
Guide
August 1997

Human Resources

Release
A8.1

Item # A81CEAHW





 

���� � 2�- . �+-( �+0-�! �+),�*4

�

 �� �0"/. �1!*0!

�!*1!-� �� ��	�

 

 

 

 

 

 

�+,4-%#$/ ����� � 2�- . �+-( �+0-�! �+),�*4� ����� ����

�(( �%#$/. �!.!-1! 

 

�!-/!3� �*���� �!-/!3�� �* �!+�+ !�� �* �!+�+ !-� �-! /-� !)�-'. +" �!-/!3� �*�+-,+-�/! �

 

 

 

 

 

�$! %*"+-)�/%+* %* /$%. #0% ! %. �+*"% !*/%�( �* � ,-+,-%!/�-4 /-� ! .!�-!/

+" ���� � 2�- . �+-( �+0-�! �+),�*4� �/ )�4 *+/ �! �+,%! �  %./-%�0/! �

+-  %.�(+.! 2%/$+0/ ,-%+- 2-%//!* ,!-)%..%+*� �$%. #0% ! %. .0�&!�/ /+

�$�*#! 2%/$+0/ *+/%�! �*  +!. *+/ -!,-!.!*/ � �+))%/)!*/ +* /$! ,�-/

+" ���� � 2�- . � �+),�*4 �* �+- %/. .0�.% %�-%!.� �$! .+"/2�-!

 !.�-%�! %* /$%. #0% ! %. "0-*%.$! 0* !- � (%�!*.! �#-!!)!*/ �* )�4

�! 0.! +- �+,%! +*(4 %* ���+- �*�! 2%/$ /$! /!-). +" /$! �#-!!)!*/�

���� � 2�- . �+-( �+0-�! �+),�*4 0.!. �0/+)�/%� .+"/2�-!  %.��(%*#

-+0/%*!. /+ )+*%/+- /$! (%�!*.! �#-!!)!*/� �+- )+-!  !/�%(. ��+0/ /$!.!

-+0/%*!.� ,(!�.! -!"!- /+ /$! /!�$*%��( ,-+ 0�/  +�0)!*/�/%+*�





Prerequisite
J.D. Edwards

Software Fundamentals

Using Menus
Getting Help
Customizing Data
Reporting

Understanding Your
Environment
Creating and Maintaining
Environments
Setting Up Security
Upgrading Your System

Online Help
Program
Form
Field

System Administration
and Environment

Fundamentals

Guides

CD–ROM
Guides

Where Do I Look?

Technical
Foundation

Common
Foundation





 

Important Note for Students in
Training Classes

This guide is a source book for
online helps, training classes, and

user reference. Training classes
may not cover all the topics

contained here.
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Human Resources Overview
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Budget Management
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Requisition Management
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Applicant Tracking
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Wage and Salary Forecasting

�!, /��� �&� +�$�*1 �'*���+,!&�� 1'- ��&�*�,� � 3/ �, !�� /��� �&� +�$�*1
/'*#�!$� ,' %�#�  1(', �,!��$ +�$�*1 ��"-+,%�&,+ �1 �%'-&,+ '* (�*��&,���+� �+
/�$$ �+ �1 �*'-( '* �1 !&�!.!�-�$� �'- ��& �'&,!&-� ,' ,�+, -&,!$ 1'- �*� +�,!+�!��
/!, , � �!+,*!�-,!'& '� , � �.�!$��$� %'&�1� �'- ��& �$+' ��� +(��!�!� �%'-&,+
-+!&� � �'%�!&�,!'& '� %�*!, !&�*��+�+� (*'%',!'&+� �'+,4'�4$!.!&� !&�*��+�+� �&�
�'&-+�+� 
�,�* , � &�/ /���+ �*� �((*'.��� 1'- ��& ��,!.�,� , � (�1*'$$
� �&��+ �-,'%�,!��$$1�

Safety and Health Reporting

�'- ��& %�!&,�!& �&� *�('*, '& , � ��,�!$+ '� �$$ /'*#4*�$�,�� ���!��&,+� !&"-*!�+�
�&� !$$&�++�+� �'- ��& �$+' �&�$12� 1'-* +���,1 *��'*� ,' ,*��# �'+, �&� $'+, ,!%��

�'- ��& ��+!�& .!*,-�$$1 �&1 *�('*, , �, 1'- &��� �'* *��-$�,'*1 *�('*,!&�� � �
���-(�,!'&�$ ����,1 �&� ��$, 
�%!&!+,*�,!'& ���
� ��� �'� �&� �-%%�*1
�*� +,�&��*� *�('*,+ !& , � +1+,�%� � �+� *�('*,+ (*!&, !& , � �((*'.�� �'*%�,
�'* ('+,!&� �&� �'* �!*��, +-�%!++!'& ,' ��
�

Organizational Structure Reporting

�+� 1'-* -%�& ��+'-*��+ +1+,�% ,' �'�-%�&, , � +,*-�,-*� '� 1'-*
'*��&!2�,!'&� �'- ��& �'�-%�&, '*��&!2�,!'&�$ +,*-�,-*� �1 �%($'1��� �-+!&�++
-&!,� '* ('+!,!'&� �&� (*!&, *�('*,+ , �, + '/ .�*!'-+ $�.�$+ '� ��,�!$ !& 1'-*
'*��&!2�,!'&�$ +,*-�,-*�� �'* �0�%($�� � *�('*, �'* ,'( %�&���%�&, %!� , + '/
� �*'�� '*��&!2�,!'&�$ +,*-�,-*�� +-� �+ �*�&� '��!��+ , �, *�('*, ,' , � %�!&
 ���)-�*,�*+� �&�!.!�-�$ ��(�*,%�&,+ %!� , &��� � *�('*, , �, + '/+ ��� 
�%($'1�� / ' *�('*,+ ,' � +!&�$� %�&���*�

Terms and Concepts

� � �'$$'/!&� ,�*%+ �&� �'&��(,+ �*� !%('*,�&, ,' 1'-* -&��*+,�&�!&� '� , �
-%�& ��+'-*��+ +1+,�%	

� �'� ,1(�

� ��1 �*�)-�&�1

� �'+!,!'&

� �'+!,!'& �-���,
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��$ $"� ��"�#���" #� �$���# ��! �����(�� "���!��"� ��$ ��

��# ���� #� �!��#� ��"�#���" #� $"� (�$! 
$��� �"�$!��"

"("#��� 
�&�%�!� #� $"� ��"�#���"� (�$ �$"# ��%� �

��"�#��� �$���#�

������ ���
�� ��$ $"� � ��"�#��� �$���# #� ������#� �����(��" �	��"� #�

��"�#���"� ��"�#��� �$���#" ���� (�$ ����#�! �����(��

����*��$�# ��� ��$!"� ��� ���#!�� #�� ��"#" �""����#��
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Human Resources System Flow

��� �������� �����	 ����� ��� ������������ ������� ��� ������ �� ��� �����
������	�� �������

Wage and Salary
(G08W2, G08W4)

Address Book

Organizational
Structure by Employee

(G08022)

Organizational Structure
by Business Unit

(G08020)

Employee History
and Turnover

(G08H1, G08H3,
G08H4, G08T2)

Organizational
Structure by Position

(G08O21)

Position Control
(G08P1, G08P3, G08P4)

Jobs
(G08J1, G08J3, G08J4)

Applicants
(G08A1, G08A3,
G08A4, G08E12)

Requisitions
(G08R1, G08R4)

Salary and Health
(G08S1, G08S4)

Employee Master
(G08E1, G08E3, G08E4,

G08E11, G08E12, G08E41)

Profile Databases
� Dependent/Beneficiary
� Employee
� Applicant
� Job Description
� Injury/Illness Case Number
� Requisitions

Tables Used by Human Resources

������� ��� 	
����

�������

�������� ���� ��
 �

���� ����������� ��� ��� ����������
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Menu Overview
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Employee Information

Menu Overview – Human Resources System

� Employee Information G08E1

� Employee Advanced/Technical Operations G08E3

� Employee Information Setup G08E4

� Employee Reports G08E11

� Employee Category Code Setup G08E41

Human Resources System G08

� International Information/Procedures G08E13

� EEO/Affirmative Action Reports G08E12

Employee History

� Employee History G08H1

� History and Turnover Advanced/Technical Operations G08H3

� Constants and History/Turnover Setup G08H4

Turnover/Change Analysis

� Turnover/Change Analysis G08T2

Job Specifications

� Job Specifications G08J1

� Job Specifications Advanced Operations G08J3

� Job Specifications Setup G08J4

� Pay Grade/Step Administration G08J2



 

A8.1 (8/97) 1–13

� Wage and Salary Administration G08W2

� Position Control G08P1

Position Control

� Position Control Advanced/Technical Operations G08P3

� Position Control Setup G08P4

� Requisitions G08R1

Requisitions

� Requisition Setup G08R4

� Applicant Information G08A1

Applicant Information

� Applicant Technical Operations G08A3

� Applicant Setup G08A4

� EEO/Affirmative Action Reports G08E12

Wage and Salary Administration

� Wage and Salary Administration Setup G08W4

� Safety and Health Administration G08S1

Safety and Health Administration

� Safety and Health Administration Setup G08S4

� Organizational Structure G0802

Organizational Structure

� Organizational Structure by Business Unit G08O20

� Organizational Structure by Position G0821

� Organizational Structure by Employee G08O22
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Employee Information

Objectives

� �& �)��+�� ���%��� �%� ,'��+� �% �$'#&0���* $�*+�) )��&)�

� �& �)��+�� ���%��� �%� ,'��+� �$'#&0�� ')&� #�  %�&)$�+ &%

� �& �%+�) �% �$'#&0��  %+& +�� ���)�** 	&&" *0*+�$

� �& +�)$ %�+� �%� )�� )� �$'#&0��*

� �& ),% )�'&)+*

About Employee Information

�&, ��% ,*� 0&,) �,$�% ��*&,)��* *0*+�$ +& +)��" ��+� #��  %�&)$�+ &% ��&,+
0&,) �$'#&0��*� �*� +� *  %�&)$�+ &% +& �%�#01� �%� )�'&)+ &% 0&,) �$'#&0��*�
�%� +& $��+ �&-�)%$�%+ )�'&)+ %� )�(, )�$�%+*�

�+�%��)� +0'�* &�  %�&)$�+ &% +��+ 0&, ��% +)��"  %�#,���

� ��)*&%�#  %�&)$�+ &%� *,�� �* %�$�� ���)�**� �%� +�/  ��%+ � ��+ &%
%,$��)

� �&�  %�&)$�+ &%

� ��0  %�&)$�+ &%

� &-�)%$�%+�# )�'&)+ %�  %�&)$�+ &%� *,�� �* +��+ )�(, )�� +& $��+ �(,�#
�$'#&0$�%+ �''&)+,% +0 ����� �%� 
�%�� �% �$'#&0$�%+ �(, +0
)�(, )�$�%+*

� �%+�)%�+ &%�#  %�&)$�+ &%� *,�� �* �&,%+)0 &� &) � % �%� %�+ -� #�%�,���

�&,) �,$�% ��*&,)��* *0*+�$ �#*& � -�* 0&, +�� �#�/ � # +0 +& +)��" �%0 +0'� &�
 %�&)$�+ &% +��+ 0&,) &)��% 1�+ &% %���*� �&, ��% ,*� +�� ')&� #� ��+� ���+,)�
+& +)��" �%+ )� ��+��&) �* &� �,/ # �)0  %�&)$�+ &% �&) 0&,) �$'#&0��*� *,�� �*
!&� *" ##*� &) ')&��** &%�# # ��%*�*� ��� *0*+�$ $�"�*  + ��*0 +& *��)�� &% +� *
 %�&)$�+ &% +& #&��+� �$'#&0��* .�& $��+ *'�� � � �) +�) ��

�&, ��% �#*& ��� %� � �#�* �%� �&��* �&) +)��" %� �$'#&0��  %�&)$�+ &% +��+  *
,% (,� +& 0&,) &)��% 1�+ &% &) 0&,)  %�,*+)0� �&) �/�$'#�� 0&, $ ��+ *�+ ,' �
� �#� +& +)��" +�� ��+� &% .� �� �$'#&0��*� �) -�)* # ��%*�* �/' )��
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� '# &���&� � (�&!�"�(�� �!$ #-�� +�(�#)( &�/�"(�&�"� �  #� (�� �!$ #-���'
�"�#&!�(�#"�

��(�& -#) �&��(� � &��#&� #� �!$ #-�� �"�#&!�(�#"� -#) ��"�
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� ����(�*�(� �!$ #-!�"(

��� '-'(�! �"� )��' '�*�&� (-$�' #� &�$#&(' (��( -#) ��" )'� (# &�*��+ �"�
�"� -.� �!$ #-�� �"�#&!�(�#"� �#& �,�!$ �� (�� '-'(�! $&#*���' &�$#&(' (��(
-#) ��" )'� (#�

� ���( (�� &�%)�&�!�"(' #� (�� 
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!$ #-!�"( �$$#&()"�(-
	#!!�''�#" �
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� �"��&'(�"��"� '� �&- �"� �#)& - &�(� �� �) �(�#"'

� ��*�'�"� �!$ #-�� �"�#&!�(�#"

� �#&��"� +�(� $&#�� � ��(�

� ��&!�"�(�"� �!$ #-��'
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Enter Employee Information

Entering Employee Information
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� �(-�+#(! #(-�+(�-#)(�& �'*&)1�� #( )+'�-#)(

Adding New Employee Records

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose HR Employee Entry
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Processing Options for Employee Master – HR Initial Setup

DISPLAY OPTIONS:

----------------
1. Enter your display preference for the
   Salary and Hourly Rate. . . . . . . .            ____________
    ’ ’ or ’1’ = Always Display
    ’2’ = Do Not Display on Inquiry
    ’3’ = Never Display

2. Display Tax ID (Social Security)
   Number on Inquiry and Change.
      Enter ’1’ for Yes, ’ ’ for ’No’.              ____________

3. Enter a ’1’ next to each to suppress
   its display:
             Workers Comp. . . . . . . .            ____________
             FLSA Exempt . . . . . . . .            ____________
             Benefit Group . . . . . . .            ____________
             Union Code. . . . . . . . .            ____________
             EEO Category. . . . . . . .            ____________
             Ethnic Code . . . . . . . .            ____________
             Shift Code. . . . . . . . .            ____________
             Job Step. . . . . . . . . .            ____________
             Hourly Rate . . . . . . . .            ____________
             Tax Area (Res. & Work). . .            ____________

4. Do you wish to display the Address
   Book European Tax Id Number in the
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   Address Book window?
      Enter ’1’ for Yes, ’ ’ for No.                ____________

5. Enter the method for assigning Tax
   Areas                                            ____________
   ’ ’ = manually enter Work and Res.
         Tax Areas.  (Default)
   ’1’ = allow Work and Res. Tax Areas
         to be left blank.
   ’2’ = use GeoCoder to update Work and
         Res. Tax Areas.

*Note: For values (1-2), you must
       first install the Vertex
       GeoCoder system.  If you do not
       install the system, the default
       value ’ ’ will be used for
       assigning Tax Areas.

EDIT/DEFAULT OPTIONS:
6. The Job Information file (F08001)
   EDITS the Job Type and Step and
   DEFAULTS the Job Information and
   Category Codes on ADDS or CHANGES,
   depending on which of the following              ____________
   options are selected.
  ’ ’ = Edit Job Type/Step against UDC’s
        and use DD for defaults.
  ’1’ = Default Job Info ONLY when blank
  ’2’ = Default Job Info and Category
        Codes ONLY when blank.
  ’3’ = Always default Job Information.
  ’4’ = Always default Job Info and
        Category Codes.
7. Enter ’1’ when you are using the Job
   Information File, as specified in
   processing option 6, and want to
   override the default of the Benefit
   Group, Union Code, Worker’s Comp Code
   and Subclass when changing the
   Business Unit or Job with those
   values defined in the Business Unit –            ____________
   Job Cross Reference File (F08005). If
   processing option 6 is set to
   ’Default Only When Blank’, then the
   cross reference file values will ’De-
   fault Only When Blank’. Likewise, if
   processing option 6 is set to ’Always
   Default’, the Cross reference File
   values will ’Always default’.

8. Enter a ’1’ if you want F18 to exit
   to Canadian Payroll Employee Entry
   program (P070101).  Default of blank
   will exit to US Payroll Employee
   Entry program (P060101).                         ____________

WHEN ADDING AN EMPLOYEE:

-----------------------
9. When adding new employees through the
   Employee Master screen, enter the
   default format for the Mailing Name
   in the Address Book.  (Optional)                 ____________
   ’ ’ = Name entered using Employee
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         Entry Screen will not be used
         in the address book window.
         You must also enter the name
         in the address book window.
   ’1’ = John Doe    (No middle initial)
   ’2’ = John R. Doe
   ’3’ = Doe, John R. (Alpha Name value)

Note: For users who have the double byte
      flag turned on in the JDE System
      Values, a default of ’ ’ is used.

