Name

Navigation

Usage

Grade Groups

FPMRANKGRP_PNL

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Grade Groups

Group grades within a
corps.

Grade Definition

FPMRANK_PNL1

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Grades, Grade
Definition

Set up the grade's
relationship with corps,
salary grade tables, job
codes.

Grade Other Information

FPMRANK_PNL2

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Grades, Grade
Other Information

Enter period lengths,
retirement age, and pension
plan code.

Grade Premiums

FPMRNKCD_RATECODE

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Grades, Grade
Premiums

Attach collective premiums
toagrade

Grouping Grades within a Corps

Access the Grade Groups page (Set Up HRMSS, Product Related, Workforce Administration, Workforce Data
FPS, Grade Groups, Grade Groups).
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Grade Groups

Grade Group: SFO002
Find | View All First = 4of 1 "/ Last
*Effective Date: 010111980 |5 *Status as of Effective Date: Im (=]
*Description: |Administrative Employee
Short Description: Admin Emp
*Corps: ’m% Administratif Emplayee
Level: c !

Grade Groups page

Corps

Select the corps that is associated with the grade group.

Setting Up the Grade's Relationship with Corps, Salary Grade Tables, and Job

Codes

Access the Grade Definition page (Set Up HRMS, Product Related, Workforce Administration, Workforce

Data FPS, Grades, Grade Definition).

e i B Grade Other Information | Grade Bremiums |
SetD: SFO0 Grade: SFG001
Grade Definition /Al First " 1of 1" Last
*Effective Date: 01/01/1980 [ *Status as of Effective Date: IACTWE :Iv [+][=]
*Description: |Emp|nyee of Senvice
Short Description: Emp Semv
Description: |Emp|0yee of Senvice :I@
Grade Group: @, Serial Nbr: I_
*Corps: SFC002 &, Employee of Senice C5 Catgy: D |
Salary Grade Table Type:  [5F2 4 Contract Employees ™ Off-Scale
Salary Grade Table Code:  [SF02 @, Scale: SF1 @ Salary Grade Table 1
Job Code
Jobcode Set ID: 2, Job Code: @,

Grade Definition page

Grade Group
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If the grade is part of a grade group, select the grade group code.
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Corps

CS Catgy (civil service
category)

Salary Grade Table
Type

Off-Scale

Salary Grade Table
Code

Scale

Job Code SetID

Job Code

Setting Up French Public Sector Tables

Select the corps associated with this grade.

See Chapter 3, "Setting Up French Public Sector Tables," Defining Corps, page
53.

Displays the civil service category.

Select the salary grade table type.

Select if you can enter an off-scale salary.

Select the salary grade table for the grade. Employees are assigned successive
steps of the salary grade table that is associated with their grade.

Select the salary scale.

Enter the SetID corresponding to the job code you want to enter in the Job Code
field.

Enter the grade's default job code.

Entering Period Lengths, Retirement Age, and Pension Plan Code

Access the Grade Other Information page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Grades, Grade Other Information).

Grade Definition

Set ID:

Description:

Effective Date:

Tenure Prob Period Length:
Prob Period Length:

Mini Age to Enter Grade:

Retirement Age:

Pension Plan Code:

Grade Promotion/Same Job:

1\ Grade Premiums

SFO01 Grade: SFE001
Employee of Semvice ﬂ ﬂ
01/01M1980 Status as of Effective Date: Active
12 Months
12 Months
OJ
OJ

™ Auto Step Increment at Tenure

Grade Other Information page
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TenurePraob Period
Length (tenure probation
period length)

Prob Period Length

Mini Ageto Enter
Grade (minimum age to
enter grade)

Retirement Age

Grade Promotion/Same
Job

Pension Plan Code

Auto Step Increment at
Tenure

Chapter 3

Enter the length of the probation period when the employee enters the
organization.

Enter the length of the probation period for grade promotions.

Enter the minimum age required to enter the grade.

Enter the retirement age.

Enter the grade for automatic grade promotion. Informational only.

Select a pension plan code.

Select if an automatic step increment should occur when tenure is validated.

Attaching Collective Premiums to a Grade

Access the Grade Premiums page (Set Up HRMS, Product Related, Workforce Administration, Workforce
Data FPS, Grades, Grade Premiums).

Grade Definition Grade Other Information
Set ID: SFO01 Grade: SFGO01
+| [=
Description: Employee of Service ==
Effective Date: 01/01/1980 Status: Active
=
, - . Rate Code . Apply *Pro-Ration Row
Rate Code Description Comp Rate Points Percent Group Currency *Comp Freq ETE Type
1 @, = @, I 'l = IN-Jne 'I [+]|[=]

Grade Premiums page

In the Manage French Public Sector business process, different proration factors can be applied to different
compensation elementsin acivil servant or contract worker's compensation package. The different proration
factors depend on the FTE (full-time equivalency) and the civil service position. Conseguently, you have to
indicate if the premiums are related to the main compensation or to the secondary compensation. The merge
process applies the main compensation proration factor.

58
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Rate Code

Comp Rate
(compensation rate) and
Rate Code Group
Points

Per cent

Comp Freq
(compensation frequency)

Apply FTE

Pro-Ration Row Type

See Also

Setting Up French Public Sector Tables

Enter the rate code associated with the premium. Depending on the rate code type
(flat amount, percentage, or points), you can enter a compensation rate, the
number of points, or the percent and the rate code group.

Thisflexibility enables you to apply a premium to the main salary or to the base
salary. To apply a premium to:

« Themain salary, use arate code or define arate code group that contains the
rate code that is related to the indexed salary.

» Thebase salary, group the rate codes that are related to the indexed salary
and the additional compensation items.

If you selected a Percentage rate code, the Comp Rate field is unavailable, and
the Rate Code Group field is available for entry. Enter the rate code group on
which the percentage is going to be applied.

If you selected a Points rate code, you can enter the number of points.

If you selected a Percentage rate code, this field becomes available and you can
enter the percentage.

Select the compensation frequency.

If you selected arate code other than Percentage, thisfield is selected or not
based on the rate code definition.

If Apply FTE is selected, indicate if the premium is considered main or
secondary compensation.

Chapter 16, "Merging French Public Sector and Human Resources Files," page 209

Defining Job Codes and Occupation Codes

To define job code premiums and occupations, use the Jobcode Premiums (FPMJB_RATECODE) and
Occupations (FPNBUSINESS PNL) components.

The job code is a unique code that you associate with a specific job in your organization. Just as grades are
shared between different statuses, jobs are shared among the entities that compose your organization.

An entity enables you to decentralize management of your organization. If you want to centralize corporate
data management, use one setID.

This section discusses how to define job code premiums and occupations.
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Pages Used to Define Job Code Premiums and Occupation Codes

Page Name

Definition Name

Navigation

Usage

Jobcode Premiums

FPMJB_RATECODE

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Jobcode
Premiums, Jobcode
Premiums

Attach collective premiums
to ajob code.

Thefields on this page are
similar to those on the
Grade Premiums page.

Occupations

FPNBUSINESS_PNL

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Occupations,
Occupations

Define occupation codes.

Attaching Premiums to a Job Code

Access the Jobcode Premiums page (Set Up HRM S, Product Related, Workforce Administration, Workforce

Data FPS, Jobcode Premiums, Jobcode Premiums).

Jobcode Premiums

Set D AUSO1 Job Code: 110000
Description: Accountant
Effective Date: 01/01/1980 Status: Active
By
iz *Com Appl *Pro-Ration Row
*Rate Code Description Comp Rate Points Percent Code Currency = 254 )
Freq FTE Type
Group
1 @, = @, I - IN-Jne -] [+]|[=]

Jobcode Premiums page
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Rate Code

Comp Rate
(compensation rate) and
Rate Code Group
Points

Per cent

Comp Freq
(compensation frequency)

Apply FTE

Pro-Ration Row Type

Setting Up French Public Sector Tables

Enter the rate code associated with the premium. Depending on the rate code type

(flat amount, percentage, or points), you can enter a compensation rate, the
number of points, or the percent and the rate code group.

Thisflexibility enables you to apply a premium to the main salary or to the base
salary. To apply a premium to:

« Themain salary, use arate code or define arate code group that contains the
rate code that is related to the indexed salary.

» Thebase salary, group the rate codes that are related to the indexed salary
and the additional compensation items.

If you selected a Percentage rate code, the Comp Rate field is unavailable, and
the Rate Code Group field is available for entry. Enter the rate code group on
which the percentage is going to be applied.

If you selected a Points rate code, you can enter the number of points.

If you selected a Percentage rate code, this field becomes available and you can
enter the percentage.

Select the compensation frequency.

If you selected arate code other than Percentage, thisfield is selected or not
based on the rate code definition.

If Apply FTE is selected, indicate if the premium is considered main or
secondary compensation.

Defining Occupation Codes

Access the Occupations page Set Up HRMS, Product Related, Workforce Administration, Workforce Data
FPS, Occupations, Occupations).

Occupations

Occupation Code:

*Description:

Short Description:

SF01

clerk

clerk

Occupations page

Enter a description and short description of the occupation code.
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Setting Up Host Organizations

Pages Used to Set Up Host Organizations

When employees are on external secondment, they are moved to an organization that is selected from a
predetermined list. To avoid redundant data and make your search easier, two levels of organization

classification are suggested:

» Type of organization

»  Subtype of organization

To set up organizations, use these components: Type of Organization (FPMORGTY PE_PNL), Sub-types of
Organization (FPMORG_PNL), and Organizations (FPMINDBTORG_PNL). This section discusses how to
add or change an organization.

Page Name

Definition Name

Navigation

Usage

Type of Organization

FPMORGTY PE_PNL

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Type of
Organization, Type of
Organization

Add or change an
organization type.

Sub-types of Organization

FPMORG_PNL

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Data FPS, Sub-types of
Organization, Sub-types of
Organization

Add or change an
organization subtype.

Organization FPMINDBTORG_PNL1 Set Up HRMSS, Product Add or change an
Related, Workforce organization.
Administration, Workforce
Data FPS, Organizations,
Organization

Address FPMINDBTORG_PNL2 Set Up HRM S, Product Enter an organization's

Related, Workforce
Administration, Workforce
Data FPS, Organizations,
Address

address.

Creating Organization Types

62

Access the Type of Organization page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Type of Organization, Type of Organization).
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Type of Organization

Organization Type: SF0A

*Description: Local Communities

Short Description: [Local Comm

Type of Organization page

Enter a description and short description of the organization type.

Creating Sub-Types of Organization

Access the Sub-types of Organization page (Set Up HRMS, Product Related, Workforce Administration,

Workforce Data FPS, Sub-types of Organization, Sub-types of Organization).

Sub-types of Organization
Organization Type: SFO01
Organization Sub-Type: SFO0A
*Description: Town Council
Short Description: Town Coun

Sub-types of Organization page

Enter a description and short description of the organization sub-type.

Adding or Changing an Organization

Access the Organization page (Set Up HRMS, Product Related, Workforce Administration, Workforce Data

FPS, Organizations, Organization).
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Organization Code: SFO01
Find | View All First "/ 410f1 "/ Last
*Effective Date: 01/01/1980 [ *Status as of Effective Date: IAI:’[iue :l" =l
*Description: |Department of Transportation
Short Description: Transport
Organization Type: SF02 @, Department

Organization Sub-Type: Qh

¥ Liable Organization

Organization page

Organization Type Select an organization type.
Organization Sub-Type The available values depend on the organization type.

Liable Organisation Select to indicate that the organization is liable for the "employer” civil pension
contribution.

Defining the Organization Address

Access the Address page (Set Up HRMSS, Product Related, Workforce Administration, Workforce Data FPS,
Organizations, Address).

" Organization | Address

Organization Code: SO0
—— Find | View Al First " 1.0f1 "/ Last
Country: Imoh France | =
Address: Rue de Nantes |Ml
75007 Paris

Address page

Specify the address of the organization.
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Establishing the Employer Contribution Rate

To set up employer contribution rates, use the Employer Contribution Rate component
(FPMCNTRB_EMPLY _PNL). This section discusses how to establish the employer contribution rate.

Page Used to Establish the Employer Contribution Rate

Page Name Definition Name Navigation Usage
Employer Contribution Rate| FPMCNTRB_EMPLY_PNL Set Up HRMSS, Product Establish employer
Related, Workforce contribution rate.

Administration, Workforce
Data FPS, Employer
Contribution Rate,
Employer Contribution Rate

Establishing the Employer Contribution Rate

Access the Employer Contribution Rate page (Set Up HRMS, Product Related, Workforce Administration,
Workforce Data FPS, Employer Contribution Rate, Employer Contribution Rate).

Employer Contribution Rate

Employer Contribution Rate Cde:  SF1

*Effective Date: 01/011980 |5 *Status as of Effective Date: Im =]
*Description: Contribution rate

Short Description: Contrib.

Employer Contribution Rate: 7.00] o

Employer Contribution Rate page

Employer Contribution Enter the rate that is used in pension contribution calculations. In Manage French
Rate Public Sector, the deduction for civil pension contributions of employees on
secondment is calculated from that rate.

See Also

Chapter 15, "Managing Secondment," Managing Contributions for Employees on Externa Secondment, page
204
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Defining Degree Subject Codes

To define codes for degree subjects, use the Degree Subject FPS component (FPMSUBJECTS_PNL). This
section lists the page used to define FPS degree subject codes.

Page Used to Define Degree Subject Codes

Page Name Definition Name Navigation Usage
Degree Subject FPS FPMSUBJECTS_PNL Set Up HRM'S, Common Define subject for degrees.
Definitions, School Degrees and subjects are
Information, Degree Subject | tracked in person profilesin
FPS, Degree Subject FPS PeopleSoft Enterprise
Human Resources Manage
Profiles.
See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Manage Profiles, " Setting Up Profile

Management"

Running Manage French Public Sector Table Reports

This section discusses how to run Manage French Public Sector setup reports.

Pages Used to Run Manage French Public Sector Setup Reports

Action List - Report 2

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Reports FPS, Action List -
Report 2, Action List -
Report 2

Page Name Definition Name Navigation Usage

Action List - Report 1 PRCSRUNCNTL Set Up HRMSS, Product Run the Action List -
Related, Workforce Report 1 (FPMACT1) that
Administration, Workforce | lists action definition part 1.
Reports FPS, Action List -
Report 1, Action List -
Report 1

PRCSRUNCNTL Run the Action List -

Report 2 (FPMACT?2) that
lists action definition part 2.
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Page Name Definition Name Navigation Usage

Actions/CS Position PRCSRUNCNTL Set Up HRMS, Product Run the Actions/CS
Related, Workforce Position report
Administration, Workforce | (FPMACTLE) that lists
Reports FPS, Actions/CS actions authorized by civil
Position, Actions/CS service position.
Position

Retro Prcs Action Rules PRCSRUNCNTL Set Up HRMSS, Product Run the Retro Prcs Action

(retroactive process action Related, Workforce Rulesreport (FPMACTPR)

rules) Administration, Workforce | that lists retroactivity rules.
Reports FPS, Retro Prcs
Action Rules, Retro Prcs
Action Rules

Actionsg/Status PRCSRUNCNTL Set Up HRMS, Product Run the Actions/Status
Related, Workforce report (FPMACTST) that
Administration, Workforce | lists actions authorized by
Reports FPS, status.
Actiong/Status,
Actions/Status

Occupation PRCSRUNCNTL Set Up HRMSS, Product Run the Occupation report
Related, Workforce (FPMBUISN) that lists
Administration, Workforce | occupation codes.
Reports FPS, Occupation,
Occupation

Corps PRCSRUNCNTL Set Up HRMSS, Product Run the Corps report
Related, Workforce (FPMCORPS) that lists
Administration, Workforce | corps definitions.
Reports FPS, Corps, Corps

Amount Index PRCSRUNCNTL Set Up HRM S, Product Run the Index Value report
Related, Workforce (FPMINDEX) that lists
Administration, Workforce | index/amount values.
Reports FPS, Index Value,
Amount Index

Job Code PRCSRUNCNTL Set Up HRMS, Product Run the Job Code report
Related, Workforce (FPMJOBCD) that listsjob
Administration, Workforce | code definitions.
Reports FPS, Job Code, Job
Code

Civil Service Position PRCSRUNCNTL Run the Civil Service

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Reports FPS, Civil Service
Position, Civil Service
Position

Position report
(FPMLEGAL) that lists
civil service position
definitions.
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Page Name Definition Name Navigation Usage

Types of Points PRCSRUNCNTL Set Up HRMS, Product Run the Type of Point
Related, Workforce report (FPMPOINT) that
Administration, Workforce | liststype of point
Reports FPS, Type of Point, | definitions.
Types of Points

Grade List - Report 1 PRCSRUNCNTL Set Up HRMS, Product Run the Grade List - Report
Related, Workforce 1 (FPMRANKJ1) that lists
Administration, Workforce | grade definition part 1.
Reports FPS, Grade List -
Report 1, Grade List -
Report 1

Grade List - Report 2 PRCSRUNCNTL Set Up HRMSS, Product Run the Grade List - Report
Related, Workforce 2 (FPMRANK2) that lists
Administration, Workforce | grade definition part 2.
Reports FPS, Grade List -
Report 2, Grade List -
Report 2

Sal Grade Table/Scale - PRCSRUNCNTL Run the Sal Grade

Steps

Set Up HRMSS, Product
Related, Workforce
Administration, Workforce
Reports FPS, Sal Grade
Table/Scale - Steps, Sal
Grade Table/Scale - Steps

Table/Scale - Steps report
(FPMSALST) that lists the
salary grade table steps.

See Also

PeopleSoft Enterprise HRMS 9.1 Application Fundamentals PeopleBook, " PeopleSoft Application
Fundamentals for HRM S Reports"
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Hiring French Public Sector Employees

This chapter provides an overview of the hiring process and discusses how to:

» Create an employee ID.

« Initialize employee status.

» Update the employee record.
» Assign seniority bonuses.

« Validate the hiring process.
» Rehire an employee.

« Add concurrent jobs.

» Delete an employee hiring.

Understanding the Hiring Process

When you hire employees you must record them in Manage French Public Sector (FPS) and enter key data
such as personal information, civil service position, and assignment and career data. Y ou enter some of this
data on pages specific to French Public Sector and some in global Human Resource components.

The hiring process is composed of four main steps:
1. Creating an employee ID.

2. Initializing employee status.

3. Updating the employee record.

4. (Optional) Assigning seniority bonus.

5. Vadlidating the hiring process.

Note. The FPS hiring process is a one-way process. Once a step has been completed, it cannot be revised until
the hiring is validated.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "Increasing the Workforce"
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Prerequisites

Before entering empl oyee-specific data, you must define the primary permission list defaults and department
tables.

See Also

PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBaook, " Setting Up and Administering
HRMS Security"

PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBook, " Setting Up Organization
Foundation Tables"

Creating an Employee ID

70

Use the Add a Person component (PERSONAL_DATA) to add a new employee to the system. To create an
employee 1D, you:

» Assign an employee ID to the employee, manually or automatically.
» Enter the employee's personal details on the Biographical Details page.
» Select the hiring action code on the Regional page.

The default hiring action code is defined on the FPS Installation Parameters page, but you can select a
different code. The action code should have the Personal Data Authorized check box selected on the FPS
Action page.

See Chapter 3, "Setting Up French Public Sector Tables," Identifying FPS Components That Can Use the
Action, page 21.

+ Enter the employee personal data supporting documents required for hiring.

On the Regional page, the French Public Sector group box lists the supporting documents required for
hiring.

» Define the organizational relationship and the type of employee.

On the Organizational Relationships page, you select the type of employee, either a Commercial
Employee or aFrench Public Sector Employee.

« Assign the FPS employee to a business unit and department, and assign ajob code.

When you select French Public Sector Employee as the employee type on the Organizational
Relationships page, the system displays the Business Unit,Department, and Job Code fields.

Note. The department that you enter should have a company, an establishment, and alocation defined.
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When you save the Add a Person component, the system creates an employee with the status Pending
Validation if it is a French Public Sector employee. Y ou can find more detailed information about these topics
in the PeopleSoft Enterprise Human Resour ces PeopleBook: Administer Workfor ce.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "Adding a Person in
PeopleSoft Human Resources"

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "Increasing the Workforce"

Initializing Employee Status

This step creates alegal relationship between the employee and the organization. Initializing the employee
status consists of defining employee status, civil service position, and secondment.

This section discusses how to:
« Initialize employee status.
« Create ahiring action.

« Enter civil service position data.

Note. The pagesin the Initialize Status FPS component (HIRE_DATA) are identical to those in the Add
Concurrent Empl Record FPS and Re-Hire Employee FPS components. The difference between these
componentsis that you use one set of pages when initially hiring an employee and the others when adding a
concurrent job or rehiring an employee.

Pages Used to Initialize Employee Status

Page Name Definition Name Navigation Usage

Status FPAEESTATUS PNL1H Workforce Administration, | Initialize employee status
Personal Information, and select the compensation
Organizational mode.

Relationships, Initialize
Status FPS, Status

Civ Serv Pos. - Overall FPAEELEGAL_PNL1H Workforce Administration, | Create the hiring action.
Data (civil service position - Personal Information,
overal data) Organizational

Relationships, Initialize
Status FPS, Civ Serv Pos. -
Overdl Data
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Page Name Definition Name Navigation Usage

Civil Service Position Data | FPAEELEGAL_PNL2H Workforce Administration, | Enter civil service position
Persona Information, data
Organizational

Relationships, Initialize
Status FPS, Civil Service
Position Data

Initializing Employee Status

72

Access the Status page (Workforce Administration, Personal |nformation, Organizational Relationships,
Initialize Status FPS, Status).

Civ Serv Pos. - Overall Data Civil Service Position Data

Herve Blin 1D SFCAD10 Empl Record: 0

009 [ [+][=]

/151

o
]

Effective Date: 0

Ao

*Employee Status Code:
¥ CompiSalary Grade Table

Access Mode: OJ

Tenure Date: E;J

Length: Months Probation Date:

Status page

Select only employees who have existing employee IDs and no existing records.

Employee Status Code  Select the employee status code. An employee's status doesn't change as long as
the employee record is active, with the exception of trainees whose status
changes at tenure. For a given employee record number, an employee should
have only one status (with the exception of trainees who become civil servants);
achange of status implies the creation of a new employee record.

The system activates and deactivates some fields in the Employee Record FPS
component based on this code.
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Comp/Salary Grade There are two modes of compensation:
Table (compensation on .
slary éradeptabl o) » Compensation on salary grade table.

Thisimplies the assignment of ajob code with asalary grade table and a step.
Select this check box if the employee has ajob code with a salary grade.

» Free compensation.

In this mode the amount is directly captured in the Compensation field in the
Employee Record FPS component. Leave this check box deselected if the
employee has free compensation.

This check box is available only for employees whose statuses do not imply
career management (the Career Data Authorized check box is not selected on the
Status/Population Codes page). If you select this check box for these employee
status codes, assign ajob code with a salary grade table and a step on the
Assignment - Job Information page in the Employee Record FPS component.
Otherwise, enter the compensation amount directly in the Compensation field in
the Employee Record FPS component.

See Chapter 3, "Setting Up French Public Sector Tables," Defining Status and
Population Codes, page 10 and Chapter 4, "Hiring French Public Sector
Employees," Updating the Employee Record, page 76.

Access Mode Select the method by which the employee obtained the position. Vaues are:
C (Competition): The employee passed a competitive entry examination.
R (Recruitment): The employee was interviewed, selected, and recruited.

TenureDate Available for Civil Servant statuses only.

Length and Probation If the status is Trainee, the system updates the Tenure Probation Period group

Date box. The Length corresponds to the duration that is defined when setting up the
status code on the Status/Popul ation Codes page. The probation date isthe
effective date, plus the length of the probation period, minus 1 day.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Defining Status and Population Codes, page 10

Creating a Hiring Action

Accessthe Civ Serv Pos. - Overall Data page (Workforce Administration, Personal Information,
Organizational Relationships, Initialize Status FPS, Civ Serv Pos. - Overall Data).
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Status

Herve Blin

*Effective Date:

Reason Code;

07442009

*Action: HIR @,

Action Status: ¥ Actual

¥ Edit Individual Order

I¥ Edit Collective Order

Civil Service Position Data

1D SFCAD1D Empl Record: 0

Civ Serv Posit;

Hire

e« Request

% Individual Order Edit Date:

Collective Order Edit Date:

Civ Serv Pos. - Overall Data page

Action

Reason Code
Action Status

Edit Individual Order
and Edit Collective
Order

Individual Order Edit

Date and Collective
Order Edit Date

&

74

Select an action code that corresponds to the hiring action. The hiring actionis
defined on the FPS Action page. The default comes from the FPS Installation
Parameters, if you have defined a default hiring action.

Select areason for the action. Reasons are defined on the Action Reason page.
Request status is not alowed during the hiring process.

Select either check box if you want to update the list of documents printed for the
hire. These check boxes are available only if the action codeis set up to enable
editing of individual or collective orders. Thisis defined on the FPS Action page.

These fields display the dates that the individual and collective orders were
edited.

Click the print icon to edit the individual order (you can postpone this step until
the next stage).

When you click thisicon, you will receive a message asking if your edits are
definitive (final). If you answer yes, the system sends the order to the employee
and the changes become official. Otherwise, you will receive a copy of the order
in draft form.

Note. Once the order is definitive, you cannot modify the hire data. If you must
delete the hire, use the Delete ID FPS page.
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See Also

Chapter 3, "Setting Up French Public Sector Tables," Setting Up Actions, page 18

ing Civil Service Position Data

Access the Civil Service Position Data page (Workforce Administration, Personal Information,
Organizational Relationships, Initialize Status FPS, Civil Service Position Data).

Status CivSernv Pos. - Overall Data | e KA E GG ELE]

Herve Blin 1D SFCAD10 Empl Record: 0

Civil Service Position Data Find [ view All First EN 4 of1 I ast
Effective Date: 07M14/2009 Actual

Civil Service Position Group: Career Advancement %: %

*Job Indicator: IPrimanr vI
Secondment

" Employee on Secondment
Secondment Type:  Internal Secondment  External Secondment & None

 Secondment Information
New Civil Service Position
Activity
Position Expected End Date: El

Position Actual End Date:

[ Return  From:

Civil Service Position Data page

To enter civil service position data:
1. Select thejobindicator.
This determinesif the record is Primary or Secondary.
2. Inthe Secondment group box, indicate if the employee is on secondment.
Only External Secondment is available for employee record number (Empl Rcd#) 0.
3. Click Secondment Information to enter detailed secondment information.
4. If you know it, enter the expected end date of the position.

The end date is not mandatory for the hiring action. It can be mandatory for break type actions, such as
leaves. To make this field mandatory for an action code, select the Mandatory Expect Dt of Return check
box on the FPS Action page.

The system displays the New Civil Service Position data that is associated with the Hire action.
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See Also

Chapter 3, "Setting Up French Public Sector Tables," Identifying FPS Components That Can Use the Action,

page 21

Updating the Employee Record

This section provides an overview of the employee record and discusses how to:

Enter the hiring action and contract number.
Enter career classification information.

Enter compensation and seniority information.
Enter work location information.

Enter job information.

Enter an employee's working time.

Enter free compensation information.

Understanding the Employee Record

76

The search view for the Employee Record FPS component (HIRE) displays only employees whose statuses
and civil service positions have been initialized but whose employee records are not captured and whose
hiring isnot yet validated.

During the hiring process, the system uses the employee's last civil service position date as the effective date
for the employee record.

Employee Status and Available Pages

Depending on the employee status and compensation mode, the Employee Record FPS component contains
five, six, or seven pages. Depending on your setup, the employee's record can be completed by granting
seniority bonuses.

Three scenarios are possible;

Employees whose statuses allow career data.

A status allows career dataif the Career Data Authorized check box is selected on the Status/Population
Codes page for that status. If the employee's status authorizes career data, the following pages are
available: Overall Data, Career - Classification, Career - Comp. Seniority, Assignment - Work Location,
Assignment - Job Information, Working Time, and Employee Categorization.
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»  Employees whose statuses do not authorize career data and who are compensated on salary grade table.

The career pages of this component are not available; you must enter a job code associated with a salary
grade table. The following pages are available: Overall Data, Assignment - Work Location, Assignment -
Job Information, Working Time, and Employee Categori zation.

» Employees whose statuses do not allow career data and who have free compensation.
The following pages are available: Overall Data, Assignment - Work L ocation, Assignment - Job
Information, Working Time, Employee Categorization, and Compensation.

Hiring Validation

When you save the Employee Record FPS component the system validates the hiring process if you have:

» Allocated a step to an employee whose status allows career data.

» Assigned the employee ajob code that has Automatic Hiring Validation activated.

The system displays a message indicating that the hiring has been validated. Otherwise, you must access the

Validate Hire FPS component (FPAEERATIFY _PNL).

Employee Record Updates

After hiring employees, you might need to update their records. Access the component that you want to
update. The pages areidentical to those in the Employee Record FPS component.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Defining Status and Popul ation Codes, page 10

Chapter 4, "Hiring French Public Sector Employees," Validating the Hiring Process, page 88

Chapter 5, "Updating Employee Records," page 95

Pages Used to Update the Employee Record

Page Name Definition Name Navigation Usage

Overall Data FPAEEHIRE_PNL Workforce Administration, | Enter the hiring action and
Job Information, French contract number.
Public Sector Jobs,
Employee Record FPS,
Ovedl Data

Career - Classification FPAEECAREER_PNL2H Workforce Administration, | Enter career classification
Job Information, French information.
Public Sector Jobs,
Employee Record FPS, Note. Accessible only if the
Career - Classification employee's status allows

career data.
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Page Name

Definition Name

Navigation

Usage

Career - Comp. Seniority
(career - compensation
seniority)

FPAEECAREER_PNL3H

Workforce Administration,
Job Information, French
Public Sector Jobs,
Employee Record FPS,
Career - Comp. Seniority

Enter compensation and
seniority information.

Note. Accessible only if the
employee's status allows
career data.

Assignment - Work
Location

FPAEEPOST_PNL2H

Workforce Administration,
Job Information, French
Public Sector Jobs,
Employee Record FPS,
Assignment - Work
Location

Enter work location
information.

Assignment - Job
Information

FPAEEPOST_PNL3H

Workforce Administration,
Job Information, French
Public Sector Jobs,
Employee Record FPS,
Assignment - Job
Information

Enter job information.

Working Time

FPAEEWORKRT_PNL2H

Workforce Administration,
Job Information, French
Public Sector Jobs,
Employee Record FPS,
Working Time

Enter an employee's
working time.

Employee Categorization

FPAEEOTHER_PNL2H

Workforce Administration,
Job Information, French
Public Sector Jobs,
Employee Record FPS,
Employee Categorization

Enter other employee
information.

Compensation

FPAEESALARY_PNL2H

Workforce Administration,
Job Information, French
Public Sector Jobs,
Employee Record FPS,
Compensation

Enter free compensation
information for employees
whose statuses do not allow
career data and who are not
compensated on asalary
grade table.

Entering the Hiring Action and Contract Number

78

Access the Overall Data page (Workforce Administration, Job Information, French Public Sector Jobs,
Employee Record FPS, Overall Data).
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|\ Career - Classification

Léon De Fontenel

I¥ Edit Individual Order

I¥ Edit Collective Order

Contract
Hbr:

*Effective Date: ID1-‘D1-‘19??
*Action: HIR @,
Reason Code: OJ
Action Status: & Actual

Career - Comp. Senority || Assignment - Work Location Assignment - Job Information D]

1D SFCS001 Empl Record: 0
B L4

Sequence: I 0 Trainee Civ Serv Posit:  Activity

Hire

o Request
% Individual Order Edit Date:

Collective Order Edit Date:
@, Mext Contract

Overall Data page

Action

Action Reason Code
Action Status

Edit Individual Order
and Edit Collective
Order

Individual Order Edit
Date and Collective
Order Edit Date

Select an action code that corresponds to the hiring action. The actions are
defined on the FPS Action page. The default comes from the FPS Installation
Parameters, if you have entered a default hiring action.

See Chapter 3, "Setting Up French Public Sector Tables," Identifying FPS
Components That Can Use the Action, page 21.

See Chapter 3, "Setting Up French Public Sector Tables," Setting the Action
Code and Reason Defaults, page 38.

Enter areason for the action. Defined on the Actions Reason page.
Request statusis not allowed during the hiring process.

Select either check box if you want to update the list of documents printed for the
hire. These check boxes are available only if the action codeis set up to enable
editing of individual or collective orders. Thisis defined on the FPS Action page.

Displays the dates that the individual and collective orders were edited.
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Click the print icon to edit the individual order.

When you click thisicon, you will receive a message asking if your edits are
definitive (final). If you answer yes, the system sends the order to the employee

and the changes become official. Otherwise, you will receive a copy of the order
in draft form.

Note. Once the order is definitive, you cannot modify the hire data. If you must
delete the hire, use the Delete ID FPS page.

Enter the contract number if the hiring validation is automatic. If the hiring
validation is manual, the contract is created in the Validate Hire FPS component.

See Chapter 4, "Hiring French Public Sector Employees," Validating the Hiring
Process, page 88.

Entering Career Classification Information

Access the Career - Classification page (Workforce Administration, Job Information, French Public Sector
Jobs, Employee Record FPS, Career - Classification).

Effective Date:

Section:

Corps:

*Grade:
Access Mode:

Step:

Ten PPd Lgth:

Civil Service Position Group:

" Qverall Data |G e E ===l 0 Career- Comp. Senority || Assignment - Work Location || Assignment - Job Information | [»)

Léon De Fontenel

01011977/

Budget Info

ILabor :"I Article: IDec Serv vl

Gradel Step

-

-
[ &

Probation Period

Appointment Date: Eﬂ

Months

™ Instance Terminated

ACT Career Advancement %: 100 %

1D: SFC=001 Empl Record: 0

Find | View &I First " 10of1 " Last

Trainee Actual

Category: Corps Change Date: 010141977

Grade Entry Date: 01011977

Probation Date:

™ (Sub)Step Terminated

Career - Classification page

80
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Grade and Step Enter the employee's grade and step information.

During the hiring process, you are not required to assign a step to employees
having Career access. If you do not assign the step in the Employee Record FPS
component, the system assigns a step in the Validate Hire FPS component.

The system assigns the step based on:
» Sdary grade table setup.

« Any seniority bonus days granted to the employee in the Hiring Seniority
Bonus FPS component.

Ten PPd Lgth (tenure The system displays the length of the tenure probation period and the date when
probation period length) it ends.

and Probation Date The probation period length displayed here is defined during grade set up on the

Grade Other Information page. This value overrides the value defined in the
Initialize Status FPS component.

See Chapter 3, "Setting Up French Public Sector Tables," Entering Period
Lengths, Retirement Age, and Pension Plan Code, page 57 and Chapter 4,
"Hiring French Public Sector Employees,” Initializing Employee Status, page 71.

The other fields on this page are similar to those on the Career - Classification page in the Increment
Step/Promotion FPS component.