10. Security Business Unit will be
    updated to the employee’s Address
    Book record. (NOTE: This must be set
    the same as P060101.)
      Enter ’1’ for Yes, ’ ’ for No.                ____________

11. All new employees will be added
    to the COBRA Dep/Beneficiary file.
      Enter ’1’ for Yes, ’ ’ for No.                ____________

12. Enter a ’1’ to automatically go to
    EEO Dates & Eligibility on an add.
    Default of blank will not take you
    to Dates, Eligibility & EEO.                    ____________

13. For an Add, enter the default value
    for the Benefit Status field which
    displays on the Dates, Eligibility
    & EEO screen. (NOTE:  This code
    is used for Batch Enrollment in
    Benefits.)                                      ____________

WHEN DELETING AN EMPLOYEE:

-------------------------
14. The profile data is to be deleted
    when an employee is deleted.
    Enter ’1’ for Yes, ’ ’ for No.                  ____________

WHEN CHANGING AN EMPLOYEE:

--------------------------
15. Enter a ’1’ to automatically
    redisplay the information.                      ____________

FOR “INTERNATIONAL” EMPLOYEES:

------------------------------
16. Enter a ’1’ to prevent the Employee
    Number from being used as a default
    for the EE Tax ID Number.  A default
    of blank will allow its use. . . . .            ____________

17. When adding an employee whose name
    is longer than the predefined name
    fields, enter a ’1’ to open the
    Address Book Window. This suppresses
    the name fields on the screen.
    Leave this field blank if the
    employee’s name is not longer than
    the predefined name fields.                     ____________



Enter Employee Information

A8.1 (8/97) 2–25

What You Should Know About Processing Options

�

������ ������

�����	������ ��� ���

�� *!& � %�# � �� %�� $*$%�� �&%!��%�����* ��$"��*$ ��%�$�

���������%* � ��� (�� *!& ��� � #��!#��

������������

����������

�� *!& � %�# � �� %�� $*$%�� �&%!��%�����* ��$"��*$ %��  �(

� �!#��%�! ��%�# *!& � %�# ��� ��$ %! � ��"�!*��

#��!#��

ÑÑ Exercises
��� %�� �)�#��$�$ �!# %��$ ���"%�#�

Entering Multiple Job Information

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Employee Multiple Job Entry
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Processing Options for Employee Multiple Job Entry

SET VIDEO DISPLAY:

------------------
1. Enter your display preference for the
   Salary and Hourly Rate.                          ____________
   ’ ’ or ’1’ = Always Display
   ’2’ = Do not Display on Inquiry
   ’3’ = Never Display

2. Enter a ’1’ next to each to suppress
   its display:
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               Workers Comp/Sub. . . . .            ____________
               FLSA Exempt . . . . . . .            ____________
               Union Code. . . . . . . .            ____________
               EEO Job Category. . . . .            ____________
               Shift Code. . . . . . . .            ____________
               Job Step. . . . . . . . .            ____________
               Hourly Rate . . . . . . .            ____________

3. To display the Address Book European
   Tax ID Number in the Address Book
   window select ’1’ for Yes.
    Enter ’1’ for Yes, ’ ’ for No.                  ____________

EDIT/DEFAULT OPTIONS:

---------------------
4. The Job Information file (F08001)
   EDITS the Job Type and Step and
   DEFAULTS the Job Information and
   Category Codes on ADDS or CHANGES,
   depending on which of the following
   options are selected.                            ____________
   ’ ’=Edit Job Type/Step against UDC’s
       and use DD for defaults.
   ’1’=Default Job Info ONLY when blank
   ’2’=Default Job Info and Category
       Codes ONLY when blank.
   ’3’ Always default Job Information.
   ’4’ Always default Job & Cat. Codes
5. Enter ’1’ when you are using the job
   Information File, as specified in
   processing option 4, and want to
   override the default of the Benefit
   Group, Union Code, Worker’s Comp Code
   and Subclass when changing the
   Business Unit or Job with those
   values defined in the Business Unit –            ____________
   Job Cross Reference file (F08005). If
   processing option 4 is set to
   ’Default Only When Blank’, then the
   Cross Reference file values will ’De-
   fault Only When Blank’. Likewise, if
   processing option 4 is set to ’Always
   Default’, the Cross Reference file
   values will ’Always Default’.

6. Enter a ’1’ if you want F18 to exit
   to Canadian Payroll Employee Setup
   program (P070101).  Default of blank
   will exit to US Payroll Employee
   Setup program (P060101).                         ____________

WHEN CHANGING AN EMPLOYEE JOB:

------------------------------
7. Enter a ’1’ to automatically
   redisplay the information.                       ____________

ÑÑ Exercises
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Attaching a Contract Calendar to an Employee Record

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose HR Employee Entry
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Entering Pay Basis Information

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Pay and Tax Information
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What You Should Know About
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Processing Options for Pay and Tax Information

1. Enter the method for assigning Tax
   Areas.                                           ____________
   ’ ’ = manually enter Work and Res.
         Tax Areas. (Default)
   ’1’ = allow Work and Res. Tax Areas
         to be left blank.
   ’2’ = use GeoCoder to update Work and
         Res. Tax Areas.

*Note: For values (1-2), you must first
       install the Vertex GeoCoder
       system.  If you do not install
       the system, the default value
       ’ ’ will be used for assigning
       Tax Areas.

Ñ
ÑÑ

Exercises
��� &�� �*�$��%�% �!$ &��% ���"&�$�

Entering User Defined Information for Employees

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Dates, Eligibility and EEO
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Entering International Employee Information

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Data (G08G13)

From International Information/Procedures, choose Employee International
Data
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Understand Salary and Hourly Rate Calculations

About Salary and Hourly Rate Calculations
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Scenario 1: Pay Rate Source Equals the Pay Rate Table
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��� �����#�%� ��#�"�

�� $"� #�� ����!��#��� �� #�� ��' ��#� #���� &��� '�$ ��� �� �� ��'�� !���!��
'�$ ��#�! � ��� #' �� ��� "#� � ��� $���� ����� ��� ���%� #�� "���!' ��� ��$!�'
!�#� ������ ��� ��� #' �� ��� "#� � ��� $���� ���� �$"# ��!!�" ��� #� �� ��#!'
�� #�� ��' ��#� #�����

��� "'"#�� �$#���#�����' ��#�!" #�� �  !� !��#� "���!' ��� !�#� ����!��#��� �!��
#�� ��' ��#� #����� ��� "'"#�� ��"� "$  ���" � ����$�# %��$� ��! "#����!� ��$!"
 �! '��!�� ��$ ��� �%�!!��� #��"� ����$�# %��$�" ��! �� �� ��'��� �� ����""�!'�

%�!!����� #�� "#����!� ��$!"  �! '��! ���" ��# �����# #�� �� ��'���" ��$!�'
!�#��

��� �����&��� #���� ��"�!���" &��# ��  ��" &��� '�$ ��#�! �! ������
����!��#��� #��# �����#" �� �� ��'���" ��!����"�
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��	��	�� ����� ��� ��	� ���# ,$) ���#�� (�� '(�#��&� �$)&' %�& ,��& �$& �#

�"%!$,��� (�� �$)&!, &�(� �$�' #$( ���#���

��� ','(�" &���!�)!�(�' (�� �##)�! '�!�&, �$& (��

�"%!$,���

�� ,$) )'� �"%!$,�� �)!(�%!� �$� ($ ���#�� (�� '(�#��&�

�$)&' %�& ,��&� ,$) ��# ��!�(� (�� �"%!$,���' '�!�&, ($

��)'� (�� ','(�" ($ &���!�)!�(� (�� %�, %�&�$� �&$'' '�!�&,

�#� (�� �##)�! '�!�&, �$& (�� �"%!$,���

��������� �����	�����

�����

���# ,$) ���#�� (�� 	�� �$& (�� �"%!$,��� ,$) ")'(

�!'$ &�"$*� (�� *�!)� �#(�&�� �$& '(�#��&� �$)&' %�& ,��&�

��� ','(�" ���)'(' (�� �"%!$,���' '(�#��&� �$)&' %�&

,��&� ��� �$)&!, &�(� &�"��#' (�� '�"��
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�

���# (�� ��, ��(� (��!� �' (�� ����)!( %�, &�(� '$)&���

,$) ��# �$ $#� $� (�� �$!!$+�#� ($ �*$�� )'�#� (��'

����)!( �$& �# �"%!$,���

� ��*� (�� )#�$# �$�� �!�# 
� �#(�& � )#�$# �$�� (��( �' #$( �#�!)��� �# (�� ��,

��(� (��!��

�$) ")'( �#(�& ��(��& � '�!�&, $& �# �$)&!, &�(� �$& (��

�"%!$,���

��� �	
���� �� � ��� ���
 ���	
 �$& �#�$&"�(�$# ��$)(

'�!�&, �#� �$)&!, &�(� ��!�)!�(�$#' �$& ')�� �"%!$,��'�

Scenario 2: Pay Rate Source Equals the Pay Grade Step Table

�$ �#')&� (��( �!! $� (�� �"%!$,��' +$& �#� �# � �$� &����*� (�� '�"� &�(� $�
%�,� �#� ($ �'(��!�'� %&$�&�''�$# +�(��# � %�, �&���� ,$) ��# )'� (�� ��, 
&���
�(�% (��!� �' (�� %�, &�(� '$)&��� �# (�� ��, 
&��� �(�% (��!�� ,$) '�( )% � %�,
&�(� �$& ���� '(�% +�(��# � %�, �&����

�$ )'� (�� ��, 
&��� �(�% (��!� +��# ,$) ��� �# �"%!$,�� &��$&�� ,$) �#(�& �
%�, �&��� �#� %�, '(�% �#� !��*� (�� '�!�&,� �$)&!, &�(�� �#� '(�#��&� �$)&' %�&
,��& �!�# � ��� ','(�" �)($"�(���!!, �#(�&' (�� �%%&$%&��(� '�!�&,� &�(�� �#�
�$)&' %�& ,��& �&$" (�� ��, 
&��� �(�% (��!�� �	$& �# �$)&!, �"%!$,��� '�!�&,
�%%��&' $#!, $# (�� �"%!$,�� �)!(�%!� �$� �$&"��

�$ )'� (�� ��, 
&��� �(�% (��!� +��# ,$) ��� �# �"%!$,�� &��$&�� ,$) �#(�& �
%�, �&��� �#� %�, '(�% �#� !��*� (�� '�!�&,� �$)&!, &�(�� �#� '(�#��&� �$)&' %�&
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Scenario 3: No Pay Rate Source

�� &�"� ������'�!��� ��� � ! �� �����&�� $�� �  ������ ��� ��"��& ��!� ���
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Revise Employee Information

Revising Employee Information

��,�* 1'- ��� �& �%($'1�� *��'*� ,' , � ��,���+�� 1'- ��& � �&��� �'**��,� '*
-(��,� , � �%($'1���+ !&�'*%�,!'& �+ &���++�*1� �'* �0�%($�� / �& �&
�%($'1�� ��,+ %�**!��� 1'- %!� , &��� ,' � �&�� , � �%($'1���+ %�*!,�$ ,�0
+,�,-+� � �& �& �%($'1�� *���!.�+ � (*'%',!'&� 1'- -+-�$$1 %-+, -(��,� , �
�%($'1���+ +�$�*1� "'� ,1(�� �&� (�1 �*����

�'- ��& �&,�* � �&��+ , �, ,�#� �����, �!, �* !%%��!�,�$1 '* '& � �-,-*� ��,��
�'- ��& �$+' �&,�* � �&��+ , �, �(($1 ,' � �*'-( '� �%($'1��+�

�'%(�3*�,!' !+ �& �%($'1���+ +�$�*1 �!.!��� �1 , � %!�3('!&, '� , � +�$�*1
*�&�� �'* , � �%($'1���+ "'�� �1(!��$$1� / �& 1'- � �&�� �& �%($'1���+ +�$�*1
'* *�,� !&�'*%�,!'&� , � +1+,�% �-,'%�,!��$$1 *���$�-$�,�+ , � �'%(�3*�,!'�
�'/�.�*� / �& 1'- *-& � ��,� (*'�*�% ,' -(��,� , � +�$�*1 !&�'*%�,!'& �'* �
�*'-( '� �%($'1��+� , � +1+,�% �'�+ &', *���$�-$�,� �'%(�3*�,!'+� �'* �0�%($��
, � +1+,�% �'�+ &', *���$�-$�,� �'%(�3*�,!'+ / �& 1'- � �&�� , � %!�3('!&,
�%'-&, �'* � (�1 �*���� �& , !+ ��+�� 1'- ��& *-& � (*'�*�% , �, -(��,�+ , �
�'%(�3*�,!' �'* �$$ '� , � �%($'1��+ / ' �*� �����,�� �1 , � � �&���

� �& �& �%($'1�� �**�&��+ ,' �� ��+�&, �*'% /'*# �'* �& �0,�&��� (�*!'� '�
,!%�� 1'- ��& �&,�* $��.� '� ��+�&�� !&�'*%�,!'& �'* , � �%($'1��� �'*
�0�%($�� �& �%($'1�� %!� , ,�#� � 	3%'&, $��.� '� ��+�&�� ,' ��*� �'* �
&�/�'*& � !$��

�'- ��& +�, -( 1'-* +1+,�% ,' +,'*�  !+,'*!��$ *��'*�+ '� , � �%($'1��
!&�'*%�,!'& 1'- *�.!+�� �'- ��& �$+' +�, -( 1'-* +1+,�% ,' +,'*� ,-*&'.�*
*��'*�+� �-*&'.�* *��'*�+ + '/ �%($'1�� %'.�%�&, /!, !& 1'-* '*��&!2�,!'&�
+-� �+ / �& �& �%($'1�� � �&��+ "'�+� �+ /�$$ �+ %'.�%�&, *�+-$,!&� �*'%
&�/  !*�+ �&� ,�*%!&�,!'&+�

� �& 1'- *�.!+� �&1 !&�'*%�,!'& �'* / !� 1'- �*� ,*��#!&�  !+,'*1� , � +1+,�%
�!+($�1+ � /!&�'/ / �*� 1'- %-+, �&,�* �& �����,!.� ��,�� �� 1'- �*� �$+'
,*��#!&� ,-*&'.�* �'* , �, !&�'*%�,!'&� 1'- %-+, �&,�* � � �&�� *��+'& �+ /�$$�
� � +1+,�% +,'*�+  !+,'*1 !&�'*%�,!'& !& , � �%($'1�� ��+,�* �!+,'*1 �&)-!*1
,��$� �����
��� � � +1+,�% +,'*�+ ,-*&'.�* !&�'*%�,!'& !& , � �%($'1��
�-*&'.�* �&�$1+!+ ,��$� �����
���

��.!+!&� �%($'1�� !&�'*%�,!'& !&�$-��+

� �&,�*!&� � �&��+ �'* *�,�+ '&$1
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Entering Changes for Rates Only

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Pay Rate Information

�# ( 2). %()0 -#�- �(  '*&)2  �, *�2 +�- $, ,�# �.& � -) �#�(" )( �
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�)  (- + � �#�(" -#�- -�% ,  !! �- )( � !.-.+ ��- � 2).  (- + �(  !! �-$/ ��- 
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��- � -# ,2,- ' �.-)'�-$��&&2 .*��- , -#  '*&)2  �, *�2 +�- $(!)+'�-$)(� �)+
 1�'*& � ��-#2 $, ,�# �.& � -) + � $/ � !$/ * +� (- *�2 $(�+ �, )( ��2 ���
�� � ��., 2). 0$&& � )( /���-$)( !)+ -#  (-$+ ')(-# )! ��2� 2).  (- +
��-#2�, $(�+ �, )( �*+$& 
�� �� � !)+ $- ��-.�&&2 -�% ,  !! �-� �# ( 2).
*+)� ,, -# *�2+)&& �2�& !)+ ��2 ��� -# ,2,- ' �.-)'�-$��&&2 $(�+ �, , ��-#2�,
*�2 +�- �2 !$/ * +� (-�



Revise Employee Information

A8.1 (8/97) 2–57

�*/ ��) -+!�%"2 .$! �$�)#! �- � (*)!.�,2 �(*/). *, �- � +!,�!).�#! *" .$!
!(+'*2!!�- �/,,!). +�2 ,�.!� '.!,)�.%0!'2� 2*/ ��) !).!, � )!1 -�'�,2 *, $*/,'2
+�2 ,�.!�

�*/ ��) ,!0%-! .$! "*''*1%)# .2+!- *" +�2 ,�.!-�

� ))/�' -�'�,2

� �*/,'2 ,�.!

� �%''%)# ,�.!

� �%!�!1*,& ,�.!

�$%- +,*#,�( /+ �.!- .$! �(+'*2!! ��-.!, .��'! ���������� �$! ���� � 1�, -
.%(! !).,2 �) +,!3+�2,*'' +,*�!--%)# +,*#,�(- /-! .$%- %)"*,(�.%*)� ��-! *)
.$! !""!�.%0!  �.!� �*/ ��) /-! .$%- +,*#,�( .* /+ �.! *)'2 *)! !(+'*2!!
,!�*, �. � .%(!�

�� �
��� ���
�� ��� ���� �
	�

�) ��2 ��.! �)"*,(�.%*)

	� �* '*��.! .$! !(+'*2!!� �*(+'!.! .$! "*''*1%)# "%!' �

� �(+'*2!! �/(�!,


� �* !).!, � )!1 +�2 ,�.! .$�. .�&!- !""!�. %((! %�.!'2� �*(+'!.! .$!
�++'%���'! "%!' - %) .$! "*''*1%)# �*'/()�

� �/,,!). ��.!



Human Resources

2–58 A8.1 (8/97)


� �& �%*�( � �+*+(� '�/ �!�% � �) � '�(��%* "%�(��)� &( �#�* �$&+%*�
�&$'#�*� *!� �&##&-"% �"�#�)�

� �#�%%�� �%�(��)�

� �	� ���*!&� �&( ��/ �%�(��)��

� ��*� �����*",�

� �!�% � ���)&%

�� �& �%*�( � �+*+(� '�/ �!�% � �) � %�- (�*�� �&$'#�*� *!� �&##&-"% �"�#�)�

� ��- ��*�)

� ��*� �����*",�

� �!�% � ���)&%

����� ��
������	�

�#�%%�� �%�( �!� �$&+%* &� "%�(��)� *!�* /&+ )'��"�/ �"*!�( �) �

$&%�*�(/ �$&+%* &( �) � '�(��%*� �� �!� )/)*�$ ���)

*!") �$&+%* *& *!� �+((�%* �%%+�# )�#�(/ *& &�*�"% *!�

%�- �%%+�# )�#�(/�

��	��������� �
��	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�!�% /&+ �%*�( � �) *!� $�*!&� �%� � �#�* �&##�( �$&+%*

"% *!� ��- ��*� �"�#�� *!� )/*�$ ��#�+#�*�) �%� �")'#�/)

*!� '#�%%�� "%�(��)��

�!�% /&+ �%*�( � � �) *!� $�*!&� �%� � '�(��%*� �

�$&+%* "% *!� ��- ��*� �"�#�� *!� )/)*�$ ��#�+#�*�) *!�

'#�%%�� "%�(��)� �) � �#�* �&##�( �$&+%* �%� �")'#�/) *!�

'#�%%�� "%�(��)��

�& ���(��)� *!� '�/ (�*�� �%*�( � $"%+) )" % ��� �"*!�(

���&(� &( ��*�( *!� �#�* �&##�( �$&+%* &( '�(��%*� �

�$&+%* "% *!� �#�%%�� �%�(��)� �"�#��

�	� �!� $�*!&� �/ -!"�! *!� '�/ "%�(��)� �$&+%* ") *& ��

��#�+#�*��� �!� "%�(��)� ��% �"*!�( �� � '�(��%*� � &� *!�

�+((�%* �$&+%* &( � $&%�*�(/ �$&+%*�

��	��������� �
��	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

#*!&+ ! /&+ ���"%�� *!� $�*!&� &% *!� %%+�# ��#�(/

(&-� *!� )/)*�$ +)�) *!�* $�*!&� �&( �## &*!�( (&-)�

��- ��*�) �!� �$'#&/���) %�- �%%+�# )�#�(/ �&( �## '�/(&## �%*("�)

*!�* �(� �"*!�( $�%+�##/ �%*�(�� &( �+*&$�*"��##/

 �%�(�*�� �&( *!� '�/(&## '�("&� ��*�( *!� ��*� &� ��.*

��")� �(&$ *!� �$'#&/���) (��&(��



Revise Employee Information

A8.1 (8/97) 2–59

�	�
� ���
����	�

��&� 	����&�(� ��� ��&� ! )���� &�� �!'$�+ !$ �  '�� "�+ $�&� �!$ &��

��"�!+�� � �$��%�%� ���  �) $�&�% �! � &! �����& ��&�$ &��

"�+$!�� "$!��%%� � $' &��& ��% � "�+$!�� ��&� ! !$ ��&�$

&�� ��&� !�  �*& $��%��

���� �������� ������������ � � � � � � � � � � � � � � � � � � � � � � � � � �

��� ��% ���!�� �����&�(� �% � ����&�� ���!)�

��� ��� ��%

��� �� �� '"��&� %&�" !� &�� "�+$!�� �+���
'"��&�% &��  �) �  '�� %���$+� �!'$�+ $�&�� � �
%���$+ "�$ "�+ "�$�!� � &�� 	�"�!+�� �%&�$
&�����

���%

���% ��%�� ! �  '�� %���$+ ���!�� �����&�(�
�& &��  �*& "�+$!�� ��&�$ &�� �����&�(� ��&�

�!'$�+ ��"�!+��%

���� � &$+ '%�% &�� ��� ��� � �!$��&�! )�� 
&�� �����&�(� ��&� �% ��%% &�� !$ �#'�� &! &��
&��� � &$+ )!$� ��&��

�'&!"�+ ��"�!+��%

���  �) $�&� �""���% )�� &�� �����&�(� ��&� �%
��%% &�� !$ �#'�� &! &�� "�+ "�$�!� � � ��&� !�
&�� "�+$!�� ��� � "$!��%%���

What You Should Know About

���
���� �	��

������� ��
������

�!' ��  !& '%� ��+ ��&� � �!$��&�! &! ���� "�+ $�&�

��� ��% �!$ ��"�!+�� $��!$�% &��& �$� �&&����� &!