See Also

Chapter 5, "Updating Employee Records," Entering Career Classification Data, page 101

Entering Compensation and Seniority Information

Access the Career - Comp. Seniority page (Workforce Administration, Job Information, French Public Sector
Jobs, Employee Record FPS, Career - Comp. Seniority).
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" Overall Data || Career- Classification Assignment - Wark Location || Assignment - Job Information [

Léon De Fontenel ID: SFCS001 Empl Record: 0

Find | View All First " 1of1 " Last

Effective Date:  01/01/1977 / Trainee Actual
Civil Service Position Group:  ACT Career Advancement % 100 %

Grade:

Step:

Sal GdThbl/Scale:

Increased Index:

I™ Forced Index Incrsd Ind: I_

Rate Code: Annual Rate: Currency: Comp Freq: |—;,
Compensation Application Date; ’W E

Sen to be Carried Over: YIMID  Entry Seniority
Credited Senionty: YiNiD

Expected Advancement Date:

Actual End Dt:
I™ Instance Terminated I™ (Sub)Step Terminated

Career - Comp. Seniority page

The Seniority group box does not apply to the hiring process.

Note. The Seniority group box contains various seniorities that are computed by batch processes. Seniority is
always calculated from the hire date to the current date or to the next effective date recorded in the Career
Data component. As a consequence, on the date of hire, these seniorities are all equal to zero.

The fields on this page are similar to those on the Career - Comp. Seniority page in the Increment
Step/Promotion FPS component.

See Also

Chapter 5, "Updating Employee Records," Viewing Compensation and Seniority Data, page 103

Entering Work Location Information

Access the Assignment - Work Location page (Workforce Administration, Job Information, French Public
Sector Jobs, Employee Record FPS, Assignment - Work Location).
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Qwverall Data Career - Classification Career - Comp. Senority | Assignment - Job Information D
Léon De Fontenel ID: SFCS001 Empl Record: 0
Effective Date:  01/01/1977 / Trainee Actual
Civil Service Position Group:  ACT Career Advancement %: 100 %

Position Number: Oa Position Entry Date;

*Regulatory Region: usa @, United States

*Company: @,

*Business Unit: FRAOT @, France Business Unit

*Department: 14000 Oa Department Entry Date: 01/01/1977

*Payroll System: |Other j

Pay Group: OJ

™ Position Management Record

Assignment - Work Location page

Position Number, There are two methods for populating this page:
Company, and . -
Department « If you manage part of your system by position, enter a position number.

The system populates the other fields on this page based on the selected
position. Select Override Position Data to modify this data.

» |If you do not use positions, enter the company and department.

The department depends on the business unit.

Payroll System, Pay Select Payroll for North America,Payroll Interface,Other, or Global Payroll in
Group, Eligibility Group the Payroll System field.

, Exchange Rate Type,
Use Rate as of Date, and
Holiday Schedule

If you select Payroll for North America,Payroll Interface, orOther, you must
specify the employee's pay group in the Pay Group field.

If your payroll system is PeopleSoft Enterprise Global Payroll, the following
additional fields become available: Eligibility Group,Exchange Rate Type,Use
Rate as of Date, and Holiday Schedule. Y ou can enter valuesin these fields, or
select the check boxes under Use Pay Group Vaue to accept the defaults defined
at the pay group level in Global Payroll.

See Also

Chapter 5, "Updating Employee Records," Recording Changes of Position, Business Unit, Company, and

Department, page 113

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Working with Payee Data,” Understanding Payroll
System and Pay Group Assignments for a Payee
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Entering Job Information

Access the Assignment - Job Information page (Workforce Administration, Job Information, French Public
Sector Jobs, Employee Record FPS, Assignment - Job Information).

@l Career - Comp. Senority Assignment - Work Location | Working Time Employee Categorization
Léon De Fontenel ID: SFCS001 Empl Record: 0

Effective Date:  041/01/1977 / Trainee Actual

Civil Service Position Group:  ACT Career Advancement %: 100 %

*Job Code: 170025 @, Job Entry Date:

Location Code: @ Install Dt: =

OJ
Establishment ID:
Occupation Code: Q@ ™ Position Management Record

Assignment - Job Information page
To set up compensation for employees whose statuses do not authorize career data and who are compensated
on the salary grade table:
1. Select ajob code that is associated with a salary grade table.
The system displays the name of the corresponding salary grade table.
2. Select astep.
Compensation data appears in the compensation group box.

3. (Optional) Select Forced compensation to modify the compensation amount in the Update Compensation
FPS component after the hiring validation.

This check box appears for employees who are compensated on a salary grade table and whose statuses
do not authorize career data.

See Also

Chapter 5, "Updating Employee Records," Modifying Job Data, page 114
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Entering an Employee's Working Time

Access the Working Time page (Workforce Administration, Job Information, French Public Sector Jobs,
Employee Record FPS, Working Time).

El Career - Comp. Senority Assignment - Work Location Assignment - Job Information | II)
Léon De Fontenel Iy SFCS001 Empl Record: 0
Effective Date:  041/01/11977 / Trainee Actual
Civil Service Position Group:  ACT Career Advancement %: 100 %

*FulliPart Time: IFLlll-TimE 'I
Working Time Percentage: |133 'I B

Position Actual End Date:

Position Expected End Date: I

*Hours Type: STA @,

Standard Hours
Standard Hours:

Standard Work Period:

Working Time page
Enter the Hours Type if thereis no default value or the default value specified in the FPS installation
parametersisincorrect.

Thefields on this page are similar to those on the Working Time page in the Update Work Time FPS
component.

See Also

Chapter 5, "Updating Employee Records," Tracking an Employee's Working Time, page 121

Entering Free Compensation Information

Access the Compensation page (Workforce Administration, Job Information, French Public Sector Jobs,
Employee Record FPS, Compensation).

If the Compensation/Salary Grade Table check box is not selected when you initialize status, the employeeis
freely compensated. To create free compensation, enter arate code on the Compensation page. Default values
appear in the Frequency, Currency, and Compensation Rate fields. Y ou can modify these values.

The fields on this page are similar to those on the Compensation - 2 page in the Update Compensation FPS
component.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 85



Hiring French Public Sector Employees Chapter 4

See Also

Chapter 5, "Updating Employee Records," Updating Compensation for Employees, page 116

Assigning Seniority Bonuses

During the hire process, you can assign a seniority equivalent to define the step that should be assigned to the
employee entering the organization. For employees who are in a grade with no step, the Hiring Seniority
Bonus FPS component (HIRE_BONUS) enables you to assign seniority bonuses to the employee.

There are various seniority equivalents, depending on the employee's competencies, work experience, and
career seniority that are acquired in other organizations or during military service. At hiring validation,
French Public Sector takes these equivalents into account and determines the employee's step.

This section discusses how to create seniority bonuses.

Defining Seniority Bonuses

The seniority durations (in years/months/days) entered in the Hiring Seniority Bonus FPS component are used
to calculate the seniority that employees would have at the time they are hired. These durations are considered
to be the theorical seniority of an employee in the salary grade table to which heis attached.

A theorical career seniority should also be defined for each step using the Salary Grade Steps component
(FPMSALSTEP_PNL).

An employee's step is determined by comparing the theoretical seniority of the employee when heis hired to
the theoretical career seniority of the step. The step assigned to the employee is the one for which the
theoretical seniority of the employee is higher than the theoretical career seniority of the step, and smaller
than the theoretical career seniority of the next step.

If aseniority bonus equivalent to the national service isthe only seniority bonus assigned to the employee, the
bonus for entering the salary grade table, defined in the Salary Grade Table component
(FPMSALMATRX_PNL), is added to the "national service" seniority to make the theoretical seniority of the
employee.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Setting Up FPS Installation Parameters, page 35
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Pages Used to Assign Seniority Bonuses

Page Name

Definition Name

Navigation

Usage

Sen Bonus - Overall Data
(seniority bonus - overall
data)

FPABONUS_PNL1H

Workforce Administration,
Job Information, French
Public Sector Jobs, Hiring
Seniority Bonus FPS, Sen
Bonus - Overdll Data

Enter the seniority bonus
code.

Sen Bonus Days (seniority
bonus days)

FPABONUS_PNL2H

Workforce Administration,
Job Information, French
Public Sector Jobs, Hiring
Seniority Bonus FPS, Sen
Bonus Days

Enter the seniority
equivalent.

Note. You can select only
employees who have an

existing record, but whose
hiring is not yet validated.

Entering the Seniority

Bonus Code

Access the Sen Bonus - Overall Data page (Workforce Administration, Job Information, French Public Sector
Jobs, Hiring Seniority Bonus FPS, Sen Bonus - Overall Data).

Sen Bonus Days

Martine Delange 1D SFCADOG Empl Record: 0
*Sen Bonus Code: @, ] [=]
*Effective Date: 03/01/2002 Civil Servant
Civ Serv Posit: Activity
Action: HIR @, Hire
Reason Code: @,
Action Status: & Actual " Request
Sen Bonus - Overall Data page
Enter the seniority bonus code and the action code.
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Note. Seniority headings that are authorized for equivalent calculation are defined in the FPS Installation
Parameters component.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Assigning Default Seniority Bonus Headings, page 40

Creating Seniority Bonuses

Access the Sen Bonus Days page (Workforce Administration, Job Information, French Public Sector Jobs,
Hiring Seniority Bonus FPS, Sen Bonus Days).

" Sen Bonus - Overall Data | [EEUR=BUTERRE

Martine Delange 1D: SFCADDG Empl Record: 0

Find | View &I First KN 4 of 4 13 Last
Sen Bonus Code: [=]

Find | View All First B! 4 of 1 I3 Last

Effective Date: 03/01/2002 Civil Servant Actual
Civil Service Position Group: ACT  Career Advancement %: %% 100

 putomatic & Manual

Grade: SFG003 Administrative Empl 2nd Class

Step: 01

Senionty Bonus Days

Years Months: Days:

Bonus End Date: I

Sen Bonus Days page

Seniority BonusDays  Enter the number of years, months, and days of seniority the employee should
receive for his or her experience.

Click the Add button to enter additional bonuses.

Validating the Hiring Process

88

This section provides an overview of the hiring validation process and discusses how to

» Vadlidate the hiring process.
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» View competency match results.

« View accomplishment match results.

Understanding the Hiring Validation Process

After you've entered the employee's data, you can compare it with the job requirements. After you've
reviewed employee and assignment data, you can save the data to validate the hiring process.

Depending on circumstances, this step can be automatic or manual. It is manual if:

» The step has not been assigned when entering employee job data with career.
« TheHiring Automatic Validation setup of the employee's job code (with or without career) is not active.

The FPS comparison between employee data and job requirements takes all competencies and
accomplishments into account. In addition to the usual matching competency function, the system groups
degrees by subject and then ranks them by level. Degrees on the same level are equivalent.

When the system matches competencies, if a position requires a degree, the employee must have a degree that
pertains to the same subject and with an equal or higher level. If the degree is mandatory, the employee must
have the exact degree.

The Validate Hire FPS component can only perform the competency and accomplishment matching if you
have set up a profile for the new employee and a non-person profile for the person's job.

Prerequisites

For the system to compare employee competencies and accomplishments with the job requirements, you must
set up the following:

» A non-person profile for the employee's job code.
« A person profile for the employee.
« Match evaluation types for the user ID that is used to perform the probation period validation.

Use the Manage Profiles business process to define person and non-person profiles. For hiring validation to
work, set up the non-person profiles as follows:

» Profile type must be ROLE.
« Add the competencies required by the job and include an importance level and proficiency rating.
« Add the accomplishments required for the job and assign an importance level.

» For those competencies and accomplishments that are required to validate the probation period, select the
FP Hiring Requirements check box in the French Public Sector section.

Set up employees profiles as follows:

» Profile type must be PERSON.
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» Add the employee's competencies to the profile. Make sure that you select a proficiency rating and an

evaluation type.

» Add the employee's accomplishments to the profile.

When you select the Validate Hire FPS option, the system checks your User ID to determine which
competency evaluation types to use. Only those competencies on the person profile with an evaluation type

that matches those enabled for your user ID are considered in the hiring validation.

Use the Match Evaluation Types page to define the evaluation types for user IDs.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Manage Profiles, "Matching Competencies to

Roles"

Pages Used to Validate the Hiring Process

Page Name

Definition Name

Navigation

Usage

Hiring Validation

FPAEERATIFY_PNL1

Workforce Administration,
Job Information, French
Public Sector Jobs, Validate
Hire FPS, Hiring Validation

Validate the hire. You can
select only those employees
who have existing records
and whose hiring must be
manually validated. Y ou
can't select employees
whose hiring validation is
automatic.

Hiring Valid - Match
Compet (hiring validation -
match competencies)

FPAEERATIFY_PNL2

Workforce Administration,
Job Information, French
Public Sector Jobs, Validate
Hire FPS, Hiring Valid -
Match Compet

Displays a comparison of
the employee's
competencies with those
that are required by the job.

Hiring Valid - Match
Accomp (hiring validation -
match accomplishments)

FPAEERATIFY_PNL3

Workforce Administration,
Job Information, French
Public Sector Jobs, Validate
Hire FPS, Hiring Valid -
Match Accomp

Displays a comparison of
the employee's
accomplishments with those
that are required by their
job.

Validating the Hiring Process

Access the Hiring Validation page (Workforce Administration, Job Information, French Public Sector Jobs,
Validate Hire FPS, Hiring Validation).
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Hiring Y¥alid - Match Compet Hiring Valid - Match Accomp

Name Martine Delange ID:  SFCAD06 Empl
Record:
Effective Date:03/01/2002  Civil Servant Activity
Reg Region:  United States Business Institute - France
Job Code: Assistant France Business Unit
Grade: Administrative Empl 2nd Class France Headquarters
Step: 01 Paris - Headquarter
Sal Gr Thl Typ: 2F1  Civil Servanis Seniority to Date: YIM/D

SalGd Thl/Scale: SF01 | SF3

Comp Rate Code: Base Salary in Points
Compensation Rate: 13161.645000 EUR
Compensation Frequency: A
Mext Contract
Contract Nbr: @, el -onte I" save

Hiring Validation page

To validate the hiring process:

1. Review the displayed data, including data on the other pages of the component.
2. Click Next Contract to create a contract.

3. Select Saveto validate the hire.

If the employee is lacking competencies or accomplishments, the system issues a message but the process
continues. Once you save the page, the employee's status is Active.

4. For employeesin agrade but with no step, the system assigns a step when hiring is validated and displays
it in the Automatic Step Assignment group box.

The system accounts for the seniority bonus or the salary grade table entry bonus entered in the Salary
Grade Table component (FPMSALMATRX_PNL). If aseniority bonus other than that granted for civil
service applies, the salary grade table entry bonus is ignored.

Viewing Competency Match Results

Accessthe Hiring Valid - Match Compet page (Workforce Administration, Job Information, French Public
Sector Jobs, Validate Hire FPS, Hiring Valid - Match Compet).

This page displays the results of the comparison of the employee's competencies with those required by the
job. The system compares the profile defined for the employee's job code (of profile type ROLE) with the
employee's profile (of type PERSON). The fields are the same as the Competency Match page in the Validate
Probation Period component.
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See Also

Chapter 7, "Processing Trainee Tenure," Approving and Denying Probation Periods, page 142

Viewing Accomplishment Match Results

Accessthe Hiring Vaid - Match Accomp page (Workforce Administration, Job Information, French Public
Sector Jobs, Validate Hire FPS, Hiring Valid - Match Accomp).

This page displays the results of the comparison of the employee's accomplishments with those required by
the job. The fields are the same as the Accomplishment Match page in the Validate Probation Period
component.

See Also

Chapter 7, "Processing Trainee Tenure," Approving and Denying Probation Periods, page 142

Rehiring an Employee

To rehire an employee, you must re-create the empl oyee's terminated record using the Re-Hire Employee FPS
component. To do this, select the terminated employee and complete the hiring process. Y ou must update the
employee record and, in some cases, validate the hire component. The rehireis automatically vaidated if a
step has been assigned to the employee in the Employee Record FPS components and if the job code
authorizes the automatic validation. If these conditions are not met, the validate the hire using the Validate
Hire FPS component.

Pages Used to Rehire an Employee

Page Name Definition Name Navigation Usage

Status FPAEESTATUS PNL1H Workforce Administration, | Enter the employee's status.
Job Information, French
Public Sector Jobs, Re-Hire
Employee FPS, Status

Civ Serv Pos. - Overall FPAEELEGAL_PNLIH Workforce Administration, | Enter an action, action
Data (civil service position - Job Information, French reason, and action status.
overall data) Public Sector Jobs, Re-Hire

Employee FPS, Civ Serv
Pos. - Overall Data

Civil Service Position Data | FPAEELEGAL_PNL2H Workforce Administration, | Enter information about this
Job Information, French position, including whether
Public Sector Jobs, Re-Hire | it is the employee's primary
Employee FPS, Civil or secondary job.

Service Position Data
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See Also

Hiring French Public Sector Employees

Chapter 4, "Hiring French Public Sector Employees,” Initializing Employee Status, page 71

Adding Concurrent Jobs

Use the Add Concurrent Empl Record FPS component (HIRE_DATA_BIS) to add a concurrent employee
record (in case of adual position or multiple jobs). Enter the employee ID and the new record number, and

compl ete the hiring process.

Pages Used to Add Concurrent Jobs
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Page Name

Definition Name

Navigation

Usage

Status

FPAEESTATUS PNL1H

Workforce Administration,
Job Information, Add
Concurrent Empl Record
FPS, Status

Enter the employee's status.

Civ Serv Posn - Overall
Data page (civil service
position - overall data)

FPAEELEGAL_PNL1H

Workforce Administration,
Job Information, Add
Concurrent Empl Record
FPS, Civ Serv Posn -
Overall Data page

Enter an action, action
reason, and action status.

Civil Service Position Data

FPAEELEGAL_PNL2H

Workforce Administration,
Job Information, Add
Concurrent Empl Record
FPS, Civil Service Position
Data

Enter information about this
position, including whether
it isthe employee's primary
or secondary job.

Secondment Information

FPAEELEGAL_SEC

Click the Secondment
Information button on the
Civil Service Position Data

page.

Enter secondment
information for this
position, including the
business unit, the
department (for security
purposes), and the job code
associated with the new
record.

See Also

Chapter 4, "Hiring French Public Sector Employees,” Initializing Employee Status, page 71

Chapter 15, "Managing Secondment,” page 199
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Deleting an Employee Hiring

To delete an employee hire, run the Delete FP Hire SQR process (FPA250). This section discusses how to
delete an employee ID.

Page Used to Delete an Employee Hiring

Page Name Definition Name Navigation Usage

Delete ID FPS RUNCTL_FPA250 Workforce Administration, | Delete an employee hiring.
Job Information, Delete ID
FPS, Delete ID FPS

Deleting an Employee ID
Accessthe Delete ID FPS page (Workforce Administration, Job Information, Delete ID FPS, Delete ID FPS).

The Delete FP Hire (FPA250) process deletes an employee ID. Even after the employee datais deleted, the
following tables retain the employee's records:

+ Persona Data

» Status

 Civil Service Position

o Career

e Assignment

« Compensation

+  Work Time

» Employee Categorization

Y ou cannot reuse a deleted employee ID.
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Updating Employee Records

This chapter provides an overview of employee data updating and discusses how to:

Enter an action.

Edit individual or collective orders.

Delete an action.

Manage personal data.

Manage career data.

Manage sanctions and demotions.
Manage civil service positions.
Manage employee status.
Manage assignments.

Manage compensation data.
Manage employee premiums.

Manage work time.

Managing employee categorization.

Manage seniority bonuses.
Manage absences.
Track supporting documents.

Review employee data.

Understanding Employee Data Updating

After hiring is validated, the mgjor activity in PeopleSoft Enterprise Human Resources is updating employee
records using Workforce Administration components. Most pages in these components are identical to those
that are used in the hiring process as part of the Employee Record FPS component (HIRE). Unlike the hiring

process, you can access different parts of the employee record separately.
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Y ou make atransaction update by inserting, deleting, or modifying an event or datain an employee's record.
Each event or action is recorded in a specific component, with its own effective date. This enables you to
have a complete history and simulate or plan future events.

Y ou can also update records by running a collective process. These processes can apply to al employees or to
a specific employee category. The processes can be run automaticaly, at a predetermined time, or manually,
by reguest. Run the collective processes by selecting Workforce Administration, Collective Processes.

Many components that are used to update employee records contain the Overall Data page. Thisis a generic
page that you use to enter and process actions, edit individual and collective orders, and delete actions.

See Also

Chapter 12, "Processing Grade Promotions," page 177

Chapter 10, "Processing Career Advancement,” page 165

Chapter 13, "Administering Reclassification,” page 183

Chapter 15, "Managing Secondment," page 199

Chapter 7, "Processing Trainee Tenure," page 139

Entering an Action

Available actions depend on:

e Theuser'srole.

If you select the Action Authorization Management check box on the FPS Installation Parameters 1 page,
actions are limited to the action groups that are available to the user. Y ou define the action group/user
relationship on the Action Groups and Action Authorization pages.

»  The component.

Only actions that are authorized for the component can be selected. Y ou authorize Actions on the FPS
Action page.

» Theemployee's status.

Only actions that are authorized for the employee's status can be selected. This relationship is established
on the Status/Actions page.

« The employee'scivil service position.

The system controls whether the employee's civil service position permits the action on the effective date.
The relationship between action and civil service position originates on the CS Position/Actions page.

To enter an action:

1. Accessthe Overall Data page for the desired component.
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2. Enter the effective date and sequence number for the action.

The civil service position does not determine the effective sequence.

3. Select the action.

4. Select the action status, either Actual or Request.

See Also

Updating Employee Records

Chapter 3, "Setting Up French Public Sector Tables," Setting Up FPS Installation Parameters, page 35

Chapter 3, "Setting Up French Public Sector Tables," Setting Up Actions, page 18

Chapter 3, "Setting Up French Public Sector Tables," Defining Civil Service Positions, page 13

Chapter 14, "Managing Requests,” page 193

Editing Individual or Collective Orders

This section discusses how to edit an order.

Pages Used to Edit Individual or Collective Orders

Page Name

Definition Name

Navigation

Usage

Individual Orders Edit FPS

RUNCTL_FPA110J

Workforce Administration,
Workforce Reports,

Individual Orders Edit FPS,
Individual Orders Edit FPS

Run the Individual Orders
Edit FPS report (FPA110).
Thisreport edits al
individual ordersfor a
period, status and action
code.

Collective Orders

RUNCTL_FPA110C

Workforce Administration,
Workforce Reports,
Collective Orders FPS,
Collective Orders

Run the Edit Collective
Ordersreport (FPA110).
Thisreport edits al
collective ordersfor a
period, status and action
code.

Collective Orders Updates
FPS

RUNCTL_FPA115

Workforce Administration,
Workforce Reports,
Collective Orders Updates
FPS, Collective Orders
Updates FPS

Run the Collective Order
Number Updating report
(FPA115). Thisreport
attributes a number to
collective orders.

Editing an Order
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When you edit an order, you generate 1 to 5 documents that you have previously defined for the action.
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To edit an order:

1. Accessthe Overal Data page in the desired component.

2. Select Edit Individual Order or Edit Collective Order. The system assigns an order humber.
3. Click Send to Printer to edit the order.

4. Select whether thisisthefinal edit.

If you select yes, the Edit Date appears. The edited order list depends on the employee's status and action
that you ordered. The system produces a Crystal report for each document.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Defining Individual and Collective Orders, page 33

Deleting an Action

To delete an action:

» Select Order Abrogation for the orders that have been edited.

Abrogated documents are edited, and the abrogation date is displayed. Once the order abrogation is
edited, the move is deleted and the datais stored.

» Click the Delete button for actions without orders or with incomplete orders.

The moveis deleted in the employee record and the data is stored in the delete moves table.

Managing Personal Data

Use the Modify a Person component to modify employees' person information such as their address and
marital status.

See PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "Updating Person and
Job Information.”

Managing Career Data

This section provides an overview of career data and discusses how to:

» Enter an action that adds or modifies employee career data.
» Enter career classification data.

» View compensation and seniority data.
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» Record entry seniority earned in another organization.
« Save career data.
» Delete career data

« Enter and view an employee's previous duties, seniority, and employers.

rstanding Career Data

The Career component (FPAEECAREER _PNL) enables you to manage actions that affect employees
careers, mainly grades and step successions such as advancement, promotion, and demotion. Thisis one of
the principal Manage French Public Sector business processes.

Several collective processes are associated with career data:
«  Seniority calculation.

« Automatic step increment date calculation.

« Probation period management.

» Reclassification process.

» Retroactivity process.

See Also

Chapter 9, "Cadlculating Seniority and Length of Service," Calculating Seniority and Length of Service, page
159

Chapter 10, "Processing Career Advancement,” Calculating Step Increment Dates, page 166

Chapter 8, "Managing the Promotion Probation Period," page 153

Chapter 13, "Administering Reclassification," page 183

Chapter 11, "Running the Retroactivity Process," page 173

Pages Used to Manage Career Data

Copyright

Page Name Definition Name Navigation Usage

Career - Overdl Data FPAEECAREER_PNL1 Workforce Administration, | Enter an action that adds or
Job Information, Increment | modifies employee career
Step/Promotion FPS, Career | data.

- Overall Data
Note. Y ou can access only
empl oyees whose statuses
allow career management.
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Page Name

Definition Name

Navigation

Usage

Career - Classification

FPAEECAREER_PNL2

Workforce Administration,
Job Information, Increment
Step/Promotion FPS, Career
- Classification

Enter career classification
data.

Career - Comp. Seniority
(career - compensation

FPAEECAREER_PNL3

Workforce Administration,
Job Information, |ncrement

View compensation and
seniority data.

seniority) Step/Promotion FPS, Career

- Comp. Seniority
Entry Seniority FPAEECAREER_SEC Click Entry Seniority on the | Record seniority that has
Catg/Body/Grd (entry Career - Comp. Seniority been earned in another
seniority category, body, page. organization or during
and grade) military service.

Career - Overdl Data

FPAEECAREER_PNL1D

Workforce Administration,
Job Information, Delete
Career Data FPS, Career -
Overdl Data

View and delete previously
recorded career data.

Career - Classification

FPAEECAREER_PNL2D

Workforce Administration,
Job Information, Delete
Career Data FPS, Career -
Classification

View and delete previously
recorded career data.

Career - Comp. Seniority

FPAEECAREER_PNL3D

Workforce Administration,
Job Information, Delete
Career Data FPS, Career -
Comp. Seniority

View and delete previously
recorded career data.

Prior Career History FPS

FPAEEHISTCARE_PNL

Workforce Administration,
Personal Information,
Biographical, Prior Career
History FPS, Prior Career
History FPS

Enter and view an
employee's previous duties,
seniority, and employers.

Employee Career/Action
FPS

RUNCTL_FPACRYSTAL2

Workforce Administration,
Job Information, Reports,
Employee Career/Action
FPS, Employee
Career/Action FPS

Run the Employee
Career/Action FPS report
(FPAEE_CA) that lists
employee career data.

Entering an Action that Adds or Modifies Employee Career Data

Access the Career - Overall Data page (Workforce Administration, Job Information, Increment
Step/Promotion FPS, Career - Overall Data).
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Career - Overall Data Career - Classification Career - Comp. Seniority

Stacy CLAUTERET 10: SFCS004 Empl Record: 0
Overall Data Find | View Al First &1 4 of 1 L3 [ ast
*Effective Date:  [01/01/1991 [  Sequence: [0 Civil Servant Civ Serv Posit:  Activity =

*Action: IHIR Hire
Reason Code: Qu

Action Status: % Actual i Request
¥ Edit Individual Order 5 Individual Order Edit Date:
I¥ Edit Collective Order Collective Order Edit Date:

Career - Overall Data page

Sequence Enter the sequence number. This enables you to enter several actions on the same
date and in the same part of the employee record.

Action Status Select a status. Values are;
Actual: The default status.
Request: Select Request to submit the action for approval. When the system

controls budget headcount, some Career, Civil Service Position, and Work Time
changes must be requested systematically.

See Also

Chapter 14, "Managing Requests,”" page 193

Chapter 5, "Updating Employee Records," Understanding Employee Data Updating, page 95

Entering Career Classification Data

Access the Career - Classification page (Workforce Administration, Job Information, Increment
Step/Promotion FPS, Career - Classification).
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Career - Qverall Data Career - Classification Career - Comp. Seniority

Stacy CLAUTERET 1D SFC3004 Empl Record: 0

Find | View Al First Kl 40f4 D Last

Effective Date: 01/01/1991 1 Civil Servant Actual

FHI[=

Civil Service Position Group: ACT Career Advancement %: 100 %

Budget Info

Section: I 'l Article: I 'I

Corps: SFCO04 Tec of Lab Category: B Corps Change Date: 01/011991

GradelStep
*Grade: ISFG014 Civil Engineer Grade Entry Date: 01/011991

Access Mode: I_

Step: |01 Expected Advancement Date: I

Probation Period

Appointment Date: &l

I~ Trainee  © Inprogress  validated  Rejected & None Expected End Date:
™ Instance Terminated = {Sub)Step Terminated

Career - Classification page

Section and Article Select the section and the article.
Thisinformation isrequired if your system controls budget headcount.

Corps Displays the corps name. When the corps changes, the entry date for the new
corps is updated with the effective date.

Grade/Step

The action that you entered on the Career - Overall Data page determines whether or not you can modify the
Grade and Step or Scale-letter/Sub-step fields in this group box. For grade promotion, the grades that are
prompted are authorized by the employee's status.

Grade Only valid grades for the employee's status are available. The corps and category
that are associated with the grade appear automatically.

Access Mode Y ou can access this field only for grade promotions.

Step When you update the employee record, entering the step is mandatory. Only

steps belonging to the salary grade table are available.

Expected Advancement Displays the advancement date. The Advancement Date Calculation process
Date updates the advancement date. If a sanction occurs, you can modify the expected
advancement date in the Sanction/Demotion component.
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Probation Period

Trainee

Expected End Date

Ten PPd Lgth (tenure
probation period length)

Probation Date

See Also

Updating Employee Records

Thisfield is available only when you select a grade promotion implying a corps
change for an employee who is acivil servant. Select to indicate a promotion
probation period is required.

Displays the effective date, plus the promotion probation period length, minus 1
day.

The exact end date accounts for part-time and civil service position breaks. The
Probation Period End Date Calculation process produces the exact end date.

While the employeeisin a probation period, you cannot record grade promotion
or step increment actions.

If the employeeis atrainee, the system displays the trainee's tenure probation
period length in grade.

Available for trainees only. Calculated by the tenure date calculation process. It
accounts for possible statutory breaks during probation period length and part-
time.

Chapter 10, "Processing Career Advancement," page 165

Chapter 8, "Managing the Promotion Probation Period," page 153

Chapter 7, "Processing Trainee Tenure," page 139

Viewing Compensation and Seniority Data

Access the Career - Comp. Seniority page (Workforce Administration, Job Information, Increment
Step/Promotion FPS, Career - Comp. Seniority).
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Career - Qverall Data

Career - Classification Career - Comp. Seniority

I Forced Index
Component of Pay
Rate Code: KFO0G

Seniority
Sen to be Carried Over:
Credited Seniority:

Actual End Dt:

™ Instance Terminated

Stacy CLAUTERET 1D SFCS004 Empl Record: 0
Find | View All First " 10f1 " Last

Effective Date:  01/01/1991 / Civil Servant Actual [#[=]

Civil Service Position Group:  ACT Career Advancement %: 100 %

Grade!Step

Grade: SFG014 Civil Engineer Grade Premiums

Step: 01

Sal GdThbl/Scale: Off Scale

Increased Index: 580

Incrsd Ind:

Annual Rate:

Compensation Application Date:

Expected Advancement Date:

—

193830.2005F

01/01/1991 |5

Currency: FRF Comp Freq: I.‘\nnual "I

YIMID  Entry Seniority

YD

™ (Sub)Step Terminated

Career - Comp. Seniority page

Grade Premiums

Grade and Step

Forced Index and Incrsd
Ind (increased index)

Component of Pay

Annual Rate, Currency,
and Comp Freq
(compensation frequency)

Compensation
Application Date

104

Click to access the Grade Premiums page of the Grades component.

Depending on the grade and step that you entered on the Career - Classification
page, the system displays a summary page of the employee classification: grade,
Salary Grade table, and scale.

Select the Forced Index check box to modify the index that corresponds to the
employee's grade and step in the Salary Grade table. Enter the new index valuein
the Incrsd Ind field, which becomes available for entry when you select Forced

I ndex.

Click the Display in Other Currency button to convert the compensation rate to
another currency. The system uses the triangulation method. Y ou can also
convert the compensation rate to another frequency. The system does not record
the modification.

The compensation application date is the date that the compensation
corresponding to the grade/step/index becomes effective.

Y ou can modify this date if the effective date comes before the application date.
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Seniority

SentobeCarried Over Display valuesthat are calculated during the collective seniority process.

(seniority to be carried

over) and Credited

Seniority

Entry Seniority Click to record seniority that was acquired in another organization or during
military service. Y ou can enter seniority in category, corps, and grade.

Instance Terminated These check boxes are deselected for a new row. Manage French Public Sector

and (Sub)Step uses both indicators in the seniority calculation collective process.

Terminated See Chapter 9, "Calculating Seniority and Length of Service," page 157.

Recording Entry Seniority Earned in Another Organization

Access the Entry Seniority Catg/Body/Grd page (click the Entry Seniority button on the Career - Comp.
Seniority page).

Entry Seniority Catg/Body/Grd

Years Months Days

Catgy Entry Seniority:

Years Months Days

Corps Entry Seniority:

Years Months Days

Grade Entry Seniority:

Entry Seniority Catg/Body/Grd page

Y ou can record seniority that was earned in another organization or during military service. Enter the
category, corps, and grade entry seniority only if they imply a category, corps, or grade change.

Note. A change of category implies a change of corps. A change of corpsimplies achange of grade.

When capturing each seniority at entry, the system checks that:

« Tota seniority at entry in al corpsin acategory islower than or equal to the seniority at entry in the
category.

« Tota seniority at entry in al gradesin a corpsislower than or equal to the seniority at entry in the corps.

The different seniority levels entered on this page does not add to or substitute for credited seniority in a step.
Thus, they are not considered in the advancement process. However, they are integrated into the criteria
considered when listing promotable employees.
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See Also

Chapter 9, "Calculating Seniority and L ength of Service," page 157

Saving Career Data
When saving a new action, the system:

» Overrides the Expected Advancement Date field from the previous row with the actual end date provided
by the new action.

The end date equals the next move effective date, minus 1 day.
» Selectsthe Instance Terminated check box in the prior row.
A moveisterminated as soon asit is followed by another move.

» Selectsthe Step Terminated check box in the previous row unless the last move that was inserted is an
action that authorizes Previous Instance Seniority Carry Over.

Seniority carryover is defined in the Previous Instance Sen Carry Ov field on the FPS Actions page (Set
Up HRMS, Product Related, Workforce Administration, Workforce Data FPS, Actions).