�! &$��& ���� ��$%� 
!$ %'�� ��"�!+��%� +!' �'%& '%�

�! &$��& ���� ��$ �� �!) &! ��� �� "�+ � �!$��&�! �

See Also

� ���������� ���� 	������ �!$ � �!$��&�! ��!'& � &�$� � "�+ $�&� ��� ��%
�!$ � �$!'" !� ��"�!+��%

� 
������� 	������ ��� ����� ��� ���������

ÑÑ Exercises
��� &�� �*�$��%�% �!$ &��% ���"&�$�



Human Resources

2–60 A8.1 (8/97)

Processing Future Changes for Any Data Item
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Employee
Maintenance

� Future values
� Employee locked

Future Data
(F06042)

Employee Master
(F06116)

Batch Job

or

Final Update

Before You Begin
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Entering Future Changes

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), enter 27

From Employee Advanced/Technical Operations (G08E3), choose Employee
Master Revisions
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Updating Employee Master Records

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), enter 27

From Employee Advanced/Technical Operations (G08E3), choose Employee
Master Update
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Processing Mass Changes

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), enter 27

From Employee Advanced/Technical Operations (G08E3), choose Employee
Master Mass Changes
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Before You Begin
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What You Should Know About
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Correcting Employee Information
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Correcting General Employee Information
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Correcting an Employee’s Tax ID Number

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose HR Employee Entry
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Updating Employee Compa-Ratio

From Employee Information (G08E1), enter 27

From Employee Advanced/Technical Operations (G08E3), choose
Compa-Ratio Calculation
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Processing Options for Compa–Ratio Batch Calculation

EMPLOYEE HISTORY AND TURNOVER:

------------------------------
1. Enter a valid change reason code for
   all new records.                                 ____________

2. Enter an Effective Date or blank will
   default to the system date.                      ____________

PAY RANGE EFFECTIVE DATE:

-------------------------
3. Enter the Effective Date for the pay             ____________
   range.  Blank will default to the
   system date.

Entering Leave of Absence Information

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Dates, Eligibility, and EEO
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Work with Profile Data

Working with Profile Data
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Before You Begin
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Entering Employee Profile Data
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Entering Profile Data in Narrative Format

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Profile Data Entry
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What You Should Know About
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Entering Profile Data in Code Format

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Profile Data Entry
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What You Should Know About
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Processing Options for Profile Data Entry

1.  Enter the Profile Data Base name                ____________
    for the type of information you
    wish to revise, as follows:
    A = Applicants,
    E = Employees (default value),
    J = Jobs,
    H = Health & Safety Cases,
    P = Dependents/Beneficiaries
    R = Requisitions.
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Copying Profile Data
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Copying Narrative Text

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Profile Data Entry
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What You Should Know About
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Copying All Profile Data for an Employee

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Profile Data Entry
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Reviewing Profile Data
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Reviewing Profile Data for a Specific Employee

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Profile by Employee
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Processing Options for Profile Data Inquiry

1. Enter the Record Code for the type of            ____________
    information that you wish to review
    as follows:
      A = Applicants,
      E = Employees (default value),
      H = Injury/Illness Case Number,
      J = Jobs,
      P = Dependents/Beneficiaries
      R = Requisitions.

2. For Detailed Employee Inquiry Only:              ____________
    Enter a ’1’ if you do not wish to
    display the employee’s salary
    information.  (Default of blank will
    display the information.)
3. For Detailed Employee Inquiry Only:              ____________
    Enter a ’1’ if you do not wish to
    display the employee’s Social
    Security Number. (Default of blank
    will display the number.)
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Reviewing Profile Data by Data Type

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Profile by Data Type
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Processing Options for Profile by Data Type

1. Enter the Profile Data Base name for             ____________
    the type of information you wish to
    review as follows:
      A = Applicants,
      E = Employees (default value),
      J = Jobs,
      H = Case Number,
      P = Dependents/Beneficiaries
      R = Requisitions.

2. Enter the specific Type of Data on               ____________
    which to inquire within the chosen
    data base.

3. Enter a ’1’ to see inactive employees            ____________
    (Employee Pay Status not numeric) in
    addition to active employees.
    Default of blank will show active
    employees only (Pay Status numeric)

Working with Multi-Skill Search

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Profile Multiskill Search
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Processing Options for Profile Multiskills Search

INITIAL SEARCH CRITERIA:

------------------------
 1. Enter the search criteria code you
    want to direct your search:
      A = Search for Applicants
      E = Search for Employees
      B = Search for both types.
    A default of blank will display both
    Applicants and Employees . . . . . .            ____________

ACTIVE EMPLOYEE CRITERIA:

-------------------------
 2. To limit the search to only active
    employees, enter the Pay Statuses,
    separated by commas, that define
    an active employee.  A blank will
    search for all employees.                       ____________

EMPLOYMENT STATUS CRITERIA:

---------------------------
 3. To limit the search to specific
    employment statuses, enter the
    employment statuses, separated by
    commas, or *ALL for all employment
    statuses. The typical default for
    full time regular is a blank, so
    a blank followed by a comma must
    be entered to include this in the
    search.                                         ____________

APPLICANT STATUS CRITERIA:

--------------------------
 4. To limit the search to specific
    application statuses, enter the
    application statuses, separated by
    commas, or blank for all application
    statuses. Since this field is two
    characters wide, you should always
    enter two characters between commas
    including a blank if necessary. For
    example, to search for 5 and 99, the
    entry would be: 5 ,99  (NOT 5,99).              ____________
                                       .            ____________

APPLICATION DATE CRITERIA:

--------------------------
 5. Enter the earliest application date
    to limit the search. Only
    applications on or after this date
    will be included in the list. A
    blank will search through all
    applications, regardless of date.               ____________
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ÑÑ Exercises
��� (�� �,�&��'�' �$& (��' ���%(�&�

Purging Profile Data

From Employee Information (G08E1), enter 27

From Employee Advanced/Technical Operations (G08E3), choose Purge
Profile Data

�$ �$#'�&*� �$"%)(�& ��' '%��� �#� �!�"�#�(� $�'$!�(� �#�$&"�(�$# �&$" -$)&
'-'(�"� -$) %&$���!- #��� ($ %)&�� %&$��!� ��(� %�&�$����!!-� �$& �,�"%!�� -$)&
$&��#�.�(�$# "���( ��*� � %$!��- $�  ��%�#� �%%!���#( %&$��!� ��(� �$& $#!- $#�
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Processing Options for Purge Profile Data

Enter a ’Y’ to delete narrative only                ____________
 from the profile data.  Default of
 blank will delete all profile
 data.
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Terminate an Employee

Terminating an Employee

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Termination/Rehire
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Processing Options for Termination/Rehire

1. Enter the candidate requisition
   status, with a status of type ’DET’,
   for the system to use when you
   terminate an employee. This will
   detach the employee from all req’s
   that the employee has a candidate
   requisition status type of ’FIL’.
   (The candidate requisition status
   type is defined in the special
   handling code of the user defined
   code 08/CN)                                      ____________

2. Enter the default value for
   Requisition Status when an employee
   is terminated and a requisition
   is created.                                      ____________
   (F1 for valid values)

What You Should Know About Processing Options
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Rehire Employees

Rehiring Employees

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Termination/Rehire
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Work with Canadian Federal Employment Equity

Working with Canadian Federal Employment Equity
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Creating the Canadian Employment Equity Workfile

From Employee Information (G08E1), choose International Data

From International Information/Procedures (G08E13), choose Create FCPCS
Workfile
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Processing Options for Create FCPCS Workfile

1. Enter a 1 if you would like the last
   and first name of the employee copied
   to the workfile. A default of blank
   will not copy name information to the
   workfile.                                        ____________

2. Enter the Category Code Data Item
   Name that maps between business
   units and divisions when defining
   business units in P0006A.                        ____________
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Downloading the Workfile to Your Personal Computer

From Employee Information (G08E1), choose International Data

From International Information/Procedures (G08E13), choose Download
FCPCS Workfile to PC

�� �� %�! ���� �  �� �������� �����%��� ��!� % #�������� %�! ��� ��#�����
� ���% ��  �� #�������  � %�!� �������� ����! ��� 
�� ������� ��� ��  ���
�"�������  � ���� %�! ���� ��� %�!� �������� �����%��� ��!� % �����������

Before You Begin

� ���  �� ���������� �� ����  � ������%  �� ����� ��% �� � ��� �������� ��
%�!� �������� ����! �� �� � #���� %�! #��  � ��#�����  ��
������� ���� 
� ������  �� ���������� �� ���� ������ �!�����  ��
�������� �� ��  �� ���! ����� ��� �!���� ��� ������  �� �
	��������� �� ���� �!�� ���  � ������  �� ���������� �� �����

� �����%  ��  �� ����� ��% �� � ��� ��������  �� %�! ��������� ��  ��
���������� �� ���� �$�� �� %�!� �������� ����! ��� 
��� ��#�����
������� ����� ������ %�! �� ������ ���!� �!����  �� �� !�� ���%��� ��
������� ���  � %�!� �������� ����! ���

Processing Options for Download FCPCS Workfile

1. Enter the PC drive letter assigned to
   the AS400 through Client Access where
   file folders exist.                              ____________

2. Enter the full pathname (including
   drive letter) where the file will be
   copied onto the PC. Path must already
   exist, or error will occur.                      ____________

3. Enter the file name that you would
   like the data copied into. If a file
   already exists with the same name, it
   will be overwritten.                             ____________
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Review Employee Reports

Reviewing Employee Reports

��% ���  "��$ "� �"$# $��$ ���� �$ ��#) $� "�&��' ����"��$��� ��" � ��"�� �"�% 
�� �� ��)��#� ��%" �%��� ��#�%"��# #)#$��  "�&���# � &�"��$) �� "� �"$# $��$
)�% ��� %#� $� "�&��' ��� &�"��) �� ��)�� ����"��$���� ��% ��� ��#�  "��$ $��
"� �"$# $��$ )�% ���� $� ���$ $�� "�!%�"����$# �� $�� 	!%�� 	� ��)���$
�  �"$%��$) �����##��� �		����

��% ��� "%�  "����� ��$� "� �"$# $� "�&��' $�� �%(����") ����"��$��� ��" )�%"
�� ��)��#� ��% ��� "�&��' $��# ����"��$��� �) ����&��%�� �� ��)��� ���
�� ��)��#� �" �)  "����� ��$� $) ��

��&��'��� �� ��)�� "� �"$# ����%��#�

� ��&��'��� $�� 	� ��)�� �#$�" ����"� ������# "� �"$

� �"��$��� 	� ��)�� �#$�" �����#

� ��&��'��� �� ��)��  "����� "� �"$#

� ��&��'��� 	!%�� 	� ��)���$ �  �"$%��$) "� �"$#

What You Should Know About

����	�	� ����
��� 
�" "� �"$���  %" �#�#� � �%""��$ �� ��)�� �# ��

�� ��)�� '�� #$�"$�� '�$� $�� ��� ��) ����"� �" �%"���

$�� "� �"$���  �"��� ��� �# #$��� ��$�&� �$ $�� ��� �� $��

"� �"$���  �"����

�� ��$�&� �� ��)�� ��"�� �%"��� $�� "� �"$���  �"��� �#

���#���"�� �# ��$� � �%""��$ �� ��)�� ��� � ��' ��"��

�� �� ��)�� ��"�� ��� $�"����$�� �%"��� $�� "� �"$���

 �"��� �# ���#���"�� � ��' ��"� ���)�
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Reviewing the Employee Master Record Changes Report

From Employee Information (G08E1), choose Employee Reports

From Employee Reports (G08E11), choose World Writer under the Information
Reports heading

�.( -"� �)+&� �+#-�+ +�*)+-� �'*&)1�� ��,-�+ ���)+� �"�(!�,� -) +�/#�0 -"�
'),- +���(- �"�(!�, '��� -) -"� +��)+�, #( -"� �'*&)1�� ��,-�+ -��&�
�����		��� �.�" �"�(!�, #(�&.�� $)� �(� ,�&�+1 �"�(!�,� �"#, +�*)+- �)�, ()-
#(�&.�� �"�(!�, -) *+) #&� ��-��

�"� ,1,-�' ,-)+�, -"�,� �"�(!�, #( -"� �'*&)1�� �#,-)+1 -��&� �����
��

                                                   Employee Master Record Changes                             Page       –        1
                                                                                                              Date       – 02/2 8/98

 Address         Alpha                 Data          History                    Eff      Date   Chg     Description         Use r
  Number          Name                 Item            Data                     On     Updated  Rsn                          ID
 –––––––– ––––––––––––––––––––––––– –––––––––– –––––––––––––––––––––––––––––– –––––––  –––––––  ––– –––––––––––––––––––– –––––– ––––
     5127 Ebby, Chester A.          HMCO       00100                          01/01/98 07/12/94 098 Automated Conversion AB7094 31T
     5127 Ebby, Chester A.          HMCU                419                   01/01/98 07/12/94 098 Automated Conversion AB7094 31T
     5127 Ebby, Chester A.          SALY       S                              01/01/98 07/12/94 098 Automated Conversion AB7094 31T
     5127 Ebby, Chester A.          SAL                           00002500000 01/01/98 07/12/94 098 Automated Conversion AB7094 31T

Printing Employee Master Labels

From Employee Information (G08E1), choose Employee Reports

From Employee Reports (G08E11), choose Employee Master Labels

�"�( 1). (��� -) ,�(� #( )+'�-#)( -) 1).+ �'*&)1��,� ")'� ���+�,,� 1). ��(
+.( �'*&)1�� ��,-�+ ����&, -) *+#(- �"�,"#+� '�#&#(! &���&,� �"#, +�*)+- *+#(-,
,-�(��+�4,#2��� 3 ).+4.*� &���&,� �"� ���+�,,�, -"�- *+#(- )( -"� &���&, �+�  +)'
-"� ���+�,, �))% ��,-�+ -��&� ���	�	�� ��,�� )( -"� �'*&)1�� ��,-�+ -��&�
�����		��� �). ��(()- .,� -"#, *+)!+�' -) *+#(- �(1 &���&, )-"�+ -"�( �"�,"#+�
&���&,�
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Raymond Allen
410 17th Avenue
Fairfax
                  VA   22040

Leslie Derrick
198 Pine Avenue
North York
               On   M5R6T5

Canada

Melvyn Easter
1601 Old Bayshore
Highway
Burlingame

       CA   94010

Jorge Escalante
2807 Bridgeford Drive
Sacramento
                   CA   95833

Jack Hawkins
555 IBM Plaza
Chicago

                 IL   62207

Debra Johnson
10895 Highway 65
Pittsburgh
                  PA   56412

John Martin
103 West End Drive
Aurora
                  IL  62287

Cathy McDougle
12662 East Bates Circle
Aurora
                  CO   80014

Reviewing Employee Profile Reports

��# ���  #�  ��� "! "�  �$��% �����&�� � ����� ���� ��"��� �&�

� ����$��#�� �����&�� !#��� &

� � !#��� & �� ��� &�# �����&��! ��� "���  ���"�� � ����� ��"�

� �& � ����� ��"� "&��

�$��%��� �����&�� � �����  ��� "! ����#��!�

� �$��%��� "�� 	����&�� � ����� ��"�  ��� "

� �$��%��� "�� 	����&��! �& ��"� �&��  ��� "

� �$��%��� "�� 	����&�� � ����� �� �����

See Also

� ���	��	�� ���	
� ���� �� ���� ��"��� ��  �$��%��� � ����� ��"� ������

Reviewing the Employee Profile Data Report

From Employee Information (G08E1), choose Employee Reports

From Employee Reports (G08E11), choose Employee Profile

���� &�# ���� "�  �$��% ������"� � ����� ���� ��"��� �� ��� � �� �
�����&��!� � ��" "�� 	����&�� � ����� ��"�  ��� "� ���!  ��� " �������! ��� ��
�� �����&���! � ����� ���� ��"��� ��"� �� ��!&'"�' ����  �!#��'!"&�� �� ��"�

��� ���� ��"��� "��" � ��"! �� "��!  ��� " �! "�� !��� ���� ��"��� "��" &�# ���
 �$��% ������ #!��� � ����� �& 	����&��� 
�%�$� � "��  ��� " ����%! &�# "�
� ��" ���� ��"��� �� �#�"���� �����&��! �" ��� "����
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  080410                                               J.D. Edwards & Company                              Page Number        8
                                                          Employee Profile                                 Date         3/13/98
                                                      in Alphabetical Sequence

  Employee Number. .         6002 Abbot, Dominique                                                     Pay Class/Freq . . H / B
  Home Company . . .        00200 Model Manuf/Distrib Company       Primary Job/Step.        /         Pay Grade. . . . .
  Home Bus. Unit . .          741 Accounting                        Date Of Birth . .                  Pay Grade Step . .
  Benefit Group. . .                                                Date Started. . . 02/19/96         Pay Status . . . . 0
  Union Code . . . .                                           .    Annual Salary . .     20,800.00    Change Reason. . . 001
                                                                                                       FLSA Exempt Y/N. . Y

  Emergency Contacts
  ==============================
                 Parents:   (303) 671–6364

  Training
  ==============================
       Type    Trng Dte                  Where Obtained              Certification Earned         Costs
    –––––––––– ––––––––          –––––––––––––––––––––––––––––– –––––––––––––––––––––––––––––– –––––––––––––
    LDRSHP     02/15/96          Fred Pryor                                                          150.00
                 She has shown impressive leadership qualities.

    PLTFRM     05/30/97          Local college                                                       150.00
                                                                                               ––––––––––––– –––––––––––––
                                                                                     Total           300.00

  Appraisal Details
  ==============================
    Appraisal  App.Date                 Overall Results                 Points Earned           Yrs Wrked
    –––––––––– ––––––––          –––––––––––––––––––––––––––––– –––––––––––––––––––––––––––––– –––––––––––––
    MR         03/15/98          Standard performance

Processing Options for Employee Profile Report

1.Enter a ’1’ to bypass printing text               ____________
  information on the report. (Default
  of blank will print the text.)

2.Enter a ’1’ if you wish to bypass                 ____________
  printing the employee’s salary
  information. (Default of blank will
  print the information.)

3.Enter a ’1’ if you wish to bypass                 ____________
  printing the Social Security number.
  (Default of blank will print the
  number.)

Reviewing the Employees by Data Type Report

From Employee Information (G08E1), choose Employee Reports
From Employee Reports (G08E11), choose Employees by Data Type

��� ��� �� �� ���� 	 ���� �� 	�� ������ ��� �	� ������	���� ����
�� 	 �	������	� ������ �	�	 ���� ��� �	� ����� �� ������� 
� �	�	 ���
������ ��� �	���� ��� �	� ���� ������ ���� ������ �	�	 ������� ��

������ ������	����� �� ������	���� ��	� ������ �� ���� ����� �� �� �	�
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����������� ���� "�� ��� ����� ������ ����� ������� ���� ����"� ��� ��� ����� 
����������� " ������ ���� �"�� �� " �����"���

��� ���� �����"��� ��� �"���� ����� ���� �"��� �� ����������� ������

	�� ����� ��� ������ ������ ������"� �����"�� ����������� " ���� �"���

080400                                               J.D. Edwards & Company                             Page Number        2
                                               Employee Information by Data Type                        Date         6/21/98
                                                     Alphabetical Sequence
Professional Licenses/Certif
==============================
Employee       Name                  Updated                   State/Province                Status          Fees
––––––––––– –––––––––––––––––––––––– –––––––– –––––––– ––––––––––––––––––––––––– ––––––––––––––––––––––– ––––––––––––
 License   . . . . . CDP         Certified Data Processing
       6010 Eason, Walter            09/01/88          Nebraska
       7704 Rivard, Jacques          01/01/92                                                                 250.00
                                                                                                         ––––––––––––
                                                                    Total for: Certified Data Proce           250.00
 License   . . . . . CFP         Cert. Financial Planner
       2022 Kellerman, James         01/01/98
                                                                                                         ––––––––––––
                                                                    Total for: Cert. Financial Plan
 License   . . . . . CMA         Certified Management Acct
       2057 D’Angelo, Suzanne        01/01/98
                                                                                                         ––––––––––––
                                                                    Total for: Certified Management
 License   . . . . . CPA         Certified Public Accountant
       6002 Abbot, Dominique         06/15/98          Colorado                                               250.00
       6001 Allen, Ray               06/01/80
       2022 Kellerman, James         01/01/98
                                                                                                         ––––––––––––
                                                                    Total for: Certified Public Acc           250.00
 License   . . . . . CPP         Certified Payroll Professional
       6002 Abbot, Dominique         06/12/95          Colorado                                               150.00
       7505 Mastro, Robert           10/15/98          Colorado
       7500 McDougle, Cathy          01/01/98          Colorado                                               250.00
       2006 Walters, Annette         10/13/93          Colorado
                                                                                                         ––––––––––––
                                                                    Total for: Certified Payroll Pr           400.00
 License   . . . . . HRM         Certified HR Manager
       7500 McDougle, Cathy          01/01/98          Colorado                                               150.00
       2006 Walters, Annette         10/13/93          Colorado
                                                                                                         ––––––––––––
                                                                    Total for: Certified HR Manager           150.00

Processing Options for Employees by Data Type

1.  Enter ’1’ to bypass printing text               ____________
    information on the report.

Reviewing the Employee Profile Workfile

From Employee Information (G08E1), choose Employee Reports
From Employee Reports (G08E11), choose an option under the Workfile and
Report heading

��� ��� ����� � 
���� 
����� ������ ���� ����� �����"��� " ��� �� ���� �������
���� �"���� ��� �!������ � ������ ���� ����� �����"��� " ������� ��������
����������" ����� ��� ���� ��� �����"�� ��� � ������� ������� ��� �
������� ��� �� ���
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�/'!��##/� + !* )�'&)+ �&�* %&+ !%�#,�� )��&)�* �&) + � �$'#&/��* . & �& %&+
"%&. �%/ �&)�!�% #�%�,���* ��%�� + �)��&)��  �-� %& !%�&)$�+!&% �%+�)�� !% + �
��+� +/'� �&) �&)�!�% #�%�,��� ')&�!�!�%�/�� �& !%�#,�� *,� �$'#&/��* &% + �
)�'&)+� /&, $,*+ �,!#� + � �$'#&/�� �)&�!#� �&)"+��#� �����	���� ���&)� /&,
),% + � �&)#� �)!+�) )�'&)+� � � .&)"�!#�


� ���)� �* + � �$'#&/�� $�*+�) )��&)�* +& #&��+� �$'#&/��* .!+ %&
')&�!#� ��+�

� �)��+�* � +��#� .!+ �* !% '#��� &� ��+,�# ')&�!#� ��+� -�#,�*

��+�) /&, �,!#� + � �$'#&/�� �)&�!#� �&)"�!#�� /&, ��% ),% + � �**&�!�+�� �&)#�
�)!+�) )�'&)+ + �+ #!*+* �$'#&/��* �/ ')&�!#� ��+� +/'�*� �&) �$'#&/��* . &
 �-� -�#,�* !% + � ')&�!#� ��+� +/'�* /&, *'��!�!��� + � ')&�!#� ��+� +/'� �&��*
�''��) !% + � �*�) ��!%�� �&�� �!�#�� �&) �$'#&/��* . &  �-� %& ')&�!#� ��+�
&� + �+ +/'�� �* �''��) !% + � �*�) ��!%�� �&�� �!�#��

82000                                                 Employee Profile                               Page -        1
                                                  Using Work File T08092WF                           Date -  5/11/99

Address     User    Effective    User
 Number   Def Code    Date        ID
-------- ---------- --------- ----------
    6002 XXXXXXXXXX 02/26/96  SS788627
    6002 MR         03/15/98
    6002 XXXXXXXXXX 02/26/96  SS788627
    6002 XXXXXXXXXX 02/26/96  SS788627
    6002 XXXXXXXXXX 02/26/96  SS788627
    6002 XXXXXXXXXX 02/26/96  SS788627
    6010 PCUSE      01/01/98
    6010 XXXXXXXXXX 02/26/96  SS788627
    6010 CDP        09/01/88
    6010 KEYOFC     01/10/91
    6010 XXXXXXXXXX 02/26/96  SS788627
    6010 XXXXXXXXXX 02/26/96  SS788627
    6010 XXXXXXXXXX 02/26/96  SS788627
    6010 XXXXXXXXXX 02/26/96  SS788627
    6010 ALCOHOL    10/10/91
    6010 COCAINE    10/10/91

Reviewing Equal Employment Opportunity Reports

From Employee Information (G08E1), choose EEO/Affirmative Action
From EEO/Affirmative Action (G08E12), choose an option

�&, ��% ')!%+ + � )�'&)+* + �+ /&, %��� +& *,�$!+ +& + � ����)�# �&-�)%$�%+ +&
�&$'#/ .!+ + � )�(,!)�$�%+* &� + � �(,�# �$'#&/$�%+ �''&)+,%!+/
�&$$!**!&% ������� �&, ,*� + �*� )�'&)+* +& * &. + �+ /&,) &)��%!0�+!&%
')&-!��* �(,�# &''&)+,%!+!�* �&) �## �$'#&/��*� !%�#,�!%� ��$�#�* �%� + &*�
. & �)� �+ %!� $!%&)!+!�*�

��%���)* .!+ !% /&,) &)��%!0�+!&% �#*& ��% ,*� + �*� )�'&)+* +& �%�#/0�  !)!%�
�%� ')&$&+!&% ')��+!��* .!+ !% /&,) &)��%!0�+!&%�
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�( +�/"�0 �*.�% �&)%(1�� ())(+-.'"-1 +�)(+-, ������ �(&)%�-� -!� �(%%(0"' 
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� ��/"�0 -!� ���3� �&)%(1&�'- ��-� +�)(+-

� ��/"�0 -!� ���3	 �'�%1,", +�)(+-

� ��/"�0 -!� ��� �-��� �-"%"2�-"(' +�)(+-

� ��/"�0 -!� �(+$�(+�� �'�%1,", +�)(+-

� ��/"�0 -!� ��-�+�', �&)%(1&�'- ���������� +�)(+-

Reviewing the EEO-1 Employment Data Report

�( /�+"�1 -!�- 1(.+ (+ �'"2�-"(' �(&)%"�, 0"-! -!� +�)(+-"' +�*."+�&�'-, (� -!�
���� +�/"�0 -!� ���3� �&)%(1&�'- ��-� +�)(+-�

�!", +�)(+-  +(.), �&)%(1��, "'-( -!� ,-�'��+� ��� #(� ��-� (+"�, �'� ,(+-,
-!�& �1 ��� �-!'"� �(��, �'�  �'��+� �!� +�)(+- )+"'-, -(-�%, �(+ ���! #(�
��-� (+1 �'� �(+ ���! !(&� �(&)�'1 (+ !(&� �.,"'�,, .'"-�

�( &�$� "- ��,"�+ �(+ 1(. -( +�/"�0 "'�(+&�-"(' �1 �(&)�'1� -!� +�)(+- )+"'-,
('%1 ('� �(&)�'1 )�+ )� ��

�'�(+&�-"(' �(+ -!", +�)(+- ", �+(& -!� �&)%(1�� ��,-�+ -��%� ���
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068515                                             J.D. Edwards & Company                            Page -        3
                                                  EEO - 1 Employment Data                            Date -  5/11/99
                                                         by Company

         001          A Model Core Company                                                                    . .Reporting Peri od. .
                                                                                                      01/01/98 thru 12/31/98

                                   Row   | . . . . . . . .  Male  . . . . . . . .  |  . . . . . . . . Female . . . . . . . .
       Job Categories             Total  |  White   Black   Hisp.   Asian  Indian  |   White   Black   Hisp.   Asian  Indian
 ------------------------------   ------   ------  ------  ------  ------  ------     ------  ------  ------  ------  ------

   Supervisors                        45 |     24                                  |      21

   Officials and Managers            245 |     62      66                     34  |      78               1               4

   Professionals                     197 |     51      12      38       1      2  |      48      40       3       1       1

   Technicians                        28 |      3      14                          |       8       2       1

   Sales                              14 |      5       2       2                  |       2               3

   Office and Clerical                43 |     13       2       1       3          |      20               1       3

   Craft Workers (Skilled)             7 |      4                                  |       3

   Operatives    (Semiskilled)         2 |      2                                  |

   Laborers      (Unskilled)           9 |      8                                  |       1

   Service Workers                     2 |      1                                  |       1

                                    ------   ------  ------  ------  ------     ---     ------  ------  ------  ------  ------
                    TOTAL            592 |    173      96      41       4      36  |     182      42       9       4       5

Processing Options for Report – EEO–1 Employee Data

1.  Enter the Beginning and Ending Date
    for the Reporting period.
              Beginning Date . . . . . .            ____________
              Ending Date. . . . . . . .            ____________

2.  Enter the appropriate number
    associated with the type of
    reporting unit.                                 ____________

    Single Establishment – ’1’
    Consolidated Report  – ’2’
    Headquarters Report  – ’3’
    Individual Est.      – ’4’
    Special Report       – ’5’

3.  Enter the number of establishments
    covered by this report if option
    number 2 is = ’2’.                              ____________

4.  Enter the Parent Company Number                 ____________
    with the leading zeros, i.e. 00001.

5.  Enter the Business Unit Address Book
    Number for this report.                         ____________
    Leave blank if same as
    option number 4.

6.  Enter a ’1’ if report was filed
    last year.                                      ____________
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7.  Enter a ’1’ if the company employs
    100 people or more.                             ____________

8. Enter ’1’ if affiliated with another
   company in a venture that employs
   100 or more people.                              ____________

9.  Enter ’1’ if Gov’t Contracts are
    involved as in Section C question
    number 3.                                       ____________

10. If ’1’ is entered for option number
    9, then enter the 9 digit Dunn and
    Bradstreet ID. number.                          ____________

11. Enter the Certifying Official’s
    Employee Number.                                ____________

12. Enter the Certifying Official’s                 ____________
    Title.

13. Enter the Contact Person’s Employee
    Number.                                         ____________

14. Enter the Contact Person’s Title.               ____________

15. Enter the Contact Person’s Phone
    Extension number.                               ____________

Reviewing the EEO-4 Analysis Report

�� %�!��' #��# '�$! �!����(�#��� ���#" #�� "���!' �$�������" �"#����"��� �' #��
����� !�%��& #�� ���)� 
���'"�" !� �!#�

���" !� �!# �!�$ " �� ��'��" ��#� #�� "#����!� ��� ��� ��#���!��"� ��� "�!#"
#��� �' ��� �#���� ����" ��� "���!' !����" �' �����!� ��� !� �!#  !��#" #��
#�#��" ��! ���� ��� ��#���!' ��� ��! ���� ���� ��� ��' �! ���� �$"���"" $��#�
�# ��"�  !��#" #�#��" �' ��� ��"�!� #��� ��� ��� ��' ��! �$��)#��� �� ��'��"�

����!��#��� ��! #��" !� �!# �" �!�� #�� �� ��'�� ��"#�! #���� ��	���	��
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      068514                                            J.D. Edwards & Company                                        Page –        3

                                                             EEO–4 Report                                             Date –  6 /24/98

             A Model Financial/Distribution                 Full Time Employees

             8055 East Tufts Avenue  Suite                       By Company

             Denver

                             CO  80237

                                                  Reporting Period:  07/01/97 thru 06/30/98

                              Annual Salary

                                             Total | . . . . . . . .  Male  . . . . . . . . | . . . . . . . . Female . . . . . . . .

           Job Categories      (thousands)   Empls |  White   Black   Hisp.   Asian  Indian |  White   Black   Hisp.   Asian  I ndian

      –––––––––––––––––––––––– –––––––––––– –––––– | ––––––  ––––––  ––––––  ––––––  –––––– | ––––––  ––––––  ––––––  ––––––  – –––––

      Officials and Managers      .0 – 15.9        |                                        |

                                16.0 – 19.9        |                                        |

                                20.0 – 24.9        |                                        |

                                25.0 – 32.9        |                                        |

                                33.0 – 42.9      2 |              1                         |      1

                                43.0 – 54.9      1 |                                        |      1

                                55.0 – 69.9        |                                        |

                                70.0 – PLUS      1 |                                      1 |

                                            –––––– | ––––––  ––––––  ––––––  ––––––  –––––– | ––––––  ––––––  ––––––  ––––––  – –––––

                       Job Category Total        4 |              1                       1 |      2

                                                     Total Male. . .      2                   Total Female. .      2

      Professionals               .0 – 15.9        |                                        |

                                16.0 – 19.9        |                                        |

                                20.0 – 24.9        |                                        |

                                25.0 – 32.9      1 |      1                                 |

                                33.0 – 42.9        |                                        |

                                43.0 – 54.9        |                                        |

                                55.0 – 69.9      1 |      1                                 |

                                70.0 – PLUS        |                                        |

                                            –––––– | ––––––  ––––––  ––––––  ––––––  –––––– | ––––––  ––––––  ––––––  ––––––  – –––––

                       Job Category Total        2 |      2                                 |

                                                     Total Male. . .      2                   Total Female. .

Processing Options for Report – EEO–4 Analysis

1) Please enter starting salary for
   each salary range below. Enter real
   dollars, i.e. 8000 instead of 8,000
   or 8.0.
   Beginning Salary for Range 1                     ____________
       “                Range 2                     ____________
       ”                Range 3                     ____________
       “                Range 4                     ____________
       ”                Range 5                     ____________
       “                Range 6                     ____________
       ”                Range 7                     ____________
       “                Range 8                     ____________
       ”
2) Enter Beginning Date of Report Period            ____________
   Enter Ending Date         (more)                 ____________
3) Answer Yes (1) to one of the
   following formats :
   Report for Full Time Employees (1/0)             ____________
   Report for New Hires           (1/0)             ____________
   Report for Other than Full Time(1/0)             ____________
   Default of blank in all 3 fields will
   print Full Time Employees.
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Reviewing the EEO Staff Utilization Report

�' *�.!�/ , � &-%��* '� ��,-�$  '-*+ , �, �%($'0��+ '� ��� ��� �, &!� �'��
/'*#�� /!, !& ��� "'�� *�.!�/ , � ��� �,��� �,!$!1�,!'& *�('*,� �� �& �%($'0��
/'*#+ !& %-$,!($� "'�+� , � *�('*, �'-&,+ ��� "'��+  '-*+ +�(�*�,�$0�

� !+ *�('*, (*!&,+ ,',�$+ �0 "'� $�.�$� "'� ��+�*!(,!'&� �&� �-+!&�++ -&!,� �'* ��� 
�-+!&�++ -&!,� , � *�('*, (*!&,+ ,',�$+ �&� (�*��&,���+ �'* %!&'*!,!�+ �&�
��%�$�+�

� !+ *�('*, !+ &', *�)-!*�� �0 , � ���� �&�'*%�,!'& �'* , !+ *�('*, !+ �*'% , �
��� �,��� �,!$!1�,!'& �'*#,��$� ���
���	� �&� , � �!%� �&� ��0 ��,�!$ �!+,'*0
,��$� ���
����

  068901                                                 J.D. Edwards & Co.                                  Page      –         2
                                                    EEO Staff Utilization Report                             Date      –   7/22 /98
                                                                                                             Beginning –  03/01 /98
                                                                                                             Ending    –  03/30 /98
             1 Comptes generales
                                               Total     Hours    Hours     Total     Male     Female
         EEO  Ethnic Description               Hours     Male     Female  Employees Employees Employees
         –––  –––––––––––––––––––––––––––––– ––––––––– ––––––––– –––––––– ––––––––– ––––––––– –––––––––

                                      .
                                           .

         01   White (Not of Hispanic Origin)   178.96     88.52    90.44          2         1         1
         02   Black
         03   Hispanic
         04   Asian or Pacific Islander
         05   American Indian/Alaskan Native
         55   Canadian Indian
         99   Unknown
                                             ––––––––– ––––––––– –––––––– ––––––––– ––––––––– –––––––––
        Total                              .   178.96     88.52    90.44          2         1         1

  Group Total of                                .