See Also

Chapter 3, "Setting Up French Public Sector Tables," Setting Up Actions, page 18

Deleting Career Data

Y ou can delete an action that is specifically recorded in the Career component. When you do this, the system
checks for consistency. For instance, when you delete a step increment action, the system checksthat a
seniority bonus that is associated with the step has not been granted. If it has, the system issues awarning
message. Y ou must then delete the seniority bonus before deleting the step increment.

To do this, use the Delete Career Data FPS (FPAEEDEL CAREER_PNL) component.
See Also

Chapter 5, "Updating Employee Records," Deleting an Action, page 98

Entering and Viewing an Employee's Previous Duties, Seniority, and
Employers

Access the Prior Career History FPS page (Workforce Administration, Personal Information, Biographical,
Prior Career History FPS, Prior Career History FPS).
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Prior Career History FPS

Stacy CLAUTERET : SFCS004

*Effective Date: [06/18/2009 E‘J ﬂ ﬂ
= . @

Business Unit: (GBIBU 4 Global Business Institute BU Status: :

Job Code: @,

Grade: Oa Step:

" Employee on Secondment [ Deductions for Pension

Seniority in Grade: Career Seniority in Scale:

(Sub)5tep Actual End Date: ]
Occupation Code: @,
Corps: OJ
Start Date: @,
Employer:

Prior Career History FPS page

To track an employee's career, enter the career data. This page isfor your records only. No datais required.

Managing Sanctions and Demotions

The Sanction/Demotion component (FPAEESANCTION_PNL) enables you to sanction or demote
employees. A sanction freezes employee advancement. A demotion moves an employeeto alower step.

These actions affect the employee's career data and seniority calculation. Y ou can view these actionsin the
Career component. However, you cannot enter a sanction or demotion in that component.

This section discusses how to:
« Enter asanction or demotion action.

« Enter the sanction or demotion details.

Pages Used to Manage Sanctions and Demotions

Page Name Definition Name Navigation Usage
Sanct/Demotion - Overall FPAEESANCTION_PNL1 Workforce Administration, | Enter a sanction or
Data (sanction/demotion - Job Information, Freeze demotion action.
overall data) Advancment/Demotion

FPS, Sanct/Demotion -

Overal Data
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Page Name Definition Name Navigation Usage
Sanction/Demotion FPAEESANCTION_PNL2 Workforce Administration, | Enter the sanction or
Job Information, Freeze demotion details.

Advancment/Demotion
FPS, Sanction/Demotion

Entering a Sanction or Demotion Action

Access the Sanct/Demotion - Overall Data page (Workforce Administration, Job Information, Freeze
Advancment/Demotion FPS, Sanct/Demotion - Overall Data).

To enter a sanction or demotion:
1. Addanew row.
2. Sdlect the action.

The available actions include only sanction and demotion actions. Y ou define whether an action isa
sanction or demotion action when setting up the action on the FPS Action page.

3. Enter the action status.

4. Select whether to edit an individual or collective order for this action.

Enter Sanction or Demotion Details

108

Access the Sanction/Demotion page (Workforce Administration, Job Information, Freeze
Advancment/Demotion FPS, Sanction/Demoation).

SanctDemotion - Overall Data

Stacy CLAUTERET 10 SFC3004 Empl Record: 0
Effective Date:  01/01/1991 / Civil Servant Actual [+][=]
Civil Service Position Group:  ACT Career Advancement %: 100 %
*Grade; Civil Engineer ™ sanction
Step: 0 I” Demotion
Appointment Date: I
I Modify Advancement Date Expected Advancement Date: I
(Sub)Step Actual End Date:
™ Instance Terminated ™ (Sub)Step Terminated

Sanction/Demotion page
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If you entered a sanction action code, the system selects the Sanction check box to indicate the actionis a
sanction. To enter sanction details:

1. Enter an appointment date.

2. Select Modify Advancement Date to change the employee's advancement date and enter the new
advancement date in Expected Advancement Date.

If you entered a demotion action code, the system selects the Demotion check box to indicate the actionisa
demotion. To enter demotion details:

1. Enter an appointment date.

2. Enter the new step.

After you have recorded a sanction or a demotion, you can go to the Career component and determine that the
sanction is stored as an action (you cannot modify this action in the Career component).

When you save the next action in the Career component, the system asks you if the selected action terminates
the sanction or demotion. Until you answer yes, the system displays this message each time you save a new
element in the Career component.

Managing Civil Service Positions

This section provides an overview of civil service positions and discusses how to enter civil service position
data.

Understanding Civil Service Positions

With this part of the employee record, you can track employees civil service positions. Each action that is
entered in the Chg Civil Service Position FPS component (FPAEELEGAL_PNL) createsanew civil service
position that will be the employee's civil service position from the move's effective date onward. The
employee keeps this civil service position until a new move modifiesit.

For each new civil service position, Manage French Public Sector verifiesthat all civil service positions
match the moves (past and future) that are selected in the employee's record. If there are incompatibilities,
you cannot insert amove in the Chg Civil Service Position FPS component.

Pages Used to Manage Civil Service Position

Page Name Definition Name Navigation Usage
Civil Serv Posn Overall FPAEELEGAL_PNL1 Workforce Administration, | Enter an action that adds or
Data (civil service position Job Information, Chg Civil | modifies employee civil
overal data) Service Position FPS, Civil | service position.

Serv Posn Overall Data
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Page Name

Definition Name

Navigation

Usage

Civil Service Position Data

FPAEELEGAL_PNL2

Workforce Administration,
Job Information, Chg Civil
Service Position FPS, Civil
Service Position Data

Enter civil service position
data.

Secondment Information

FPAEELEGAL_SEC

Click Secondment
Information on the Civil

Enter secondment data.

Service Position Data page.

Statutory Position / RUNCTL_FPACRYSTAL2 Workforce Administration, | Runthe CS

Employee Job Information, Reports, Position/Employee report
CS Position/Employee FPS, | (FPAEE_PO) that lists
Statutory Position / employee civil service
Employee position data.

Entering Civil Service Position Data

110

Access the Civil Service Position Data page (Workforce Administration, Job Information, Chg Civil Service
Position FPS, Civil Service Position Data).

Stacy CLAUTERET

Civil Service Position Data

Effective Date: 01/011981

Civil Service Position Group:

*Job Indicator:
Secondment

I~ Employee on Secondment

: Secondment Informa.ﬁon:

Activity
Position Expected End Date:

Position Actual End Date:

[T Return  From:

Career Data

Civil Serv Fosn Overall Data Civil Service Position Data

Secondment Type: " Internal Secondment

Assignment Data

. Transfer==Assignment

! Civil Servant

ACT Career Advancement %:

€ External Secondment

SFCS004

100 %

Civil Service Position

Working Time Data

& None

Empl Record: 0
Find | View A1l First K1 4 of4 I | ast
Actual [#[=

New Civil Service Position

el

Civil Service Position Data page

To enter civil service position data:

1. View and modify secondment data, if needed, by clicking the Secondment Information button.

2. Enter the civil service position expected end date.

The expected end date is mandatory if the action requires a date of return.
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If the previous action has created a new civil service position requiring areturn, the new action creates the
return. When editing orders, an order is automatically edited to notify the return.

If the civil service position setup indicates that the new position requires full-time status, Manage French
Public Sector verifiesthis. If the employee works part-time, you cannot save the data. Click Civil Service
Position to view setup information for the civil service position.

When acivil service position implies that the position is to be vacated, a message indicates that status. When
you save the page, the Transfer Assignment button enables you to access the employee's assignment data and
manually modify the position.

See Also

Chapter 15, "Managing Secondment,” page 199

Managing Employee Status

This section discusses how to view and change an employee's status.

Note. If you are changing an employee's status from Without Career to With Career, PeopleSoft recommends
that you create a new employee record.

Page Used to Update Employee Status

Page Name

Definition Name

Navigation

Usage

Status

FPAEESTATUS PNL1

Workforce Administration,
Job Information, Update
Status FPS, Status

View and change an
employee's status.

Viewing and Changing an Employee's Status

Access the Status page (Workforce Administration, Job Information, Update Status FPS, Status).
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Michelle Grallier ID: SFCS005 Empl Record: 0
e +||=

Effective Date: 01/01/1990 |5 A=
‘Employee Status CodeF | G senvant Civil Servant

¥ CompiSalary Grade Table

Access Mode: C & Competition

Tenure Date: e

Length: Manths Probation Date:

Status page

The availability of many fields on this page is dependent on employee status. Enter datain the fields as
needed.

Employee Status Code  Enter the new employee status.

AccessMode Select how the employee reached the new status, C (Competition) or R
(Recruitment).

Comp/Salary Grade This check box is available for entry only for employees whose statuses do not

Table imply career management.

(compensation/salary

grade table)

TenureDate Enter the tenure date for Civil Servant and Trainee statuses only.

Tenure Probation Period

This group box isavailable for entry if the statusis Trainee before tenure.

Length Displays the tenure probation period length in the trainee's grade for trainees.

Probation Date Displays the probation period end date that is calculated by the process. It
accounts for possible statutory breaks during probation period length and part-
time work.

See Also

Chapter 7, "Processing Trainee Tenure," page 139

Chapter 4, "Hiring French Public Sector Employees," page 69

112 Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 5

Updating Employee Records

Managing Assignments

Pages Used to Manage Assignments

This part of the employee record enables you to update employees assignment and job data. It also
determines base compensation for employees who are in the Salary Grade Table according to their job codes

and steps.

This section discusses how to:

» Record changes of position, business unit, company and department.

» Modify job data.

Page Name

Definition Name

Navigation

Usage

Assignment - Overall Data

FPAEEPOST_PNL1

Workforce Administration,
Job Information, Update
Assignment FPS,
Assignment - Overall Data

Add a new assignment.

Assignment - Work
Location

FPAEEPOST_PNL2

Workforce Administration,
Job Information, Update
Assignment FPS,
Assignment - Work
Location

Record changes of position,
business unit, company and
department.

Assignment - Job
Information

FPAEEPOST_PNL3

Workforce Administration,
Job Information, Update
Assignment FPS,
Assignment - Job
Information

View and modify job data.

Recording Changes of Position, Business Unit, Company, and Department
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Access the Assignment - Work Location page (Workforce Administration, Job Information, Update

Assignment FPS, Assignment - Work Location).

113



Updating Employee Records Chapter 5

Assignment - Overall Data Assignment - Work Location Assignment - Job Information

Eric PONET 1D SFCW02 Empl Record: 0

Find | View All First = 4 of 1 " Last
Effective Date:  01/01/19580 / Contract Emp. without Career Actual [#][=]

Civil Service Position Group:  ACT Career Advancement %: 100 %

Position Number: I Position Entry Date:

*Reqgulatory Region: FRA @ France

*Company: lﬁc{h Business Institute - France

*Business Unit: MQ France Business Unit

*Department: 10200 9 France Headquarters Department Entry Date: 01/01/1920
*Payroll System: [ Other [

Pay Group: l_Qa

I™ Position Management Record

Assignment - Work Location page

To record changes:

« |f you manage part of your system by position, enter a position number in the Position Number field.

The system popul ates the following fields: Regulatory Region, Company, Business Unit, Department,
Payroll System, and Pay Group. Select Override Position Datato modify these values if needed.

Warning! In case of partial position management, modifying position data on the Organizational
Development, Position Management menu can affect the civil servant assigned to that position on this

page.

« If you do not manage your system by position, enter the Business Unit and Department.

Y ou must also enter the employee's pay group. If you are using PeopleSoft Enterprise Global Payroll, you
must enter additional information.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining the Organizational Structure," Defining Pay
Groups

Modifying Job Data

Access the Assignment - Job Information page (Workforce Administration, Job Information, Update
Assignment FPS, Assignment - Job Information).
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Assignment - Overall Data Assignment - Work Location Assignment - Job Information

Eric POMET 10 SFCW02 Empl Record: 0

Find | View All First "' 1 of1 " Last

Effective Date: 01/01/M1980 / Contract Emp. without Career Actual Ii—||£|
Civil Service Position Group:  ACT Career Advancement %: 100 %

*Job Code: IEEDDDD Chief Executive Officer Job Code Premiums -Job Entry Date:
Location Code: KFFPADT Q Paris Install Dt: 5
KFO01 @,

Establishment ID: Paris - Headquarter

Occupation Code: @, I” Position Management Record
Classification

Salary Grade Table: Contract Employees Salary Grd Thl 13

Step: 02
Component of Pay

Rate Code: MNAANNL Default NA Annual I™ Forced Salary
Reference: 11 Applic Dt: 01/04/1880 [
Comp Rate: 276000.0000005] Currency: FRF Comp Freq: I.J'-'\nnual 'I

Assignment - Job Information page

Job Code Premiums Click to access the Job Code Premiums component.

Step Enter the step on the Salary Grade Table for the employee.

Forced Salary Select to be able to adjust the component of pay data on the Compensation - 2
page.

Component of Pay Displays compensation elements.

The Classification and Component of Pay group boxes are available only for employees without careers who
are compensated on salary grade table.

Managing Compensation Data

This section provides an overview of compensation management and discusses how to update compensation
for employees.

Understanding Compensation Management

The compensation pages affect only employees without career data. The pages distinguish between
employeesin salary grade tables and employees with free compensation.
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The base compensation of employees without career data and in salary grade tables are defined automatically
by their job codes and steps. Y ou manage this datain the Update Assignment FPS component by forcing

indexes or amounts.

For employees without career data and with free compensation, you enter the compensation amounts directly.

In Manage French Public Sector, employee compensation is managed on different pages, depending on status

and compensation mode:

Status

Pages

Managed Data

Employee With Career

Career - Compensation Seniority

Compensation + Forced Index

Employee Without Career - in

Assignment - Job Information,

Base Compensation, Forced Salary

Salary Grade table Compensation - 2

Employee Without Career - outside Compensation - 2 Compensation
Salary Grade table

All statuses Employee Premiums Financial bonuses

Pages Used to Update Compensation Data

Page Name

Definition Name

Navigation

Usage

Compensation - 1

FPAEESALARY_PNL1

Compensation FPS,
Compensation - 1

Workforce Administration,
Job Information, Update

Enter an action that adds or
modifies employee
compensation data.

Compensation - 2

FPAEESALARY_PNL2

Compensation FPS,
Compensation - 2

Workforce Administration,
Job Information, Update

Update compensation for
employees.

Updating Compensation for Employees

Access the Compensation - 2 page (Workforce Administration, Job Information, Update Compensation FPS,

Compensation - 2).
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Eric PONET 1D SFCWO02 Empl Record: 0
Compensation Data Find | View 4l First K1 4 of 4 I |ast
=

Effective Date: 071412009 Contract Emp. without Career Actual

Civil Service Position Group: ACT Career Advancement %: 100 %

Job Code: 250000 Chief Executive Officer Sal Gd Thl:

Step: 0z

Component of Pay

Rate Code: I

Increased Index: I

Comp Rate: | & Currency: I Comp Freq: =

Modify Compensation
% No Modification " Modify Compensation " Modify Index

Compensation - 2 page

Updating Compensation for Employees in Salary Grade Tables
To update compensation for employeesin salary grade tables:
1. Select Modify Index or Modify Compensation.

These options are available only if Forced Salary is selected (for the specified period) on the Assignment -
Job Information page.

2. Adjust the Component of Pay data.

Updating Compensation for Employees with Free Compensation
Only the Component of Pay group box appears for employees with free compensation.
To update compensation for employees with free compensation:
1. Select the Rate Code.
The system popul ates Frequency, Currency, and Comp Rate.
2. Modify the values of these fields as needed.

Managing Employee Premiums

Individual premiums can be assigned to employees. They can be expressed as a number of points, aflat
amount, or a percentage. Individual premiums are tracked the same way for contract workers and civil
servants.
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This section discusses how to update employee premiums.

Pages Used to Manage Employee Premiums

Chapter 5

Page Name Definition Name Navigation Usage

Overdl Data FPAEEPREMIUM_PNL1 Workforce Administration, | Enter an action that adds or
Job Information, Grant modifies employee
Premiums FPS, Overall premium data.
Data

Premiums FPAEEPREMIUM_PNL?2 Workforce Administration, | Update employee premium
Job Information, Grant data
Premiums FPS, Premiums

Updating Employee Premiums

Access the Premiums page (Workforce Administration, Job Information, Grant Premiums FPS, Premiums).

Overall Data

Olivier KLIM

Effective Date:

1 @,

*Rate Code Comp Rate

Sequence;

Rate
Points Percent Code

Group
=

SFCW04 Empl Record:

Apply *Pro-Ration
Row Type

I MNone hd I MNone Active [+ |[=]

Currency Comp Freq ETE

Al Hm

0

CIE

Career Premium
Premium Status

Premiums page

When you select the Rate Code, the system makes some fields unavailable depending on the type of rate
code. This table summarizes which fields are available and unavailable for each type of rate code:

Rate Code Type

Fields Available

Fields Unavailable

A flat amount Comp Rate, Currency, and Comp Points, Percent, and Rate Code Group
Freg
Percentage Percent and Rate Code Group Rate Code, Comp Rate, Paints,

Currency, and Comp Freq

118
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Rate Code Type Fields Available Fields Unavailable

Valued in points Points, Currency, and Comp Freq Comp Rate, Percent, and Rate Code
Group

Rate Code Enter the rate code for the premium.

Currency Optional.

Comp Freq Optional.

(compensation frequency)
Pro-Ration Row Type  Select atype. Values are Main Salary,Secondary, or None.

Career Premium Displays a value that indicates whether the premium is granted for the current
step or grade. Values are:

Grade/Step Sensitive: The premium is deactivated when a change in step occurs.
Grade sensitive: The premium is deactivated when a change in grade occurs.
None: The premium is granted regardless of career path.

Thisfield isunavailable for entry if the employeeisnot acivil servant and
therefore does not have grade/step career data.

Premium Status Displays the status. Values are:
Active: The premium is active.
On Hold: The premium is not aligned with the grade or grade and step data.
Reactivated: The premium is reactivated.

Linking the Career Premium and Premium Status Fields

The actions (rows) in the career record can be separated into two groups.
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»  Open occurrences

Updates, deletions, or additions of open occurrences initiate online updates to the Premium Status field
according to the following scheme:

Career Change Career Premium Premium Status

Neither grade nor step changes. Any option. No change.

Step or grade changes. None. No change.

Step changes. Grade- and step-sensitive. On Hold if the step change effective
date precedes the premium effective
date.

Step changes. Grade-sensitive. No change.

Grade changes. Step-sensitive. On Hold if the grade change effective
date precedes the premium effective
date.

Grade changes. Grade-sensitive. On Hold if the grade change effective
date precedes the premium effective
date.

» Closed occurrences
The retroactivity process manages the impact of updates, deletions, or additions of closed occurrences.

Y ou must manually initiate the existing retroactivity process by updating Career data. After the career
data has been rebuilt, following any career changes, the process scans the premiums for the employees
with career changes and assesses whether the premiums agree with the grade and step data in the Career
Table. If the premiums are not valid, they are flagged as On Hold.

See Also

Chapter 5, "Updating Employee Records," Saving Career Data, page 106

Chapter 11, "Running the Retroactivity Process," page 173

Managing Work Time

This section discusses how to track an employee's work time.
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Page Name Definition Name Navigation Usage

Overadl Data FPAEEWORKRT_PNL1 Workforce Administration, | Enter an action that affects
Job Information, Update the employee's working
Work Time FPS, Working | time.
Time - Overal Data

Working Time FPAEEWORKRT_PNL2 Workforce Administration, | Track an employee's
Job Information, Update working time.
Work Time FPS, Working
Time

Tracking an Employee's Working Time

Access the Working Time page (Workforce Administration, Job Information, Update Work Time FPS,

Working Time).

Waorking Time - Overall Data
Olivier KLIM ID: SFCW04 Empl Record: 0
Effective Date:  01/01/1980 / Cantract Emp. without Career Actual ﬂ ﬂ
Civil Service Position Group:  ACT Career Advancement %: 100 %
*Full/Part Time: [Full-Time =]
Working Time Percentage: I 100 :I' o
Position Actual End Date:
Position Expected End Date: I
*Hours Type: STA Oa Standard Hours
Standard Hours:
Standard Work Period: Oa
Working Time page
Full//Part Time Indicate if the employeeisfull-time or part-time.
Working Time Select aworking-time percentage for part-time employees.
Per centage
Position Actual End Displays the Position Expected End Date, minus 1 day.
Date
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Position Expected End
Date

Hours Type
Standard Hours

Standard Work Period

Chapter 5

Enter an expected end date. Thisfield is either required or optional, depending on
the action that you have inserted.

Select the type of hours; for example, STA (standard hours).

Enter the number of hours that the employee works per standard work period.

Select the length of the standard work period, such as aweekly.

Managing Employee Categorization

This section discusses how to manage employee categorization.

Pages Used to Manage Employee Categorization

Page Name

Definition Name

Navigation

Usage

Employee Categ - Overall
Data

FPAEEOTHER_PNL1

Workforce Administration,
Job Information, Update
Categorization FPS,
Employee Categ - Overall
Data

View employee data.

Employee Categorization

FPAEEOTHER_PNL2

Workforce Administration,
Job Information, Update
Categorization FPS,

Maintain employee data that
is not specific to French
Public Sector.

Employee Categorization

Managing Seniority Bonuses

This section provides an overview of seniority bonus management and discusses how to assign day bonuses.

Understanding Seniority Bonus Management
Review these considerations for managing seniority bonuses:
» You can assign day bonuses to employees to reduce the seniority that is hecessary before step increment.
« Step duration reductions are given in years, months, and days and are associated with the step.

»  When an employee isin a substep, the step duration reduction is not granted within the substep, but within
the step that corresponds to the scale letter.

» Step duration reductions are taken into account in the seniority calculation collective process.
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Pages Used to Manage Seniority Bonuses

Assigning Day Bonuses

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

» For step duration reductions, the system can control the number of bonus days.

Updating Employee Records

If the corps setup authorizes a step duration reduction control, the number of bonus days must not exceed
the difference between the average step duration and the minimum step duration. Minimum and average
step duration is defined on the Steps page. Seniority reduction control is defined on the Corps page.

Note. Day bonuses reduce the seniority that is necessary before step increment but they do not reduce the

seniority necessary before substep increment.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Defining Corps, page 53

Chapter 3, "Setting Up French Public Sector Tables," Defining Steps, Substeps, and Advancement Rules,

page 50

Page Name

Definition Name

Navigation

Usage

Sen Bonus - Overall Data
(seniority bonus - overal
data)

FPABONUS PNL1

Workforce Administration,
Job Information, Update
Seniority Bonus FPS, Sen
Bonus - Overall Data

Add anew seniority bonus
action.

Sen Bonus Days (seniority
bonus days)

FPABONUS_PNL2

Workforce Administration,
Job Information, Update
Seniority Bonus FPS, Sen
Bonus Days

Assign day bonuses.

Delete Career Data FPS -
Sen Bonus - Overall Data
(delete career data FPS -
seniority bonus - overall
data)

FPABONUS_PNL1D

Workforce Administration,
Job Information, Delete
Career DataFPS, Sen
Bonus - Overall Data

View and delete previously
recorded seniority bonus
data

Delete Career Data FPS -
Sen Bonus Days (delete
career data FPS - seniority
bonus days)

FPABONUS_PNL2D

Workforce Administration,
Job Information, Delete
Career DataFPS, Sen
Bonus Days

View and delete previously
recorded seniority bonus
data

Access the Sen Bonus Days page (Workforce Administration, Job Information, Update Seniority Bonus FPS,

Sen Bonus Days).
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Sen Bonus - Overall Data Sen Bonus Days

1D: SFCADOE

Civil Servant
Career Advancement %:

Effective Date: 03/01/2002
Civil Service Position Group: ACT

%100

" Automatic & Manual
Grade: SFG003 Administrative Empl 2nd Class
Step 01

Months: Days:

per

Years

L[]

Bonus End Date:

—

Find | View All First EI 4 of 1 DX | ast

Find | View All First B! 4 of 4 I Last

Empl Record: 0

Actual

Sen Bonus Days page

Enter the seniority bonus days and the bonus end date.

Managing Absences

This section discusses how to track an employee's absences.

Pages Used to Manage Absences

Page Name Definition Name Navigation

Usage

Workforce Administration,
Job Information, Absences
FPS, Absences - Overall
Data

Absences - Overall Data FPAEEABSENCE_PNL1

Add an absence action.

FPAEEABSENCE_PNL2 Workforce Administration,
Job Information, Absences

FPS, Absences

Absences

Track an employee's
absences.

Tracking an Employee's Absences

Access the Absences page (Workforce Administration, Job Information, Absences FPS, Absences).
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Absences - Overall Data

Jean Claude Duce 1D SFCS003 Empl Record: 0
[+ [=]
Effective Date:  (0&/M18/2009/ Civil Servant F Actual
Civil Service Position Group:; ACT Career Advancement %: 100 %
Position Expected End Date; E‘j

Humber of Renewals:
Duration (Days):

Comments:

Absences page

There is no interaction between the Civil Service Position business process and Absences. An absence that is
selected in the Civil Service Position business processis not automatically retrieved in Absences, or vice
versa. These two business processes are independent.

To track absences:
1. Enter adate in the Position Expected End Date field.
Depending on the action and its setup, this field can be required or optional.
2. Enter the number of renewals (repeated absences) and the duration of the absence in days.

3. If necessary, enter a comment.

Tracking Supporting Documents

When you hire an employee or update certain employee personal data (address change or marital status
change), the employee must provide certain supporting documents. Use the Supporting Documents FPS page
to track the supporting documents the employee provides.

This section discusses how to track supporting documents.
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Page Used to Track Supporting Documents

Page Name Definition Name Navigation Usage
Supporting Documents FPS | FPAEESUPDOC_PNL Workforce Administration, | Track an employee's
Job Information, French supporting documents.

Public Sector Jobs,
Supporting Documents FPS,
Supporting Documents FPS

Tracking Supporting Documents

Access the Supporting Documents FPS page (Workforce Administration, Job Information, French Public
Sector Jobs, Supporting Documents FPS, Supporting Documents FPS).

Supporting Documents FPS

Empl IDx SFCE003 Jean Claude Duce
Effective Date: =]
Action Type of Document Sup Doc 1D Doc Deliv Dt
@ g =]

Supporting Documents FPS page

The page displays the list of supporting documents automatically generated if you select the Supporting
Document Required check box before saving the Hire Employee or Update Personal Information
components.

Note. The Supporting Document Required check box isin the FPS collapsible section of the Regional tab in
the Add a Person and Modify a Person components.

See PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "Adding a Person in
PeopleSoft Human Resources," Entering Country-Specific Person Data and PeopleSoft Enterprise Human
Resources 9.1 PeopleBook: Administer Workforce, "Updating Person and Job Information."

Enter the type of supporting document provided in Sup Doc ID (supporting document ID) and the date you
received it in Doc Deliv Dt (document delivery date).
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Reviewing Employee Data

This section provides alist of pages that you can use to review previous actions and data for an employee—
that is, actions and data that have been deleted either manually or by automatic processes.

Pages Used to Review Employee Data

Page Name

Definition Name

Navigation

Usage

Career Storage 1

FPAEECARHIST_PNL1

Workforce Administration,
Job Information, Review
Job Information, Career
Archive FPS, Career
Storage 1

View an employee's
previous career data.

Career Storage 2

FPAEECARHIST_PNL2

Workforce Administration,
Job Information, Review
Job Information, Career
Archive FPS, Career
Storage 2

View an employee's
previous career data.

Career Storage 3

FPAEECARHIST_PNL3

Workforce Administration,
Job Information, Review
Job Information, Career
Archive FPS, Career
Storage 3

View an employee's
previous career data.

Assignment Storage 1

FPAEEPOSHIST_PNL1

Workforce Administration,
Job Information, Review
Job Information,
Assignment Archive FPS,
Assignment Storage 1

View an employee's
previous assignment data

Assignment Storage 2

FPAEEPOSHIST_PNL2

Workforce Administration,
Job Information, Review
Job Information,
Assignment Archive FPS,
Assignment Storage 2

View an employee's
previous assignment data.

Assignment Storage 3

FPAEEPOSHIST_PNL3

Workforce Administration,
Job Information, Review
Job Information,
Assignment Archive FPS,
Assignment Storage 3

View an employee's
previous assignment data.

Compensation Storage 1

FPAEESALHIST_PNL1

Workforce Administration,
Job Information, Review
Job Information,
Compensation Archive FPS,
Compensation Storage 1

View an employee's
previous compensation data.
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Page Name

Definition Name

Navigation

Usage

Compensation Storage 2

FPAEESALHIST_PNL2

Workforce Administration,
Job Information, Review
Job Information,
Compensation Archive FPS,
Compensation Storage 2

View an employee's
previous compensation data.

Work Time Storage 1

FPAEEWORHIST_PNL1

Workforce Administration,
Job Information, Review
Job Information, Work
Time Archive FPS, Work
Time Storage 1

View an employee's
previous work time data.

Work Time Storage 2

FPAEEWORHIST_PNL2

Workforce Administration,
Job Information, Review
Job Information, Work
Time Archive FPS, Work
Time Storage 2

View an employee's
previous work time data.

EE Categorization Storage 1
(employee categorization
storage 1)

FPAEEOTHHIST_PNL1

Workforce Administration,
Job Information, Review
Job Information, EE
Categorization Archive
FPS, EE Categorization
Storage 1

View an employee's
previous categorization
data

EE Categorization Storage 2
(employee categorization
storage 2)

FPAEEOTHHIST_PNL2

Workforce Administration,
Job Information, Review
Job Information, EE
Categorization Archive
FPS, EE Categorization
Storage 2

View an employee's
previous categorization
data.

CS Position Storage 1 (civil
service position storage 1)

FPAEELEGHIST_PNL1

Workforce Administration,
Job Information, Review
Job Information, CS
Position Archive FPS, CS
Position Storage 1

View an employee's
previous civil service
positions.

CS Position Storage 2 (civil
service position storage 2)

FPAEELEGHIST_PNL2

Workforce Administration,
Job Information, Review
Job Information, CS
Position Archive FPS, CS
Position Storage 2

View an employee's
previous civil service
positions.

Seniority Bonus Storage 1
(seniority bonus storage 1)

FPABONHIST_PNL1

Workforce Administration,
Job Information, Review
Job Information, Seniority
Bonus Archive FPS,
Seniority Bonus Storage 1

View an employee's
previous seniority bonus
data
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Page Name

Definition Name

Navigation

Usage

Seniority Bonus Storage 2
(seniority bonus storage 2)

FPABONHIST_PNL2

Workforce Administration,
Job Information, Review
Job Information, Seniority
Bonus Archive FPS,
Seniority Bonus Storage 2

View an employee's
previous seniority bonus
data

Premiums Storage 1

FPAEEPREMHST_PNL1

Workforce Administration,
Job Information, Review
Job Information, Premium
Archive FPS, Premiums
Storage 1

View an employee's
previous premium data.

Premiums Storage 2

FPAEEPREMHST_PNL2

Workforce Administration,
Job Information, Review
Job |nformation, Premium
Archive FPS, Premiums
Storage 2

View an employee's
previous premium data.

Name History

FPAPERS DT_HIST 1

Workforce Administration,
Job Information, Personal
Data Deleted ID FPS, Name
History

View name information
retained after deleting an
employee ID.

Address History

FPAPERS DT_HIST_1B

Workforce Administration,
Job |nformation, Personal
Data Deleted ID FPS,
Address History

View address information
retained after deleting an
employee ID.

Personal History FPAPERS DT_HIST_2 Workforce Administration, | View personal information
Job Information, Personal retained after deleting an
Data Deleted ID FPS, employee ID.
Personal History

ID History FPAPERS DT_HIST_3 Workforce Administration, | View ID information

Job Information, Personal
Data Deleted ID FPS, ID
History

retained after deleting an
employee ID.

Employee Personal File
Cncl FPS (employee
persond file cancel FPS)

FPAEELEGAL_HIST3

Workforce Administration,
Job Information, Employee
File Cncl FPS, Employee
File Cncl FPS

View employee record
information retained after
deleting an employee ID.
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Rating Employees

This chapter provides an overview of employee ratings and discusses how to:
» Prepare employeerating lists.

» Cadculate employee ratings.

Understanding Employee Ratings

The employee rating process involves the Manage Employee Reviews business process in PeopleSoft
Enterprise Human Resources as well as Manage French Public Sector. Y ou create employee ratings using
Manage Employee Reviews, and identify employees to be rated and apply rating equalization adjustments
using Manage French Public Sector.

The first step of the rating processis to identify employees to be rated. Using the Calculate Attendance Time
FPS page, the system creates alist of eligible employees, depending on attendance during a specified period.
During this period, all civil service positions that are held by the employee are analyzed. Some civil service
positions are defined as Absent for Rating and are subtracted from the total period length. Theresult is called
attendance time.

Attendance time is evaluated:

« For the entire period (attendance time for employee review).

» For each grade to which the employee is assigned during the period.

For each department to which the employee is assigned during the period.

The system examines the grade and department in which the employee has the longest attendance time
during the rating period.

Then reviewers manually enter temporary ratings using Manage Employee Reviews.

After ratings have been assigned, you calculate a rating equalization adjustment constant that enables you to
get afinal rating calculated from the individual temporary rating. The Final Rating Application Engine
process (HR_FPFIRA_CI) caculates the final ratings after the adjustment constant has been determined.
See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Manage Employee Reviews
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Preparing Employee Rating Lists

This section lists the prerequisites and discusses how to:

« Calculate attendance time.

» Createalist of employeesto be rated.

Prerequisites

Y ou must run the merge process between French Public Sector (FPS) and Human Resources data.

See Also

Chapter 16, "Merging French Public Sector and Human Resources Files," page 209

Pages Used to Prepare Employee Rating Lists

Time FPS

Page Name Definition Name Navigation Usage

Calculate Attendance Time | RUNCTL_FPA1200 Workforce Development, Run the Employeesto be

FPS Career Planning, Prepare Rated SQR process
Evaluation/Career Plan, (FPA1200) to calculate
Calculate Attendance Time | attendancein
FPS, Calculate Attendance | department/grade using

civil service position
history. Y ou select the
period and group of
employees for which to
calculate attendance time.

Y ou must run the this
process before you can
generate alist of employees
to be rated.

Review Attendance Time | FPA_RATPRS Workforce Development,
FPS Career Planning, Prepare
Evaluation/Career Plan,
Review Attendance Time
FPS, Review Attendance
Time FPS

View attendance time
calculation results.
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Page Name

Definition Name

Navigation

Usage

Empl to be Rated Report
FPS (employees to be rated

report)

RUNCTL_FPA1210

Workforce Development,
Career Planning, Prepare
Evaluation/Career Plan,
Empl to be Rated Report
FPS, Empl to be Rated
Report FPS

Run the
Employee/Department List
(FPARAT?2) or the
Employee ID List
(FPA_RAT) reports. These
reports create alist of
employees who meet
attendance time
reguirements.