         01   White (Not of Hispanic Origin)   178.96     88.52    90.44          2         1         1
         02   Black
         03   Hispanic
         04   Asian or Pacific Islander
         05   American Indian/Alaskan Native
         55   Canadian Indian
         99   Unknown
                                             ––––––––– ––––––––– –––––––– ––––––––– ––––––––– –––––––––
        Total                              .   178.96     88.52    90.44          2         1         1

  Total Minorities             Minority %  000       Total Females         1 Female % 051

Processing Options for EEO Staff Utilization Report, Build Workfile T068901

1) Enter From date:                                 ____________

2) Enter To date:                                   ____________

3) Enter non-ethnic code:                           ____________

4) To select only one business unit,
   enter the business unit number.  (It
   must be right adjusted in the first
   twelve characters.)  Leave blank
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   to print all business units.                     ____________

Reviewing the Workforce Analysis Report

�! $�(��) � %'���$+ !� �� ��$ � � �&� �� � �!$��&�! �!$ �'$$� & ��"�!+���
$�(��) &�� �!$��!$�� 	 ��+%�% $�"!$&� ���% $�"!$& �% ��%�� ! &�� �!� &+"� � �
�!� %&�" !� &�� ��"�!+��%� �!$ �*��"��� +!' �!'�� '%� &��% $�"!$& &! ��&�$�� �
&�� "�$�� &��� !� ��%&�$ )����$% )�! �$� ��&�(� 	��$��� � � �������

���% $�"!$& ��%&% &)! &!&��% �!$ ���� �!�"� + � � �'%� �%% ' �&� ��� ��$%& &!&�� �%
� #'� &�&+ � '���$� &��& � ����&�% �!) �� + ��"�!+��% �$� � ���� ��&��!$+�
��� %��! � &!&�� � ����&�% &��  '���$ �% � "�$�� &��� !� ��� ��"�!+��%� ���$�
�$� ��%! &)! �$� � &!&��%� �+ #'� &�&+ � � �+ "�$�� &���� &��& � ����&� � &!&��
)!$��!$�� � ��+%�% �!$ ��� �'%� �%% ' �&% � � ��� �!�"� ��%�

���% $�"!$& �%  !& $�#'�$�� �+ &�� ���
�  �!$��&�! �!$ &��% $�"!$& �% �$!� &��
��"�!+�� ��%&�$ &���� ����������

  080435                                          J.D. Edwards & Company                                Page Number        2
                                                Workforce Analysis Report                               Date         2/27/99
                                                by Cost Center and Company
  
  
Job                        Job  EEO  Pay   . .Total. .     . . . . . .  Male  . . . . . . .      . . . . . . Female . . . . . .
Type       Description     Step Job Grade   Empl Minor   Total White Black Hisp   Asian AmInd   Total White Black Hisp  Asian A mInd
------ ------------------- ---- --- ------ ----- -----   ----- ----- ----- -----  ----- -----   ----- ----- ----- ----- ----- - ----
 

  Home Company . . . . 001          A Model Accounting Company
  Home Cost Center . .          701 Corporate Administration
  -------------------- ------------ ------------------------------
A1     President                001 S7         1     1       1                             1
0A-3   Financial Analyst        002 S4         2             2     2
2H-1   Human Resource Mana      001 S4         1     1                                             1     1
2H-5   EEO Specialist           002            1             1     1
5J-5   Electrician              003            1             1      
61     Foreman                  006 H8         1     1       1           1
63                              006 H8         1             1     1
67     Laborer             1    008 H5         2             2     2
                                     ----- -----   ----- ----- ----- ----- ----- -----   ----- ----- ----- ----- ----- -----
            Corporate Administration          10     3       9     7     1                 1       1     1
                                     ----- -----   ----- ----- ----- ----- ----- -----   ----- ----- ----- ----- ----- -----
            % Total:                       100.0  30.0    90.0  70.0  10.0              10.0    10.0  10.0
                                     ----- -----   ----- ----- ----- ----- ----- -----   ----- ----- ----- ----- ----- -----
            A Model Accounting Company        10     3       9     7     1                 1       1     1
                                     ----- -----   ----- ----- ----- ----- ----- -----   ----- ----- ----- ----- ----- -----
            % Total:                       100.0  30.0    90.0  70.0  10.0              10.0    10.0  10.0
                                     ----- -----   ----- ----- ----- ----- ----- -----   ----- ----- ----- ----- ----- -----
              Grand Total:                    11     3      10     8     1                 1       1     1
                                     ----- -----   ----- ----- ----- ----- ----- -----   ----- ----- ----- ----- ----- -----
              % Grand Total:               100.0  27.3    90.9  72.7   9.1               9.1     9.1   9.1

Processing Options for Workforce Analysis

1. Enter a ’1’ to count white females as            ____________
 non-ethnic employees.  Default of blank
 will include these employees and all
 others with non-white EEO Ethnic Groups
 in the Total Minority Employees figure.

2. Enter a ’1’ to retrieve job                      ____________
 descriptions from the UDC tables.
 A ’Blank’ will retrieve the job
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 descriptions from the job master file.
 Generally, the UDC table will be used
 by those not using the JDE human
 resources system.

Data Sequence

�!# %�� $)$%�� %! ����&��%� %!%��$ �!##��%�)� �!  !% $����% �!� �)"� ��
��� � �
�!� �%�" ��
��� �!# %!%��� �� 	 %!%�� �!# %��$� �%��$ (!&�� �� ��� � ���$$
����&$� %�� #�"!#% �$ ��$�� �� %! "#� % ! � �� � �!# ���� �!� %)"� � � �!� $%�"�

Reviewing the Veterans Employment (VETS-100) Report

�! #�'��( � $&���#) !� %��  &���# !� ��"�!)��$ � ���� � �!� ��%��!#)
(�! �#� ��%��# ��$����� '�%�#� $ !# ���% �� �#� '�%�#� $� #�'��( %�� ��%�#� $
�"�!)�� % ����+���� #�"!#%�

���$ #�"!#% �!��!($ %�� �!#��% !� %�� ����#�� �!'�# �� %�$ ���+��� #�"!#%�
	�%�!&�� )!& �� $"����) � ) '���� ��%� #� ��� %�� #�"!#% &$&���) $"� $ ! �
)��# �!# �!'�# �� % #�"!#%� � "&#"!$�$�

��� #�"!#% �! %�� $ $�"�#�%� �!�&� $ �!#  �( ��#�$ � � �&##� % ��"�!)��$ � �
"#!'���$ %(! %!%��$ �!# ���� �!�"� )� ��� ��#$% %!%�� �$ ��%��!#�*�� �) �!��
�&$� �$$ & �% � � �!�"� )� � � � ����%�$ �) � �!� ��%��!#) %��  &���# !�
��"�!)��$ (�! �#� ��$����� '�%�#� $ � � %��  &���# (�! �#� ���% �� �#�
'�%�#� $� ��� $��! � %!%�� � ����%�$ %��  &���# !�  �( ��#�$ (�! �#� ��$�����
'�%�#� $ � � %��  &���# (�! �#� ���% �� �#� '�%�#� $�

��� #�"!#% ��$! $�!($ %�� %!%�� !� �!%� '�%�#� � �  ! +'�%�#�  �( ��#�$�

 080434                                              J.D. Edwards & Company                             Page Number        2
                                                   Veterans’ Employment Report                          Date         2/27/99
                                                            (VETS-100)
                                                    by Business Unit and Company
  
                                                   01/01/98  through  12/31/98
  
                                                        . . . Employees . . .       . . . . . . . New Hires . . . . . . . .
                                                        Special       Vietnam       Special       Vietnam       Total, Both
                                                        Disabled        Era         Disabled        Era         Veterans and
             EEO Job Category                           Veterans      Veterans      Veterans      Veterans      Non-Veterans
 --------------------------------------------------- ------------  ------------  ------------  ------------  ---------------
  
 Home Company . . . . 001          A Model Accounting Company
 Home Business Unit . .          701 Corporate Administration
 -------------------- ------------ ------------------------------
 001 Officials and Managers                                                                                                1
 003 Technicians                                               2                                                           1
 004 Sales                                                     1             1             1                               5
 008 Laborers      (Unskilled)                                               1                           1                10
                                                     ------------  ------------  ------------  ------------  ---------------
     Home Cost Center . . Corporate Administration             3             2             1             1                17
                                                     ------------  ------------  ------------  ------------  ---------------
     Home Company . . . . A Model Accounting Company           3             2             1             1                17
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Processing Options for Veterans’ Employment Report

Enter the Beginning and Ending dates
 for the reporting period.
                        Beginning Date –            ____________
                        Ending Date    –            ____________

Data Sequence

��� ��� � ���� �� ������� ������ ������ � �� ��� ����� ��	 ��� ������� ���
��������� � ����� ��� ���� ���� ����� �� ����������� ������ ��� ������ ��
������ �������� �� ����� ��� ���� ��� ��� ��	 ��� ������ �

ÑÑ Exercises

�� ��� �������� ��� ���� �������
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Employee History and Turnover

Objectives

� �" $�(��) ��%&"$* �!� &'$!"(�$ $��"$�%

� �" �"$$��& ��%&"$* �!� &'$!"(�$ $��"$�%

� �" ����&� "$ �$���(� ��%&"$* $��"$�%

� �" $'! $�#"$&%

About Employee History and Turnover

��&��! �!* "$��!�+�&�"!� � #�"*��% �"!&�!'���* ���!�� �"�%� $����(� $��%�%� �$�
#$" "&��� "$ ���!�� &���$  �$�&�� %&�&'%� �"' ��! %�& '# *"'$ %*%&� &" %&"$�
��%&"$���� $��"$�% "� &�� � #�"*�� �!�"$ �&�"!� ���%  ��!% &��& )��! *"' �!&�$
"$ '#��&� � #�"*�� �!�"$ �&�"!� &�� %*%&� �$��&�% � ��%&"$���� $��"$� "� &�� "��
�!�"$ �&�"!� �"' ��! %�& '# *"'$ %*%&� &" %&"$� &'$!"(�$ $��"$�%� �'$!"(�$
$��"$�% %�") � #�"*��  "(� �!& )�&��! *"'$ "$��!�+�&�"!� %'�� �% )��! �!
� #�"*�� ���!��% �"�%� �% )��� �%  "(� �!& $�%'�&�!� �$" !�) ��$�% �!�
&�$ �!�&�"!%�

"$ � #�"*��% )�" ��(�  '�&�#�� �"�% )�&��! *"'$ "$��!�+�&�"!� &�� %*%&� 
%&"$�% ��%&"$* $��"$�% �"$ ���� �"�� ��� %*%&� %&"$�% &��% �!�"$ �&�"! �! �
%�#�$�&� &���� �$" &�� � #�"*�� ��%&"$* �!� &'$!"(�$ &����%�

�"$��!� )�&� � #�"*�� ��%&"$* �!� &'$!"(�$ �!�"$ �&�"! �!��'��%


� �"$��!� )�&� � #�"*�� ��%&"$* $��"$�%

� �"$��!� )�&�  '�&�#�� �"� ��%&"$*

� �"$$��&�!� &'$!"(�$ $��"$�%

� �'$��!� ��%&"$* �!� &'$!"(�$ $��"$�%

� ��(��)�!� � #�"*�� ��%&"$* �!� &'$!"(�$ $�#"$&%

�"' ��! &$��� � #�"*�� ��%&"$* �!� &'$!"(�$ �"$ �!* "� &�� �!�"$ �&�"! %&"$��
�! &�� � #�"*�� ��%&�$ &���� ��	���	�� �"' ��! '%� ��%&"$* �!� &'$!"(�$
�!�"$ �&�"! &"


� ��(��) &�� � #�"*���% �"� #$"�$�%%�"!
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� ��'��( $���#* ���#��$�$ ��'�� �% %�� $��� %��� � � � ������ (�$ ����

� ����*+� ��$% #���� ������$ % ��!� *�� ��� #��%� �

� � �$���# �� ��!� *�� � # � !# � %� �

� � �$���# �� ��!� *�� � # �� %��# ! $�%� �

�  ��% # ��!� *�� � '����% (�%��� * &# � �!��*

What Is Employee Master History?


�!� *�� ��$%�# ��$% #* ����&��$ %�� ��$% #* #�� #�$ %��% %�� $*$%�� �#��%�$
(��� * & ������ ��� #��%� �  � %�� ��!� *�� ��%#* � #�$� � & �&$% $!����*
%�� ��%� �%��$ �$&�� �$ � �� � �!��*� %�) �	 �&���#� ��� $  �� � # (����
* & (��% % %#��� ��$% #*� ���$� ��%� �%��$ �&$% �)�$% �� %�� 
�!� *�� �$%�#
%����� �����'�# * & ������ ��!� *�� ��� #��%� �� %�� $*$%�� �#��%�$ �
$�!�#�%� ��$% #* #�� #� � # ���� ��%� �%�� � # (���� * & �#� %#������ ��$% #*�

�$ * & ��%�# ��� #�'�$� ��� #��%� � � # %�� ��%� �%��$ %��% * & $����%�� � #
��$% #* %#������� %�� $*$%�� %��! #�#��* $% #�$ ��$% #* ��� %&#� '�# #�� #�$ �� �
��%� "&�&�� � & &$� %�� ��$% #* � ��% # ���%&#� % � �%# � (��� %�� $*$%��
%#��$��#$ %�� #�� #�$ �� %�� ��%� "&�&� % %�� !�#�����% ��$% #* ��� %&#� '�#
%����$� � & ��%�'�%� %�� ��$% #* � ��% # (��� * & (��% % %#��$��# #�� #�$ % %��
��$% #* ��� %&#� '�# %����$ �������%��* ��%�# * & ���� � ������� ���� %��
��$% #* � ��% # �$ � % ��%�'�� %�� $*$%�� $% #�$ %�� ��$% #* #�� #�$ �� %�� ��%�
"&�&� &�%�� * & ��%�'�%� %�� � ��% #� � $!��� � �!&%�# #�$! �$� %���� * &
����% ��  $� % ��%�'�%� %�� � ��% #  ��* �% ����%� (��� � &$�#$ �#� ( #����
 � %�� $*$%���

��� ��%� "&�&� ��$ ����%�� $% #��� $!���� �� * & � � % ��%�'�%� %�� � ��% #
#��&��#�*� %�� ��%� "&�&� ��� ��� �� %  ��#�� ��� * & (��� �� &����� % 
#�%#��'� #�� #�$�

��� ��$% #* #�� #�$ ����&�� %�� � �� (��� ��� #��%� ��

� ��� $!������ ������

� ��� #��$ � � # %�� ������ ��� (� �$ %�� ������ #��$ � � ���

� ��� ��%� %��% %�� ������ ��� ��$ �����%�'�

� ��� $*$%�� ��%� (��� %�� ������ (�$ ����
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What Is Employee Multiple Job History?

�� $ ��  #����+�%� �$� ��!� *��$ ��� ��'� �&�%�!�� � �$� 
��� ��!� *�� ��$
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Why Is the Change Reason Code Important?
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Where Does the System Store History and Turnover Records?
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Primary Job

Employee Master
(F060116)

Employee Master
Multiple Job

(F060118)

Data Queue

History Monitor

History Table
(F08042)

Turnover Table
(F08045)

Primary Job

Employee Master
Job History
(F060119)
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Work with Employee History Records

Working with Employee History Records

���� �"����! �����&�� �������!��� ������ �  "�� � $��� �� �����&�� � 
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� 	�#��$ �� �����&��� ��� ������  ���

� 	�#��$  ����& ������ � ��#�� �! !��  ��� !��� � ��� ������ $� ����
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�" ����! ���� � �� !��� ��� ��! $��! !� ����!��� !�� ������ �� �� !��&� �"
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Before You Begin
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� �� ��& "��" "�� 	#��� ��!�# ��! ���!"��"! � � !�" "� " ��� "# ��$� � ���
��##��� � �"#�!& ��� �$!��%�! ���"#��#"�

� �� ��& "��" "�� ��!"� & !#�!&!"�� ��� ����"� � � !�" "�  #�� ��� 
�#�%�#���

�"#�!& ��� �$!��%�! �!�������

See Also

� ��#�!��� �� ��&�� ����!��#��� ���������

� ����!"#��� �"#�!& ��� �$!��%�! �!������ ���	����

� �$!���� �"#�!& ����!�" ���	�	���

Reviewing Employee History

From Human Resources (G08), choose Employee History

From Employee History (G08H1), choose Employee History Inquiry

��# ��� !�" #� &�# ���!"��"! !� "��" "�� !&!"�� � ��"�! ��!"� &  ��� �! �� 
�����&��! %����$� &�# ������ �����&�� ���� ��"���� ��# ����" %��" "�
 �$��% "��! ��!"� & "��

� ����&'� ��!"� ���� ������! "� �����&�� ���� ��"���

� ���!��� �� �����&���! %� �  ��� � �� � ���"���! �  ��!�!

� ���!��� �� �����&���! %� �  ��� � �� ���"�� ��!�"���

�  �$��% "�� ������"� ��!"� &  ��� �! �� �� ����$��#��� � �� "�� ����!" ��" &
"� �#�� "�� ��!"  ����" ��" &� &�# ��� #!� �����&�� 	�!"� & 
��#� &� ��# ���
��!�  �$��% ��� "�� ��!"� & "��" �! ������ "� � !������� ��"� �"���
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�� ��)��* '�� �"�#%!�'�#"�
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What You Should Know About

�������	 
������ ��� �

�������� ����
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���

���� ������#� ���# ��� ������# ���� �� �� ������ �� ��� ����

#�� ������#�

�������������� 
������ ��� ��# �� ��� ������ ��� !���� #�� ��� �������� ������#�

#�� ��� ��� ��� ����� 	������ � ������# �������� �� ���

�����#�� ����# ���� �� ������ ������# ��� � �������� ������

��� ���� �������� ��� ������ �� ��� ����� ��� !���� #��

!��� �� �� ��! ������#�

��� �"������ �� �� ��! �� �����#���� �� ������#� ��������

��� ������ �� ��� �� 
#�� ����� ��� ������ ��� �����

	������ � ������# ���������

Processing Options for Employee Master History Inquiry

1. Enter a ’1’ to see inactive employees            ____________
  (Employee Pay Status not numeric) in
   in addition to active employees.
   Default of Blank will show active
   employees only (Employee Pay Status
   numeric).

Data Item Security:

------------------
2.  Enter data items not to be displayed
    for security reasons.

    1. Data Item                                    ____________
    2. Data Item                                    ____________
    3. Data Item                                    ____________
    4. Data Item                                    ____________
    5. Data Item                                    ____________

Select Data:

-----------
3.  Enter a ’1’ to display selected data            ____________
    for tracking with values in history.
    Default of blank will display all
    selected data items.

ÑÑ Exercises
	�� ��� �"������� ��� ���� ��������
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Correcting Employee History

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History & Turnover Advanced and Technical Operations (G08H3), choose
Employee History

���� ���� !�� ���� �� ����! �� �� �����!�� ������� ��� �!���� ������� � ������
�� ��� ������������� ������! ����� �� !�� ���� � �������  ��� !�� �����
�����!�� ����������� ��� ���� ������� ��� ������ !�� ���� ������ ��� ���������
������ ���� ��� ������������� ������! ���� �� �������� �� �������� ������! ������

��� !�� ������ � ������ �� ��� ������! ����� !�� �� ��� ������ ��� �����������
�� ��� �����!�� ������ �����

�� ��� ���! ����������� !�� ����������! �������  �� ��� ������ ������ �� ���
��������� ����� !�� ��� ������� ���� ����������� �� ��� ������! ����� ��� �� ���
���� �� ������ ��� ������ ������ �� ������� ����� � � �������

���������� ��� ����� �� ��� ������! ���� ���� � !�� �� �������� �������� ������!
�������� �� ��� ������! ������ !�� ������� ��� � ������ ������� !�� ���� ����
������� ��� ������������� �������� �������
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� ��"�� &��'#"
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� ��%)�"�� �)!��&

See Also
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Work With Multiple Job History

Working With Multiple Job History

�� (%#� �#&"%-��( �$ -%*' �%#&�$- �%"� #%'� )��$ %$�  %� �) %$� )�#�� -%*
�$)�' #*")�&"�  %�( �%' )�%(� �#&"%-��(� ���$ �#&"%-��( �%"� #*")�&"�  %�(�
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)�#� -%* #�!� �$ �$)'- �%' � #*")�&"�  %� )�� (-()�# �'��)�( � '��%'� �$ )��
#&"%-�� �*")�&"� �%� ��()%'- )��"� �������	��

��� (-()�# ���( � $�, '��%'� )% #*")�&"�  %� ��()%'- ,��$�+�' -%* ���$�� �$-
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� �%� )-&�

� �%� ()�&

� ���$�� '��(%$
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�� -%* #�!� �$- %)��' ���$��( )% #*")�&"�  %� �$�%'#�)�%$� )�� (-()�# ,'�)�(
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�% ,%'! ,�)� #*")�&"�  %� ��()%'-� �%#&"�)� )�� �%""%,�$� )�(!(


� ��+��,�$� #*")�&"�  %� ��()%'- �%' �$ �#&"%-��

� ��"�)�$� #*")�&"�  %� ��()%'- '��%'�(

Reviewing Multiple Job History for an Employee

From Human Resources (G08), choose Employee History

From Employee History (G08H1), choose Employee Multiple Job History

�%* ��$ '�+��, )�� ��()%'- �%' -%*' �#&"%-��( ,�% �%"� #%'� )��$ %$�  %� �) �
)�#�� (*�� �( �$ �') )�����' ,�% �( �"(% � ��(���"" �%���� �%* ��$ '�+��, )��(
�$�%'#�)�%$ )%
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�� ��)��* '�� �"�#%!�'�#"�

Deleting Multiple Job History Records

From Human Resources (G08), choose Employee History

From Employee History (G08H1), choose Employee Multiple Job History
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%��&#" �"� �����'�)� ��'��
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Correct Turnover Records

Correcting Turnover Records

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History & Turnover Advanced and Technical Operations (G08H3),
choose Employee Turnover
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Purge History and Turnover Records

Purging History and Turnover Records

�� �������� �������� ���� ������ !�� ��� �������� ������� ������! ��� ��������
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Purging Employee History Records

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History & Turnover Advanced and Technical Operations (G08H3), choose
Purge History Data
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Before You Begin
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Processing Options for Purge Employee History

You have chosen to purge Employee
History Information.  Enter the desired
values for the following options.

========================================

1) Enter a ’1’ if you wish to run this
report in update mode. A default of
blank will run in proof mode. No records
will be deleted.                                    ____________

2)  Enter a date to be used to purge
History information.  All records that
are effective on or before this date
will be purged.                                     ____________

3)  If you wish to copy the purged data
to tape or other storage medium, enter
the storage device name. Leave this
blank if you are purging without saving
data to device.                                     ____________

4)  Enter a ’1’ if you wish to delete
all history records for the selected
employees.  A default of Blank will
leave the most recent history record
for each data item.                                 ____________

Purging Turnover Records

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History & Turnover Advanced and Technical Operations (G08H3), choose
Purge Turnover Data
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Review History and Turnover Reports

Reviewing History and Turnover Reports

�  �$��% ��� ����'(� �����'�� ��!"� ' ��� "# ��$� � '�# ��� � ��" !�$� ��
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Reviewing the Employee History Log Report

From Human Resources (G08), choose Employee History

From Employee History (G08H1), choose Employee History Log
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  080423                                              J.D. Edwards & Company                                   Page – . . .    9

                                               All Employees by Home Business Unit                             Date – . . .  6/ 25/98

                                                     01/01/98  Thru  12/31/98

 Employee                 Data                                                      Effectv   Seq

  Number       Name       Item   Description       History Data       Description      On    Number Change Reason        Change d By

 –––––––– ––––––––––––––– –––– ––––––––––––––– –––––––––––––––––––– ––––––––––––––– –––––––– –––––– –––––––––––––––––––– –––––– ––––

 Home Business Unit .          419 Administration

 –––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––

                          PHRT Hourly Rate. .               26.000                  01/15/98                             DEMO01

                                                            18.000                  01/01/98                             DEMO01

                          PSDT Date Pay Starts 08/17/90                             01/01/98                             DEMO01

                          SAL  Annual Salary.             54,080.00                 01/15/98                             DEMO01

                                                          37,440.00                 01/01/98                             DEMO01

                          SALY Pay Class(H/S/P H                                    01/01/98                             DEMO01

                          SSN  Employee Tax ID 058–43–2559                          01/01/98                             DEMO01

                          TARA Tax Area (Work) 06                                   01/01/98                             DEMO01

                          TARR Tax Area (Res.) 06                                   01/01/98                             DEMO01

                          TRS  Change Reason.  07                                   03/01/98                             DEMO01

                                               98                                   01/15/98                             DEMO01

                                               010                  Database correc 01/01/98   1.00 010 Database correct DEMO

                                               04                                   01/01/98                             DEMO01

                          UPMJ Date Updated .  10/17/91                             03/01/98                             DEMO01

                                               04/04/95                             01/01/98   1.00                      DEMO

                                               10/14/91                             01/01/98                             DEMO01

                          WCMP Workers Comp .  8810                 Administrative  01/01/98   2.00                      DEMO

                                                                    No Worker’s Com 01/01/98   1.00 010 Database correct DEMO

                                               8810                 Administrative  01/01/98                             DEMO01

 Home Business Unit .          451 Accounting Department

 –––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––

     2022 Kellerman, Jame DT   Date Terminated 07/01/98                             07/01/98   1.00 TE  Termination–Elig BARCLA Y

                          HMCU Home Business U          451         Accounting Depa 06/26/98   1.00 010 Database correct DEMO

                          PAST Pay Status . .  9                    Terminated, Las 07/01/98   1.00 TE  Termination–Elig BARCLA Y

                          POS  Position ID. .  4510A–1                              06/26/98   1.00 010 Database correct DEMO

                          TRS  Change Reason.  TE                   Termination–Eli 07/01/98   1.00 TE  Termination–Elig BARCLA Y

                          UPMJ Date Updated .  03/31/96                             07/01/98   1.00 TE  Termination–Elig BARCLA Y

                                               06/26/95                             06/26/98   1.00 010 Database correct DEMO

 Home Business Unit .          701 Corporate Administration

 –––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––

     2006 Walters, Annett ALPH Alpha Name . .  Walters, Annette                     01/01/98                             DEMO01

                          AN8  Address Number                  2006 Walters, Annett 01/01/98                             DEMO01

                          DIVC Benefit Group.  MGMT                 Management Bene 01/01/98                             DEMO01

                          DSI  Date of Origina 06/03/96                             01/01/98                             DEMO01

                          DST  Date Started .  06/03/96                             01/01/98                             DEMO01

                          ECNT Employee Classi N                                    01/01/98                             DEMO01

                          EEOJ EEO Job Cat. .  001                  Officials and M 01/01/98                             DEMO01

                          E001 Eligibility Cod Y                                    01/01/98                             DEMO01

                          E010 Eligibility Cod A                                    01/01/98                             DEMO01

                          FLSA FLSA Exempt Y/N Y                                    01/01/98                             DEMO01

                          HMCO Home Company .                     1                 01/01/98                             DEMO01

                          HMCU Home Business U          701         Corporate Admin 01/01/98                             DEMO01

                          HM04 Disability . .  N                                    01/01/98                             DEMO01

                          IFN  First Initial ( A                                    01/01/98                             DEMO01

                          IH   Hrs/Yr . . . .               2080.00                 01/01/98                             DEMO01

                          JBCD Job Type . . .  1M–2                 Project Leader  01/01/98                             DEMO01
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Processing Options for Employee History Log Report

1. Enter a ’1’ to see inactive employees            ____________
    (Employee Pay Status not numeric) in
    addition to active employees.
    Default of blank will show active
    employees only (Employee Pay Status
    numeric).

2. Enter the Reporting Period to
    restrict inclusion of history data
    by date:
                   From Date                        ____________
                   Thru Date                        ____________

3. Enter the data item you wish to see              ____________
    history on (i.e. SAL for Salary).
    Default of blank will include
    history on all tracking items.

Reviewing the Salary History Analysis Report

From Human Resources (G08), choose Employee History

From Employee History (G08H1), choose Salary History Analysis

��� ��� 
��# 	�����# ���#��� ������ �� ��!��" ���# ������ ��� �����#����
�����# ����� ��  �� ���� ������ �� ��#$� ���# ����������� #� � �� �!� ���
 � #� � �#���� �� ���� ������# ��� ���#� �� ��# ���� �� �# �����

��� ��� �����#��� ��� ������ ���"� ������ � �� � ���# �� � �� ��# ����
��������� �� ��� �����#���� �# ����� ���� �# ���� �������� "������ �
�����#�� �� ��� �� ���# �� �# ��� �� ���
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  080424                                              J.D. Edwards & Company                                   Page – . . .    2
                                                     Employee Salary History                                   Date – . . .  3/ 05/98
                                               All Employees by Home Business Unit

                                                    01/01/98  Thru  12/31/98

 Employee                                                           Pay   Grad Compa– P               Percnt                Eff ectv
  Number          Name         Pay Status Empl Stats   Job Type    Grade  Step Ratio  C Salary/Hourly Change  Change Reason    On
 –––––––– –––––––––––––––––––– –––––––––– –––––––––– ––––––––––––– –––––– –––– –––––– – ––––––––––––– ––––––– ––––––––––––– ––– –––––
     7500 McDougle, Cathy      Active                Human Resourc S4           1.05  S     40,000.00                       01/ 01/98
                               Active                Human Resourc S6           0.79  S     44,000.00  10.00  Promotion     02/ 15/98
                               Active                Human Resourc S6                 S               100.00–               07/ 01/98
     7504 Meade, Jane          Active                              S4           0.92  S     35,000.00                       01/ 01/98
     7506 Mayeda, Donald       Active                Clerk                            H         7.500                       01/ 01/98
     7510 Moralez, Jesus       Active                                           0.67  H         6.500                       01/ 01/98
     6001 Allen, Ray           Active                              S7           0.73  S     48,800.00                       01/ 01/98
                               Active                President     S7           1.05  S     70,000.00  43.44                03/ 17/98
     5127 Ebby, Chester A.     Active                EEO Specialis                    S     25,000,00         Automated Con 01/ 01/98
     6000 Easter, Melvyn       Active     Full–time  Secretary                  2.57  H        18.000                       01/ 01/98
                               Active     Full–time  Foreman                    3.71  H        26.000  44.44                01/ 15/98
     2006 Walters, Annette     Active                Project Leade              0.70  S     40,000.00                       01/ 01/98
     2111 Ingraham, Paul       Active                Laborer       H5                 S     35,000.00                       03/ 15/98
     2129 Jackson, John        Active                Financial Ana              1.26  S     50,000.00                       01/ 15/98
     6002 Abbot, Dominique     Active     Full–time  Financial Ana S4           0.74  S     28,000.00                       01/ 01/98
     6010 Eason, Walter        Active                Laborer                          H        18.000                       01/ 01/98
     7701 Anthony Holiday      Active                Fire Fighter               1.34  H        11.250         Automated Con 01/ 01/98
     7702 Derrick, Leslie      Active                Financial Ana              2.54  H        37.500         Automated Con 01/ 01/98
     7703 Bellas, Debbie       Active                Financial Ana              1.34  S     53,000.00         Automated Con 01/ 01/98
     7704 Rivard, Jacques      Active                Payroll Manag              1.04  S     43,620.00         Automated Con 01/ 01/98
     7508 Mai, Tien            Active                                           0.54  H         5.250                       01/ 01/98

Processing Options for Employee Salary History Analysis Report

1. Enter a ’1’ to see inactive employees            ____________
    (Employee Pay Status not numeric) in
    addition to active employees.
    Default of blank will show active
    employees only (Employee Pay Status
    numeric).

2. Enter the Reporting Period to
    restrict inclusion of history data
    by date:
                   From Date                        ____________
                   Thru Date                        ____________

3. Enter a ’1’ to include all employees             ____________
    even if they fall outside the
    reporting period range of dates.

Creating the Last History Change Workfile

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History & Turnover Advanced/Technical Operations (G08H3), choose Last
History Change Workfile
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�%&/2% 9/5 #!. 02).4 4(% �!34 �(!.'% ). �)34/29 2%0/24� 9/5 -534 25. ! 02/'2!-
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� �5. 4(% �!34 �)34/29 �(!.'% �/2+&),% 02/'2!- &/2 3!,!29 2%#/2$3
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Processing Options for Last History Change Workfile Build

Reviewing the Last Change in History Report

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History & Turnover Advanced/Technical Operations (G08H3), choose
World Writer

 /5 #!. 02).4 ! �/2,$ �2)4%2 2%0/24 4(!4 ,)343 #(!.'%3 4/ /.% /2 -/2% $!4! )4%-3
). 4(% �-0,/9%% �!34%2 4!",% &/2 7()#( 9/5 !2% 42!#+).' ()34/29� �()3 2%0/24
$)30,!93 4(% ).&/2-!4)/. ). ! #/.#)3%� %!39;4/;2%!$ &/2-!4� �3% 4()3 2%0/24 4/
2%6)%7 ()34/2)#!, ).&/2-!4)/. &/2 /.% /2 -/2% 30%#)&)# $!4! )4%-3�

�(% 2%0/24 3(/73 4(% 6!,5% %.4%2%$ ). 4(% $!4! )4%- "%&/2% 4(% -/34 2%#%.4
#(!.'% 4/ 4(!4 $!4! )4%- 7!3 %.4%2%$� �/2 %8!-0,%� !335-% 4(!4

�  /5 !2% 42!#+).' ()34/29 &/2 */" ���

�  /5 ()2% !. %-0,/9%% 4/ &),, 4(% */" /& �##/5.4!.4 �*/" �� �##4;���

� �.% 9%!2 ,!4%2� 4(% %-0,/9%% 2%#%)6%3 ! 02/-/4)/. 4/ �%.)/2 �##/5.4!.4
�*/" �� �##4;	��

� �&4%2 4(2%% 9%!23 7)4( 9/52 /2'!.):!4)/.� 4(% %-0,/9%% 2%#%)6%3 !
02/-/4)/. 4/ �##/5.4).' �!.!'%2 �*/" �� �##4;
�� �##/5.4).' �!.!'%2 )3
4(% %-0,/9%%�3 #522%.4 */"�
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Before You Begin

� � ��"� "�� �!" 
�!"� & ������ �� ������ ���! %� ����� �������! "��
���� ��"��� "��" � ��"! �� "��  ��� "�

                                                       Last Change In History                                 Page       –        1
                                                      Using Work File T08042W                                 Date       – 03/0 5/98

 Address     Data          History                  Effective   Date       User      Program
  Number     Item            Data                      On      Updated      ID         ID
 –––––––– –––––––––– –––––––––––––––––––––––––––––– ––––––––– ––––––––– –––––––––– ––––––––––
        2 SALY       S                               11/20/95  02/22/95 RP1411506  P0801
        3 SALY       S                                         01/24/96 WC909193   P0801
        4 SALY                                                 05/03/96 SS788627   P0804500
        5 SALY       S                                         12/21/95 JE652201   P0801
        6 SALY       S                                         12/21/95 JE652201   P0801
        8 SALY                                                 05/03/96 SS788627   P0804500
        9 SALY                                                 05/03/96 SS788627   P0804500
       11 SALY                                                 05/03/96 SS788627   P0804500
       12 SALY       S                               02/21/96  02/21/96 JE652201   P0801
      100 SALY       S                                         02/28/96 JE652201   P0801
      133 SALY       S                                         01/03/96 JE652201   P0801
      134 SALY       S                                         04/03/96 JE652201   P060101
      135 SALY       S                               04/03/96  04/03/96 JE652201   P060101
      136 SALY       S                               04/03/96  04/03/96 JE652201   P060101
      137 SALY                                                 05/03/96 SS788627   P0804500
      138 SALY       S                               01/07/96  04/03/96 JE652201   P0801
      311 SALY                                                 05/03/96 SS788627   P0804500
      312 SALY                                                 05/03/96 SS788627   P0804500
      315 SALY                                                 05/03/96 SS788627   P0804500
      316 SALY                                                 05/03/96 SS788627   P0804500
      317 SALY                                                 05/03/96 SS788627   P0804500
      319 SALY                                                 05/03/96 SS788627   P0804500
      320 SALY                                                 05/03/96 SS788627   P0804500
      321 SALY                                                 05/03/96 SS788627   P0804500
      329 SALY                                                 05/03/96 SS788627   P0804500
      330 SALY                                                 05/03/96 SS788627   P0804500

Reviewing Turnover Analysis Reports

From Human Resources (G08), choose Turnover/Change Analysis

From Turnover Change/Analysis (G08T2), choose an option

���� &�# #���"� �� �����&���!  ��� � "�  �����" � ����'�"����� �!!������"
������! �!#�� �! %��� �� �����&�� ������! ���! � ��$�! "� � ��% �#!���!!
#��" %�"��� &�# � ����'�"����� "�� !&!"�� � ��"�! "# ��$�  ��� �! �� "��
���� ��"��� &�# ��������

�# ��$�  ��� �! ��!� !��% �����&�� ��$����"  �!#�"��� � �� ��% �� �! ���
"� ����"���!�

��  �$��% � ����'�"����� �!!������" ������! �� "�� �����&��! %�"��� &�# 
� ����'�"���� &�# ��� � ��"  ��� "! "��" !��% �����&�� ��$����" %�"��� ��� � 
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��� �#!���!! #��"!