Calculating Attendance Time

Creating a List of Employees to be Rated
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Access the Calculate Attendance Time FPS page (Workforce Development, Career Planning, Prepare
Evaluation/Career Plan, Calculate Attendance Time FPS, Calculate Attendance Time FPS).

Run Control ID:  FP301

Start Date:;
End Date:
Set D

Department;

Calculate Attendance Time FPS

01/041/2009 [5)
12/31/2000 [#]
C @,

43000

Feport Manager

Process Monitor

Run

Research and Development

Calculate Attendance Time FPS page

Start Date and End Date Enter the time period for which to calculate the employees attendance days.

Set| D and Department

Select the setlD and department of the group of employees for which to calculate
attendance days.

Note. Attendance timeis calculated in thirtieths.

Access the Empl to be Rated Report FPS page (Workforce Development, Career Planning, Prepare
Evaluation/Career Plan, Empl to be Rated Report FPS, Empl to be Rated Report FPS).
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Empl to be Rated Report FPS

Run Control ID:  FPS01 Report Manager  Process Monitor Run

Rating Attendance; 180

Empl to be Rated Report FPS page

Rating Attendance Enter the minimum number of days of attendance required for the employee to be
rated. The reports run from this page use this value to select a group of eligible
employees from the employees selected by the Employeesto be Rated process.

Report Information
Click Runto run the report. From the Process Scheduler Request page you can select two reports:

»  Employees/Department List Crystal report (FPARAT2) lists employeesto be rated by employee
| D/department.

» Employee|D List Crystal report (FPA_RAT) lists employeesto be rated by employee ID.

Each report row contains the employee 1D, grade, and department. The system selects the grade and
department with the longest empl oyee attendance time. If two grades or departments have the same
attendance times, the latest oneis used.

Calculating Employee Ratings

134

After the employees have been identified, the reviewer evaluates those who are to be rated and assigns a
temporary rating. Now you need to calculate an adjustment constant to account for differences between
reviewers and calculate the final rating.

This section discusses how to:

« Determine which employees have not been rated.

» Calculate the adjustment constant.

» Caculatethefinal rating.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Manage Employee Reviews

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Manage Profiles, "Managing Profiles’
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Page Name

Definition Name

Navigation

Usage

Review Evaluation Status
FPS

RUNCTL_FPA025

Workforce Development,
Career Planning, Prepare
Evaluation/Career Plan,
Review Evaluation Status
FPS, Review Evaluation
Status FPS

Run the Assessment
Statuses SOR report
(FPA025) that lists selected
employees and whether they
have been rated. Use this
report to determine which
employees have not been
rated.

Calc Adjustment Constant
FPS (calculate adjustment
constant)

RUNCTL_FPA030

Workforce Development,
Career Planning, Prepare
Evaluation/Career Plan,
Calc Adjustment Constant
FPS, Calc Adjustment

Run the Adjustment
constant calcul. (adjustment
constant calculation) SQR
report (FPA030). This
report calculates the

Constant FPS adjustment constant for
each reviewer for one or
more corps.

Create Final Rating FPS RUNCTL_FPAO35 Workforce Development, Calculate the final rating.

Career Planning, Prepare
Evaluation/Career Plan,

Create Fina Rating FPS,
Create Final Rating FPS

Review Rating Prcs Rits
FPS (review rating process
results)

FPA_FINRA_RSL_T_PNL

Workforce Development,
Career Planning, Prepare
Evaluation/Career Plan,
Review Rating Prces
Results FPS, Review Rating
PrcsRIts FPS

View the fina rating results.

Determining Which Employees Have Not Been Rated

Access the Review Evaluation Status FPS page (Workforce Development, Career Planning, Prepare
Evaluation/Career Plan, Review Evaluation Status FPS, Review Evaluation Status FPS).
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Review Evaluation Status FPS
Run Control ID: FP301 Report Manager Process Monitor Run
Language: IFFE”':"' :I'
From Date:  |01/01/2000 [5]
Thru Date: 12/31/2009 |[5
Corps: SFC001 @,
Reviewer ID: |SFCS005 @, Michelle Grallier
" Rated Employees
Review Evaluation Status FPS page
From Dateand Thru Select the rating period.
Date
Corps Select a corps to include only employees of that corps or leave the field blank to
include all corps.
Reviewer ID Select areviewer to have the report contain only the employees assigned to this
reviewer. Leave the field blank to include employees assigned to all reviewers.
Rated Employees Select to have the report list employees who have been rated. Leave the check

box deselected to have the report list employees who have not been rated.

Calculating the Adjustment Constant

Access the Calc Adjustment Constant FPS page (Workforce Development, Career Planning, Prepare
Evaluation/Career Plan, Calc Adjustment Constant FPS, Calc Adjustment Constant FPS).
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Calc Adjustment Constant FPS

Run Control ID:: - FPS01

Language: IFTE”':"' :I'

From Date: 01/041/2009 [5

Thru Date: 124312009 |[5]

Corps: SFCO01 @

@

r Adjustment Constant Rounding

Report Manager

Process Monitor Run

Calc Adjustment Constant FPS page

From Dateand Thru Select the rating period.
Date

Corps Select a corpsif you want to calculate the adjustment constant for that corps
only. Leavethe field blank to calculate the adjustment constant for al corps.

Adjustment Constant Select to have the adjustment constant rounded to amultiple of .25 (for example,

Rounding 1.25, 1.50, or 1.75).

The system cal culates an adjustment constant to normalize the ratings of the various reviewers. The
Adjustment Constant report (FPA030) shows evaluation details such as the average rating, number of points

by corps, and points by reviewer. The system calculates an adjustment constant for each reviewer—the

average of the total points minus the average of the reviewer's points.

Calculating the Final Rating

Access the Create Final Rating FPS page (Workforce Development, Career Planning, Prepare

Evaluation/Career Plan, Create Final Rating FPS, Create Final Rating FPS).

The Final Rating process (HR_FPFIRA _CI) applies the adjustment constant to the temporary rating to give

the employee afina score.

For each employee, the final rating overrides the initial rating. The effective date is December 31; the initial

rating is stored in an archive record.
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Processing Trainee Tenure

This chapter provides an overview of the tenure process and discusses how to:

Calculate tenure dates.

Search for employees who are eligible for tenure.
Inform supervisors.

Approve and deny probation periods.

Grant tenure.

View employee status.

Understanding the Tenure Process

In the Manage French Public Sector business process, granting tenure to a trainee is a multistep process that

implies many collective processes and transactions. Y ou can also launch PeopleSoft Workflow during the

process.

Prerequisites

The tenure process uses parameters from the following tables:

FPS Installation Parameters
Civil Service Position
Grades

See Also

Chapter 3, "Setting Up French Public Sector Tables," page 9

Calculating Tenure Dates

This section provides an overview of tenure date cal culation and discusses how to cal cul ate tenure dates.
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Understanding Tenure Date Calculation

When determining exact tenure date and the probation period end date, the system takes into account part-
time work and breaks that are due to civil service positions.

The system considers:

« Thehiring date and length of the tenure probation period.
Length is determined when you set up the trainee's grade.
« Thecivil service positions held during the probation period.

Some civil service positions can suspend the tenure probation period and postpone the probation period
end date.

+ Thework time percentage for trainees who work part time.

The tenure date calculation isin thirtieth or calendar days, depending on your FPS Installation Parameters
setup. The tenure date is the probation period end date, minus one day. The tenure becomes effective on the
anniversary date.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Setting Up FPS Installation Parameters, page 35

Page Used to Calculate Tenure Dates

Page Name Definition Name Navigation Usage

Cadlculate Tenure Date RUNCTL_FPA0O5 Workforce Administration, | Calculate the tenure date for
Tenure FPS, Calculate individuals or groups.
Tenure Date, Calculate
Tenure Date

Calculating Tenure Dates

Access the Calculate Tenure Date page (Workforce Administration, Tenure FPS, Calculate Tenure Date,
Calculate Tenure Date).
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Calculate Tenure Date
Run Control ID:  FP201 Fepornt Manager Process Manitor Run
Language: IFFE”E"' :I'

ID: SFCS005 @, Michelle Grallier

Empl Record:

Calculate Tenure Date page

Use this page to calculate the tenure date for one employee or a group of employees.

ID and Empl Rcd# Leave these fields blank to calcul ate the tenure date for all trainees.
(employee record number)

Y ou can view the results of this calculation on the Career - Classification page.

See Also

Chapter 5, "Updating Employee Records," Entering Career Classification Data, page 101

Searching for Employees Who Are Eligible for Tenure

The system enables you to search for employees whose tenure dates fall within a specific period after you
process tenure dates.

The Updt trainees to be given ten (update trainees to be given tenure) SQR process (FPA105) activates the
Tenure flag for employees whose tenure date is between the system date and the duration that is defined in
the FPS Installation Parameters 1 page. For example, if the duration is 30 days, the Tenure flag is activated
for employees whose tenure date occurs within 30 days after processing.

Page Used to Search for Employees Who Are Eligible for Tenure

Page Name Definition Name Navigation Usage

Calculate Future Tenures RUNCTL_FPA710 Workforce Administration, | Select the employees who
Tenure FPS, Calculate are eligible for tenure.
Future Tenures, Calculate
Future Tenures
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Informing Supervisors

PeopleSoft Workflow enables you to send messages to supervisors of the trainees who are eligible for tenure
to notify them that the tenure end date is near. Workflow is optional in the tenure process.

The Traineestbc list (traineesto be given tenure list) Application Engine process (FPTENURE) selects al
trainees whose probation periods must be validated and who have an activated Tenure flag.

Page Used to Inform Supervisors

Page Name

Definition Name

Navigation

Usage

Trainees to be given Tenure

PRCSRUNCNTL

Workforce Administration,
Tenure FPS, Traineesto be
Given Tenures, Traineesto
be given Tenure

Inform managers of trainees
who have been granted
tenure using workflow.

Approving and Denying Probation Periods

This section provides an overview of probation period approval or rejection, lists prerequisites and discusses

how to:

« View competency match results.

«  View accomplishment match results.

« Validate or rgject the tenure probation period.

Understanding Probation Period Approval or Rejection

142

Trainee Validation is a transaction process that enables a trainee's supervisor to select one of these:

» Validate the tenure probation period.

» Renew the probation period (once).

+ Refusethetrainee.

Note. Y ou can renew the probation period only once. If, at the end of the second probation period, the tenure
is not approved, the trainee is refused.

When saving, there is no blocking control. The system checks competencies and accomplishments as well as
the physical exam, but does not prevent you from saving the transaction even if the physical exam is not yet

recorded.
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Also, aworkflow is launched so that the HR administrator can give tenure or renew the probation period. The
Renew Praobation Period or Accept Tenure activities are in the worklist.

Prerequisites
For the system to validate a probation period, you must set up the following:
» A non-person profile for the employee's job code.
« A person profile for the employee.
« Match evaluation types for the user ID that is used to perform the probation period validation.

Use the Manage Profiles business process to define person and non-person profiles. For probation period
validation to work, set up the non-person profiles as follows:

Profile type must be ROLE.
« Add the competencies required by the job and include an importance level and proficiency rating.
« Add the accomplishments required for the job and assign an importance level.

» For those competencies and accomplishments that are required to validate the probation period, select the
FP Tenure Requirements check box in the French Public Sector section.

Set up employees' profiles as follows:
« Profile type must be PERSON.

» Add the employee's competencies to the profile. Make sure that you select a proficiency rating and an
evaluation type.

» Add the employee's accomplishments to the profile.

When you select the Validate Probation Period option, the system checks your User ID to determine which
competency evaluation types to use. Only those competencies on the person profile with an evaluation type
that matches those enabled for your user ID are considered in the probation period validation.

Use the Match Evaluation Types page to define the evaluation types for user IDs.

Pages Used to Approve and Deny Probation Periods

Page Name Definition Name Navigation Usage
Competency Match FPAEETENURE_PNL4 Workforce Administration, | Displays acomparison of
Tenure FPS, Validate the employee's
Probation Period, competencies with those
Competency Match that are required by the job.
It also displays the results of
the employee's medical
examination.
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Page Name

Definition Name

Navigation

Usage

Accomplishment Match

FPAEETENURE_PNL3

Workforce Administration,
Tenure FPS, Validate
Probation Period,
Accomplishment Match

Displays a comparison of
the employee's
accomplishments with those
that are required by their
job.

Tenure PPd Validation
(tenure probation period
validation)

FPATEN_VALID_PNL1

Workforce Administration,
Tenure FPS, Validate
Probation Period, Tenure
PPd Validation

Validate or reject the tenure
probation period.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Manage Profiles, "Matching Competencies to

Roles"

Viewing Competency Match Results

Access the Competency Match page (Workforce Administration, Tenure FPS, Validate Probation Period,

Competency Match).

144
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ool Eie 0l | Accomnplishment Match || Tenure PPd Validation |

Test Employee D FPS001 Empl Record: 0

Effective Date: 01/01/2000 Trainee Activity ACT

Mo Physical Exam has been frac

Job Code

110000 Accountant

Match Analysis

Competency Match: 0 outof 0 Total Match: Total Proficiency Fit:
Total Competencies: 0 0 Competencies not ranked: 0
Competencies Find | View A1l First BN 4 of1 I Last
Competency: Importance
. .
Average - ining . El

Competency Match page

Medical Exam

This group box shows the last physical exam results. It also indicates if the medical exam has not been
tracked.

Job Code

This group box displays the employee's job code and description.

Match Analysis

This group box summarizes the competency match results. The system compares the profile defined for the
job code (of profile type ROLE) with the employee's profile (of type PERSON). The competency matching
works in the same way as the Person to Role match provided in the Manage Profiles business process.

Competency Match Indicates how many points the employee has been awarded out of the total
possible for the role. Employees are awarded points if they have arequired
competency and a proficiency rating that is equal or greater than that required for
the job. The number of points awarded for matching competencies depends on
the importance level assigned to the competenciesin the job profile.

Total Match Displays the maximum number of points available if the employee meetsal the
competency requirements.
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Total Competencies Displays the number of competencies included in the match.

Total Proficiency Fit Displays the employee's points as a percentage of the total possible for the role.

For more details of how the competency matching works, refer to the PeopleSoft Enter prise Human
Resources. Manage Profiles PeopleBook.

See PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Manage Profiles, "Matching Competencies to
Roles."

Competencies

This group box lists the competencies that are in the profile for the job specified in the Job Code group box.
The match indicator icon shows how well the employee meets the competency. A bluefilled circle indicates
that the employee possesses the required competency and has the required proficiency rating.

Importance Displays the importance level assigned to the competency.

Competency Training  Click to view details of courses scheduled that target the competency.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Manage Profiles, "Matching Competencies to
Roles’

Viewing Accomplishment Match Results

146

Access the Accomplishment Match page (Workforce Administration, Tenure FPS, Validate Probation Period,
Accomplishment Match).

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 7 Processing Trainee Tenure

AT e s,
Competency Match Accomplishment Match Tenure PPd Validation

Test Employee 1D: FPS001 Empl Record: 0

Effective Date: 01/01/2000 Trainee Activity ACT

FHE

Mo Physical Exam has been trac

Job Code

110000 Accountant
Match Analysis
Accomplishment Match: out of

Accomplishment Points:

am
Customize | Find | View All| El | ®#  First Kl 10f1 ] Last
Employee Post-Graduate
Accomplishment Degree

Description Importance Category Subject Description

Average =

Accomplishment Match page

Medical Exam

This group box shows the last physical exam results. It also indicates if the medical exam has not been
tracked.

Job Code

Displays the employee's job code and job code description.

Accomplishments

This group box lists the accomplishmentsin the profile for the employee'sjob.

Description Displays a description of the accomplishment.

Importance Displays the Importance level assigned to the accomplishment in the job profile.
Employee The system selects this check box if the employee has the accomplishment listed
Accomplishment in their profile.

Subject Displays the degree subject code for degrees.

Required Indicates if adegreeisrequired. The system selects this check box if the FP

Degree Required check box is selected in the ROLE profile for adegree item.

Level Displaysthe level of the degree defined in the ROLE profile. For example, if the
degree specified in the ROLE profile requires four years of study, thisisthe
value that appearsin thisfield.

Post-Graduate Degree  Indicates if the accomplishment is a post-graduate degree.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 147



Processing Trainee Tenure Chapter 7

Subject Description Displays the description of the degree subject code.

Validating or Rejecting the Tenure Probation Period

Access the Tenure PPd Validation page (Workforce Administration, Tenure FPS, Validate Probation Period,
Tenure PPd Validation).

Competency Match Accomplishment Match

Test Employee 1D FPS001 Empl Record: 0

Effective Date: 01012000 Trainee Activity ACT
Grade: SFGO0 Employee of Sernvice

Sal Gr Thl Typ:  SF2 Sal Gd Thi: SF0z  Scale: SF1 Salary Grade Table 1

Date: 01/01/2000

Step: 01

Compensation T7045.840000 Monthly

Rate:

1= On HoldOn Hold ' ValidatedValidated ' RejectedRejected Tenure Date: 0140142001

Tenure PPd Validation page

The page displays trainee grade and step data. In the case of automatic step increment, the next step and
corresponding compensation appear.

To validate or reject the tenure probation period, select On Hold, Validated, or Rejected.

Validating the probation period does not imply that the tenure becomes effective; you must still grant tenure.

Y ou can renew a probation period only once. To renew a probation period after the first rejection, select the
Status option in the worklist and enter the second probation period length (number of days).

When the probation period is rejected for the second time, the tenure is not validated, and the trainee is
terminated.

Granting Tenure

148

Y ou must grant tenure to make the tenure effective.

This section provides overviews of the rows created when saving the Assign Civil Servant Status component
and tenure actions with or without step increment and discusses how to:

« Grant tenure.
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» Enter the new employee status code.

Processing Trainee Tenure

Understanding Rows Created When Saving the Assign Civil Servant Status

Component

When you save the Assign Civil Servant Status component, two rows are inserted into the employee record,

onein the Status table and one in the Career table:

« Therow that isinserted into the Status table shows the employee's new status after tenure.

» Therow that isinserted into the Career table shows the tenure action, whether or not the tenure implies

step increment.

The action code that corresponds to tenure is defined in the FPS Installation Parameters component.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Setting Up FPS Installation Parameters, page 35

Understanding Tenure Actions with or without Step Increment

If tenure is Without Step Increment, the tenure action does not terminate the step. In the action setup, select
the Previous Instance Sen Carry Ov check box on the FPS Action page.

If tenure is With Automatic Step Increment, deselect the Previous Instance Sen Carry Ov check box.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Identifying FPS Components That Can Use the Action,

page 21

Pages Used to Grant Tenure

Page Name

Definition Name

Navigation

Usage

Tenure

FPAEETENURE_PNL1

Workforce Administration,
Tenure FPS, Assign Civil
Servant Status, Tenure

Grant tenure.

Note. Y ou can access only
trainees whose probation
period has been validated.

Competency Match

FPAEETENURE_PNL4

Workforce Administration,
Tenure FPS, Assign Civil
Servant Status, Competency
Match

Displays a comparison of
the employee's
competencies with those
that are required by the job.
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Page Name

Definition Name

Navigation

Usage

Accomplishment Match

FPAEETENURE_PNL3

Workforce Administration,
Tenure FPS, Assign Civil
Servant Status,
Accomplishment Match

Displays a comparison of
the employee's
accomplishments with those
that are required by their
job.

New Status FPAEETENURE_PNL2 Workforce Administration, | Enter the new employee
Tenure FPS, Assign Civil status code.
Servant Status, New Status
See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Manage Profiles, "Matching Competencies to
Roles'

Granting Tenure

Access the Tenure page (Workforce Administration, Tenure FPS, Assign Civil Servant Status, Tenure).

Competency Match Accomplishment Match Mew Status

FPS001 Empl Record: 0

Test Employee 1D

04/012000

—
—

Effective Date: Trainee Civ Serv Posit: Activity

Action;

Reason Code:

Tenure page

GiveTenure Click to grant tenure to the employee. The default values for the Tenure Action
and Reason codes prompt from the FPS Installation Parameters table. The
effective date is the tenure date.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Setting Up FPS Installation Parameters, page 35
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Entering the New Employee Status Code

Processing Trainee Tenure

Accessthe New Status page (Workforce Administration, Tenure FPS, Assign Civil Servant Status, New

Status).
Tenure Competency Match Accomplishment Match
Test Employee ID: FPS001 Empl Record: 0
Effective Date: 01/01/2000 Trainee Activity ACT
Grade: SFGO01 Employee of Sernvice
Sal Gr Thl Typ: SF2 SalGdThi: SF02  Scale:  SF1 Salary Grade Tahle 1
Date: 01/01/2000
Step: 01
Compensation 7045.840000 Monthly
Rate:
Tenure Date: 01/01/2001
New Status page
Enter the new employee status code.
The category is Civil Servant.
Viewing Employee Status
This section discusses how to view employee status.
Page Used to View Employee Status
Page Name Definition Name Navigation Usage
Status FPAEESTATUS PNL1 Workforce Administration, | View employee status.

Job Information, Update
Status FPS, Status

Note. Once an employeeis
granted tenure, you can
access both successive
statuses (trainee and civil
servant).
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Viewing Employee Status

Access the Status page (Workforce Administration, Job Information, Update Status FPS, Status).

Léon De Fontenel IDx; SFCS001 Empl Record: 0

Find | View All First 4 of 4 " Last
Effective Date: 01011977 |[5) [+ [=]

*Employee Status Code:IS_ Traines Traines
¥ compiSalary Grade Table

Access Mode: r%

Tenure Date: 01/01/11980 3

Tenure Probation Period

Length: 12 Months Probation Date: 12/31/1979

Status page

The page displays probation period lengths and end dates.

Probation Period Renewal

Consult the Status page to renew the probation period. After arenewal, the Probation Period Renewal
information appears.
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Managing the Promotion Probation Period

This chapter provides an overview of promotion probation period setup and discusses how to:

« Assign apromotion probation period.

» Calculate promotion probation period end dates.

» Vadlidate or deny promotions.

Understanding Promotion Probation Period Setup

Promotion probation period functionality uses the following setup data:

« DaysBefore Tenure and Seniority Calculation data from the FPS Installation Parameters table.

» Promotion Probation Period Suspension data from the Civil Service Position table.

» Probation Period Length from the Grade table.

« Variousfields from the Career table.

To create a promotion probation period for an individual employee, select the Trainee check box on the
Career - Classification page.

See Also

Chapter 3,

"Setting Up French Public Sector Tables,"

Setting Up FPS I nstallation Parameters, page 35

Chapter 3,

"Setting Up French Public Sector Tables,"

Defining Civil Service Positions, page 13

Chapter 3,

"Setting Up French Public Sector Tables,"

Setting Up Salary Grades, page 46

Chapter 4, "

Hiring French Public Sector Employees,"”

Entering Career Classification Information, page 80

Assigning a Promotion Probation Period

Y ou assign a promotion probation period to an employee only when you are setting up a grade promotion that
implies a corps change.

To set up agrade promotion that implies a corps change:
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1. Accessthe Career - Overall Data page in the Increment Step/Promotion FPS component and insert a new
row. Use Grade Promotion as the action.

Note. Although Grade Promotion is the most common action in this situation, you can use any action you
choose after Career Data Authorized is checked and Grade/Step is selected on the FPS Action page of the
Actions component (Set Up HRMS, Product Related, Workforce Administration).

2. Accessthe Career - Classification page in the Increment Step/Promotion FPS component.
3. Select the Trainee check box to indicate that the employee is beginning a probation period.
This check box appears only for employees who are not trainees.

4. Set the probation period to In Progress.
See Also

Chapter 12, "Processing Grade Promotions," page 177

Calculating Promotion Probation Period End Dates

This section discusses how to calculate promotion probation period end dates.

Pages Used to Calculate Promotion Probation Period End Dates

Page Name Definition Name Navigation Usage

Calculate End of Probation | RUNCTL_FPAQO5 Workforce Administration, | Calculate the promotion

(current probation period
schedule)

Pd (calculate end of Collective Processes, probation period end dates.
probation period) Identify Promotable Empls

FPS, Calculate End of

Probation Pd, Calculate End

of Probation Pd
Current PPd Schedule RUNCTL_FROMTHRU Workforce Administration, | Generate the Probation

Collective Processes,
[dentify Promotable Empls
FPS, Current Probation
Schedule Rpt, Current PPd
Schedule

Period in Progress Schedule
report (FPA405), which
lists employees who have a
promotion probation period
during a selected period.

Calculating Promotion Probation Period End Dates

Access the Calculate End of Probation Pd page (Workforce Administration, Collective Processes, | dentify
Promotable Empls FPS, Calculate End of Probation Pd, Calculate End of Probation Pd)
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Calculate End of Probation Pd
Run Control ID:: - FPS01 Fepornt Manager Process Manitar Run
Language: IFFE"'E"' :I'

ID: SFCA005 @, Rene Devick

Empl Record:

Calculate End of Probation Pd page
To calculate the probation period end date for all trainees, leave the ID (employee ID) and Empl Rco#
(employee record number) fields blank.

The Calculate End of Probation Period SQR process (FPA305) determines the exact probation period end
date, accounting for civil service position breaks and part-time positions.

This process:

« Cadculates the date, depending on the corps change date and the probation period length.
Length is determined when you set up the new grade.

« Considersthe civil service positions that are held by an employee during the probation period.

Some civil service positions can suspend the promotion probation period and postpone the probation
period end date.

« Considers the work-time percentage for a part-time employee.

« Displaysthe Period End Date on the Career-Classification page.

Validating or Denying Promotions

At the end of the promotion probation period, you must validate or deny the promotion. This section
discusses how to:

» Vadidate a promotion

« Deny apromotion

Prerequisites

Before you can validate or deny a promotion, you must have run the End Date Calculation process (FPA305)
that calculates the promotion probation period end date.
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Validating a Promotion

To validate a promotion:

1

2
3.
4

Access the Career - Classification page.

. Scroll to the row with the last action that is recorded in the employee record.

Select Validated.

. (Required) Enter the appointment in corps date.

See Also

Chapter 5, "Updating Employee Records," Entering Career Classification Data, page 101

Denying a Promotion

156

To deny a promotion:

1

2
3.
4

Access the Career - Classification page.

. Scroll to the row with the last recorded action in the employee record.

In the Probation Period group box, select Rejected.

. Savetherow.

The moveisdeleted in the record. Datais stored in the Delete Moves table.

To delete other rows that are associated with the same promotion probation period, repeat these
instructions.

See Also

Chapter 5, "Updating Employee Records," Deleting Career Data, page 106
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Calculating Seniority and Length of
Service

This chapter provides an overview of seniority and length of service, lists prerequisites, and discusses how to:

« Caculate seniority and length of service.

» View seniority information.

Understanding Seniority and Length of Service

Seniority is ameasurement of time that is spent in a particular condition. For example, category seniority is
the amount of time that an employee has spent in one category. The system measures from the date of entry
into the category to the date of category change. If the employee has not changed categories, the date of the
calculation is used as the end date. Corps seniority, grade seniority, and actual step seniority follow the same
pattern. Since civil service positions carry different weightsin seniority calculations, each civil service
position has career advancement percentages that affect seniority and length of service calculations.

Length of service resembles seniority except that it uses career advancement percentages that are associated
with lengths of service. The system uses steps, grades, corps and categories for lengths of service.

Seniority calculations for steps, grades, corps and categories relate to each other asfollows:

» Grade seniority equalstotal actual step seniority for the steps of the grade.

« Corps seniority equalstotal grade seniority for the grades belonging to this corps.

« Category seniority equals total corps seniority for the corps belonging to the same category.

This explains how length of service calculations for steps, grades, corps and categories relate to each other:
» Grade length of service equals total actual step lengths of service.

« Corpslength of service equalstotal grade length of service.

» Category length of service equalstotal corps length of service.

The system uses seniority values to calculate step increments and seniority and length of service are criteria
for grade promotion.
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Career Advancement Percentages

While assigned a category, corps, grade and step, an employee is also assigned a civil service position. Each
civil service position carries a different weight in seniority calculations, represented by its career
advancement percentage. Y ou define two such percentages for each civil service position:

« Theseniority career advancement percentage is used to calculate the employee's seniority between two
dates.

» Thelength of service career advancement percentage is used to calculate the employee's length of service
between two dates.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Defining Civil Service Positions, page 13

Seniority Credits

158

Seniority credits are applied only within the step.

Reduction in Step Duration

Managers can grant reductions in step duration to hasten an employee's step promotion. The seniority credits
are durations expressed in years, months, and days. Reductions in step duration are assigned within a step and
cannot be carried over.

Sep Career Seniority isthe actual step seniority, plus any reductions in step duration. The calculation
accounts for the seniority career advancement percentage but not the work-time percentage.

Note. Use the Update Seniority Bonus FPS component (Workforce Administration , Job Information) to grant
reductionsin step duration.

See Chapter 5, "Updating Employee Records," Managing Seniority Bonuses, page 122.

Seniority Carryover at Step Increments in the Same Grade

An employee might be in acivil service position that does not authorize advancement on the previously
scheduled advancement date. In this case, the advancement is postponed until the employee holds a civil
service position that authorizes advancement.

The Credited Seniority isthe seniority that isto be carried over from the previous career classification. When
calculating advancement dates, the credited seniority is added to the career seniority.

When advancement occurs, the employee's seniority can be greater than the average step seniority. The
difference is the seniority carryover.

Seniority to be Carried Over isthe career seniorities, plus the credited seniority, minus the reductionsin step
duration and the average step duration.

This seniority carryover functionality is applied only within the same grade.
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Note. Credited seniority in the step is also generated in case of reclassification. If the reclassification
simulation is validated, the employeeis granted a step increment with grade change. A conversion formulais
applied to the Actual Seniority in previous step. The result of this conversion enables you to enter the
Seniority Credited in the new step.

See Also

Chapter 13, "Administering Reclassification," page 183

Prerequisites

Seniority and length of service calculations use information from the following tables:

FPS Installation Parameters.

Indicate how the system cal culates seniority, either thirtieth or calendar. The tenure, seniority, and
advancement processes use this setup.

Civil Service Position.
Define the Seniority and Service Length Career Advancement Percentages for each civil service position.
Salary Grade Table - Steps.

Define the advancement rules for each Salary Grade Table/Scale/Step and indicate the average Length in
(Sub)Step, Minimum Length for (Sub)Step Increment, and Theoretical Career Seniority.

Actions.

Define the actions for which the system calculates seniority carryover by selecting the Previous Instance
Seniority Carry Over check box on the FPS Action page. The system records these actions in the Career
table, but they do not terminate the current step. For example, tenure without step increment and forced
index assignment are moves that are recorded in the Career table, but they neither modify nor terminate
the employee's current step. The system calculates seniority move by move.

See Also

Chapter 3, "Setting Up French Public Sector Tables," page 9

Calculating Seniority and Length of Service

Businessrules for calculating seniority and length of service are principally about taking into account steps
that are not terminated; that is, the management of many successive actions within the same step—some
actions authori ze the addition of the previous instance seniority to the current instance seniority. To determine
whether an action terminates a step, view the Step Terminated check box on the Career - Classification page.
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This section provides an overview of how seniority definitions account for steps not terminated and discusses
how to:

» Start the seniority calculation.

« Calculate seniority and length of service.

Understanding How Seniority Definitions Account for Steps Not Terminated

When an action does not terminate a step, the system applies these rules:
« Actual step seniority accrues.
« Reductionsin step duration granted for the grade and step are accrued in Step Career Seniority.

All reductionsin step duration are retrieved in the first step row. Step Career Seniority is calculated by
row.

» No seniority iscarried over.

» Credited Seniority is equal to the credited seniority in the step, plus the previous instance career seniority.

Pages Used to Calculate Seniority and Length of Service

Page Name Definition Name Navigation Usage

Calculate Seniority RUNCTL_FPA315 Workforce Administration, | Start the seniority
Collective Processes, calculation.
Manage Advancement FPS,
Calculate Seniority,
Calculate Seniority

Calculate Length of Service | RUNCTL_FPA316 Workforce Administration, | Calculate seniority and
Collective Processes, length of service between
Manage Advancement FPS, | two dates for an employee.
Calculate Length of
Service, Calculate Length
of Service

Starting the Seniority Calculation

160

Access the Calculate Seniority page (Workforce Administration, Collective Processes, Manage Advancement
FPS, Calculate Seniority, Calculate Seniority).

To calculate seniority:
1. Enter the run parameters.

Processing can be launched for one employee or for all employees with career data. For all employees,
leave the Employee ID and Record Number fields blank.
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2. Enter the Thru Date (through date) to request seniority calculation on a date that falls before or after the
current date. If you do not enter the Thru Date, the system uses the current date.

3. Run the Calculate Seniority SQR process (FPA315).

Seniority and Length of Service Calculation

The results of the process enable you to determine the following for each move recorded in an employee
career:

» Actua seniority in step.

« Seniority in grade, corps, or category.

« Length of servicein step, grade, corps, or category.

» Career seniority in step.

« Seniority that isto be carried over in step and Credited Seniority in step.
» Seniority inthe Salary Grade table.

The seniority calculated by this process corresponds to the theoretical career seniority that you define when
you set up the step.

The automatic step increment process uses the results of some of these calculations.

Note. Entry seniorities are not taken into account in seniority calculations and processes.

Calculating Seniority and Length of Service

Access the Calculate Length of Service page (Workforce Administration, Collective Processes, Manage
Advancement FPS, Calculate Length of Service, Calculate Length of Service).

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 161



Calculating Seniority and Length of Service Chapter 9

Calculate Length of Service

Run Control ID:  FPS01 Fepornt Manager  Process Monitor Run

ID: |SFCS004 @, Stacy CLAUTERET

Empl Record: ]
From Date: 1113018838 IEJ End Date: 1043172002 IE'J

Length of Service | Run
Years Manths Days Years Manths Days

Transfer == Civ Serv Position
0 0 0 0 0 0

Calculate Length of Service page

Enter the employee ID, employee record number, and period of time for which to calculate seniority and
length of service.

Run Click to calculate and display the results.

Transfer >> Civ Serv Click to access the employee's civil service position history.
Position(transfer >> civil
service position)

Viewing Seniority Information

This section discusses how to view seniority information.
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Page Used to View Seniority Information

Page Name Definition Name Navigation Usage

Career Seniority FPS FPAEESENSYNT_PNL « Workforce View seniorities that are
Administration, Job associated with each
Information, Review | @mployee career status.

Job Information, Career The system displays the
Seniority FPS, Career | yarjous seniorities and
Seniority FPS lengths of service calcul ated
for each action according to
the definitions and rules that

Review Career Seniority

*  Workforce

/églrpgif/tgagr %r:: are explained in this
ESSES, hapter. With the st
Manage Advancement o lomath b

seniority and length of
service, the step career
seniority and theoretical
seniority are displayed.

FPS, Review Career
Seniority, Review
Career Seniority

Note. You can select only
employees with career
management data when
entering this page.
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Processing Career Advancement

This chapter provides an overview of the career advancement processes, lists prerequisites, and discusses how

to:

Calculate step increment dates.
Search for next advancements.
Calculate collective advancement.
Advance employees manually.