� 
��� ��������!
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Before You Begin

� �&�� �. )�� �#&"%.�� ��)�  )�#( �%' ,� �� .%* ,�$) )% )'��! )*'$%+�'� ���
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�*( $�(( �$ ) '�&%')�

 080431                                           J.D. Edwards & Company                                   Page – . . .    2
                                         Employee Turnover by Home Business Unit                       Date – . . .  12/31/98
                                                  Company 100, by Division

   . . . . . Home Business Unit . . . . .    Initial   NEW   Promo–  Termi–  Salary    Job   Conver–          . Turnover .
    Number        Description                  Emps   HIRES   tions  nations Increas Changes  sion            Total     %
 –––––––––––– –––––––––––––––––––––––––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––––
            1 General Accounts                    0       0       0       0       0       0       0       0       0
            9 Corporate Administration            0       0       1       0       0       1       0       0       2
            3 Denver Branch                       0       0       0       0       0       0       0       0       0
            4 Dallas Branch                       0       0       0       0       0       0       0       0       0
            5 San Francisco Branch                0       0       0       0       0       0       0       0       0
           MD Model Chart of Accounts             0       0       0       0       0       0       0       0       0
                                             ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––––
                                                  0       0       1       0       0       1       0       0       2
                                             ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––––
                                                  0       0       1       0       0       1       0       0       2
                                             ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––––
                                                  0       0       1       0       0       1       0       0       2

What You Should Know About
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Processing Options for Employee Turnover Analysis by Home Business
Unit

1. Enter the From Date to begin tracking            ____________
   turnover.

2. Enter the Thru Date when calculations            ____________
   are to cease.  Default of blank will
   calculate through today’s date.

3. Enter the Turnover Column Group which            ____________
   contains the Column Headings you wish
   to have appear on this report.

What You Should Know About Processing Options

���� ��	� 	�� ���� �
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Job Information

Objectives

� 	� ������ ��� ��� "����� $� � ������%�����

� 	� ������ �� ������� �����������

� 	� ������ � �� �� �� �����$��

� 	� �!�� ��� ���

� 	� ��!��" �� �������

� 	�  ����� �� ����������� � ����������$

About Job Information

�� ��� ����� �������� ����������� �� � ��� ��� "����� $� � ������%������ �� 
���  �� ���� ����������� ���

� 	���� ��$ ��� ����� �$��� �� ����������� �� � ���

� ������$ ��������� ��� ��������

� �������$ ��� ������� �� �������� �����$�� �����������

� �!�� ��� ��� �� ��������� ��" �� ���������� ��� �����$��� "�� "���
�� ���� ��

�� ��� ��!��" �� ����������� ��� ��� �����$��� "�� ��� �������� �� �
������ ��� ��� 
��� $� ������ ����������� ��� � ��� $� ��� ������$ ����$
$� � ������� �� ��� �� ����������� ��� ��� �� ��� �����$��� "�� ��� ��������
�� ���� ���

�� ��� ���� ������ � #�����$ �� ������������ � �� �� ��� ����� ����������������
� ������$ ��!��� �� ��� ������ �� ��� �������� ��� ���� ��� 	��� �$�� �� ��
����������� �� ������ ������� �����
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Define Jobs

Defining Jobs

�#) ����"� �#�' '# (��( -#) ��" (&��� $�- �"� #(��& (-$�' #� �"�#&!�(�#" ��#)(
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�!$ #-��'�
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�#) ��" � '# �*� )�(� ���� �#� �- ���&��' #& $#�"('� ��$�"��"� #" (��
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�#� �"�#&!�(�#" �' '(#&�� �" (�� �#� ��'(�& (�� � ��������

����"�"� �#�' �"� )��' (�� �#  #+�"� (�'�'	

� �"(�&�"� �"�(�� �#� �"�#&!�(�#"

� �"(�&�"� �#� $&#�� � ��(�

� �"(�&�"� �#� �*� )�(�#" �"�#&!�(�#"

Entering Initial Job Information

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Job Entry and Evaluation

�"�(�� �#� �"�#&!�(�#" �' (�� !�"�!)! �"�#&!�(�#" &�%)�&�� (# ����"� � �#�
+�(��" -#)& #&��"�.�(�#"� �#) !)'( �"(�& �"�(�� �#� �"�#&!�(�#" ���#&� -#) ��"
�*� )�(� �#�' #& �"(�& �),� ��&- ��(��

�"�(�� �#� �"�#&!�(�#" �"� )��' �"�#&!�(�#" ')�� �'	

� �#� ���"(����&'

� �#� (�( �'
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Processing Options for Job Data & Evaluation Points

1. Enter a ’1’ if you want to clear the
   Evaluation Points/Degrees when the
   Evaluation Method has been changed.
   A default of blank will not change
   the Points/Degrees. . . . . . . . . .            ____________

2. Enter a ’1’ to automatically call the
   Category Codes Window when adding
   a Job.  Default of blank will not
   call the window . . . . . . . . . . .            ____________

3. Enter a ’1’ next to each to suppress
   its display:
           Workers Comp. . . . . . . . .            ____________
           FLSA Exempt . . . . . . . . .            ____________
           Benefit Group . . . . . . . .            ____________
           Union Code. . . . . . . . . .            ____________
           EEO Category. . . . . . . . .            ____________

4. Enter a ’1’ if you do NOT want to
   automatically update the user defined
   codes for Job Type on an add or
   change.  Default of blank will add
   and update Job Type data in user
   defined codes . . . . . . . . . . . .            ____________

Entering Job Profile Data

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Job Profile Entry
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Entering Job Evaluation Information

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Job Entry and Evaluation
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Review Jobs

Reviewing Jobs
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Reviewing Profile Data for Jobs

����� $� ����� ������� ���� ��� ���� $� ��� ������ ��� ��� ���� ���� ��������
��������� �� ��� ������ $ �� �� $ ���� �$���

�� ��� ���� ��!��" ��� �� ��� ������� ���� �!������ ��� � �������� �� �� $� �
������$� 
��� ���� �� ��  ��� � "��� $� ���� �� ���� �� ���� ��� ��� �#������
$� ��� ��!��" ��� ��� ������� ���� �!������ ��� ��� �	 ������� ��� �� $� ���
��!��" ��� ��� ������� ���� �!������ ��� ��� ���� ����� ��� �� ���  �� ����
����������� �� ����� ���������� ��� �����$��� �� ���� �� ��� ���� ���� ����
����������� �!������ �� �����$��� �� ���� ���$ ��� ��!��" ��� �� ��������
"����� $� � ������%������

�� ��� ���� ��!��" ��� ����������� ��� � �������� �$�� �� ����� ��� �#������
$� ��� ��!��" ��� ����� ��������������� ���� ��� ��� ���� ��� ���� �� �� $� �
������%������ �� ���  �� ���� ����������� �� ������� �� ��������������� ���
������� ��� "����� $� � ������%����� �� �� ������� ��� �� $� � ��� ���$�

���� �� $� ������ ��� �$��� �� ���� ���� $� "��� �� ����� ��� ���� ��� ��������
�$�� �� ���� ���� $� ��� ��!��" ������� �� ��� ������� ���� ���� $� ��������

��  �� ��� ���� ������ �� �� ��!��" ������� ���� ��� ��� �� $� �� �� ��!��"
������� ���� ��� �����$����

See Also

� ������� ������ ���� ��� � 	������ ������

� ������� ������ ���� �� ���� 
��

Reviewing Employees by Job Type and Step

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Employees by Job Type and Step
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Processing Options for Employees by Job Type & Step

1. Enter a ’1’ to see inactive employees            ____________
   (Employee Pay Status not numeric)
   in addition to active employees.
   Default of Blank will show active
   employees only (Employee Pay Status
   numeric).

2. Enter a ’1’ to use the Job                       ____________
   Information file (F08001) to edit
   Job Type and Step.  Default of blank
   will edit against user defined codes.

3. Enter the method you wish to use for             ____________
   updating the job information in the
   employee master file.
     ’ ’ = Do NOT default Job Info
     ’1’ = Default only if blank
     ’2’ = Always default Job Info

4. Enter the method you wish to use for             ____________
   updating the category codes in the
   employee master file.
     ’ ’ = Do NOT default category codes
     ’1’ = Default only if blank
     ’2’ = Always default category codes
(NOTE: The processing options for the
Employee Master have NO effect on these)
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Reviewing Job Evaluation Information

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Job Comparisons by Factor
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Processing Options for Job Comparisons by Factor

1.  Enter a ’1’ to display job                      ____________
    evaluations in job type and step
    order.  A default of blank will
    display the information by points
    in descending order.

Reviewing Pay Ranges for Jobs

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Pay Ranges by Job
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Before You Begin
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See Also

� 
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��������� ��� ������ �� ��	� ���� ��� ����
����� ���� ��� ������ �����

Reviewing Pay Ranges for Pay Grades

From Job Specifications (G08J1), enter 29

From Job Specifications Setup (G08J4), choose Pay Grades by Class
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Update Jobs Globally

Updating Jobs Globally

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), enter 27

From Job Specifications Advanced Operations (G08J3), choose Update Job
Information into Employee Master

���� * & ������ %�� � � $!�������%� �$ � #  ��  # � #�  � %�� � �$ �� * &#
 #����+�%� �� * & ��� �&% ��%�����* &!��%� %�� � � ��� #��%� � � # %��
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Before You Begin

� �	� 	�� ��	��� �� ��
 ������	���� ��	� ��� �	�� �� ����� �� ����
������� �������

  08801                                               J.D. Edwards & Company                                   Page – . . .    4
                                                   Employees Affected By Update                                Date – . . .  6/ 18/98
                                                                                                               Proof
    . . . Employee . . .                               . . . Job . . .
  Number          Name                              Type   Step Description
  –––––––– –––––––––––––––––––––––––––––––––––––––– –––––– –––– ––––––––––––––––––––––––––––––––––
      3068 Pugh, James R.                           BUSDR
              P P Pay    Pay  EEO Work S      Benefit Union  . . . . . . Category Codes . . . . . .      Annual       Hrs/
              F C Grade  Step Job Comp C FLSA Group   Code   001 002 003 004 005 006 007 008 009 010     Salary       Year
              – – –––––– –––– ––– –––– – –––– ––––––– –––––– ––– ––– ––– ––– ––– ––– ––– ––– ––– ––– –––––––––––––– ––––––––
      After : M H             001           Y                                                              6.149,52  1040,00
      Before: M H             001 5651      Y         BUS                                                  6.149,52  1040,00
    . . . Employee . . .                               . . . Job . . .
  Number          Name                              Type   Step Description
  –––––––– –––––––––––––––––––––––––––––––––––––––– –––––– –––– ––––––––––––––––––––––––––––––––––
      3076 O’Neil, Thelma P.                        COACH
              P P Pay    Pay  EEO Work S      Benefit Union  . . . . . . Category Codes . . . . . .      Annual       Hrs/
              F C Grade  Step Job Comp C FLSA Group   Code   001 002 003 004 005 006 007 008 009 010     Salary       Year
              – – –––––– –––– ––– –––– – –––– ––––––– –––––– ––– ––– ––– ––– ––– ––– ––– ––– ––– ––– –––––––––––––– ––––––––
      After :   S             001           Y                                                              1.998,88  2080,00
      Before: M H             03            Y  FACBEN                                                      1.998,88  2080,00
    . . . Employee . . .                               . . . Job . . .
  Number          Name                              Type   Step Description
  –––––––– –––––––––––––––––––––––––––––––––––––––– –––––– –––– ––––––––––––––––––––––––––––––––––
      3076 O’Neil, Thelma P.                        TEACH  B2   Teacher              Bachelors 1 ye
              P P Pay    Pay  EEO Work S      Benefit Union  . . . . . . Category Codes . . . . . .      Annual       Hrs/
              F C Grade  Step Job Comp C FLSA Group   Code   001 002 003 004 005 006 007 008 009 010     Salary       Year
              – – –––––– –––– ––– –––– – –––– ––––––– –––––– ––– ––– ––– ––– ––– ––– ––– ––– ––– ––– –––––––––––––– ––––––––
      After : M S B      2    001           Y                                                             37.000,00  1480,00
      Before: M S B      1    001 8810      Y  FACBEN                                                     35.000,00  2080,00
    . . . Employee . . .                               . . . Job . . .
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Processing Options for Update Job Information Into Employee Master

1. Enter a ’1’ to UPDATE the employee
   master file and produce a report of
   all employees affected by any job
   changes.  Default of blank will not
   update the file, but will produce
   the report. . . . . . . . . . . . . .            ____________

2. Enter the value for the method you
   wish to use for defaulting Category
   Code values:                                     ____________
     ’ ’ = Do NOT default category codes
     ’1’ = Default only when blank
     ’2’ = Always default category codes
(NOTE: The processing options for the
Employee Master have NO effect on this)
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Work with Obsolete Jobs

Working with Obsolete Jobs
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What You Should Know About
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Changing the Status of a Job

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Job Entry and Evaluation
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What You Should Know About
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Identifying Employees Assigned to Obsolete Job IDs

From Job Specifications (G08J1), enter 27

From Job Specifications Advanced Operations (G08J3), choose Invalid Job IDs
in Employee Master
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�����"�� �������

  08802                                               J.D. Edwards & Company                          Page – . . .        2
                                                Invalid Job IDs in Employee Master                    Date – . . . 11/25/98

     . . . Employee . . .                               . . . Job . . .
      Number      Name                  Type         Step           Description                Not Found In           
      5522 hanrahan, peter S.                                                                 . Job Infor. & Emp. Jobs
      7702 Derrick, Leslie                           5J–3        Purchasing Manager             Job Infor. & Emp. Jobs
      7775 Deveny, Cindy L.                                                                   . Job Infor. & Emp. Jobs
      7776 Guerre, John M.                                                                    . Job Infor. & Emp. Jobs
      7777 Bureau, Richard M.                                                                 . Job Infor. & Emp. Jobs
      7778 Klassen, Lisa M.                                                                   . Job Infor. & Emp. Jobs
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Review Job Reports

Reviewing Job Reports
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Reviewing the Job Profile Information Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Job Profile Information

�! #�'��( �!�"��%� �!� � �!#��%�! �!# ���� !� %�� �!�$ *!& $"����*� "#� % %��

!� #!���� #�"!#%� ��� *!& ��'� � �!� !"� � � (�%�� *!&# !#�� �+�%�! � *!&
�� "#� % %��$ #�"!#% � � &$� �% �$ � �!� "!$%� �  !%����

��� � �!#��%�! %��% "#� %$ ! %��$ #�"!#% �$ %�� $��� � �!#��%�! %��% *!& �� 
#�'��( ! �� � &$� � #!���� �* 
!�� 	!(�'�#� %�� #�"!#% ���!($ *!& %! "#� %
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  080412                                   J.D. Edwards & Company                       Page Number        8
                                              Job Descriptions                          Date         6/25/98

  Job ID . . . . .  0A–3        Financial Analyst                            Pay Class / Freq . . . S / S
  Job Group. . . .  FINAN       Finance & Administration                     Pay Grade/Step . . . . S4     /
  Benefit Group. .  MGMT        Management Benefit Group                     FLSA Exempt Y/N. . . . N
  Union Code . . .                                           .               Evaluation Method. . . F
  EEO Job Cat. . .  002         Professionals                                Evaluation Date. . . . 03/01/98
  Workers Comp . .  8810 /      Administrative                               Evaluation Points. . .   400
  Summary Description
  ==============================
                 Responsible for projecting the financial status of the corporation. Measure
                 against marketplace and competitors.  Compare from previous year and project
                 for upcoming year.
  Major Responsibilities
  ==============================
                 1.  Oversee all financial reporting submitted to vendors and financial
                     instititions.
                 2.  Handle the investment recommendations of company income
                 3.  Provide monthly financial statements
                 4.  Provide future financial assessments and projections.
  Authority Level
  ==============================
      Level    Updated   PrevUpd         Parallel Jobs                  Next level job          #Subordina
    –––––––––– –––––––– –––––––– –––––––––––––––––––––––––––––– –––––––––––––––––––––––––––––– –––––––––––––
    CLERK      01/01/98
    SECRETARY  01/01/98
  Background Requirements
  ==============================
    BS         01/01/98          Emphasis in Finance
    MS         01/01/98          Emphasis in Financial Mgmt
    Experience Required
  ==============================
     Position  Updated   PrevUpd   Description of Experience         Additional Comments        Years Req
    –––––––––– –––––––– –––––––– –––––––––––––––––––––––––––––– –––––––––––––––––––––––––––––– –––––––––––––
    ACCOUNT    01/01/98                                                                                5.00
    FIN ANALST 01/01/98                                                                                5.00
                                                                                               ––––––––––––– –––––––––––––
                                                                                     Total            10.00

Processing Options for Job Profile Information Report

Enter an ’N’ to bypass printing text                ____________
  information on the report.  Default
  of blank will print the text.

See Also

� ���	��	�� ���	
� ���� ��� ����������� ����� ��������� ��� �������
����������� ������

Reviewing the Jobs by Data Type Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Jobs by Data Type


� ������ � ���� �� ��� ���� ���� ����������� �� � ��������� ������� ���� � �� ����
�� ����� ����������������� ��� �������� ������� ����� ��� ���� � ���� 
 �� �������

�� ����������� ���� ������ �� ���� ������ �� ��� ���� ����������� ����  �� ��
������ ������ ����� 	������ ���� ���� �
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��� ��
� ��	� ��� ������ ����� ���� ����� �� �����	���
�� ������

��� �������� ������ ������ �������� ��� ��������� ����� ����
����� ���� ��
�
��	�

  080402                                          J.D. Edwards & Company                                Page Number        4
                                               Job Information by Data Type                             Date         6/25/98

  Authority Level
  ==============================
  Employee       Name                  Updated   PrevUpd         Parallel Jobs             Next level job   #Subordina
  ––––––––––– –––––––––––––––––––––––– –––––––– –––––––– ––––––––––––––––––––––––– ––––––––––––––––––––––– ––––––––––––
    Level    . . . . . CLERK
  0A–1        Accounting Manager       01/01/98
  0A–3        Financial Analyst        01/01/98
                                                                                                           ––––––––––––
                                                                      Total for: CLERK
    Level    . . . . . HIGH
  A2          Vice President           01/01/92
                                                                                                           ––––––––––––
                                                                      Total for: HIGH
    Level    . . . . . JR. ACCT
  0A–1        Accounting Manager       01/01/98
                                                                                                           ––––––––––––
                                                                      Total for: JR. ACCT
    Level    . . . . . SECRETARY
  0A–1        Accounting Manager       01/01/98
  0A–3        Financial Analyst        01/01/98
                                                                                                           ––––––––––––
                                                                      Total for: SECRETARY
    Level    . . . . . SENIOR
  A0          Chief Executive Officer  01/01/98          A1     President                                       400.00
  2H–1        Human Resource Manager   01/01/98          Upper level management
                                                                                                           ––––––––––––
                                                                      Total for: SENIOR                         400.00
    Level    . . . . . SR. ACCT
  0A–1        Accounting Manager       01/01/98
                                                                                                           ––––––––––––
                                                                      Total for: SR. ACCT
                                                                                                           ––––––––––––
                                                                      Total for: Authority Level                400.00

Processing Options for Jobs by Data Type Report

Enter an ’N’ to bypass printing text                ____________
  information on the report.  Default
  of blank will print the text.