Simulate advancement.

Note. In the Manage French Public Sector business process, career advancement pertains to automatic step or
substep increment. Unless otherwise indicated, all business rules that are defined for step increments are aso
applied to substep increments within the same scale | etter.

Understanding the Career Advancement Processes

The career advancement process existsin three forms:

Advancement date calculation SQR process (FPAQ05).
Calculates the expected step or substep increment date for one employee or all employees.
Advancement processing.

This comprises several successive processes. All employees whose automatic step or substep increment is
pending are listed and moved through collective processing.

Advancement simulation.

Enables you to simulate future automatic step or substep increments.

For each process, the affected employee's status must authorize career management and automatic step
increment. The current step must also authorize automatic advancement.

Prerequisites

All automatic step increment processes use the following tables:
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FPS Installation Parameters.

The processes use these fields: Days Before (Sub)Step Increment, Action for (Sub)Step Increment,
Seniority Calculation, and Terminating Date.

Status/Population Codes.

The system checks whether the automatic step increment is authorized for each status. Processes are run
only for employees whose statuses authorize career management and automatic step increment. The
Career Data Authorized and Automatic (Sub)Step Increment check boxes on the Status/Population Codes
page must be selected.

Salary Grade Steps.

The processes use these fields on the Salary Grade Steps page: Length in Step or Sub-step, Minimum
Length for (Sub)Step Incr, Automatic (Sub)Step Increment, and Next (Sub)Step for Increment. The
processes consider only employees whose current steps allow automatic advancement.

Civil Service Positions.

The system checks whether automatic step increment is authorized for each civil service position. The
employee's civil service position at the advancement date must authorize automatic advancement. If it
does not, advancement is postponed until the employee's civil service position changes.

See Also

Chapter 3, "Setting Up French Public Sector Tables," page 9

Calculating Step Increment Dates

This section provides an overview of the Advancement Date Calculation SQR process (FPA005) and
discusses how to calculate step increment dates.

Understanding the Advancement Date Calculation SQR Process (FPA005)

166

Before starting the advancement process, you must calculate seniority. The advancement process begins on
the date when the employee was assigned his or her current step or substep.

The process considers:

The credited seniority, which is determined by the seniority process.
The career advancement percentage that is associated with civil service position seniority.
Reductions in step duration for step increments, but not for substep increments.

All setup datathat is established in the FPS Installation Parameters, Status/Population Codes, Salary
Grade Steps, and Civil Service Position tables.

The calculation does not consider part-time work.
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The process creates the FPA005.L IS file that contains employee ID, seniority, and advancement date data for
alist of employees. Possible errors are also indicated on the report (such as credited seniority longer than the

average length).

Use the Career - Comp. Seniority (career - compensation seniority) page to view the result of an individual
employee advancement date cal culation. Each time you launch the advancement process, the dateis

recal culated depending on the employee record.
See Also

Chapter 9, "Calculating Seniority and L ength of Service," page 157

Chapter 5, "Updating Employee Records," Managing Career Data, page 98

Page Used to Calculate Step Increment Dates

Page Name Definition Name Navigation

Usage

RUNCTL_FPAQ05 Workforce Administration,

Collective Processes,
Manage Advancement FPS,
Step Increment Date, Step
Increment Date

Step Increment Date

Run the Advancement Date
Calculation process that
calculates the expected step
or substep increment dates.

Calculating Step Increment Dates

Access the Step Increment Date page (Workforce Administration, Collective Processes, Manage

Advancement FPS, Step Increment Date, Step Increment Date).

Fun

Step Increment Date
Run Control ID: FP S04 Report Manager Process Monitor
Language: IFFE”':"' :IT

ID: SFCADDS @, Rene Devick

Empl Record:

Step Increment Date page

Y ou can calcul ate the advancement date for one employee or all employees.

ID and Empl Rcd#
(employee record number)
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Searching for Next Advancements

This section provides an overview of how to search for next advancements and lists the pages used to search

for next advancements.

Understanding How to Search for Next Advancements

The system enables you to search for employees whose advancement date falls within a specific period after
you run the Advancement Date Calculation process. Y ou define this period in the Days Before (Sub) Step
Increment field in the FPS Installation Parameters component.

To search for next advancements, run the Employees to be Promoted SQR process (FPA310).

This process:

« Activates the Advancement Flag for employees whose advancement date is between the system date and
the duration that is defined in the FPS Installation Parameters component.

For example, if the duration is 30 days, the advancement flag is activated for all employees whose
advancement date is expected within 30 days after processing.

» Considers only employees whose current statuses and steps or substeps authorize automatic advancement
and whose civil service positions on the expected advancement dates authorize automatic advancement.

» Accounts for PeopleSoft Enterprise HRM S security rules.

The system defines the department and employee scope that are affected by the process, depending on the

user's D code.

The process creates the file FPA310.L 1S that lists employees that are to be advanced.

Pages Used to Search for Next Advancements

Page Name

Definition Name

Navigation

Usage

Next Step Increment

RUNCTL_FPA710

Workforce Administration,
Collective Processes,
Manage Advancement FPS,
Next Step Increment, Next
Step Increment

Run the Employeesto be
Promoted process that
Activates the advancement
flag depending on FPS
Installation Parameters and
Step Increment Date.

flag)

Reset Date and Adv Flag
(reset date and advancement

PRCSRUNCNTL

Workforce Administration,
Collective Processes,
Manage Advancement FPS,
Reset Advancement Dates,
Reset Date and Adv Flag

Run the Reset Date and Adv
Flag SQR process
(FPA325). This process
resets advancement dates
and advancement flags.
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Calculating Collective Advancement

This section provides an overview of collective advancement and lists the pages used to calculate collective
advancement.

Understanding Collective Advancement

Using the Step Increment SQR process (FPA320), you can automatically move all employees whose
Advancement Flag has been activated. Before launching this process, indicate which corps to process.

The process updates the employees' Career records. A new row is inserted with the following field values:

» The Effective Date is the expected advancement date.

» The Action and Reason codes are defined in the FPS Installation Parameters table for step or substep
increments.

» The step or substep isthe Next Step for Advancement that is defined on the Salary Grade Steps page.

Pages Used to Calculate Collective Advancement

Page Name Definition Name Navigation Usage
Automatic Step Increment | RUNCTL_FPA320 Workforce Administration, | Launch the Automatic Step
Collective Processes, Increment PSJob process

Manage Advancement FPS, | (FPA001) to move all
Automatic Step Increment | employees with an activated
Advancement Flag. The
Automatic Step Increment
process (FPA001) combines
two SQR processes,
Employees to be Promoted
process (FPA310) and the
Step Increment process
(FPA320).

Note. If you run the
FPAOO1 process, you do not
need to run the FPA310
process. You can run the
Step Increment Date
process (FPA005) and
proceed immediately to the
automatic step increment by
running the FPA001
process.
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Page Name

Definition Name

Navigation

Usage

Step Increment

RUNCTL_FPA320

Workforce Administration,
Collective Processes,
Manage Advancement FPS,
Step Increment

Run the Step Increment
process (FPA320).

Advancing Employees Manually

To advance employees manually:

1. Accessthe Career - Classification page.

2. Click the Step Increment button.

This button appears after you launch the Advancement Date Calculation and Step Increment processes.
The system inserts a new row with the following data:

« The effective date—the increment date that is calculated by Advancement Date Calculation process

(FPA0OS5).

« The action—the action for (sub)step increment that is defined by the FPS Installation Parameters.

» The step—the next (sub)step for increment that is defined on the Salary Grade Steps page.

3. Savethedata

Simulating Advancement

This section provides an overview of simulating advancement and lists the pages used to run simulations.

Understanding Simulating Advancement

Run the Advancement Simulation SQR process (FPA010) to simulate future automatic step increments.

Y ou must first cal culate the advancement dates and select the period to be examined. Otherwise, the system
simulates advancement for all dates that are available in the database. Y ou can simulate advancement for a
corps or an employee. The employee's status and civil service position must authorize advancement.

Simulations are stored on the Career 2 table.

The Advancement Simulation process creates alist of employees and their career statuses after advancement
simulation in the FPA010.LISfile. Run the Career Simulation Report to print alist of simulated career data.
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Page Name

Definition Name

Navigation

Usage

Step Increment Simulation

RUNCTL_FPAO010

Workforce Administration,
Collective Processes,
Manage Advancement FPS,
Step Increment Simulation,
Step Increment Simulation

Start the Advancement
Simulation SQR process
(FPA010).

Delete Simulation Data PRCSRUNCNTL Workforce Administration, | Clear the advancement
Collective Processes, simulations.
Manage Advancement FPS,
Delete Simulation Records,
Delete Simulation Data
Reset Date and Adv Flag PRCSRUNCNTL Workforce Administration, | Reset the date and
(reset date and advancement Collective Processes, advancement flags created
flags) Manage Advancement FPS, | by your simulations.

Reset Advancement Dates,
Reset Date and Adv Flag

Career Simulation Report

RUNCTL_FPACRYSTAL3

Workforce Administration,
Collective Processes,
Manage Advancement FPS,
Career Simulation Report,
Career Simulation Report

Run the Career Simulation
Report (FPA_CARB) that
lists the simulated career
data after reclassification or
simulation of step
increment.

See Also

Chapter 13, "Administering Reclassification,” page 183
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Running the Retroactivity Process

This chapter provides an overview of retroactivity in Manage French Public Sector and discusses how to run
the retroactivity process.

Understanding Retroactivity in Manage French Public Sector

Retroactivity is away to manage the impact of inserting or deleting an action with a prior effective date. A
prior effective date is an effective date older than the highest effective date in the employee's career data.

The retroactivity process consists of three steps:

» Déeleting obsolete moves.
» Processing abrogation.
» Reconstituting career data.

Each time that aretroactive move is recorded during a career data transaction, the system activates a
retroactivity flag on the employee record. A message indicates when aretroactive move has been inserted or
deleted.

The Retroactivity SQR process (FPA600) searches for the retroactivity flags and:
» Deéletes previous actions that are obsol ete following the retroactive move.

The process del etes moves until the action ending the processis reached. If no action ending the process
is met, the process deletes all the moves, including projected moves that might have already been
recorded.

Note. Obsolete actions as well as actions ending a process are defined using the Retro Prcs Rules/Action
component (Set Up HRMS, Workforce Administration, Workforce Data FPS). They depend on the action
recorded for the retroactive move.

See Chapter 3, "Setting Up French Public Sector Tables," Setting Up Retroactivity Rules, page 30.

« Suspends bonuses that have been granted for a deleted grade or step.
« Generates abrogation for deleted events, if necessary.

If the order related to an event has been edited, when the event is deleted, it has to be abrogated (an
abrogation order needs to be edited).
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» Restores the employee career.

The abjective isto generate the automatic step increments that must occur after aretroactive move. The
reconstitution consists of cal culating advancement dates and moving employees. Both processes occur as
many times as needed until the action ending the process is reached or until today's date (projected moves
are not reconstituted).

»  Processes the suspended bonuses, while the reconstitution runs:

« |If theemployeeis till in the same step where the bonus was granted, the bonus is regranted.

« If the employeeis no longer in the same step where the bonus was granted, you must manually grant
the bonus.

A reassignment button appears on the Sen Bonus Days page (seniority bonus days). Depending on the
employee's career status, you can either reassign the bonus (for a projected bonus) or delete it.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Setting Up Retroactivity Rules, page 30

Running the Retroactivity Process

This section discusses how to start retroactive processing.

Page Used to Run the Retroactivity Process

Page Name Definition Name Navigation Usage

Retroactivity Processing RUNCTL_FPA00O5 Workforce Administration, | Start retroactive processing.
Collective Processes,
Manage Advancement FPS,
Retroactivity Processing

Starting Retroactive Processing

Access the Retroactivity Processing page (Workforce Administration, Collective Processes, Manage
Advancement FPS, Retroactivity Processing, Retroactivity Processing).
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Retroactivity Processing

Run Control ID:  FPS01 Report Manager  Process Monitor |ﬂ|

1D: |SFCAUUE @, Rene Devick

Empl Record: I_

Retroactivity Processing page

To start retroactive processing, enter the run parameters and click Run. If you don't select an employee ID,
the process appliesto al employees with an active retroactive flag.
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Processing Grade Promotions

This chapter provides an overview of grade promotions and discusses how to select and edit promotable
employees.

Understanding Grade Promotions

A grade promotion is a grade increase within the same corps. Generally, advancement is on merit. The
promoted employees appear on an annual advancement table that is established with the consent of the
appropriate committee.

The promotable employee functionality consists of the following steps:

Establishing promotion criteria

Listing employees that are promotable according to your criteria.
Thislist is stored, but it can be modified.

Storing and editing the list of promotable employees.

The career administrator can define additional criteria based on previous employee ratings. These
changes are made online and are not stored.

Selecting and Editing Promotable Employees

This section discusses how to:

Define promotion criteria.

Select promotable employees.

Edit the promotable employee list.
Run the Promotable Employees report.

Define the ssimulation criteria
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Chapter 12

Page Name

Definition Name

Navigation

Usage

Criteria

Promotable Employee

FPMPROMTABL_PNL

*  Workforce
Administration,
Collective Processes,
Identify Promotable
Empls FPS, Define
Promotion Rules,
Promotable Employee
Criteria

e Set Up HRMS, Product
Related, Workforce
Administration,
Workforce Data FPS,
Promotable Empl
Criteria, Promotable
Employee Criteria

Define promotion criteria.

Select Promotable
Employees

RUNCTL_FPAB800

Workforce Administration,
Collective Processes,
Identify Promotable Empls
FPS, Select Promotable
Employees, Select
Promotable Employees

Select the promotable
employee population by
running the Extract
Promotable Employees
SQR process (FPA800).

Promotable Employees

FPAEEPROM_PNL

Workforce Administration,
Collective Processes,
Identify Promotable Empls
FPS, Review Promotable
Employees, Promotable
Employees

View details of employees
who were selected for
promotion. This page
displays details of one
employee at atime and you
can scroll through each
employee's information.
The second Promotable
Employees page in the
component displays a
summary list of employees
selected for promotion.

Promotable Employees

FPAEEPROMGRID_PNL

Workforce Administration,
Collective Processes,
Identify Promotable Empls
FPS, Review Promotable
Employees, Promotable
Employees

View and edit the list of
employees that are selected
for promotion.

Report

Promotable Employees

RUNCTL_FPAPROM

Workforce Administration,
Collective Processes,
Identify Promotable Empls
FPS, Promotable
Employees Report,
Promotable Employees
Report

Run the Promotable
Employees report.
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Page Name

Definition Name

Navigation

Usage

Decision Aid

FPMPROMTABL2_PNL

«  Workforce
Administration,
Collective Processes,
Identify Promotable
Empls FPS, Define
Promotion Rules,
Decision Aid

e Set Up HRMS, Product
Related, Workforce
Administration,
Workforce Data FPS,
Promotable Empl
Criteria, Decision Aid

Define simulation criteria.

Decision Aid

FPAEEPROMO1_PNL

Workforce Administration,
Collective Processes,
Identify Promotable Empls
FPS, Review Promotable
Employees, Decision Aid

View details of employees
who were selected in the
promotion simulation. This
page displays details of one
employee at atime and you
can scroll through each
employee's information.
The second Decision Aid
page in the component
displays asummary list of
employees selected in the
promotion simulation.

Decision Aid

FPAEEPROMO02_PNL

Workforce Administration,
Collective Processes,
Identify Promotable Empls
FPS, Review Promotable
Employees, Decision Aid

View thelist of employees
that are selected in the
promotion simulation.

Defining Promotion Criteria

Access the Promotable Empl oyee Criteria page (Workforce Administration, Collective Processes, |dentify

Promotable Empls FPS, Define Promotion Rules, Promotable Employee Criteria).
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\[ Decision Aid
Starting Date: 06/01/2002  SetID: SFO01 Grade of Origin: SFG003 Administrative Empl 2nd Class
*Grade Set |D; |SF001 Oa *New Grade: SF>002 Oa Administrative Empl 1st Class #H[=]
Corps: SFC003  Administratif Employee C3 Catgy: C
Actual Seniority Y/M/D Length of Service YIM/D
Lowest Step: 10 OJ 2
Actual Seniority Y/M/D Length of Service YIM/D
Highest Step: 11 OJ
Seniority YD Length of Service Y/M/D
10
Grade: Administrative Empl 2nd Class
10
Corps: Administratif Employee
Category: C

Promotable Employee Criteria page

To define promotion criteria:
1. Enter the grade after promotion in the New Grade field.
2. Enter the statutory criteriafor step and seniority.

Each criterion is optional.

Selecting Promotable Employees

Access the Select Promotable Employees page (Workforce Administration, Collective Processes, |dentify

Promotable Empls FPS, Select Promotable Employees, Select Promotable Employees).

To create alist of promotable employees, enter the starting date (date of €igibility for promotion) and the

grade of origin.

Note. The starting date is the date used to calculate seniority.

The Extract Promotable Employees SQR process (FPA800) creates alist of promotable employees according

to statutory criteria. Thislist is stored, but it can be modified.

Editing the Promotable Employee List

Access the Promotable Employees page (Workforce Administration, Collective Processes, | dentify

Promotable Empls FPS, Review Promotable Employees, Promotable Employees).
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Fromotable Employees Promotable Employees Decision Aid Decision Aid

Starting Date: 06/01/2002 SetlD: SFO01 Grade of Origin: SFG0032
Grade after Promotion Find | View Al First " 1of 1" Last
Set ID: SFO01  Mew Grade: SFGO02 [+][=]
Find | View Al First |4 of 1 " Last
*EmpliD: | @, Empl 0 FHE
) Record:
I Selected by Processing  ¢opps: Cs Catay: Date of Birth:
Actual Seniority Service Length
Step: YWD YWD
Seniority Entry Seniority Senvice Length
Grade: YWD YD Yo
Corps: YD YD YD
Category: ¥iM/D YD YiM/D
Rating Years H-1 N-2 N-3

Access Mode:

Promotable Employees page

Review the list of promotable employees. You can add or delete employees to include in the Promotable
Employee report.

Running the Promotable Employees Report

Access the Promotable Empl oyees Report page (Workforce Administration, Collective Processes, Identify
Promotable Empls FPS, Promotable Employees Report, Promotable Employees Report).

Enter the starting date and run the Promotable Employees report (FP_PROM). This report lists the employees
promotable by a given date. Y ou must run the Extract Promotable Employees process (FPA800) before
running this report.

Defining the Simulation Criteria

Access the Decision Aid page (Workforce Administration, Collective Processes, |dentify Promotable Empls
FPS, Define Promotion Rules, Decision Aid).
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Promotable Employee Criteria

Starting Date:  06/01/2002 SetID: SF001  Grade of Origin: SFG003  Administrative Empl 2nd Class

Additional Criteria Find | View Al First " 1of4 " Last
Years N-1 Years N-2 Rating: Years N-3 =
Rating: Rating:

Access Mode: I ]’

Decision Aid page

Enter data to refine the selection of promotable employees. Simulation criteria are optional .

The simulation criteriayou enter on this page affects the simulation data displayed in the Review Promotable
Employees component.

Note. The system never stores the list of employees resulting from the simulation in the database.

YearsN-1 Rating, Years Enter the minimum rating you want the employee to have received in the
N-2 Rating, and Years  previousyear (n-1), two years before the current year (n-2), and three years

N-3 Rating before the current year (n-3).
AccessMode If the civil servant entered the grade of origin by advancement, select
Advancement.

If the civil servant entered the grade of origin by competition, select Competition.
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Administering Reclassification

This chapter provides an overview of reclassification and discusses how to:
»  Set up the reclassification process.

» Processreclassification simulations.

« Validate reclassifications.

» Process career updates.

Understanding Reclassification

The objective of reclassification isto update career data with changes that stem from a changein the
employee's grade and step.

The process determines which employees meet the criteria for reclassification and can access a new
grade/step within a particular time frame either prior to the reclassification date or during the period between
the reclassification date and the application administration date. The reclassification date is the effective date
of the Reclassification table.

The reclassification process includes several steps:

« Defining the reclassification conditions and procedures on the reclassification chart.
» Simulating reclassification and saving the results in atemporary table.

« Validating reclassifications, collectively or individually.

» Inserting valid reclassifications into the employee records.

Setting Up the Reclassification Process

The reclassification process relies on the reclassification ID. This ID establishes which circumstances result
in reclassification and the effects of the reclassification. This datais stored in the Reclassification table.

This section discusses how to:

»  Specify the grade, step, action, and reason required for reclassification.

« Enter the criteriaand requirements for reclassification.
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» Enter the grade and step after reclassification.

Pages Used to Set Up the Reclassification Process

Page Name

Definition Name

Navigation

Usage

Reclassification General
Info (reclassification
general information)

FPMCONVTABL_PNL1

Workforce Administration,
Collective Processes,
Reclassify Employee FPS,
Define Reclassification,
Reclassification Generd
Info

Specify the grade, step,
action, and reason that are
required for reclassification.

Reclassification Criteria

FPMCONVTABL_PNL2

Workforce Administration,
Collective Processes,
Reclassify Employee FPS,
Define Reclassification,
Reclassification Criteria

Enter the criteriaand
requirements before
reclassification for each
option in each grade and
step that is affected.

Reclassification - New
Grade

FPMCONVTABL_PNL3

e Set Up HRMS, Product
Related, Workforce
Administration,
Workforce Data FPS,
Reclassification Table,
Reclassification - New
Grade

*  Workforce
Administration,
Collective Processes,
Reclassify Employee
FPS, Define
Reclassification,
Reclassification - New
Grade

Enter the grade and step
after reclassification. Define
the seniority correction
formula

Specifying the Grade, Step, Action, and Reason Required for Reclassification

Access the Reclassification General Info page (Workforce Administration, Collective Processes, Reclassify
Employee FPS, Define Reclassification, Reclassification General Info).
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Rl e Ml Reclassification Criteria || Reclassification - New Grade |

Reclassification 1D: SF1

Find | View All First ' 1 of 1" Last

*Effective Date: 06/01/2002 [ E
Find | View All First ™ 1of 1" Last
*Set ID: [sFo01 @, =
*Grade: SFG003 @, Administrative Empl 2nd Class
*Step: ’To%
Find | View Al First * 1of2 L1 Last
*Senal Number: l_" *Order Date: ’m £ =
Action: lﬁgﬁ Increase of Point Value
Reason Code: I—Qh
Comments: |

Reclassification General Info page

Grade Enter the value before reclassification.
Step Enter the value before reclassification.
Serial Number Enter the serial number if there are several possible reclassifications for the

selected grade and step. The lowest serial number is assigned to the
reclassification that is most beneficia to the employee. The system checks
whether an employee meets the criteriafor the lowest serial number. If criteria
are not met, the system reviews the criteriafor serial numbers in ascending order.

Order Date Enter the date on which the government issued the order that defines the rules of
the reclassification.

Action and Reason Enter the action code and reason that qualify for the reclassification.
Code

Entering the Requirements for Reclassification

Access the Reclassification Criteria page (Workforce Administration, Collective Processes, Reclassify
Employee FPS, Define Reclassification, Reclassification Criteria).
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Reclassification General Info Reclassification Criteria Reclassification - New Grade

Reclassification 1D: SF1

Find | View All First ' 1 of 1" Last

Effective Date: 06/01/2002 Ii—l lEI
Find | View Al First " 1of 1"/ Last
SetID: SF001 [H=
Grade: SFGO003  Administrative Empl 2nd Class

Step: 10

Find | View All First 10f2u Last
Serial Humber: 1 Order Date: 08M 212002 [+][=]

Requirements before Reclassification

Actual Min Seniority: |_2 ! ’_ Employment Date Before: E‘J

Actual Max Seniority: |_4 ! ’_3 Employment Date After: E‘J

Step Seniority: |_2 ! ’_ Minimum Age: l_ ! l_
Minimum Rating:

Reclassification Criteria page

Actual Min Seniority Specify the actual minimum seniority used to determine if an employee meets the
criteriafor reclassification.

The employee meets the criteriaif his actual step seniority is higher than the
Actual Min Seniority entered here.

Actual Max Seniority ~ Specify the actual maximum seniority used to determine if an employee meets
the criteria for reclassification.

The employee meets the criteriaif his actual step seniority is smaller than the
Actual Max Seniority entered here.

Step Seniority Specify the step seniority.

The employee meets the criteriaif his step seniority is higher than the step
seniority defined here.

Employment Date Specify an employment date before date.

Before The employee meets the criteriaif his hire date is smaller than, or before, the

employment date before date. Thisis based on the first effective date of the
employee record.

Employment Date After Specify an employment date after date.

The employee meets the criteriaif his hire date is greater than, or after, the
employment date after date.
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Minimum Age Specify a minimum age.
The employee meets the criteriaif his age is greater than the minimum age
entered here.

Minimum Rating Specify a minimum rating.

The employee meets the criteriaif he has arating higher than the one defined
here (based on the last employee review).

All conditions displayed on this page are optional.

Entering the Grade and Step After Reclassification

Access the Reclassification - New Grade page (Workforce Administration, Collective Processes, Reclassify
Employee FPS, Define Reclassification, Reclassification - New Grade).

Reclassification General Info Reclassification Criteria Reclassification - Mew Grade

Reclassification 1D: 5F1

Find | View All First ™' 1 of 1" Last

Effective Date: 06/01/2002 [H[=]
Find | View Al First ™ ' 10of1 " Last
SetlD: SFOO0 I£| IEI
Grade: SFG003  Administrative Empl 2nd Class
Step: 10
New Grade Find | View Al First © 10f2 DI Last
Serial Number: 1 Order Date: 08M2/2002 [+][=]
After Reclassification
*Grade: SFG002 @, sgministrative Empl 15t Class
*Step: 0@ Seniority: yamp [ Probationary Period

Corrections - Seniority ¥r Bonus Mth Bonus Day Bonus

Multiplier: 1.000 Bonus: l_ ’_ l_

Reclassification - New Grade page

Grade Enter the value after reclassification.
Step Enter the value after reclassification.
Probationary Period Select if required in the new grade.

Corrections - Seniority ~ After reclassification, the employee's seniority is corrected by applying this
formula:

Step seniority after reclassification = step seniority before reclassification x
multiplier + reduction in step duration in years, months, and days.
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Multiplier Thisisthe factor applied to the seniority before reclassification to calculate the

seniority after reclassification. Valueis 1 when 100 percent seniority is retrieved,
0.5 when 50 percent is retrieved, and so on.

Bonus and Seniority Enter the year/month/day for the bonus and seniority.

After reclassification, the step seniority that the employee acquired before the
reclassification can be converted as follows:

Seniority after reclassification = (multiplier * seniority before) + bonus.

Processing Reclassification Simulations

This section provides an overview of the Reclassification Simulation process and discusses how to run the
Reclassification Simulation process.

Understanding the Reclassification Simulation Process

188

The Reclassification Simulation SQR process (FPA700) works as follows:

The system calcul ates seniority.
The system selects each grade and step combination from the reclassification chart.

If the same grade and step combination has several reclassification options, each isidentified by a serial
number in the reclassification chart. These options are processed in ascending order.

The system selects employees whose data matches the reclassification requirements that are defined by
thereclassification ID.

Reguests and future actions are not considered.

If an employee has a succession of open-ended contracts, the reclassification period can cover several
contracts.

Reclassification criteria are matched for the periods during which the employee was active.

If the employee meets all the reclassification conditions on the reclassification effective date
reclassification occurs, and the system generates a new position in the temporary Career 2 table on the
reclassification effective date.

If the employee does not meet the conditions on the effective date, but meets them by the application
administrative date, the system checksto seeif the criteria are met on the effective date of previous career
rows.

The grade and step of the employee must be those that are defined in the criteria. If arow isretrieved,
reclassification occurs on the move date. If no row is retrieved, reclassification occurs on the application
administrative date.
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»  When reclassification is simulated, identical career classifications (same grade and step, steps that are not
terminated in Manage French Public Sector) with an effective date after the reclassification date are
corrected.

The system generates arow with the same effective date and an increased serial number.

» Thevaues from the reclassification process are stored on the Career 2 table; old data on that table is
overwritten.

See Also

Chapter 9, "Calculating Seniority and L ength of Service," page 157

Page Used to Process Reclassification Simulations

Page Name Definition Name Navigation Usage

Reclassification Simulation | RUNCTL_FPA700 Workforce Administration, | Run the reclassification
Collective Processes, simulation process.
Reclassify Employee FPS,

Reclassification Simulation,
Reclassification Simulation

Running the Reclassification Simulation Process

Access the Reclassification Simulation page (Workforce Administration, Collective Processes, Reclassify
Employee FPS, Reclassification Simulation, Reclassification Simulation).

Reclassification Simulation

Run Control ID: - FP201 Report Manager Process Monitor Run

Language: IFFE”':"' :I'

Reclassification 1D SF1 OJ

Conversion Effective Date: 06/01/2002 C'J

Application Admin Date: |06/01/2003 [#]

Reclassification Simulation page

Reclassification ID Enter the reclassification ID to use for the process.
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Conversion Effective
Date

Application Admin.
Date (application
administration date)

Chapter 13

Select the conversion effective date. The process compares the reclassification
criteria against the employee's data on this date to determine whether to

reclassify the employee.

Enter the application administration date. If an employee does not meet the
reclassification criteria on the conversion effective date, the process checks to see
if the employee meets the reclassification criteria by this date.

Validating Reclassifications

This section discusses how to validate reclassifications.

Page Used to Validate Reclassifications

Page Name

Definition Name

Navigation

Usage

Reclassification Validation

FPAREGRADE_RAT_PNL

Workforce Administration,
Collective Processes,
Reclassify Employee FPS,
Validate Reclassification,
Reclassification Validation

Validate the reclassification.

The page displays
employees career statuses
before and after
reclassification. To validate

each employee
reclassification, activate the
flag in front of each
reclassification that isto be
applied. Or usethe Validate
All option to validate all
listed employees and then
manually clear those that
you want to omit.

Processing Career Updates

This section discusses how to process career updates.

During the process (depending on the reclassification action code), the system checks the Action table to see
if an order (individual or collective) must be created. If so, the system generates the order elements.

If the inserted row's effective date precedes the effective date of a move that is already saved in Career, the
retroactivity indicator (Retroactivity Flag) is generated. In this case, you must start retroactive processing
once the reclassification processing ends.

See Also

Chapter 11, "Running the Retroactivity Process," page 173
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Page Used to Process Career Updates

Administering Reclassification

Page Name

Definition Name

Navigation

Usage

Update Career

RUNCTL_FPA710

Workforce Administration,
Collective Processes,
Reclassify Employee FPS,
Update Career, Update
Career

Run the Reclassification
Validation process
(FPA710) to generate
reclassification actionsin
the valid employee records.

Note. Prior to running the
Update Career process
(FPA710), you must run the
Reclassification Simulation
process (FPA700) and
validate reclassification
online.
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Managing Requests

This chapter provides an overview of request management and discusses how to:
« Manage requests.
» Reguest asanction or demotion.

* Run request reports.

Understanding Request Management

Y ou can record an event or action in employee records as an action or as arequest. The system enables you to
create, accept, refuse, and delete requests. Y ou can also manage sanction and demotion requests.

Reguest management appears in the following components:

» Increment Step/Promotion FPS (career data).

» Update Assignment FPS.

» Update Compensation FPS.

« Update Work Time FPS.

» Update Categorization FPS (employee categorization data).
» Chg Civil Service Position FPS (civil service position data).
» Update Seniority Bonus FPS.

»  Grant Premiums FPS (employee premiums data).

+ Absences FPS.

» Freeze Advancement/Demotion FPS (sanction/demotion actions).

In transaction mode, the system controls requests. In collective processing, requests are not considered.

Managing Requests

This section discusses how to:
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Create arequest
Accept arequest
Refuse a request
Delete arequest

Creating a Request

Creating arequest is like recording an action.

To cresate arequest:

1

2
3.
4

Access the part of the employee record that is affected by the request.
Insert a new action.

Select Request.

In the Request Information group box, enter the request data.

If the request isrecorded in agiven part of the employee record, no move with an action status of Actual
and an effective date that is subsequent to the request effective date can be recorded in this part of the
employee record (the parts are not linked).

After the request is created, the request status is In Progress. A reference number is assigned automatically to
each new request.

Accepting a Request

An In Progress request can be validated and accepted.

To accept arequest:

1
2.

Access the request.

Select the Status Date.

Modify the datain the component when necessary.
Click Validate Request.

Click Saveto confirm the validation.

The request status is Accepted. Data in the Request frame is unavailable for entry. The action statusis
Actual.

Refusing a Request

Y ou can refuse arequest if the order has not been edited. Once an order is edited, you must abrogate the
reguest to refuseiit.

194

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 14

Managing Requests

Refusing a request consists of manually modifying the move by selecting the rejected request status.

To refuse arequest:

1. Accessthe Request record.

2. Inthe Request Statusfield, select Request Rejected.
3. Inthe Status Date field, enter the refusal date.
4

. Savetherequest.

The moveis deleted in the employee record. The dataiis stored in the delete move table.

See Also

Chapter 5, "Updating Employee Records," Deleting an Action, page 98

Deleting a Request

Y ou can delete arequest if the order has not been edited. Once an order is edited, you must abrogate the

reguest to delete it.

To delete arequest, activate the delete row. The datais deleted and is not stored

See Also

Chapter 5, "Updating Employee Records," Deleting an Action, page 98

Requesting a Sanction or Demotion

This section discusses how to:

» Reguest asanction or demotion.

» Accept or refuse a sanction or demotion.

Pages Used to Request a Sanction or Demotion

Page Name

Definition Name

Navigation

Usage

Sanct/Demotion - Overall
Data (sanction/demotion -
overall data)

FPAEESANCTION_PNL1

Workforce Administration,
Job Information, Freeze
Advancment/Demotion
FPS, Sanct/Demotion -
Overdl Data

Create ademotion or
sanction action/request.
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Page Name

Definition Name

Navigation

Usage

Sanction/Demotion

FPAEESANCTION_PNL2

Workforce Administration,
Job Information, Freeze
Advancment/Demotion
FPS, Sanction/Demotion

Enter the sanction or
demotion details.

Requesting a Sanction or Demotion

Access the Sanct/Demotion - Overall Data page (Workforce Administration, Job Information, Freeze
Advancment/Demotion FPS, Sanct/Demotion - Overall Data).

Recording a sanction request is the same as recording a sanction or a demotion.

See Also

Chapter 5, "Updating Employee Records," Managing Sanctions and Demotions, page 107

Accepting or Refusing a Sanction or Demotion

To accept a sanction request or demotion, validate it in the Sanction/Demotion component or the Career
component. The system updates both parts of the employee record.

To refuse a sanction request, delete it in the Delete Career Data FPS component.

Running Request Reports

This section discusses how to run request reports.

Pages Used to Run Request Reports

Assignment - Request thc
FPS, Assignment - Request
tbc FPS

Page Name Definition Name Navigation Usage
Assignment - Request tbc | RUNCTL_FPACRYSTAL1 Workforce Administration, | Generate the Assignment -
FPS Workforce Reports, Request thc FPS report

(FPA-AFFE). Thisreport
lists requests for assignment
changes that need to be
approved.
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Page Name Definition Name Navigation Usage
Career - Request thc FPS RUNCTL_FPACRYSTAL1 Workforce Administration, | Generate the Career -
Workforce Reports, Career | Request thc FPS report

- Request thc FPS, Career -

(FPA-CARR). This report

Request thc FPS lists requests for career
changes that need to be
approved

Assignment - Rgst Rejected | RUNCTL_FPACRYSTAL1 Workforce Administration, | Generate the Assignment -
FPS (assignment - request Workforce Reports, Ragst Rejected FPS report

rejected FPS)

Assignment - Rgst Rejected
FPS, Assignment - Rgst

(FPAHISTA) that lists
rejected assignment change

Rejected FPS requests.

Career - Request Rejected | RUNCTL_FPACRYSTAL1 Workforce Administration, | Generate the Career -

FPS Workforce Reports, Career | Request Rejected FPS
- Request Rejected FPS, report (FPAHISTC) that
Career - Request Rejected | listsrejected career change
FPS requests.

CS Position - Rgst Rgject. | RUNCTL_FPACRYSTAL1 Workforce Administration, | Generate the CS Position -

FPS (civil service position -
request rejected FPS)

Workforce Reports, CS
Position - Rgst Reject. FPS,
CS Position - Rgst Reject.
FPS

Ragst Reject. FPS report
(FPAHISTP) that lists
rejected civil service
position requests.

Compensatn - Rgst Reject.
FPS (compensation -
request rejected FPS)

RUNCTL_FPACRYSTAL1

Workforce Administration,
Workforce Reports,
Compensatn - Rgst Reject.
FPS, Compensatn - Rgst
Reject. FPS

Generate the Compensatn -
Ragst Reject. FPS report
(FPAHISTS) that lists
rejected compensation
change requests.

Work Time - Rgst Rejected
FPS

RUNCTL_FPACRYSTAL1

Workforce Administration,
Workforce Reports, Work
Time - Rgst Regjected FPS,
Work Time - Rgst Rejected
FPS

Generate the Work Time -
Ragst Rejected FPS report
(FPAHISTW) that lists
rejected work time change
requests.

CS Position Request tbc
FPS

RUNCTL_FPACRYSTAL1

Workforce Administration,
Workforce Reports, CS
Position Request thc FPS,
CS Position Request thc
FPS

Generate the CS Position
Request thc FPS report
(FPA-POSI) that lists civil
service position change
requests requiring approval.

Compensation - Request thc
FPS

RUNCTL_FPACRYSTAL1

Workforce Administration,
Workforce Reports,
Compensation - Request thc
FPS, Compensation -
Request tbc FPS

Generate the Compensation
- Request thc FPS report
(FPA-REMU) that lists
compensation change
requests requiring approval.

Work Time - Request thc
FPS

RUNCTL_FPACRYSTAL1

Workforce Administration,
Workforce Reports, Work
Time - Request tbc FPS,
Work Time - Request thc
FPS

Generate the Work Time -
Request thc FPS report
(FPA-TDTR) that lists work
time change requests
requiring approval.
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Managing Secondment

This chapter provides an overview of secondment management and discusses how to:

»  Set up external secondments.
» Set up internal secondments.
« End or return from secondments.

» Manage contributions for employees on external secondment.

Understanding Secondment Management

Manage French Public Sector manages employee secondment by distinguishing between external and internal
secondment:

» For an external secondment, the employee's home organization differs from the host organization.
« For an internal secondment, the home and the host organization are the same.

While on external secondment, an employee isreferred to as areceived employee by the host organization
and a sent employee by the home organization.

Prerequisites

Before you begin entering secondment positions, you must define authorized actions for employees on
secondment for each civil service position.

To define authorized actions for employees on secondment:
1. Accessthe CS Position/Actions page.

2. Distinguish between employees on secondment and employees not on secondment for each action.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Authorizing Actions by Civil Service Position, page 26
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Setting Up External Secondments

This section discusses how to:

Hire an employee on external secondment.
Register a sent employee.

Enter secondment information.

Page Used to Set Up External Secondments

Page Name

Definition Name

Navigation

Usage

Secondment Information

FPAEELEGAL_SEC

Workforce Administration,
Personal Information,
Organizational
Relationships, Initialize
Status FPS, Civil Service
Position Data

Click the Secondment
Information button on the
Civil Service Position Data

page.

Enter secondment data.

Hiring an Employee on External Secondment

The Employee on Secondment position is recorded during the Initialize Status step of the hiring process.

To hire an employee on external secondment:

1

2
3.
4

Access the Civil Service Position Data page.

Select Employee on Secondment.
Select External Secondment.

Click Secondment Information to enter the employee's home organization on the Secondment Information

page.

See Also

Chapter 4, "Hiring French Public Sector Employees,” Initializing Employee Status, page 71

200
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Registering a Sent Employee
The secondment position is recorded in the Chg Civil Service Position FPS component.
To register a sent employee:
1. Accessthe Civil Serv Posn Overall Data page.
2. Select an action generating a secondment position.
3. Accessthe Civil Service Position Data page.
4. Select External Secondment in the Secondment group box.
5

Indicate the secondment expected end date.

Entering Secondment Information

Access the Secondment Information page (click the Secondment Information button on the Civil Service
Position Data page).

Secondment Information

Receiving Organization; SF001 OJ Department of Transportation

¥ Liable Organization ™ Job Leads to Civil Pension

Description;

Working Time % on Secondment:l 100 :I' %  Proration Ratio: 100 /100

Title Humber:

Secondment Information page

Receiving Organization Select the organization. The Liable Organization check box is automatically
and Liable Organization selected if appropriate for this organization.

Job Leadsto Civil Select if the secondment position must imply acall from the "employee"

Pension contribution. Depending on the job in the host organization, either the host
organization must cal culate and deduct the employee contribution (the check box
is selected), or the home organization must calculate it and send the employee the
share to be paid (the check box is desel ected).

Title Number Enter call lettersidentifying the position. Thisinformation is mandatory if
contributions are calculated in your organization.
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See Also

Chapter 3, "Setting Up French Public Sector Tables," Defining Civil Service Positions, page 13

Chapter 15, "Managing Secondment,” Managing Contributions for Employees on Externa Secondment, page
204

Setting Up Internal Secondments

For internal secondment, the employee has two records in Manage French Public Sector: the initial record and
the secondment record. In the initial record, the employee's civil service position is On Secondment. Inthe
secondment record, the employee is Employee on Secondment with an Active civil service position. Then both
careers can develop concurrently.

This section discusses how to:
» Record secondment on the employee'sinitial record.

» Create a secondment record.

Recording Secondment on the Employee's Initial Record
To record a secondment:
1. Accessthe Civil Serv Posn Overall Data page.
2. Select an action generating a secondment position.
3. Accessthe Civil Service Position Data page.
4, Sdlect Internal Secondment in the Secondment group box.
5

. Indicate the secondment expected end date.

Creating a Secondment Record

Creating a concurrent employee record isjust like hiring a new employee. The action codeis set up in the
Add Concurrent Empl Record FPS component.

To create anew internal secondment record:
1. Accessthe Status page of the Add Concurrent Empl Record FPS component.

2. Enter the employee ID and change the record number to 9.

Note. In Manage French Public Sector, an internal secondment record number is always 9. This record
number is mandatory.

3. Complete the Status page.
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Access the Civil Service Position Data page.
Select Employee on Secondment.
Select Internal Secondment.

Enter the employee's business unit, department, and job code.

© N o o &

Save.

When you save, the system checks if, on the given date, the employee's civil service position is
Secondment in the initial record. If thisis not the case, an error message appears, and you must record the
secondment in theinitial record.

See Also

Chapter 5, "Updating Employee Records," Managing Civil Service Positions, page 109

Chapter 4, "Hiring French Public Sector Employees," page 69

Ending or Returning from Secondment

This section discusses how to:

« Update records for received employees.

» Update records for sent employees.

Updating Records for Received Employees
The end of secondment in a host organization implies the end of the employee's records in the organization.
To end secondment for received employees:
1. Accessthe Civil Serv Posn Overall Data page in the Chg Civil Service Position FPS component.
2. Select aterminating type of event.
See Also

Chapter 5, "Updating Employee Records," Managing Civil Service Positions, page 109

Updating Records for Sent Employees
When employees return from secondment, their civil service positions in the home organization change.

To process returning employees:
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Access the Civil Serv Posn Overall Data page.
Select an action.

Access the Civil Service Position page.

A w0 Do

Select None in the Secondment group box.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Authorizing Actions by Civil Service Position, page 26

Managing Contributions for Employees on External Secondment

This section provides overviews of the contribution share cal cul ation and secondment period modifications,
lists prerequisites, and discusses how to:

» ldentify and calculate deductions.

o Edit cdl letters.

Understanding Contribution Share Calculation

204

The civil pension contribution share equals the rate multiplied by the contribution basis.

Contributions are based on the grade/step of the employee in the home organization and are then calculated
by the home organization while the employeeis sent on secondment to another organization.

The contribution basisis expressed by the following formula:
Contribution basis = Increased i ndex x Point value x Proration ratio in host org

A secondment proration ratio is determined from the secondment work time percentage. It depends on civil
service position and work time percentage.

If an employeeisin astep, the contribution basis takes into account:

« Theincreased index (deducted from gross index) in the home organization.

» The point value in the home organization.

»  The secondment proration ratio.

If an employee isin a substep, the contribution basis takes into account:

« Theannua compensation associated with the scale-letter / substep in home organization.

» The secondment proration ratio.
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Understanding Secondment Period Modifications

A semester can be divided into several periods. Within the semester, dates are limited by an event associated

with one of the following elements:

Event Impact Type

Events That Might Require Dividing the Semester

Secondment start or end date.

Modification of civil service position.

Modification of the employer contribution rate.

Modification of the employer rate value.

Modification of the employee contribution rate.

Modification of the employee rate value associated with
astatus.

Modification of the contribution basis.

Modification of the increased index.

* Modification of the point value.

e Modification of the annual compensation value
associated with a scale-letter / substep.

* Modification of the secondment work time
percentage.

Calculations are on athirtieth pro rata basis and are rounded down to the nearest Euro.

The system determines the employee contribution amount for a semester by compiling the results of each
semester elementary period. The results for each period and the total semester are stored.

Prerequisites

Before you cal culate secondment contributions, you must define the host organization, the status/popul ation
codes, the employer rate, and the secondment itself. Y ou must leave the Job Leads to Civil Pension check box
deselected and assign atitle number on the Secondment Information page.

To set up secondment contributions:

» Usethe Type of Organization, Sub-types of Organization, and Organization pages to define host
organization types and subtypes, and the organi zations themselves.

» Link contribution rates and statuses by associating an employee contribution rate code with each status on

the Status/Population Codes page.

« Define the employer rate contribution on the Employer Contribution Rate page.

« Run the merge process between Manage French Public Sector (FPS) and Human Resources data.
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See Also

Chapter 3, "Setting Up French Public Sector Tables," Setting Up Host Organizations, page 62

Chapter 3, "Setting Up French Public Sector Tables," Defining Status and Population Codes, page 10

Chapter 3, "Setting Up French Public Sector Tables," Establishing the Employer Contribution Rate, page 65
Chapter 15, "Managing Secondment,” Setting Up External Secondments, page 200

Chapter 15, "Managing Secondment," Setting Up Internal Secondments, page 202

Chapter 16, "Merging French Public Sector and Human Resources Files," page 209

Pages Used to Manage Contributions for Employees on External Secondment

Page Name Definition Name Navigation Usage
Calculate Contribution FPS | RUNCTL_FPA1100 Workforce Administration, | Run the Calls for
Collective Processes, Entitlement SQR process

Calculate Contribution FPS, | (FPA1100) that identifies
Calculate Contribution FPS | and cal culates employee
contributions.

Payment Contribution FPACNTRBTOT_PNL Workforce Administration, | View the employeesliable
Summary Table Collective Processes, to contribute for civil
Review Payment Cont FPS | pension for agiven
semester and indicate
whether the contributions
have been paid.

Contribution Call Letter RUNCTL_FPA1150 Workforce Administration, | Edit cal letters.
FPS Collective Processes,
Contribution Call Letter
FPS, Contribution Call
Letter FPS

Identifying and Calculating Deductions

206

Access the Calculate Contribution FPS page in correction mode (Workforce Administration, Collective
Processes, Calculate Contribution FPS, Calculate Contribution FPS).
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Calculate Contribution FPS

Run Control I~ FP301 Eeport Manager Process Monitaor Run
Language: IFFE"'E"' :I'

From Date: 07/01/2009 [

End Date: 12/31/2009 |[5)

ID: SFCsS004 @ Stacy CLAUTERET

Empl Record:

Checking Start Date: |07/01/1999 [5]

¥ Info from FPS

Calculate Contribution FPS page

From Date and End The end date is automatically set to six months after the start date, but you can
Date modify this date.

ID and Empl Rcd Nbr  Enter one or both. When left blank, the system calculates al employees
(employee record number) contributions.

Checking Start Date The system checks that no retroactive modifications affect existing cal culations
between the check start date and the semester start date. By default, the period
checked is 10 years.

Info From FPS Select to import required data from the home organization.
Click Run. The system identifies employee deductions by employee ID, semester, title number, and sequence
number.

After the calculation, you can review the contributions and access the Review Payment Cont FPS component
(Workforce Administration, Collective Processes) to indicate whether the employee payment has been made.

Editing Contribution Call Letters

Access the Contribution Call Letter FPS page in correction mode (Workforce Administration, Collective
Processes, Contribution Call Letter FPS, Contribution Call Letter FPS).

Call letters are those elements on the settlement/payment record that define the employer and employee
contribution shares. Contribution call |etters contain the employee's address and the contribution amounts.
Y ou must run the Calls for Entitlement process (FPA1100) before editing call letters.

To edit call letters:
1. Enter the employee ID and record number.

2. Enter the start and end dates. These dates define the edit period.
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3. Run one of the following Crystal reports:

»  FPACNTR: edit call letters for the employee share.

«  FPACNTR2: edit call letters for the employer share.
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Merging French Public Sector and Human
Resources Files

This chapter provides an overview of the merge process and discusses how to:

Execute the merge.

View merged records.

Understanding the Merge Process

Use the merge process to synchronize datain the JOB, JOB_JR, and COMPENSATION tables (Job Data
tables) with datain Manage French Public Sector tables.

Note. The merge processis available only after ahire is validated.

The following French Public Sector datais included in the merge process:

Civil Service Position
Step Increment/Promotion
Assignment Data

Work Time Data

Categorization Data

Following amerge, the datain the JOB, JOB_JR, and COMPENSATION tables mirrors the datain the
Manage French Public Sector tables and is available for payroll processing.

The system observes these rules when merging data from French Public Sector into the JOB, JOB_JR, and
COMPENSATION tables:

For each event or action recorded in one of the French Public Sector components, arow is created in the
Job Data records with the same effective date and action.

The system includes only actual actions in the merge process, not requests.

If asingle action is recorded with the same effective date in more than one French Public Sector
Component, the system creates one row for the actions in the Job Data records.
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If different actions are recorded with the same effective date in the French Public Sector components,
multiple rows are generated in the Job Data records with a different sequence number for each action.

Apart from the action code and the sequence number, all other fields are similar in the Job Data rows.

There are three SQRs and one Application Engine process used to merge data:

FPA504 Full Employee Merge SQR.
Run this SQR once during initial setup or data conversion to create job data.

This SQR merges al French Public Sector employee datainto the JOB, JOB_JR, and COMPENSATION
tables.

Note. Launch this process from the Prepare Merge Process FPS page by clicking the Run button and then
selecting the Full Employee Merge check box on the Process Scheduler Request page.

FPA503 Daily Employee Merge SOR.

Run this SQR on adaily basisto pick up and merge changes to employee data that occur after the initial
FPA504 processis run. It updates the JOB, JOB_JR, and COMPENSATION tables for all employee IDs
and record numbers that have been modified since the last update.

This SQR uses the FFAEEUPDROW record to check for updates to French Public Sector data and to
merge these changes into the Job Data records, and uses the FFAEEDEL ROW record to perform
deletions and recreate al data in the Job Data records.

The FPA503 SQR performs deletions and updates according to these rules:

» Eachtimeachangeis recorded in the Chg Civil Service Position FPS, the Increment Step/Promation
FPS, the Update Assignment FPS, the Update Work Time FPS, the Update Compensation FPS, and
the Update Categorization FPS components, or a batch process modifies the Grade/Step of an
employee (asin the case of automatic step increments or retroactivity), the FPA503 Daily Employee
Merge SQR stores the impacted EMPLID, EMPL_RCD#, and effective date of the change in the
FPAEEUPDROW record.

« Similarly, whenever arow is deleted in the Chg Civil Service Position FPS, Delete Career Data FPS,
Update Assignment FPS, Update Work Time FPS, Update Compensation FPS, or Update
Categorization FPS components, the FPA503 Daily Employee Merge SQR stores the impacted
EMPLID and EMPL_RCD# in the FPAEEDEL ROW record.

»  When the daily merge processis run, if the SQR finds arow in FFAEEDELROW for an
EMPLID/EMPL_RCD# combination, it recreates the job datain JOB, JOB_JR, and
COMPENSATION from the hire date. Otherwise, the SQR queries the FPFAEEUPDROW record and
identifies the oldest effective date stored in this record for a given EMPLID/EMPL_RCD#
combination. The job data (JOB, JOB_JR, COMPENSATION) for this EMPLID/EMPL_RCD#
combination will then be recreated starting from this effective date.

« At the end of the merge process, the system clears out all of the datain the FFAEEDELROW and
FPAEEUPDROW records. Thisway, only employees impacted by a new change will be processed the
next time the merge processisrun.

Note. Launch this process from the Prepare Merge Process FPS page by clicking the Run button and then
selecting the Merge Process check box on the Process Scheduler Request page.
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» FPA501 Single Employee Merge SOQR.

Run this SQR to update the JOB, JOB_JR, and COMPENSATION tables for a particular EMPLID and
EMPL_RCD#. It isused for individua hires when you want to update job data.

Note. Launch this process from the Merge Employee Record FPS page by clicking the Run button.

« Application Engine processHR_FPA_CI.

During the merge process (for full, daily, or single employee merges), this Application Engine process
|oads data from the French Public Sector tables into Job Data tables using a component interface.

Generating Components of Pay During the Merge Process

For civil servants, the base compensation generated in the Compensation record comes from the index
(attached to the step) multiplied by the point value. In addition, there might be individual premiums granted
in the Grant Premiums FPS (FPAEEPREMIUM) component. Also, grade or job code premiums defined in
the Grades (FPMRANK _PNL) and Jobcode Premiums (FPMJB_RATECODE) components are taken into
account based on the grade and job code of the employee.

For non civil servants, the base compensation comes from the Update Compensation FPS
(FPAEESALARY_PNL) component. Then individual premiumsin the Grant Premiums FPS
(FPAEEPREMIUM) component and job code premiums defined in the Jobcode Premiums
(FPMJB_RATECODE) component are added.

See Also

Chapter 5, "Updating Employee Records," Managing Employee Premiums, page 117

Chapter 5, "Updating Employee Records," Managing Compensation Data, page 115

Chapter 3, "Setting Up French Public Sector Tables," Setting Up Grades, page 54

Executing the Merge

This section discusses how to merge employee data.
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Pages Used to Execute the Merge

Chapter 16

Page Name Definition Name Navigation Usage
Prepare Merge Process FPS | RUNCTL_FPAS03 Workforce Administration , | Create processing streams
Collective Processes, for merging data when
Prepare Merge Process FPS, | running the full employee
Prepare Merge Process FPS | merge using SQR FPA504
or the daily employee
merge using SQR FPA503.
The system determines
which employees are
processed in which streams.
Merge Employees FPS RUNCTL_FPAMERGE Workforce Administration, | Run the Application Engine
Collective Processes, Merge| processHR_FPA_ClI to
Employees FPS, Merge update job data for the full
Employees FPS or daily employee merge.
This process uses the
processing streams created
on the Prepare Merge
Process FPS page.
Merge Employee Record RUNCTL_FPAS0X Workforce Administration, | Run the Merge process
FPS Job Information, Merge (FPA501) to merge datafor
Employee Record FPS, a specified employee ID
Merge Employee Record and record number.
FPS

Preparing Processing Streams For the Full and Daily Employee Merge

Access the Prepare Merge Process FPS page (Workforce Administration , Collective Processes, Prepare

Merge Process FPS, Prepare Merge Process FPS).

Prepare Merge Process FPS

Run Control ID: - FPS01

IFrenn:h vI

Language:

Number of Streams: 3

Feport Manaager Pro

cess Monitor

Fun

Prepare Merge Process FPS page
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Number of Streams Specify the number of streamsto use to merge French Public Sector employee
datainto the job records.

The system determines the most efficient allocation of employeesto streams.
Y ou do not need to select the employees to process in each stream.

Run Click the Run button to bring up the Process Scheduler Request page.
On this page, select one of the following options:

« Full Employee Merge: Select to run the FPA504 SQR and create processing
streams for the full employee merge.

» Merge Process: Select to run the FPA503 SQR and create processing streams
for the daily merge.

Updating Job Data For the Full or Daily Employee Merge

Access the Merge Employees FPS page (Workforce Administration, Collective Processes, Merge Employees
FPS, Merge Employees FPS).

Merge Employees FPS

Run Control ID:  FPS01 Feport Manager Process Monitar Run

Language: IFFE”':“ :I'

Stream Number: 1)@, Log Messages: | All j

Merge Employees FPS page

Stream Number Select the data stream to merge into the Job Data records.
Merge employee data stream by stream until the processis complete.

Note. Define the number of streams to use to process employee data on the
Prepare Merge Process FPS page.
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L og Messages

Select one of the following options to generate error and warning messages
related to the merge process in the message |0g:

« All: If you select this option, al updates performed by the component
interface that loads French Public Sector data into the Job Data tables will be
reported in the message log (this includes the list of fields that are updated
and their value). In addition, the log will report the time the update started
and ended, as well as warning messages that might be generated by Job or
Compensation PeopleCode.

« ErrorsOnly: If you select this option, the log file will report only errors that
prevent the component interface used in the merge process from saving
French Public Sector datain the Job Data component (if the component
interface saves successfully, the log will be empty). Use the information in
the log file to troubleshoot and fix the cause of the error messages before
rerunning the merge process.

» None: If you select this option, the system will not generate the error log or
any other information on the merge.

When the merge process is complete, you can view the message log in the
Review Merge Results FPS component (Workforce Administration, Collective
Processes).

Merging Data for a Specified Employee ID and Record Number

Access the Merge Employee Record FPS page (Workforce Administration, Job Information, Merge
Employee Record FPS, Merge Employee Record FPS).

Language:;

As Of Date:

ID:

Merge Employee Record FPS

Run Controd 1D

Empl Record:

FP301 Fepornt Manager Process Manitor Run
IFreru:h vI

06/22/2000 [ Log Messages: | All j

SFC3001 @, Léon De Fontenel

Merge Employee Record FPS page

Select the As of Date, the employee ID, and the EmplRcd# (employee record number).

The date that you enter enables the system to select and merge al actions for the specified EmplID (ID) and
EmplRcd# with effective dates that are later than or equal to the selected date. To merge the entire career of
an employee, enter adate that is earlier than or equal to the hire date.
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Viewing Merged Records

This section discusses pages used to view merged records.

Pages Used to View Merged Records

Page Name Definition Name Navigation Usage
Job Data - Career FPAJOB_SUM1 Workforce Administration, | View an employee's career
Job Information, Review information.
Job Information, Job Data
FPS, Job Data - Career
Job Data - Assignment FPAJOB_SUM?2 Workforce Administration, | View an employee's
Job Information, Review assignment information.
Job Information, Job Data
FPS, Job Data - Assignment
Job Data - Compensation FPAEESCP_PNL Workforce Administration, | View an employee's
Job Information, Review compensation information.
Job Information, Job Data
FPS, Job Data -
Compensation
Job Data FPAJOB_SUM4 Workforce Administration,

Job Information, Review
Job Information, Job Data
FPS, Job Data

View an employee's job
datainformation.

Job Data History 1

FPAJOB_SUM_PNL

Workforce Administration,
Job Information, Review
Job Information, Job Data
History FPS, Job Data
History 1

View an employee's career
history derived from all the
merged records.

Job Data History 2

FPAJOB_SUM2_PNL

Workforce Administration,
Job Information, Review
Job Information, Job Data
History FPS, Job Data
History 2

View an employee's career
history derived from all the
merged records.

Review Merge Results FPS

FPA_Cl_RSLT_PNL

Workforce Administration,
Collective Processes,
Review Merge Results FPS,
Review Merge Results FPS

View the merge process
results.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

215






Chapter 17

Managing Headcount

This chapter provides an overview of budgetary headcount and discusses how to:
«  Set up the headcount management system.

» Manage the commitment accounting entity.

« Book CAE with an insufficient margin.

» Calculate the workforce.

Understanding Budgetary Headcount

Every year, the Finance Act determines the administrative budget, which contains the headcount for the next
budget year. The headcount is allocated by grade. The Manage Budget Headcount business process helps you
supervise how the budget is used.

Common Terms in This Chapter

Commitment The Finance Act is composed of budget lines. Some lines allocate a given
Accounting Entity number of employees per grade or grade group. The grade or grade group
Category (CAEC) described in asingle budget line is called the Commitment Accounting Entity

Category (CAEC). The CAEC represents the most refined level at which the
organization monitors headcount. Headcount is expressed in whole numbers.

Commitment The CAE isabudget position ratio associated with one employee during a

Accounting Entity limited period. The CAE is described by the employee 1D, employee record

(CAE) number, CAEC corresponding to the employee grade, employee proration ratio,
and CAE start date.

Once hired, an employeeis assigned a CAE. The CAE isactive aslong as:

» Theemployee has acivil service position implying budget attendance.
Thus the employee is not active when terminated or on leave.

« Theemployee's successive grades are al in the same CAEC.

« The employee's work time percentage doesn't change.

Both work time percentage changes and grade promotions associated with a
CAEC change imply a CAE reallocation.
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Setting Up the Headcount Management System

This section discusses how to:

« Set CAE controls.

« Enter the budget line definition for each CAEC.

» Associate agrade with a CAEC.

» Record Finance Act detalls.

» Enter budgeted headcount.

« Calculate authorized budgeted headcount from budgeted headcount.
» Cadculate authorized headcount management and manage freezes.

e Lockin CAECs.

 Distribute budgeted headcount to administrative structures.

Pages Used to Set Up the Headcount Management System

218

Page Name Definition Name Navigation Usage
CAE Category FPM_CA_CTG_PNL1 Set Up HRMS, Product Enter the budget line
Related, Workforce information for each CAEC.

Administration, Manage
Headcount FPS, CAE
Category, CAE Category

CAEC Composition FPM_CA_CTG_PNL2 Set Up HRMS, Product Associate agrade with a
Related, Workforce CAEC.

Administration, Manage
Headcount FPS, CAE
Category, CAEC
Composition
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Page Name

Definition Name

Navigation

Usage

Finance Act Definition

FPMFINLAWB_PNL1

¢ Set Up HRMS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, FAct with BL on
Request, Finance Act
Definition

«  Workforce
Administration,
Headcount FPS, Define
Headcount Data, Fact
with BL on Request,
Finance Act Definition

Record the details of the
Finance Act, including the
Initial Finance Act and any
amendments.

Budget Lines

FPMFINLAWB_PNL2

e Set Up HRMS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, FAct with BL on
Request, Budget Lines

«  Workforce
Administration,
Headcount FPS, Define
Headcount Data, Fact
with BL on Request,
Budget Lines

Enter budget line data,
including budgeted
headcount, for each CAEC.

Locking ins

FPMFINLAWB_PNL3

e Set Up HRMS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, FAct with BL on
Request, Locking ins

*  Workforce
Administration,
Headcount FPS, Define
Headcount Data, Fact
with BL on Request,
Locking ins

Lock in headcount on one
CAEC to overstaff another
CAEC.
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Chapter 17
Page Name Definition Name Navigation Usage
From BH to BHA FPMFINLAWC_PNL1 « Workforce Calculate the authorized
Administration, budget headcount from the
Headcount FPS, Define | budgeted headcount.

Headcount Data,
Budget Line Detail,
From BH to BHA

Set Up HRMSS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, Budget Line
Detail, From BH to
BHA

From BHA to AHM

FPMFINLAWC_PNL2

Workforce
Administration,
Headcount FPS, Define
Headcount Data,
Budget Line Detail,
From BHA to AHM

Set Up HRMSS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, Budget Line
Detail, From BHA to
AHM

Calculate the authorized
headcount management
from the authorized
budgeted headcount.

Control Panel - 1

FPMFINLAWC_PNL3

Workforce
Administration,
Headcount FPS, Define
Headcount Data,
Budget Line Detail,
Control Panel - 1

Set Up HRMSS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, Budget Line
Detail, Control Panel -
1

View asummary of
headcount and recorded
moves by CAEC.
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Page Name

Definition Name

Navigation

Usage

Control Panel - 2

FPMFINLAWC_PNL4

«  Workforce
Administration,
Headcount FPS, Define
Headcount Data,
Budget Line Detail,
Control Panel - 2

e Set Up HRMS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, Budget Line
Detail, Control Panel -
2

Retrieve the AHM and all
mass and transaction
freezes. View usable
headcount.

Control Panel - 3

FPMFINLAWC_PNL5

«  Workforce
Administration,
Headcount FPS, Define
Headcount Data,
Budget Line Detail,
Control Panel - 3

¢ Set Up HRMS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, Budget Line
Detail, Control Panel -
3

View actions captured in
employee records and each
action'simpact. Updated
automatically if the CAE
control is activated.

Budgeted Headcount AD

FPADPTCAHDCNT_PNL

Set Up HRMSS, Product
Related, Workforce
Administration, Manage
Headcount FPS, Budgeted
Headcount AD, Budgeted
Headcount AD

Distribute headcount
between departments.

CAEC/ Grade

FPM_CA_CTG_RK_PNL1

Set Up HRMSS, Product
Related, Workforce
Administration, Manage
Headcount FPS, CAEC /
Grade, CAEC / Grade

View the CAECsto which a
grade belongs.
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Page Name Definition Name Navigation Usage

From BH to BHA FPMFINLAWD_PNL1 « Workforce View transfers of budgeted
Administration, headcount that result in
Headcount FPS, Define | authorized budget
Headcount Data, headcount.

Budget Line View,
From BH to BHA

Set Up HRMSS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, Budget Line
View, From BH to
BHA

From BHA to AHM

FPMFINLAWD_PNL2

Workforce
Administration,
Headcount FPS, Define
Headcount Data,
Budget Line View,
From BHA to AHM

Set Up HRMSS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, Budget Line
View, From BHA to
AHM

View lock-ins of authorized
budgeted headcount that
result in authorized
headcount management.

Control Panel - 1

FPMFINLAWC_PNL3

Workforce
Administration,
Headcount FPS, Define
Headcount Data,
Budget Line View,
Control Panel - 1

Set Up HRMSS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, Budget Line
View, Control Panel - 1

View asummary of
headcount and recorded
moves by CAEC.
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Page Name Definition Name Navigation Usage

Control Panel - 2 FPMFINLAWC_PNL4 « Workforce Retrieve the AHM and all
Administration, mass and transaction
Headcount FPS, Define | freezes. View usable
Headcount Data, headcount.

Budget Line View,
Control Panel - 2

e Set Up HRMS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, Budget Line
View, Control Panel - 2

Control Panel - 3 FPMFINLAWC_PNL5 «  Workforce View actions captured in
Administration, employee records and each
Headcount FPS, Define | action'simpact. Updated
Budget Line View, control is activated.

Control Pan€l - 3

e Set Up HRMS, Product
Related, Workforce
Administration,
Manage Headcount
FPS, Budget Line
View, Control Panel - 3

Setting CAE Controls

CAE management is optional. To automatically update the CAE when you modify employee records, activate
the CAE Control flag in on the FPS Installation Parameters 1 page. Y ou must activate it when setting up
Manage French Public Sector. When the CAE Control check box is selected, the Last CAE Number field
displays the last number assigned.

If the CAE Contral flag is activated, an employee with a career path is assigned one CAE as long as he or she
has a civil service position implying budget attendance.

To define attendance for each civil service position:
1. Accessthe Civil Service Position Def. page.
2. Select the Attendance type.

This setup enables you to calculate civil service position and budget headcount as well as potential full-
time equivalents (PFTES). If the Budget check box is selected, employees need a CAE for this civil
service position.

Note. If an employee transfers from acivil service position that has the Budget check box selected to a
civil service position that has the Budget check box deselected, the CAE related to the old position is
deallocated.
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The budget position ratio of abudgeted employee is the proration ratio applied to the main compensation.
To define the proration ratio for acivil service position:

1. Accessthe Proration Ratio page.

2. Enter the ratios associated with each work time percentage.

See Also

Chapter 3, "Setting Up French Public Sector Tables," Setting Up FPS Installation Parameters, page 35

Chapter 3, "Setting Up French Public Sector Tables," Defining Civil Service Positions, page 13

Entering the Budget Line Definition for Each CAEC

Access the CAE Category page (Set Up HRMS, Product Related, Workforce Administration, Manage
Headcount FPS, CAE Category, CAE Category).

CAE Category CAEC Composition

Set ID: SFO01  CAE Category: SFO001
CAEC Definition - Budget Line

Find | View All First =/ 1of1 " Last

*Effective Date:  |01/01/1980 5 *Status: I-"’*'j""E :I" [ (=]
*Description: |Emp|nyee
Long Description: |[EmMPployee

*Economy Code: 112 @,

*Title: I?Q Part: IFQJ *Arﬂcle:lﬁgg Paragraph: Wc’u

Chapter:  31-41

CAE Category page

Chapter The system populates this field once you enter the title and part.

Associating a Grade with a CAEC

Access the CAEC Composition page (Set Up HRMS, Product Related, Workforce Administration, Manage
Headcount FPS, CAE Category, CAEC Composition).
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' CAE Category

Set I SFO01

CAEC Composition

CAEC:

SFO001

Grades in CAEC

Find | View All First

1of1
Description; Employee
Effective Date: 01/01/1980

Highest and Lowest Index Avag:

Status:

=

Active

El , =t .
Customize | Eind | Wiew All| El | &5 First 10f1

*Grade Description

1/[sFE001/2,  Employee of Senice [=]

" Last

[+][=]

CAEC Composition page

Highest and L owest
Index Avg (highest and
lowest index average)

Grade

Enter the average of the highest and lowest indexes of the grade.

between CAECs and grades on the CAEC / Grade page. If a grade has been

associated with different CAECs, the system displays all the CAECs.

Recording Finance Act Details

Enter agrade list, depending on the CAEC setID. Y ou can view the relationship

Access the Finance Act Definition page (Set Up HRMS, Product Related, Workforce Administration, Manage

Headcount FPS, FAct with BL on Request, Finance Act Definition).

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

225



Managing Headcount

Chapter 17

Section;

Input Date;

Budget Lines Locking ins

TR

Finance Act: SF2002

*Effective Date; 02/01/2002 E‘j Sequence; 0 Budgeting: 2002 ﬂﬂ

Type of Event: I Intern hMve vI *EA Status: I Stamped vI

0aMz2rz2002

Long Description:

Finance Act Definition page

Thefirst row in the Finance Act Definition group box isthe Initial Finance Act; the effective date is January
1. The type of event must be Initial. Amendmentsto theinitial act can occur any time during the budget year.

Sequence

Budgeting

Type of Event

FA Status (Finance Act
Status)

Input Date

L ong Description

226

Enter the sequence number. Use sequence number to record several instancesin
the Finance Act on the same date.

Enter the year taken into account by the Finance Act. The budget year of the
effective-date year is used as the default value.

Enter the event qualifying the Finance Act update. Amendments introduced to
the Finance Act result from an order or an internal move, or arectification of the
act.

Valid values are:

« Stamped: the Finance Act has been approved by government.
» Adjourned: the Finance Act is suspended.
« To BeSmp (To Be Stamped): the Finance Act is pending approval.

Enter an input date.
Thisisthe date the Finance Act is recorded.

Enter a description of the FA modifications.
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Entering Budgeted Headcount

Access the Budget Lines page (Set Up HRMS, Product Related, Workforce Administration, Manage
Headcount FPS, FAct with BL on Request, Budget Lines).

Einance Act Definition Locking ins

Section: TR Finance Act: SF2002

Find | View All First "1 of 1" Last

Effective Date:  02/01/2002  Sequence: Type:  Internal Move Status: Stamped [+] [=]
Customize | Find | View A1 B | % First © 140f4 * Last
Fin.Act Moves || Used/Booked CAE || Exceptions
) _ CAE
Details *Set ID CAEC Description . BH BHA AHM
Margin
1| Details | [sFo01 @ [sFo00'@  Employee 47.00/| 45.00 55.00 50.00| [+]| [=]
2 Details SFO01 @, [SFOD0)D,  Administrative Employee 2400 18.00 28.00 25.00 [+ [=]
3| Details | ([SFO01 @ [SFO00I®, Technician 25.00| 30.00 25.00 25.00|[+]| [=]
4: Details SF001 Q, SFUUU:Q@‘ Administrative Secretary 7.00 7.00 |£| |:-|

Budget Lines page

Enter the budgeted headcount, budget line by budget line. Each budget line (BL) isidentified by a CAEC.
Use the tabs to view additional budget data populated from the Budget Line Details component.

To describe the position creations or deletions that affect a CAEC, click the corresponding Details button.
The Budget Line Details component you access contains 5 pages.

CAE Margin Displays the CAE margin which equal s the authorized headcount minus the
CAEs booked (stamped or not), allocated, or locked in.

Calculating Authorized Budgeted Headcount from Budgeted Headcount

Access the From BH to BHA page (Workforce Administration, Headcount FPS, Define Headcount Data,
Budget Line View, From BH to BHA).
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From BHA to AHM Control Panel - 1 Control Panel -2 Control Panel - 3
Section: TR Finance Act: SF2002

Effective Date:  02/01/2002 Sequence: Type: Internal Move Status: Stamped
Set ID: SFO01 CAEC: SFO001  Employee

Budgt Hdcount: 4500 Moves BHIBHA: Carry Over:

b
LELR Return
Sign Type of Move Move Text

BHA: 45.00

From BH to BHA page

Typeof Move Select the move type. Typesinclude potential budget overstaffing, locking in, or
transfers. These moves result from an order or arectification of the FA.

Move Enter the number of budgeted positions. If the number is negative, include the
negative sign. This updates the Sign field.

Text Enter any comments.

Return Click to return to the Budget Lines page and view al the CAECs.

The system compiles the moves, stores the total in the Moves BH/BHA field, and adds the total to the
budgeted headcount (BH) to create the authorized budget headcount (BHA). If the same type of move has
been previoudly recorded, the carry over is calculated and displayed.

Calculating Authorized Headcount Management and Managing Freezes
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Access the From BHA to AHM page (Workforce Administration, Headcount FPS, Define Headcount Data,
Budget Line View, From BHA to AHM).
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From BH to BHA | ) Control Panel -1 Control Panel - 2 Control Panel - 3
Section: TR Finance Act: SF2002
Effective Date: 02/01/2002 Sequence: Type: Internal Move Status: Stamped
Set ID: SFO01 CAEC: SFO001 Employee
BHA: 45.00 Moves BHAJAHM: -5.00 Carry Over:
B g CAE Locked in:
Sign Type of Move Move Text Overstaff
) Indexical Locking _ Authorized:
1|Minus ins -5.00 Return
AHM: 40.00
Transact Freeze: Mass Freeze:

From BHA to AHM page

Y ou must have previously calculated the BHA on the From BH to BHA page; many of the fields on this page
are similar to those on the From BH to BHA page. The moves entered in this page are internal decisions.

M ass Freeze Enter the mass freeze number.

Transact Freeze The system derives this value from the freeze percentages applied when an

(transaction freezes) employee leaves. The system calcul ates effective headcount by subtracting total
freezesfrom AHM.

The system compiles the moves, stores the total in the Moves BHA/AHM field, and adds the total to BHA to
create AHM. If the same type of move has been previously recorded, the carry over is calculated and
displayed. The system also displays authorized overstaffing or locked-in CAE. CAE lock-ins might be made
by a headcount manager after an employeeis hired, returns from leave, or is granted a promotion.

See Also

Chapter 17, "Managing Headcount," Calculating the Workforce, page 251

Locking In CAECs

Access the Locking ins page (Set Up HRMS, Product Related, Workforce Administration, Manage
Headcount FPS, Fact with BL on Request, Locking ins).
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Finance Act Definition Budget Lines

Section: TR Finance Act: SF2002

Find | View Al First “ | 1of 1" Last
Effective Date:  02/01/2002 Sequence: Type: Internal Move Status: Stamped Ii—l I£|
Find | View All First 1of4u@

Set ID: SFO00A Surplus CAEC: SFO00A Employee - |£| |£|
Customize | Find | View &1 | BV 3 First © 10f1 ° Last
sl ock Order |C3tegory Supporting Description  APPlication Actual Engpt  Date of First Locking ins
Lacking in Date Use Renewal
1 @, [02i0112002 |[F || B el [+][=]

Locking ins page

If the margin of the CAEC corresponding to an employee grade is not sufficient when an employeeis hired,
returns from leave, or is granted a promotion, you can lock in the necessary proration ratio in another CAEC.
This enables you to overstaff the CAEC. In theory, the average indexes of CAECs that can be locked in are
higher than the overstaffed CAEC indexes.

Use this page to set up in advance the CAECs that can be locked in by another CAEC. The system uses this
list to determineif there is sufficient margin for the Surplus CAEC.

Lock Order Assign a sequence to prioritize lock-ins.

Category Supporting Select the CAEC.
Lockingin

L ocking ins Renewal Select to extend the lock in.

Distributing Budgeted Headcount to Administrative Structures

Access the Budgeted Headcount AD page (Set Up HRMSS, Product Related, Workforce Administration,
Manage Headcount FPS, Budgeted Headcount AD, Budgeted Headcount AD).
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Budgeted Headcount AD

SetID: FRAD1 Department: 10200 France Headguarters
Budgeted Headcount Assigned per Department Find | Views Al First " | 10f1 " Last
Effective Date: |01/01/2002 e [+ [=]
Customize | Find | View =0 | B | 3§ Fist © 140f4 * Last

Set D CAEC Grade Group Description Budget Headcount

1|sFoo1 @, |sFooo1 @, Employee | 30 (#]|[=]
2/|sFop1 @, [sFooo2 @, Administrative Employee | 13 [+ |[=]
3/|sFoo1 @&, [sFooos @, Technician | 21 (+]|[=]
4[sFoo1 @ ([sFooos @, Administrative Secretary | 4 [+ |[=]

Budgeted Headcount AD page

Determine the headcount allocated for each department by CAEC or grade group. To alocate by CAEC, enter
the setID and the CAEC. To alocate by grade group, enter the grade group.

Note. Be sure that the budgeted headcount entered here is not greater than the CAEC usable headcount.

Managing CAE

This section provides an overview of CAE management and discusses how to:

« Determine when CAE should be allocated.
» Prepare hires.

» Change budget attendance.

« Allocate CAE for new hires.

« Book CAE requests.

« Accept or deny CAE allocation requests.

« Delete CAE.

» Delete employee records.

» Request CAE deallocations.

» Accept or deny CAE deallocation requests.
« Change CAE.
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Prepare CAE changes.

« Dedllocate active CAE.

« Accept or deny CAE change requests.

« Update counters.

« View information for a CAE before deleting the related action.

» Deélete the move that implied the last CAE change.

Understanding CAE Management

232

Use CAE management to monitor how the organization uses budgeted headcount. CAE management is active
only if you have activated the CAE Control flag when setting up Manage French Public Sector.

The available margin is the number of open headcountsin a given CAEC that the organization can use to hire
or promote employees.
Actions That Affect the CAE

Three different types of actions affect the CAE:

« Hiring or return actions that reduce the available margin and imply a CAE allocation.
« Leavesor terminations that increase the available margin and imply a CAE deallocation.
» Grade changes (with CAEC change) and the work-time percentage changes implying a CAE change.

These actions entail the deallocation of the active CAE and the allocation of a new CAE.

Stamping and Validating Actions

For actions implying a change in budget attendance, the financial controller must stamp the CAE allocation or
deallocation. Then the HR administrator must validate civil service position, grade, or work-time percentage
moves to make changes effective in the employee record.

Each type of action must be validated. The process includes four successive steps, which can be made by
different managers. The information is routed from one manager to the other via workflow.

To validate a CAE action:

1. Update the employee record: prepare the hiring, vacation, or grade change request, or the work time
percentage change.

2. Allocate or deallocate CAE.
3. Obtain the financial controller's stamp.

4. Vdidate the action in the employee record.
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See Also

Managing Headcount

Chapter 4, "Hiring French Public Sector Employees," Validating the Hiring Process, page 88

Pages Used to Manage CAE

Manage CAE, CAE
Allocation, Headcount
Manager Rejection

e Workforce
Administration,
Headcount FPS,
Manage CAE, CAE
Change, Headcount
Manager Rejection

*  Workforce
Administration,
Headcount FPS,
Manage CAE, CAE
Deallocation,
Headcount Manager
Rejection

Page Name Definition Name Navigation Usage
CAE Allocation FPA_CA_CR PNL1 Workforce Administration, | Request a CAE alocation
Headcount FPS, Manage for anew hire.
CAE, CAE Allocation,
CAE Allocation
CAE Booking FPA_CA_CR_PNL2 Workforce Administration, | Book CAE requests.
Headcount FPS, Manage
CAE, CAE Allocation,
CAE Booking
Headcount Manager FPA_CA_CR_PNL4 o Workforce Reject CAE alocation
Rejection Administration, requests. This page is used
Headcount FPS, by headcount managers.

CAE Allocation Stamp

FPA_CA_STMP_PNL1

Workforce Administration,
Headcount FPS, Manage
CAE, CAE Allocation
Stamp, CAE Allocation
Stamp

Accept or deny a CAE
allocation request.
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Page Name

Definition Name

Navigation

Usage

CAE Details

FPA_CA_STMP_PNL2

e Workforce
Administration,
Headcount FPS,
Manage CAE, CAE
Allocation Stamp, CAE
Details

*  Workforce
Administration,
Headcount FPS,
Manage CAE, CAE
Deallocation Stamp,
CAE Details

«  Workforce
Administration,
Headcount FPS,
Manage CAE, CAE
Deallocation, CAE
Details

View CAE data.

Delete CAE

FPA_CE_DENI_GRP

Workforce Administration,
Headcount FPS, Manage
CAE, Delete CAE

Delete CAE.

Delete ID FPS

RUNCTL_FPA250

Workforce Administration,
Job Information, Delete ID
FPS, Delete ID FPS

Delete employee records
after aCAE is denied.

CAE Deallocation

FPA_CA_DS PNL1

Workforce Administration,
Headcount FPS, Manage
CAE, CAE Deallocation,
CAE Dedllocation

Request a CAE deallocation
for an employee.

CAE Detail FPA_CA_STMP_PNL2 Workforce Administration, | View CAE data.
Headcount FPS, Manage
CAE, CAE Dedllocation,
CAE Detail

CAE Dedllocation Stamp FPA_CA_STMP_DS PNL Workforce Administration, | Accept or deny a CAE

Headcount FPS, Manage
CAE, CAE Deadllocation
Stamp, CAE Deallocation
Stamp

deall ocation request.

CAE Deallocation and
Alloc (CAE deallocation
and allocation)

FPA_CA_CHNG_PNL1

Workforce Administration,
Headcount FPS, Manage
CAE, CAE Change, CAE
Deallocation and Alloc

Prepare CAE changes.
View datafor the new CAE
dlocation and launch the
deall ocation process.
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Page Name

Definition Name

Navigation

Usage

CAEC Dedlocation

FPA_CA_CHNG_PNL4

«  Workforce
Administration,
Headcount FPS,
Manage CAE, CAE
Change, CAE
Deallocation and Alloc

¢ Click the Dedlocate
CAE button on the
CAE Deallocation and
Alloc page.

Deallocate active CAE.

CAE Change Stamp FPA_CACH_STMP_PNL1 Workforce Administration, | Accept or deny a CAE
Headcount FPS, Manage change request.
CAE, CAE Change Stamp,
CAE Change Stamp

Update Counter RUNCTL_FPA2050 Workforce Administration, | Update counters by deferred
Headcount FPS, Calculate | processing; launch
Headcount, Update FPA2050.
Counter, Update Counter

CAE Procedures State FPA_CA_STATUS Workforce Administration, | View CAE status.
Headcount FPS, Manage
CAE, Procedures, CAE
Procedures State

CAE1l FPA_CA_DISP_PNL1 Workforce Administration, | View CAE data.
Headcount FPS, Manage
CAE, Track CAE, CAE 1

CAE?2 FPA_CA_DISP_PNL2 Workforce Administration, | View CAE data.
Headcount FPS, Manage
CAE, Track CAE, CAE 2

CAE/Employee FPA_CA_BY_SC_PNL Workforce Administration, | View CAE data by
Headcount FPS, Manage employee.
CAE, CAE/Employee
Inquire, CAE/Employee

CAEC Summary FP_CA_CSB_PNL Workforce Administration, | View all information for a

Headcount FPS, Review
Headcount, CAEC
Summary, CAEC Summary

CAE, including the
employee to whomiitis
attributed, the status of the
CAE, and the allocation
date and stamp.

CAE Information

FPACAEDELETE_PNL1

Workforce Administration,
Headcount FPS, Manage
CAE, Delete CAE and
Related Actions, CAE
Information

View information for a
CAE. Available information
includes allocation dates,
deallocation dates (if any),
Finance act information,
and lock in information.
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Page Name Definition Name Navigation Usage

Delete CAE and Job Data | FPACAEDELETE_PNL2 Workforce Administration, | View the actions that
Headcount FPS, Manage implied the last CAE
CAE, Delete CAE and change and delete the
Related Actions, Delete corresponding moves
CAE and Job Data

Determining When CAE Should Be Allocated

The CAE uses a budget position ratio, equivalent to the employee proration ratio, in the CAEC corresponding
to the employee grade. Only employees whose statuses authorize career data management are taken into
account by the budget control.

Note. Activate the Budget Attendance flag on the Civil Service Position Def. page and the system tracks
administrative situations needing CAE allocation.

A new CAE must be alocated when:

« Anemployeeishired into civil service position that implies budget attendance.

« Anemployee changes from a civil service position without budget attendance to a civil service position
with budget attendance.

This can occur upon return from parental or disability leave.

Preparing Hires

236

To prepare new hires for CAE allocation:
1. Access the Employee Record FPS component.

2. Enter valuesin the Section and Article fields on the Career - Classification page (this is mandatory):

« If your organization includes several sectors, and if a Finance Act has been defined for each of them,
indicate the section the employee is attached to, from the budget viewpoint.

The sector corresponds to the FA Section.

« Toidentify the budget line with a sufficient CAE margin to meet the employee hire, you must indicate
if the employee is under the direction of the minister's office, central administration or decentralized
departments.

The datais equivalent to the article identifying a CAEC.

3. Continue the hire process as indicated in the Employee whose status allows career data areain the Hiring
Employees section.

4. Savethe employeerecord. A workflow process informs the manager that an employee has been hired and
a CAE must be allocated.

5. Manualy validate the hire once the CAE is booked and stamped.
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See Also

Chapter 4, "Hiring French Public Sector Employees," page 69

Changing Budget Attendance

When an employee changes civil service positions and returns to the budgeted headcount, the system
launches a CAE allocation process.

To change budget attendance:

1. Accessthe Civil Serv Posn Overall Data page (Workforce Administration, Job Information, Chg Civil
Service Position FPS).

2. Select Request for the action status.
3. Enter the request information.

4. Therequest can be validated and accepted only after the CAE is allocated, booked, and stamped. If the
financial controller rgjects the CAE stamp, you must delete the CAE and then the employee record.

See Also

Chapter 14, "Managing Requests,” page 193

Allocating CAE for New Hires

Access the CAE Allocation page (Workforce Administration, Headcount FPS, Manage CAE, CAE
Allocation, CAE Allocation).
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CAE Booking Headcount Manager Rejection
Empl 1D SFCADDE Ludivine Blangarin Empl Record: 0
Set ID: SFO01  Grade: SFGO03  Administrative Empl Znd Section: Transport
Class
CAE Category: SFO002  Administrative Employee Article: MNatHQ
CAEC (Locking ins);
CAE ID: 00000000010 Proration Ratio: 1.000 CAE 5Status: Booked
Start Date: 06/01/2002  Appr Dt; 06/23/2009 3} Expectd End Dt: £l
% Frzen Dealloc: 0 Re-used CAE: Reuse Pro Ratio;

CAE Allocation page

Oncein receipt of the new hire, the manager must allocate CAE for the position. Allocating CAE confirms
that there is ample headcount for the grade assigned to the employee being hired and creates a new CAE for

the employee.

EmplID ID, Empl Rcd
Nbr (employee record
number), Grade, Section,
and Article

CAE Category
CAEID

Proration Ratio

CAE Status
Appr Dt (approval date)
Expected End Dt

% Frzen Dealloc (frozen
percentage at
deallocation)

Booking CAE Requests

The system displays these values to help identify the CAE to be created.

Displays the CAEC associated with the grade.
Displays the value that is generated by the system.

Displays the ratio that depends on the employee civil service position and work
time percentage.

Displays a value of Booked.
Enter the approval date.
Enter the expected end date, if known.

Enter the percentage of the FTE that is frozen. When the CAE is deallocated, and
thereisahiring or promotions freeze, a percentage of the headcount is frozen and
can not be used for hiring or promation.

Access the CAE Booking page (Workforce Administration, Headcount FPS, Manage CAE, CAE Allocation,

CAE Booking).

238
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" CAE Allocation | Headcount Manager Rejection
Empl 1D SFCADODS Ludivine Blangarin Empl Record: 0
CAE Category: SFO002  Administrative Employee Proration Ratio:  1.000
Section: TR Finance Act SF2002 Effective Date: 02/01/2002 Sequence: Type: Intern Mve
CAE Margin: 24 .00 Potential Overstaffing: i Yes
& No
BH: 18.00 BHA: 28.00 AHM: 28.00
Locked In M CAE Booked not Stamped:
CAE Locked in: CAE Booked and Stamped: 4.00
Overstaff Authorized: Allocated CAE:

CAE Booking page

Margin

The values in this group box are automatically populated. Compare the CAE margin here with the proration
ratio at the top of the page.

Booking

If the available CAE margin is higher than the empl oyee proration ratio, book the CAE by selecting Yes. The
number of CAEs booked but not stamped increases with the proration ratio. The CAE margin islikewise
reduced.

If the margin is lower than the proration ratio, you cannot access the Booking group box.
See Also

Chapter 17, "Managing Headcount," Booking CAE with an Insufficient Margin, page 248

Accepting or Denying CAE Allocation Requests

Access the CAE Allocation Stamp page (Workforce Administration, Headcount FPS, Manage CAE, CAE
Allocation Stamp, CAE Allocation Stamp).
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CAE Details
Empl I SFCADDS Rene Devick Empl Record: 0
SetlD: SFO0A CAE Category: SFO006  Technician
CAE ID: 00000000009  Proration Ratio: 1.000 CAE 5tatus: Booked Stamped

Approval Date: 0B/23/2002

CAE Stamp Date: [07/14/2009 [5) Allocation Stamp:

g Stamped
. Adjourned
" Rejected

CAE Allocation Stamp page

Stamp Decision Update the CAE status. The values are:

Samped: The CAE is booked and stamped. Enter the CAE stamp date and the
alocation stamp reference number. The system updates the Finance Act counters
for the appropriate budget line and adds an entry on the personnel manager's task
list. The hire can be finalized.

Adjourned: The CAE is adjourned and the system notifies the headcount
manager.

Rejected: The CAE isrejected and the system warns the headcount manager to
delete the CAE.

Deleting CAE
Access the Delete CAE page (Workforce Administration, Headcount FPS, Manage CAE, Delete CAE).
Select the Delete CAE check box.

At the end of the transaction, the system modifies Finance Act counters. A new workflow item is routed to
the personnel manager, who must store the deleted hiring record.

Deleting Employee Records
Accessthe Delete ID FPS page (Workforce Administration, Job Information, Delete ID FPS, Delete ID FPS).
When a CAE request is denied and deleted for a new hire, you must del ete the employee record.

Select the employee ID to delete, then run the process to delete and store the employee data.
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See Also

Managing Headcount

Chapter 4, "Hiring French Public Sector Employees," Deleting an Employee Hiring, page 94

Requesting CAE Deallocations

Access the CAE Deallocation page (Workforce Administration, Headcount FPS, Manage CAE, CAE
Deallocation, CAE Deallocation).

Empl 1D SFCADDZ

SetID: SF001

CAE Category:

CAE Cat Supporting
Locking ins:

Application Date;

Re-used CAE:

" De-allocate

CAE to be Allocated:

CAE Detail Headcount Manager Rejection
Georges Nuthall Empl Record: 0
CAE 1D: 00000000002 CAE Status: Booked Stamped

SFO001  Employee

03012002 Actual End Dt 051312002
Deallocation Approval Date:|06/23/2009 i

Proration Ratio; 1.000

Frozen Percentage at Deallocat; 0 Freeze Reason: I j'

CAE Deallocation page

When an employee changes civil service positions and the new civil service positionisaleave or a
termination, the change removes the employee from the budget headcount, and you must deall ocate the

assigned CAE.

Actual End Date

Frozen Percentage at
Deallocat (frozen
percentage at
deallocation)

De-allocate
Proration Ratio

Freeze Reason

Displays the effective date of the move recorded on the Civil Service Position
page. It isthe CAE deallocation date.

Enter thisvalue if part of theratio is frozen.

Select this check box.
Displays the budget position ratio.

Enter the reason for the freeze.

When you save the record, the system creates an addition to the personnel manager's task list.
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See Also

Chapter 17, "Managing Headcount," Changing Budget Attendance, page 237

Accepting or Denying CAE Deallocation Requests

242

Access the CAE Deallocation Stamp page (Workforce Administration, Headcount FPS, Manage CAE, CAE

Deallocation Stamp, CAE Deallocation Stamp).

CAE Deallocation Stamp CAE Detail

Empl 1D SFCADD3 Helene Martin Empl Record: ]

Set ID: sFopq  CAE Category: SF0002 Administrative Employee

CAE Cat Supporting Locking ins:

CAE 1D 00000000008  Proration Ratio: 1.000 CAE Status: Stamped Deallocation
Stamp Info
Decision Date: 07/14/2009 [ Deallocation Stamp: |
De-allocation Stamp Decision
& stamped
" Adjourned
" Rejected

CAE Deallocation Stamp page

De-allocation Stamp Update the CAE status. Values are:

Decision Samped: The CAE is approved and you enter the decision date and the
deallocation stamp number.

Adjourned: The decision is adjourned (postponed) and the system notifies the
personnel manager.

Rejected: The stamp is rejected and the system informs the personnel manager.
The manager can then delete the civil service position change request.

See Also

Chapter 14, "Managing Requests,”" page 193
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Changing CAE
Y ou must change CAE when an action modifies the CAEC or the proration ratio.

Two transactions imply a CAEC change: a grade change request (with CAEC change) and awork time
percentage change.

To change CAEC for a grade promation:
1. Accessthe Increment Step/Promotion FPS component.
2. Enter the CAEC-dtering data. Select Request for the action status.

3. Savethedata. The system asksif awork time percentage change is planned in the same employee record
on the grade change date.

4. Select Yesor No.
5. If you selected Y es, access the Working Time page.

When saving the request, the system enables you to process both requests (grade change and work time
percentage change) at the same time.

6. If you selected No, the system asks the personnel manager to process the grade change request.

Note. If you change work time percentage without changing the grade, go directly to the Working Time page.

Preparing CAE Changes

Access the CAE Deallocation and Alloc page (Workforce Administration, Headcount FPS, Manage CAE,
CAE Change, CAE Deallocation and Allac).

CAE Booking Headcount Manager Rejection

Empl 1D: SFCA004 Nicolas Barret Empl 0
Record:

Set ID: SFO01 Grade: SFGOOG Technician of Lab. sup Class >ection:  Transport
Article:  NatHQ

CAE Category: SF0006  Technician

CAECat Sup: Deallocate CAE peaalloc CAE:

CAE ID: 00000000010 Proration Ratio:  1.000 CAE Status: Booked

Application Date:  (05/01/2002  Appr Dt: 06/23/2009 Expectd End Dt: b

% Frzen Dealloc: 0 Re-used CAE: Reuse Pro Ratio:

CAE Deallocation and Alloc page
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Deallocate CAE Click to access the CAEC Dedllocation page and deallocate active CAE.

After you deall ocate the CAE, the Deallocate CAE ID appears, and the CAE
approval date and CAE ID are updated.

% Frzen Dealloc Corresponds to the CAE percentage that won't add up to the available margin at
(percent frozen the CAE deallocation.
deallocation)

After you save the data, go to the CAE Booking page and book the CAE.

Deallocating Active CAE

Access the CAEC Deallocation page (click the Deallocate CAE button on the CAE Deallocation and Alloc

page).
CAEC Deallocation
EmpliD:  SFCADD4 Hicolas Barret Empl Record: 0
Set ID: SFOO1 CAE 1D: 00000000004 CAE 5tatus: Booked Stamped
CAE Category: SFO002  Administrative Employee
CAE Cat Supporting Locking
ins:
Application Date: 03M5/2002 Actual End Dt: 051312002
CAE to be Allocated: Deallocation Approval Date: [06/23/2008 [5
Re-used CAE: Proration Ratio: 1.000
Frozen Percentage at Deallocat; 0 Freeze Reason: I :I'

CAEC Deallocation page

Enter the deallocation approval date, and, if necessary, the frozen percentage at deallocation and freeze
reason.

Accepting or Denying CAE Change Requests

Access the CAE Change Stamp page (Workforce Administration, Headcount FPS, Manage CAE, CAE
Change Stamp, CAE Change Stamp).
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CAE Change Stamp
Empl ID: SFCADOS Rene Devick
b Detail 2 Detail 3 Detail 4 Detail 5
BLIFin | CAE "
Act e Description Set 1D
1 [BUFinA¢ SF0002 Administrative SFO0A

Employee
Date of Decision: 07/14/2009 |[
Allocation Stamp:

Deallocation Stamp:

Empl Record: 0
Eey o
CAE ID Proration Ratio | Application Date
00000000005 1.000|02/01/2002 ﬂ j

g Stamped
o Adjourned
' Rejected

CAE Change Stamp page

Stamp Decision

Update the CAE status. Values are:

Samped: The old CAE is stamped deallocated and the new CAE is booked
stamped. Enter the allocation stamp and deallocation stamp references, if

necessary.

Adjourned: The CAE is adjourned and the system emails the headcount manager.

Rejected: The CAE isregjected and you must cancel the existing CAE using the

Delete CAE page.

BL/Fin Act

Click to view the budget line associated with the affiliated CAEC for the

effective FA on the effective date.

Validating Grade Changes and Working Time

In the task list, the Grade Change Validation activity enables you to access the career and working time
portion of the employee record, where you approve the grade promotion and/or work time change. If the
stamp has been denied, the system issues an error message, and the grade or working time change regquest

cannot be validated.

Updating Counters

Two procedures are used to update counters:

» Transactional updates.

Each time a headcount manager or financial controller saves an action, the system updates the following
counters. CAE Booked not Stamped, CAE Booked and Stamped, CAE De-alocated not Stamped, and

CAE De-dlocated and Stamped.
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» Update by deferred processing.
This process updates individual or all counters by request.
Both processes consider the effective dates and update CAE status from Booked to Active or De-allocated to
Inactive as appropriate.
Transactional Update

For each transaction, the system first updates the counters associated with the active Finance Act. Then the
counters consider the flows associated with the move of an employee.

Moves that affect CAEs and result in transactional updates are:
« Hiring preparations.

» Return preparations.

* Leaves.

« Promotions and demotions.

»  Work time percentage changes.

« Financia controller stamps and rejections.

The flow isunweighted if the employee is 100% compensated. Itsvalueis 1 for a budget entry or -1 for a
budget absence. If the employeeis not 100% compensated, the flow is weighted by the proration ratio.
Update by Deferred Processing

To launch this process:

1. Accessthe Update Counter page.

2. Enter the section and Finance Act.

3. Enter the as of date; otherwise, the system uses today's date.

4. To update a specific CAEC, enter itsID. Leave thisfield blank to process all CAECs.

The process a so updates the CAE statuses. When the application date is reached, the status changes from
Booked Stamped to Active. When the deallocation date is reached, the status changes from De-allocated
Stamped to Deallocated.

The process a so identifies two errors. When the application date is reached, CAESs Booked not Stamped

become Booked Overdue not Stamped. When the deallocation date is reached, CAEs De-allocated no
Stamped become De-allocated Overdue not Stamped.

Viewing Information for a CAE Before Deleting the Related Action

Access the CAE Information page (Workforce Administration, Headcount FPS, Manage CAE, Delete CAE
and Related Actions, CAE Information).
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CAE Information Delete CAE and Job Data

Audrey Marchand Empl 1D SFCADD Empl Record: 0
Set ID: SFO0A Commitment Acctng Entity ID: 00000000001
CAE Category: SFOO01 CAE Status: Stamped Deallocation
Approval Date: 08M3r2002 CAE Stamp Date: 08/13/2002
Application Date: 02/01/2002 Allocation Stamp: VISAZ09M01
Deallocation Approval Date: 08/19/2002 Date of Stamp Deallocation: 08M9/2002
Actual End Dt: 05/31/2002 Deallocation Stamp: VISASFCADO1
Section: Transporation Finance Act: SF2002
Initial Finance Act Date: 01/01/2002 Sequence:
Re-used CAE: CAE Margin CAECat Locked in:
CAE to be Allocated: CAE Cat Supporting Locking ins:

CAE Information page

Once you have allocated CAE and the corresponding move (grade promotion, civil service position change,
or working time change) has been approved, you cannot delete the move. However, in certain cases, you may
have to delete the move. Y ou can delete the move only by using the Delete CAE and Related Actions
component.

When entering the Delete CAE and Related Actions component, the search box displays only the latest CAE
for each employee, whether the CAE is booked, active, or deallocated.

This page displays information about the CAE, including:

» Allocation and deallocation approval dates, stamps, and stamp dates.
« Financial Act information for the CAE.
« Lock ininformation, if applicable.
The section "Booking CAE with an Insufficient Margin” defines the fields in the Lock In Info group box.

See Chapter 17, "Managing Headcount," Booking CAE with an Insufficient Margin, page 248.

Deleting the Move That Implied the Last CAE Change

Access the Delete CAE and Job Data page (Workforce Administration, Headcount FPS, Manage CAE, Delete
CAE and Related Actions, Delete CAE and Job Data).
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CAE Information
Audrey Marchand Empl ID: SFCADD Empl Record: 0
SetD: SFO01 Commitment Acctng Entity ID: 00000000001
Effective Date: 06/01/2002
Action: SFG Parental Leave
Civil Service Position Code: SFG Parental Leave
End Date: Expected End Dt: 01012003
Delete CAE

Delete CAE and Job Data page

Delete CAE Click to delete the CAE and the action related to the move.
If the moveis;

» A hire, the system marks the CAE as deleted and del etes the empl ID.

» A return (whether or not the return is associated with a grade and/or working
time change), the system marks the CAE as deleted and suppresses the
corresponding moves.

« A grade and/or working time change, the system marks the current CAE as
deleted and changes the end date of the previous CAE so that the employeeis
active under the previous CAE.

The system deletes the career and/or working time moves associated with the
deleted CAE.

» A leave or termination, the system changes the CAE end date so that the CAE
is active again and deletes the civil service position corresponding to the
leave or termination.

Booking CAE with an Insufficient Margin

248

Y ou may need to book CAE when the CAEC margin is either zero or less than the employee proration ratio.
To alocate this CAE, you can prebook, lock in, or overstaff.

Before prebooking, locking in, or overstaffing, access the CAE Allocation page and enter the approval date
and expected end date of the CAE you are booking.

This section discusses how to:

« Prebook.
e« Lock in CAECs.
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« Endlock-insfor CAECs.

*  Overstaff.

Pages Used to Book CAE with an Insufficient Margin

Managing Headcount

Page Name

Definition Name

Navigation

Usage

CAE to be Deallocated

FP_AVLBL_CA_PNL

Workforce Administration,
Headcount FPS, Manage
CAE, CAE Allocation,
CAE Allocation

This component can only be
accessed from the CAE
Allocation page using a
PeopleTool modal function,
viaabutton or right click.

Prebook or lock in CAE.

CAECtobeLockedin

FPM_CA_LCK_HDCNT

Workforce Administration,
Headcount FPS, Manage
CAE, CAE Allocation,
CAE Allocation

This component can only be
accessed from the CAE
Allocation page using a
PeopleTool modal function,
viaabutton or right click.

View CAECs that can
support alock-in and select
alock-in.

Unlock CAE

FPA_CA_OVF RO_PNL1

Workforce Administration,
Headcount FPS, Manage
CAE, CAE Allocation,
CAE Allocation

This component can only be
accessed from the CAE
Allocation page using a
PeopleTool modal function,
viaabutton or right click.

End lock-ins for CAECs.

Prebooking

Access the CAE to be Deallocated page (this component can only be accessed from the CAE Allocation page
using a PeopleT ool modal function, viaa button or right click).

The page displays all CAEs that:

» Beong to the same CAEC.

»  Will be deallocated after today's date.

»  Will be deallocated on the application date of the CAE you are processing.
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Select the CAE to be reused in the Link CAE Control column. The system does not recal culate the margin.
The selected CAE is considered reused CAE. The CAE being processed is considered CAE to be allocated.

If no deallocation is expected before the new CAE application date, you can lock in another CAE. To lock in,
you check another CAEC's available margin and lock in the necessary budget position ratio. This generates an
overstaffing in the CAEC with an insufficient margin. Click the Lock In CAEC button on the CAE Booking

page.

Locking In CAECs

Access the CAEC to be Locked in page (this component can only be accessed from the CAE Allocation page
using a PeopleTool modal function, via a button or right click).

This page displays the CAECs that can support alock in.

Lock Order Displays the lock order that determines the priority of CAECsto be locked in.

Locking In Select Yes when you have identified a CAEC with a sufficient CAE margin. The
category selected supports alock-in while an Authorized Overstaffing is
generated in the CAEC to be allocated.

Ending Lock-ins for CAECs

Access the Unlock CAE page (this component can only be accessed from the CAE Allocation page using a
PeopleTool modal function, viaa button or right click).

Select End Lock In for those CAECs you want to unlock. The CAE Margin and Overstaff Authorized values
are automatically updated. The associated CAE proration ratio is subtracted from both values.

Overstaffing

250

When pre-booking and locking in are not possible, you can generate a specia overstaffing in the CAEC and
create the CAE.

To overstaff:

1. Accessthe CAE Allocation page.

2. Enter the approval date, and expected end date, if known.
3. Accessthe CAE Booking page.

4. Click the Overstaffing button.
The system increases the number of Potential Overstaffing and CAEs Booked not Stamped by the value of

the employee proration ratio. The financial controller must stamp the overstaffing activity. The system
reduces overstaffing as soon asit is possible.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 17 Managing Headcount

Calculating the Workforce

This section provides an overview of the workforce calculation, lists prerequisites, and discusses how to
calculate the workforce.

Understanding Workforce Calculations
Y ou can calculate your workforce on a monthly basis.

There are two main processes to calculate your workforce. The first process, the Headcount/Grade and Dept
SQOR process (FPA2000), displaysits results on inquiry pages. The second process, the Calculate FTE SQR
process (FPA2001), can be used by external analysis tools.

Both processes apply the following rules:

» The headcount is determined for each month in the calendar year captured at the beginning of the process.

«  Statutory headcount, budget headcount, WFTE (working FTE), and PFTE (paid FTE) are calculated at the
same time, depending on the civil service position setup.

« Anemployee's civil service position at the end of the month determinesits place in the calculation.

« Paid FTE values consider the employee proration ratios, which are determined by civil service positions
and work time percentages.

« Employees at retirement age are not considered for headcount.

« If anemployee's last civil service position is an interrupted position, the headcount calculations consider
the position's expected end date.

Prerequisites
Y ou must launch the Merge process before calculating the workforce.
See Also

Chapter 16, "Merqing French Public Sector and Human Resources Files," page 209
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Managing Headcount

Pages Used to Calculate the Workforce

Chapter 17

Page Name Definition Name Navigation Usage

Employees/Grade and Dept | RUNCTL_FPA2000 Workforce Administration, | Launch the
(employees/grade and Headcount FPS, Calculate | Employees/Grade and Dept
department) Headcount, process (FPA2000). The

Employees/Grade and Dept,
Employees/Grade and Dept

process cal cul ates the civil
service position, budget
workforce, and FTEs. The
end of the month headcount
is calculated by grade,
corps, category, department,
and gender.

Headcount Results 1

FPAHEADCNTOL_PNL

Workforce Administration,
Headcount FPS, Review
Headcount, Headcount
Results, Headcount Results
1

View FTEs by grade and
gender for agiven year and
department.

Headcount Results 2

FPAHEADCNTO2_PNL

Workforce Administration,
Headcount FPS, Review
Headcount, Headcount
Results, Headcount Results
2

View headcount data by
grade and gender for a
given year and department.

Headcount Results 3

FPAHEADCNTO3_PNL

Workforce Administration,
Headcount FPS, Review
Headcount, Headcount
Results, Headcount Results
3

View headcount data by
corps for agiven year and
department.

BHAS Inquire 1

FPACAHDCNTO1_PNL

Workforce Administration,
Headcount FPS, Review
Headcount, BHAS, BHAS
Inquire 1

View Budgeted Headcount
AD, headcount by CAEC,
year, and department.

BHAS Inquire 2

FPACAHDCNTO2_PNL

Workforce Administration,
Headcount FPS, Review
Headcount, BHAS, BHAS
Inquire 2

View Budgeted Headcount
AD, headcount by grade
group data, year, and
department.

Calculate FTE

RUNCTL_FPA2001

Workforce Administration,
Headcount FPS, Calculate
Headcount, Calculate FTE,
Cdculate FTE

Launch Calculate FTE
process (FPA2001). The
system calculates physical
workforce, WFTES, paid
FTEs, PFTEs, and indexical
mass.
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Index

A

absences 124
Absences - Overall Data page 124
Absences page 124
Accomplishment Match page - Assign Civil
Servant Status 150
Accomplishment Match page - Validate Probation
Period 144, 146
action authorization
by civil service position 26
by status 26
by user role 27
Action Authorization page 19, 27
Action Groups page 19, 25
Action List - Report 1 page 66
Action List - Report 2 page 66
actions
deleting 98
entering 96
listing supporting documents with 29
selecting documents to print for 33
setting up 18
Actions - Types of Documents page 20, 29
Actions/CS Position page 67
Actions/Status page 67
Actions page 19, 20
Address History page 129
Address page - Organizations 62, 64
adjustment constants 136
Advancement Date Calculation Process (FPA005)
166
advancement rules 50
advancement simulation process (FPA010) 170
Amount Index page 67
Application Sector page 47, 48
Assignment - Job Information page
78, 84,113, 114
Assignment - Overall Data page 113
Assignment - Request thc FPS page 196
Assignment - Rgst Rejected FPS page 197
Assignment - Work Location page 78, 82, 113
assignments 113
Assignment Storage 1 page 127
Assignment Storage 2 page 127
Assignment Storage 3 page 127
attendance time 133
Automatic Step Increment page 169

B

base compensation 40
BHAS Inquire 1 page 252
BHAS Inquire 2 page 252
bonuses, seniority 86

creating 88

entering bonus codes 87
booking

insufficient margin 248
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locking in 250
overstaffing 250
prebooking 249
unlocking commitment accounting entities
250
budgetary headcount See headcount
budget attendance 237
Budgeted Headcount AD page 221, 230
Budget Lines page 219, 227
business processes 1, 5

C

CAE/Employee page 235

CAE 1 page 235

CAE 2 page 235

CAE Allocation page 233, 237

CAE Allocation Stamp page 233, 239

CAE Booking page 233, 238

CAEC / Grade page 221

CAE Category page 218, 224

CAEC Composition page 218, 224

CAEC Dedllocation page 235, 244

CAE Change Stamp page 235, 244

CAEC Summary page 235

CAEC to be Locked in page 249, 250

CAE Dedllocation and Alloc page 234, 243

CAE Dedllocation page 234, 241

CAE Dedllocation Stamp page 234, 242

CAE Detail page 234

CAE Details page 234

CAE Information page 235, 246

CAE Procedures State page 235

CAE to be Deallocated page 249

Calc Adjustment Constant FPS page 135, 136

Calculate Attendance Time FPS page 132, 133

Calculate Contribution FPS page 206

Calculate End of Probation Pd page 154

Calculate FTE page 252

Calculate Future Tenures page 141

Calculate Length of Service page 160, 161

Calculate Seniority page 160

Calculate Seniority process (FPA315) 161

Calculate Tenure Date page 140

Career - Classification page 77, 80

Career - Classification page - Delete Career Data
FPS 100

Career - Classification page - Increment
Step/Promotion FPS 100, 101

Career - Comp. Seniority page - Employee Record
FPS 78, 81

Career - Comp. Seniority page - Increment
Step/Promotion FPS 100, 103

Career - Compensation Seniority page - Delete
Career Data FPS 100

Career - Overall Data page - Delete Career Data
FPS 100

Career - Overall Data page - Increment
Step/Promotion FPS 99, 100

Career - Request Rejected FPS page 197
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Career - Request the FPS page 197
career advancement
advancing employees manually 170
calculating collective advancement 169
calculating step increment dates 167
searching for next 168
setting up 165
career advancement percentages 158
career classification data 80, 101
career data
entering an action 100
managing 98
saving and deleting 106
updating career classification data 101
viewing compensation and seniority data 103
viewing prior career information 106
career pages 80, 81
Career Seniority FPS page 163
Career Simulation Report page 171
Career Storage 1 page 127
Career Storage 2 page 127
Career Storage 3 page 127
career updates 190
Civil Service Position Data page 110
Civil Service Position Data page - Add Concurrent
Empl Record FPS 93
Civil Service Position Data page - Initialize Status
FPS 72,75
Civil Service Position Data page - Re-Hire
Employee FPS 92
Civil Service Position Def. page 13, 14
Civil Service Position Dtls. page 14, 15
Civil Service Position page 67
civil service positions 13
adding or changing 14
entering data during hiring 75
entering details 15
entering proration ratios 17
updating 110
Civil Serv Posn Overall Data page 109
Civ Serv Pos. - Overall Data page 73
Civ Serv Pos. - Overall Data page - Initialize Status
FPS71
Civ Serv Pos. - Overall Data page - Re-Hire
Employee FPS 92
Civ Serv Posn - Overall Data page - Add
Concurrent Empl Record FPS 93
collective advancement 169
collective orders 33, 97
Collective Orders page 97
Collective Orders Updates FPS page 97
collective premiums 54, 58
commitment accounting entities
217, See Also booking
allocating 236, 237
changing 243
deallocating 241
setting controls 223
unlocking 250
commitment accounting entity categories 217
adding 224
associating a grade 224
locking 229
managing 231
modifying 224
stamping changes 244
compensation
See empl oyee compensation, base compensation
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Compensation - 1 page 116
Compensation - 2 page 116
Compensation - Request tbc FPS page 197
Compensation Data page 85
Compensation page 78
Compensation Storage 1 page 127
Compensation Storage 2 page 128
Compensatn - Rgst Reject. FPS page 197
Competency Match page - Assign Civil Servant

Status 149
Competency Match page - Validate Probation

Period 143, 144
concurrent jobs 93
Contribution Call Letter FPS page 206, 207
Control Panel - 1 page 220
Control Panel - 1 page — Budget Line View 222
Control Panel - 2 page 221
Control Panel - 2 page — Budget Line View 223
Control Panel - 3 page 221
Control Panel - 3 page — Budget Line View 223
corps 53

adding and changing 53
employee status 11

Corps page 53, 67
counter updates 245
Create Final Rating FPS page 135, 137
CS Position - Rgst Reject. FPS page 197
CS Position/Actions page 19, 26
CS Position Request thc FPS page 197
CS Position Storage 1 page 128
CS Position Storage 2 page 128
Current PPd Schedule page 154

D

Decision Aid page - Define Promotion Rules
179, 181
Decision Aid page - Review Promotable Employees
179
default values 35
Degree Subject FPS page 66
Delete CAE and Job Data page 236, 247
Delete CAE page 234, 240
Delete ID FPS page 94, 234, 240
Delete Simulation Data page 171
demotions 107
accepting 196
entering 108
entering details 108
refusing 196
Documents/Employee Status page 33, 34
Documents page 33

E

EE Categorization Storage 1 page 128
EE Categorization Storage 2 page 128
Employee Career/Action FPS page 100
Employee Categ - Overall Data page 122
employee categorization 122
Employee Categorization page 78, 122
employee compensation 81, 84

entering free compensation 85
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managing 115
updating 116
viewing 103
employee IDs 70, 94
Employee Persona File Cncl FPS page 129
employee premiums
collective 118
individual 117
linking career premium and premium status
fields 119
employee ratings
calculating the adjustment constant 136
calculating the final rating 137
creating alist of employeesto be rated 133
listing employeesto rate 132
understanding 131
employee records 76
deleting 240
entering an action 96
reviewing employee data 127
updating 95
employees
received 200, 203
sent 201, 203
Employees/Grade and Dept page 252
employee status 111
entering new code 151
initializing 71, 72
viewing 152
employee status codes 10
adding or changing 12
defining actions authorized for 26
Employer Contribution Rate page 65
employer contribution rates 65
Empl to be Rated Report FPS page 133
Entry Seniority Catg/Body/Grd page 100, 105
external secondment See secondment

F

Finance Act Definition page 219, 225
FPA501 211
FPA503 211
FPS Action page 19, 21
FPS installation parameters 35
granting seniority equivalents 40
modifying 35
setting action code and reason defaults 38
FPS Installation Parameters page 35, 38, 40
From BHA to AHM page 220, 222, 228
From BH to BHA page 220, 222, 227

G

global advancement process 165
Grade Definition page 55, 56
grade groups 54
Grade Groups page 55
Grade List - Report 1 page 68
Grade List - Report 2 page 68
Grade Other Information page 55, 57
Grade Premiums page 55, 58
grade promotions
defining promotion criteria 179
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defining simulation criteria 181
editing employee list 180
selecting employees 177, 180
understanding 177

grades 54
adding or changing 56
attaching collective premiums 58
changes 245
group 55

Gross/Increased Index page 41

H

headcount
calculating authorized 227, 228
calculating workforce 251
entering budgeted 227
setting up the management system 218
understanding 217
Headcount Manager Rejection page 233
Headcount Results 1 page 252
Headcount Results 2 page 252
Headcount Results 3 page 252
hiring actions 73, 78
hiring process 69, 236
creating hiring actions 73
deleting hirings 94
entering civil service position data 75
initializing employee status 71
validating 77, 88, 90
Hiring Valid - Match Accomp page 90
Hiring Vaid - Match Compet page 90
Hiring Validation page 90
host organizations 62
adding or changing 63
defining for secondment 205

ID History page 129
Index / Amounts page 42, 44
indexes
gross 40
increased 40
individual orders 33, 97
Individual Orders Edit FPS page 97

J

Job Code page 67

Jobcode Premiums page 60

job codes 56, 59

Job Data - Assignment page 215
Job Data - Career page 215

Job Data - Compensation page 215
Job Data History 1 page 215

Job Data History 2 page 215

job data modification 114

Job Data page 215
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L

Locking ins page 219, 229

M

Merge Employee Record FPS page 212, 214
Merge Employees FPS page 212, 213
merge process 209
executing 211
processing data for a specific employee ID and
record number 214
processing data for the full or daily employee
merge 213
understanding 209
viewing merged records 215

N

Name History page 129

New Status page - Assign Civil Servant Status
150, 151

Next Step Increment page 168

O

Occupation page 67

Occupations page 60, 61

Organization page 62, 63

organizations 62

Overall Data page - Employee Record FPS 77, 78
Overall Data page - Grant Premiums FPS 118

P

Payment Contribution Summary Table page 206
pension plan codes 57
personal data

managing 98
Personal History page 129
points, types of 42

defining 42

defining the relationship between reference

and amount 44

Premiums page 118
Premiums Storage 1 page 129
Premiums Storage 2 page 129
Prepare Merge Process FPS page 212
Prior Career History FPS page 100, 106
probation period lengths 57
Promotable Employee Criteria page 178, 179
Promotable Employees page 178, 180
Promotable Employees report (FP_PROM) 181
Promotable Employees Report page 178, 181
promotion probation periods 153

assigning 153

calculating end dates 154

denying 156

setting up 153
promotions
grade See Also grade promotions
probation periods 153
validating and denying 156
proration factors 58
Proration Ratio page 14, 17
proration ratios 17

R

ratings 131

calculating the adjustment constant 136

calculating the final rating 137

creating alist of employeesto be rated 133

identifying employees that have not been rated

135

listing employees to rate 132
Reason Summary page 20
Reclassification - New Grade page 184, 187
Reclassification Criteria page 184, 185
Reclassification General Info page 184
reclassifications 183

entering criteria 185

processing career updates 190

processing simulations 188, 189

setting up the process 183

validating 190
Reclassification Simulation page 189
Reclassification Validation page 190
rehiring employees 92
reports

listing setup data 66

requests 196

retroactive process action rules 32
reguest management 193

accepting 194

creating 194

deleting 195

refusing 194
requests 193

running reports 196

sanctions and demotions 195

understanding 193
Reset Date and Adv Flag page 168, 171
retirement age 57
retroactivity 173

running the process 174

setting up rules and actions 31

starting 174

understanding 173
Retroactivity Processing page 174
Retro Prcs Action Rules page 31, 32, 67
Retro Prcs Rules/Action page 31
Review Attendance Time FPS page 132
Review Career Seniority page 163
Review Evaluation Status FPS page 135
Review Merge Results FPS page 215
Review Rating Prcs Rlts FPS page 135

S

Salary Grade Steps page 50, 51
salary grade tables 46
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Salary Grade Tables page 48, 49
Salary Grade Type page 48
salary scales 44, 49
Salary Scales page 45
Sal Grade Table/Scale - Steps page 68
Sanct/Demotion - Overall Data page
107, 108, 195, 196
Sanction/Demotion page 108, 196
sanctions 107
accepting 196
entering 108
entering details 108
refusing 196
secondment
assessing modifications to period 205
calculating deductions 206
calculating the contribution share 204
creating the secondment record 202
defining host organizations 205
editing call letters 207
ending 203
hiring an employee on external 200
linking contribution rates and statuses 205
managing 199
managing contributions for external 204
recording on the employee'sinitial record
202
registering a sent employee 201
returning from 203
setting up contributions 205
setting up externa 200
setting up host organizations 62
setting up internal 202
understanding 199
updating employee records 203
Secondment Information page 93, 110, 200, 201
Select Promotable Employees page 178, 180
Sen Bonus - Overall Data page - Delete Career
Data FPS 123
Sen Bonus - Overall Data page - Hiring Seniority
Bonus FPS 87
Sen Bonus - Overall Data page - Update Seniority
Bonus FPS 123
Sen Bonus Days page - Hiring Seniority Bonus
FPS 87, 88
Sen Bonus Days page - Update Seniority Bonus
FPS 123
seniority
accounting for steps not terminated in
definitions 160
calculating 159, 160, 161
credits 158
entering during hiring 81
entering entry seniority earned in another
organization 105
setting up 159
step increment carryover 158
understanding 157
viewing 103, 162
seniority bonuses 86
assigning day bonuses 123
creating 88
entering codes 87
headings 40
understanding 122
Seniority Bonus Headings page 35
Seniority Bonus Storage 1 page 128
Seniority Bonus Storage 2 page 129
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service, length of
calculating 159, 161
setting up 159
understanding calculations 157
viewing 162
Status/Actions page 19, 26
Status/Population Codes page 11, 12
status and population codes 10, 12
Status page - Add Concurrent Empl Record FPS
93

Status page - Initialize Status FPS 71, 72
Status page - Re-Hire Employee FPS 92
Status page - Update Status FPS 111, 151, 152
Statutory Position / Employee page 110
Step Increment Date page 167
Step Increment page 170
Step Increment process (FPA320) 169
Step Increment Simulation page 171
steps

defining 50

defining using salary scales 44

reduction in duration 158
Sub-types of Organization page 62, 63
substeps 50
supporting documents 29, 125
Supporting Documents FPS page 126

T

tables
generating reports containing setup data 66
setting up 9
tenure, trainee
calculating tenure dates 140
entering new employee status 151
granting 148
informing supervisors of 142
processing 139
searching for employees to receive 141
understanding 139
viewing employee status 151
tenure actions 149
Tenure page 149, 150
Tenure PPd Validation page 144, 148
tenure probation period lengths 57
theoretical career seniority 51
Trainees to be given Tenure page 142
trainee tenure
validating or rejecting 148
Type of Document page 20, 28
Type of Organization page 62
types of points 42
defining 42
defining the relationship between reference
and amount 44
Types of Points page 42, 68

U

Unlock CAE page 249, 250
Update Career page 191
Update Counter page 235

Index
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W

working time
entering during the hiring process 85
managing 120
updating 121
Working Time - Overall Data page 121
Working Time page 78, 85, 121
work locations 82, 113
Work Time - Request thc FPS page 197
Work Time - Rgst Rejected FPS page 197
work time percentage 17
Work Time Storagel page 128
Work Time Storage 2 page 128

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



	PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Manage French Public Sector
	Copyright
	Contents
	Preface: PeopleSoft Enterprise Human Resources Manage French Public Sector Preface
	PeopleSoft Products
	PeopleSoft Enterprise HRMS Application Fundamentals
	PeopleBooks and the PeopleSoft Online Library

	Chapter 1: Getting Started with Manage French Public Sector
	 Manage French Public Sector Overview
	Manage French Public Sector Business Processes 
	 Manage French Public Sector Integrations
	Manage French Public Sector Implementation

	Chapter 2: Understanding Manage French Public Sector
	 Manage French Public Sector
	 Manage French Public Sector Business Processes 

	Chapter 3: Setting Up French Public Sector Tables 
	Understanding French Public Sector Setup
	Defining Status and Population Codes  
	Understanding Employee Status 
	Page Used to Define Status and Population Codes
	Adding or Changing an Employee Status Code   

	Defining Civil Service Positions 
	Pages Used to Define Civil Service Positions
	Adding or Changing a Civil Service Position  
	Entering Civil Service Position Details  
	Recording Proration Ratios    

	Setting Up Actions 
	Pages Used to Set Up Actions
	Defining an Action Code 
	Viewing Reasons Associated with an Action Code
	Identifying FPS Components That Can Use the Action 
	Creating Action Groups 
	Authorizing Actions by Employee Status   
	Authorizing Actions by Civil Service Position  
	Defining Authorized Actions by User Role  
	Defining Types of Documents
	Listing Supporting Documents   

	Setting Up Retroactivity Rules
	Pages Used to Set Up Retroactivity Rules
	Setting Up Retroactive Process Rules and Actions  
	Running the Retroactive Process Action Rules Report (FPMACTPR)

	Defining Individual and Collective Orders   
	Understanding Individual and Collective Orders
	Pages Used to Define Individual and Collective Orders
	Selecting Documents to Print 

	Setting Up FPS Installation Parameters  
	Pages Used to Create FPS Installation Parameters
	Modifying Installation Parameters  
	Setting the Action Code and Reason Defaults 
	Assigning Default Seniority Bonus Headings  

	Modifying the Correspondence Between Gross and Increased Indexes   
	Page Used to Modify the Correspondence Between Gross and Increased Indexes
	Modifying the Correspondence Between Gross and Increased Indexes 

	Defining Types of Points  
	Understanding Points
	Pages Used to Define Types of Points
	Adding or Changing Point Types   
	Setting Up the Relationship Between the Reference and the Amount   

	Setting Up Salary Scales  
	Understanding Salary Scales
	Page Used to Set Up Salary Scales
	Setting Up Salary Scales 

	Setting Up Salary Grades 
	Understanding Salary Grades
	Pages Used to Set Up Salary Grades
	Defining Application Sectors
	Adding and Modifying Salary Grade Table Types
	Defining Salary Grade Tables  

	Defining Steps, Substeps, and Advancement Rules   
	Understanding Steps, Substeps, and Advancement Rules
	Page Used to Define Steps, Substeps, and Advancement Rules
	Defining Salary Grade Table Steps, Substeps, and Advancement Rules

	Defining Corps 
	Page Used to Define Corps
	Adding and Changing Corps  

	Setting Up Grades   
	Understanding Grades and Grade Groups
	Pages Used to Set Up Grades
	Grouping Grades within a Corps  
	Setting Up the Grade's Relationship with Corps, Salary Grade Tables, and Job Codes   
	Entering Period Lengths, Retirement Age, and Pension Plan Code     
	Attaching Collective Premiums to a Grade    

	Defining Job Codes and Occupation Codes 
	Pages Used to Define Job Code Premiums and Occupation Codes
	Attaching Premiums to a Job Code
	Defining Occupation Codes

	Setting Up Host Organizations    
	Pages Used to Set Up Host Organizations
	Creating Organization Types
	Creating Sub-Types of Organization
	Adding or Changing an Organization  
	Defining the Organization Address

	Establishing the Employer Contribution Rate 
	Page Used to Establish the Employer Contribution Rate
	Establishing the Employer Contribution Rate

	Defining Degree Subject Codes
	Page Used to Define Degree Subject Codes

	Running Manage French Public Sector Table Reports  
	Pages Used to Run Manage French Public Sector Setup Reports


	Chapter 4: Hiring French Public Sector Employees
	Understanding the Hiring Process 
	Creating an Employee ID 
	Initializing Employee Status  
	Pages Used to Initialize Employee Status
	Initializing Employee Status  
	Creating a Hiring Action   
	Entering Civil Service Position Data   

	Updating the Employee Record 
	Understanding the Employee Record
	Pages Used to Update the Employee Record
	Entering the Hiring Action and Contract Number  
	Entering Career Classification Information   
	Entering Compensation and Seniority Information    
	Entering Work Location Information  
	Entering Job Information  
	Entering an Employee's Working Time  
	Entering Free Compensation Information    

	Assigning Seniority Bonuses  
	Defining Seniority Bonuses
	Pages Used to Assign Seniority Bonuses
	Entering the Seniority Bonus Code   
	Creating Seniority Bonuses   

	Validating the Hiring Process 
	Understanding the Hiring Validation Process
	Pages Used to Validate the Hiring Process
	Validating the Hiring Process  
	Viewing Competency Match Results
	Viewing Accomplishment Match Results

	Rehiring an Employee 
	Pages Used to Rehire an Employee

	Adding Concurrent Jobs 
	Pages Used to Add Concurrent Jobs

	Deleting an Employee Hiring 
	Page Used to Delete an Employee Hiring
	Deleting an Employee ID 


	Chapter 5: Updating Employee Records
	Understanding Employee Data Updating 
	Entering an Action  
	Editing Individual or Collective Orders  
	Pages Used to Edit Individual or Collective Orders
	Editing an Order

	Deleting an Action 
	Managing Personal Data 
	Managing Career Data
	Understanding Career Data
	Pages Used to Manage Career Data
	Entering an Action that Adds or Modifies Employee Career Data  
	Entering Career Classification Data   
	Viewing Compensation and Seniority Data    
	Recording Entry Seniority Earned in Another Organization  
	Saving Career Data 
	Deleting Career Data
	Entering and Viewing an Employee's Previous Duties, Seniority, and Employers 

	Managing Sanctions and Demotions  
	Pages Used to Manage Sanctions and Demotions
	Entering a Sanction or Demotion Action   
	Enter Sanction or Demotion Details   

	Managing Civil Service Positions
	Understanding Civil Service Positions
	Pages Used to Manage Civil Service Position
	Entering Civil Service Position Data  

	Managing Employee Status
	Page Used to Update Employee Status
	Viewing and Changing an Employee's Status  

	Managing Assignments 
	Pages Used to Manage Assignments
	Recording Changes of Position, Business Unit, Company, and Department  
	Modifying Job Data  

	Managing Compensation Data 
	Understanding Compensation Management
	Pages Used to Update Compensation Data
	Updating Compensation for Employees  

	Managing Employee Premiums 
	Pages Used to Manage Employee Premiums
	Updating Employee Premiums  

	Managing Work Time
	Pages Used to Manage Work Time
	Tracking an Employee's Working Time  

	Managing Employee Categorization 
	Pages Used to Manage Employee Categorization

	Managing Seniority Bonuses
	Understanding Seniority Bonus Management 
	Pages Used to Manage Seniority Bonuses
	Assigning Day Bonuses 

	Managing Absences
	Pages Used to Manage Absences
	Tracking an Employee's Absences  

	Tracking Supporting Documents
	Page Used to Track Supporting Documents
	Tracking Supporting Documents

	Reviewing Employee Data 
	Pages Used to Review Employee Data


	Chapter 6: Rating Employees
	Understanding Employee Ratings  
	Preparing Employee Rating Lists  
	Pages Used to Prepare Employee Rating Lists
	Calculating Attendance Time  
	Creating a List of Employees to be Rated  

	Calculating Employee Ratings
	Pages Used to Calculate Employee Ratings
	Determining Which Employees Have Not Been Rated  
	Calculating the Adjustment Constant    
	Calculating the Final Rating   


	Chapter 7: Processing Trainee Tenure
	Understanding the Tenure Process 
	Calculating Tenure Dates
	Understanding Tenure Date Calculation
	Page Used to Calculate Tenure Dates
	Calculating Tenure Dates  

	Searching for Employees Who Are Eligible for Tenure 
	Page Used to Search for Employees Who Are Eligible for Tenure

	Informing Supervisors 
	Page Used to Inform Supervisors

	Approving and Denying Probation Periods
	Understanding Probation Period Approval or Rejection
	Pages Used to Approve and Deny Probation Periods
	Viewing Competency Match Results
	Viewing Accomplishment Match Results
	Validating or Rejecting the Tenure Probation Period  

	Granting Tenure 
	Understanding Rows Created When Saving the Assign Civil Servant Status Component
	Understanding Tenure Actions with or without Step Increment 
	Pages Used to Grant Tenure
	Granting Tenure 
	Entering the New Employee Status Code   

	Viewing Employee Status 
	Page Used to View Employee Status
	Viewing Employee Status


	Chapter 8: Managing the Promotion Probation Period  
	Understanding Promotion Probation Period Setup 
	Assigning a Promotion Probation Period 
	Calculating Promotion Probation Period End Dates 
	Pages Used to Calculate Promotion Probation Period End Dates
	Calculating Promotion Probation Period End Dates 

	Validating or Denying Promotions
	Validating a Promotion 
	Denying a Promotion 


	Chapter 9: Calculating Seniority and Length of Service
	Understanding Seniority and Length of Service  
	Career Advancement Percentages 
	Seniority Credits 

	Calculating Seniority and Length of Service  
	Understanding How Seniority Definitions Account for Steps Not Terminated 
	Pages Used to Calculate Seniority and Length of Service
	Starting the Seniority Calculation  
	Calculating Seniority and Length of Service   

	Viewing Seniority Information  
	Page Used to View Seniority Information


	Chapter 10: Processing Career Advancement
	Understanding the Career Advancement Processes  
	Calculating Step Increment Dates
	Understanding the Advancement Date Calculation SQR Process (FPA005) 
	Page Used to Calculate Step Increment Dates
	Calculating Step Increment Dates 

	Searching for Next Advancements 
	Understanding How to Search for Next Advancements
	Pages Used to Search for Next Advancements

	Calculating Collective Advancement   
	Understanding Collective Advancement
	Pages Used to Calculate Collective Advancement

	Advancing Employees Manually 
	Simulating Advancement 
	Understanding Simulating Advancement
	Pages Used to Run Simulations


	Chapter 11: Running the Retroactivity Process 
	Understanding Retroactivity in Manage French Public Sector 
	Running the Retroactivity Process 
	Page Used to Run the Retroactivity Process
	Starting Retroactive Processing 


	Chapter 12: Processing Grade Promotions 
	Understanding Grade Promotions 
	Selecting and Editing Promotable Employees 
	Pages Used to Select and Edit Promotable Employees
	Defining Promotion Criteria  
	Selecting Promotable Employees  
	Editing the Promotable Employee List  
	Running the Promotable Employees Report  
	Defining the Simulation Criteria 


	Chapter 13: Administering Reclassification 
	Understanding Reclassification
	Setting Up the Reclassification Process 
	Pages Used to Set Up the Reclassification Process
	Specifying the Grade, Step, Action, and Reason Required for Reclassification 
	Entering the Requirements for Reclassification  
	Entering the Grade and Step After Reclassification 

	Processing Reclassification Simulations
	Understanding the Reclassification Simulation Process
	Page Used to Process Reclassification Simulations
	Running the Reclassification Simulation Process 

	Validating Reclassifications 
	Page Used to Validate Reclassifications

	Processing Career Updates  
	Page Used to Process Career Updates


	Chapter 14: Managing Requests 
	Understanding Request Management 
	Managing Requests 
	Creating a Request 
	Accepting a Request 
	Refusing a Request 
	Deleting a Request 

	Requesting a Sanction or Demotion 
	Pages Used to Request a Sanction or Demotion
	Requesting a Sanction or Demotion
	Accepting or Refusing a Sanction or Demotion    

	Running Request Reports  
	Pages Used to Run Request Reports


	Chapter 15: Managing Secondment
	Understanding Secondment Management 
	Setting Up External Secondments 
	Page Used to Set Up External Secondments
	Hiring an Employee on External Secondment  
	Registering a Sent Employee  
	Entering Secondment Information 

	Setting Up Internal Secondments 
	Recording Secondment on the Employee's Initial Record 
	Creating a Secondment Record 

	Ending or Returning from Secondment  
	Updating Records for Received Employees  
	Updating Records for Sent Employees  

	Managing Contributions for Employees on External Secondment 
	Understanding Contribution Share Calculation 
	Understanding Secondment Period Modifications 
	Pages Used to Manage Contributions for Employees on External Secondment
	Identifying and Calculating Deductions  
	Editing Contribution Call Letters  


	Chapter 16: Merging French Public Sector and Human Resources Files 
	Understanding the Merge Process 
	Executing the Merge    
	Pages Used to Execute the Merge
	Preparing Processing Streams For the Full and Daily Employee Merge
	Updating Job Data For the Full or Daily Employee Merge
	Merging Data for a Specified Employee ID and Record Number  

	Viewing Merged Records 
	Pages Used to View Merged Records


	Chapter 17: Managing Headcount
	Understanding Budgetary Headcount  
	Common Terms in This Chapter

	Setting Up the Headcount Management System 
	Pages Used to Set Up the Headcount Management System
	Setting CAE Controls 
	Entering the Budget Line Definition for Each CAEC   
	Associating a Grade with a CAEC  
	Recording Finance Act Details 
	Entering Budgeted Headcount  
	Calculating Authorized Budgeted Headcount from Budgeted Headcount  
	Calculating Authorized Headcount Management and Managing Freezes 
	Locking In CAECs  
	Distributing Budgeted Headcount to Administrative Structures 

	Managing CAE 
	Understanding CAE Management
	Pages Used to Manage CAE
	Determining When CAE Should Be Allocated 
	Preparing Hires 
	Changing Budget Attendance 
	Allocating CAE for New Hires  
	Booking CAE Requests 
	Accepting or Denying CAE Allocation Requests 
	Deleting CAE
	Deleting Employee Records  
	Requesting CAE Deallocations  
	Accepting or Denying CAE Deallocation Requests 
	Changing CAE 
	Preparing CAE Changes 
	Deallocating Active CAE 
	Accepting or Denying CAE Change Requests  
	Updating Counters 
	Viewing Information for a CAE Before Deleting the Related Action 
	Deleting the Move That Implied the Last CAE Change 

	Booking CAE with an Insufficient Margin  
	Pages Used to Book CAE with an Insufficient Margin
	Prebooking  
	Locking In CAECs  
	Ending Lock-ins for CAECs   
	Overstaffing 

	Calculating the Workforce 
	Understanding Workforce Calculations
	Pages Used to Calculate the Workforce


	Index