See Also

� ���	��	�� ���	
� ���� �� ���������� �	��� ��������� ��	� 	� ���� ����
������

Reviewing the Job Evaluation Factor Data Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Job Evaluation Factor Data

���� ��� �������� ��	�� ��� 
�� ������ ��� ���������� �������� �
����� ���
������ ���� ��� �������� �� ��
� ��	� ��� ���� ���������� �� 
������ ��� ��	
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����������� ��� ������� ���� ��� �� ��������� ������� ��� ��������� �������� ��
��� ���� ������� ������� ����� ������������

 081450                                           J.D. Edwards & Company                                   Page – . . .    2
                                            Job Evaluation Factor Data                                 Date – . . .  6/25/98

  Job   Job                                 Eval       Factor                    Job   Job  Table Evaluation Weight
  Typ   Step     Description                Meth     Description                 Deg   Pts   Pts  Memo Code    %
 –––––– –––– –––––––––––––––––––––––––––––– –––– –––––––––––––––––––––––––––––– ––––– ––––– ––––– –––––––––– ––––––
 A0          Chief Executive Officer        D    Know How                          10  500    500 H–H5        60.00
                                                 Problem Solving                   10  350    350 H–H5        10.00
                                                 Accountability                    10  450    450 H–H5        30.00
                                                                                      ––––– –––––            ––––––
                                                                                      1300   1300            100.00
 A1          President                      D    Know How                          10  500    500 H–H3
                                                 Problem Solving                    9  250    350 H–H5
                                                 Accountability                    10  450    450 H–5
                                                                                      ––––– –––––            ––––––
                                                                                      1200   1300
 A2          Vice President                 D    Know How                           9  450    500
                                                 Problem Solving                   10  350    350
                                                 Accountability                     9  425    450
                                                                                      ––––– –––––            ––––––
                                                                                      1225   1300
 0A–1        Accounting Manager             D    Know How                           8  400    500 CELLVG      33.00
                                                 Problem Solving                   10  350    350 CELL4A      34.00
                                                 Accountability                     9  425    450 CELL5G      33.00
                                                                                      ––––– –––––            ––––––
                                                                                      1175   1300            100.00
 0A–10       Purchasing Agent               F    Profit & Loss Responsibility          125    300             60.00
                                                 Number of Subordinates                  0    250             10.00
                                                 Technical Skills                       75    200             30.00
                                                 Education                              50    100
                                                                                      ––––– –––––            ––––––
                                                                                       250    850            100.00
 0A–2        Senior Accountant              F    Profit & Loss Responsibility          150    300             10.00
                                                 Number of Subordinates                100    250             10.00
                                                 Technical Skills                      200    200             40.00
                                                 Education                             100    100             40.00
                                                                                      ––––– –––––            ––––––
                                                                                       550    850            100.00
 0A–3        Financial Analyst              F    Profit & Loss Responsibility          100    300
                                                 Number of Subordinates                150    250
                                                 Technical Skills                       50    200
                                                 Education                             100    100
                                                                                      ––––– –––––            ––––––
                                                                                       400    850
 0A–4        Accountant                     F    Profit & Loss Responsibility          100    300
                                                 Number of Subordinates                 50    250
                                                 Technical Skills                      100    200
                                                 Education                             100    100
                                                                                      ––––– –––––            ––––––
                                                                                       350    850
 0P–0        Finance Director               F    Profit & Loss Responsibility          300    300
                                                 Number of Subordinates                100    250

Reviewing the Job Data and Evaluation Points Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose World Writer

�����  �� �������� �����  �� �� ������ �������� ��� ����������� ����� ��� ���
����������� 
�� ��� ���� ��� ���������� 	����� ������ ����� ���� �������� ���
����������� ���� ��� ��� ���������� ����� ���� ������� 
� ������ ���
����������� �� �������� �� ��� ��������� �� ����� ��� ��� ���� ����� ��� ����
��� ���������� 	������
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Reviewing the Compensable Factors Table Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose World Writer
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            Eval      Description                Factor     Description                Eval  Pnts Pnts Pnts Pnts Pnts Pnts Pnts  Pnts Pnts Pnts
           Method                                Number                                Pnts  Degr Degr Degr Degr Degr Degr Degr  Degr Degr Degr
           –––––– –––––––––––––––––––––––––––––– –––––– –––––––––––––––––––––––––––––– ––––– –––– –––– –––– –––– –––– –––– ––––  –––– –––– ––––
           D      Degree Method                     1   Know How                         500  500  450  400  350  300  250  200   150  100   50
                                                    2   Problem Solving                  350  350  250  175  125  100   80   60    40   20   10
                                                    3   Accountability                   450  450  425  375  350  300  250  200   150  100   50
                                                                                       ––––– –––– –––– –––– –––– –––– –––– ––––  –––– –––– ––––
          Sum                                                                           1300 1300 1125  950  825  700  580  460   340  220  110
           E      Evalucomp Method                  1   Profit & Loss Responsibility     300
                                                    2   Number of Subordinates           250
                                                    3   Technical Skills                 200
                                                    4   Working Conditions               150
                                                    5   Education                        100
                                                                                       ––––– –––– –––– –––– –––– –––– –––– ––––  –––– –––– ––––
          Sum                                                                           1000
           F      Factor Comparison Method          1   Profit & Loss Responsibility     300
                                                    2   Number of Subordinates           250
                                                    3   Technical Skills                 200
                                                    4   Education                        100
                                                                                       ––––– –––– –––– –––– –––– –––– –––– ––––  –––– –––– ––––
          Sum                                                                            850
           H      Hay Method                        1   Know–How                         500  500  450  400  350  300  250  200   150  100   50
                                                    2   Problem Solving                  350  350  250  175  125  100   80   60    40   20   10
                                                    3   Accountability                   450  450  425  375  350  300  250  200   150  100   50
                                                                                       ––––– –––– –––– –––– –––– –––– –––– ––––  –––– –––– ––––
          Sum                                                                           1300 1300 1125  950  825  700  580  460   340  220  110

Reviewing the Pay Ranges by Job Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Pay Ranges by Job under the Job
Reports heading


� �� ��! ����������� ���� ��� ��# ������ ���� #�� �� � ������� ��� ���� ���
����� ��� ��# 	����� # �� ������� ��� ��� ����#$� ���� ����������� ��
��������� !������ ��� ��# ������ ��� ��� ��� ��� ��������� 
�� �����������
���� ������ �� ���� ������ �� ��� ���� ����������� ���� #�� ��� �� ��! ������
����� ��# 	����� # ���
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  082450                                          J.D. Edwards & Company                                   Page – . . .   13

                                                    Pay Ranges by Job                                      Date – . . .  6/25/9 6

 Job ID . . . . . . 2H–2          Employment Representative

 Evaluation Method. F             Factor Comparison Method

 Evaluation Points.   235

 Pay Class(H/S/P) . S

 As of Date . . . . 01/01/98

 Locality           Name               Minimum        Midpoint       Maximum     Eff Date Multiplr    Based On      Pay/Points

 –––––––– ––––––––––––––––––––––––– –––––––––––––– –––––––––––––– –––––––––––––– –––––––– –––––––– –––––––––––––– ––––––––––––– –

          Headquarters (default)        28,600.000     35,700.000     44,600.000 01/01/98   1.000      30,000.00         24.000 0

 EAST     East                          29,700.000     37,100.000     46,400.000 01/01/98   1.250      30,000.00         24.000 0

 MIDWEST  Midwest                       28,600.000     35,700.000     44,600.000 01/01/98   1.000      30,000.00         24.000 0

 SOUTH    South                         28,800.000     36,000.000     45,000.000 01/01/98   1.050      30,000.00         24.000 0

 WEST     West                          28,800.000     36,000.000     45,000.000 01/01/98   1.050      30,000.00         24.000 0

Processing Options for Pay Ranges by Job Report

DATA OPTIONS:

-------------
1. Enter Pay Range – As of Date.                    ____________


� ��!��" �������� ����������� ��� � ��� ��# ������ ��� ��# ����� "����� #� �
������$������ #� ��� ����� � !�����# �� ����� ��������������� ��� ����� ������ ��
��!��" ����������� � �� ���

Reviewing the Pay Grade/Salary Ranges Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Pay Grade/Step Administration

From Pay Grade/Step Administration (G08J2), choose World Writers


� ��!��" ��� �����# ������ ��� ��� ��# ������ ��� ��# ����� "����� #� �
������$������ ����� ��� ��# ������	����# ������ ������� � ��� ��!��" ����
����������� �# ��# ����� ��� ���������� ��������� ��� ���� ����������� ��
��������� "������ ��� �����# ������ ��� #� � ��# ������ ��� �� �������
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                                                                 Pay Grade/Salary Ranges                         Page       –        1
                                                                                                                 Date       – 0 6/25/98
           P   Pay      Minimum        Midpoint         Maximum     Effective    Loc     Description   Src   Description
           C Grade      Salary          Salary          Salary        Date
           – –––––– ––––––––––––––– ––––––––––––––– ––––––––––––––– ––––––––– –––––––– ––––––––––––––– ––– –––––––––––––––
           H H1              4.100           5.700           7.300  01/01/98           Headquarters (d     Company – Actua
           H H2              6.500           8.100           9.700  01/01/98           Headquarters (d     Company – Actua
           H H4             11.300          12.900          14.500  01/01/98           Headquarters (d     Company – Actua
           H H5             13.700          15.000          16.900  01/01/98           Headquarters (d     Company – Actua
           H H6             16.100          17.700          19.300  01/01/98           Headquarters (d     Company – Actua
           H H7             18.500          20.300          22.100  01/01/98           Headquarters (d     Company – Actua
           H H8             21.200          24.500          25.700  01/01/98           Headquarters (d     Company – Actua
           H H9             24.800          26.600          28.400  01/01/98           Headquarters (d     Company – Actua
           H H1              4.100           5.700           7.300  01/01/97           Headquarters (d     Company – Actua
           H H2              6.500           8.100           9.700  01/01/97           Headquarters (d     Company – Actua
           H H4             11.300          12.900          14.500  01/01/97           Headquarters (d     Company – Actua
           H H5             13.700          15.000          16.900  01/01/97           Headquarters (d     Company – Actua
           H H6             16.100          17.700          19.300  01/01/97           Headquarters (d     Company – Actua
           H H7             18.500          20.300          22.100  01/01/97           Headquarters (d     Company – Actua
           H H8             21.200          24.500          25.700  01/01/97           Headquarters (d     Company – Actua
           H H9             24.800          26.600          28.400  01/01/97           Headquarters (d     Company – Actua
           H H1              4.100           5.700           7.300  01/01/96           Headquarters (d     Company – Actua
           H H2              6.500           8.100           9.700  01/01/96           Headquarters (d     Company – Actua
           H H3              8.900          10.500          12.100  01/01/96           Headquarters (d     Company – Actua
           H H4             11.300          12.900          14.500  01/01/96           Headquarters (d     Company – Actua
           H H5             13.700          15.000          16.900  01/01/96           Headquarters (d     Company – Actua
           H H6             16.100          17.700          19.300  01/01/96           Headquarters (d     Company – Actua
           H H7             18.500          20.300          22.100  01/01/96           Headquarters (d     Company – Actua
           H H8             21.200          24.500          25.700  01/01/96           Headquarters (d     Company – Actua
           H H9             24.800          26.600          28.400  01/01/96           Headquarters (d     Company – Actua
           H H1              4.600           6.200           7.800  01/01/98  WEST     West                Company – Actua
           H H2              7.000           8.200          10.200  01/01/98  WEST     West                Company – Actua
           H H3              9.400          11.000          12.600  01/01/98  WEST     West                Company – Actua
           H H4             11.800          13.400          15.000  01/01/98  WEST     West                Company – Actua
           H H5             14.200          15.800          17.400  01/01/98  WEST     West                Company – Actua
           H H6             16.600          18.200          19.800  01/01/98  WEST     West                Company – Actua
           H H7             19.000          20.800          22.600  01/01/98  WEST     West                Company – Actua
           H H8             21.700          24.400          26.200  01/01/98  WEST     West                Company – Actua
           H H1              4.600           6.200           7.800  01/01/97  WEST     West                Company – Actua
           H H2              7.000           8.200          10.200  01/01/97  WEST     West                Company – Actua
           H H3              9.400          11.000          12.600  01/01/97  WEST     West                Company – Actua
           H H4             11.800          13.400          15.000  01/01/97  WEST     West                Company – Actua
           H H5             14.200          15.800          17.400  01/01/97  WEST     West                Company – Actua
           H H6             16.600          18.200          19.800  01/01/97  WEST     West                Company – Actua
           H H7             19.000          20.800          22.600  01/01/97  WEST     West                Company – Actua
           H H8             21.700          24.400          26.200  01/01/97  WEST     West                Company – Actua
           H H1              4.600           6.200           7.800  01/01/96  WEST     West                Company – Actua
           H H2              7.000           8.200          10.200  01/01/96  WEST     West                Company – Actua
           H H3              9.400          11.000          12.600  01/01/96  WEST     West                Company – Actua
           H H4             11.800          13.400          15.000  01/01/96  WEST     West                Company – Actua
           H H5             14.200          15.800          17.400  01/01/96  WEST     West                Company – Actua
           H H6             16.600          18.200          19.800  01/01/96  WEST     West                Company – Actua
           H H7             19.000          20.800          22.600  01/01/96  WEST     West                Company – Actua
           H H8             21.700          24.400          26.200  01/01/96  WEST     West                Company – Actua

Reviewing the Employees Above Pay Grade Maximum Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Pay Grade/Step Administration

From Pay Grade/Step Administration (G08J2), choose World Writers

���� �����"���� ����� ������ ���! ����� ��� �! ������ ��� ���� ����
�����!�� ������ �� �� ������ ��� ��� � ���� ���! �� ��� ���� �� �����
��� ��� ������� ���! �� ��� ����� 
�� � ����� � �����!�� �� �! ����
�� ����� ��� 	��� ��� ����� ���� ������ ��� ���! ���� ��� ���� �! ���� ��
���� ��� ���� �� 	��� ��� �����
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� �� ��!  ���� �� ��� �����#��� !���� ������ �� ���� ��� ��� �"����
���# ��� �� ������� ��� ����� �# ������ ����� ��� �����#��� ��� � 	# ����
�"���� ������� ��� ���� ������ �� ��������� !������ � ���� ������ ���#
������ �� �������� ��� �� ��� ��� ���� ������ ��������� !������ #���
�����$���� ����� �� ����� ��� ���# ����� ��� ��� �# ������



4–45

A
d

d
re

ss
  

  
  

  
 A

lp
h

a
  

  
  

  
  

  
  

  
  

 E
ff
e

ct
iv

e
  

 H
o

m
e

 C
o

st
 C

e
n

te
r 

  
  

  
  

  
  

 L
o

ca
tio

n
  

  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
 

  
P

a
y 

  
  

  
A

n
n

u
a

l  
  

  
  

  
 M

a
xi

m
u

m
D

iff
e

re
n

ce
 N

u
m

b
e

r 
  

  
  

  
 N

a
m

e
  

  
  

  
  

  
  

  
  

  
  

D
a

te
  

  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
  

  
Jo

b
 T

itl
e

  
  

  
  

  
 

 G
ra

d
e

  
  

  
S

a
la

ry
  

  
  

  
  

 S
a

la
ry

 –
–

–
–

–
–

–
 –

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
 –

–
–

–
–

–
–

–
–

 –
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
 –

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

 –
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
 –

–
–

–
–

–
 –

–
–

–
–

–
–

–
–

–
–

–
–

–
  

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
–

–
  

  
6

0
0

1
 A

lle
n

, 
R

a
y 

  
  

  
  

  
  

  
  

  
  

0
1

/0
1

/9
8

  
G

e
n

e
ra

l A
cc

o
u

n
ts

  
  

  
  

  
H

e
a

d
q

u
a

rt
e

rs
 (

d
e

fa
u

lt)
  

  
P

re
si

d
e

n
t 

  
  

  
  

  
  

  
 

 S
7

  
  

  
  

7
5

,0
0

0
.0

0
  

  
  

  
  

7
0

,0
0

0
.0

0
0

5
.0

0
0

,0
0

0
  

  
6

0
0

5
 E

lli
s,

 F
re

d
  

  
  

  
  

  
  

  
  

  
0

1
/0

1
/9

8
  

G
e

n
e

ra
l A

cc
o

u
n

ts
  

  
  

  
  

H
e

a
d

q
u

a
rt

e
rs

 (
d

e
fa

u
lt)

  
  

O
p

e
ra

to
r 

  
  

  
  

  
  

  
  

 H
7

  
  

  
  

3
9

,0
4

1
.6

0
  

  
  

  
  

  
  

2
2

.1
0

0
3

9
.0

1
9

,5
0

0
  

  
2

1
2

9
 J

a
ck

so
n

, 
Jo

h
n

  
  

  
  

  
  

  
  

  
0

1
/0

1
/9

8
  

G
e

n
e

ra
l A

cc
o

u
n

ts
  

  
  

  
  

H
e

a
d

q
u

a
rt

e
rs

 (
d

e
fa

u
lt)

  
  

F
in

a
n

ci
a

l A
n

a
ly

st
  

  
  

  
 S

4
  

  
  

  
5

0
,0

0
0

.0
0

  
  

  
  

  
4

5
,0

0
0

.0
0

0
5

.0
0

0
,0

0
0

  
  

3
0

7
6

 O
’N

e
il,

 T
h

e
lm

a
 P

. 
  

  
  

  
  

  
 0

1
/0

1
/9

8
  

G
e

n
e

ra
l A

cc
o

u
n

ts
  

  
  

  
  

H
e

a
d

q
u

a
rt

e
rs

 (
d

e
fa

u
lt)

  
  

T
e

a
ch

e
r 

  
  

  
  

  
  

  
  

 
 B

  
  

  
  

 3
5

,0
0

0
.0

0
3

5
.0

0
0

,0
0

0



Human Resources

4–46 A8.1 (8/97)

Reviewing the Employees Below Pay Grade Minimum Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Pay Grade/Step Administration

From Pay Grade/Step Administration (G08J2), choose World Writers

�!&# !#�� �+�%�! ����% ���� � $���#* #� ��$ �!# "�* �#���$� �&% ���!( $!��
��"�!*�� $���#��$ %! �� �����# %�� %�� ��)��&� $���#* � %�� #� �� !# �!(�#
%�� %�� �� ��&� $���#* � %�� #� ��� �!# �)��"��� � ��"�!*�� � "�* �#���
�� ����% ��# ���� "�# �!&#� �'� %�!&�� %�� $���#* #� �� �!# %��$ "�* �#��� �$
���� "�# �!&# %! 	��� "�# �!&#�

�! #�'��( � ��$% !� %�� ��"�!*��$ (�!$� $���#��$ �#� ��$$ %�� %�� �� ��&�
$���#* %��% �$ ���� �� �!# %���# "�* �#���$� "#� % %�� ��"�!*��$ 
��!( ��* #���
�� ��&� #�"!#%� �$� %��$ #�"!#% %! ��%�#�� � (��%��# � � ��'��&���$ $���#*
$�!&�� �� ���&$%��� �!& �� ��$! &$� %��$ #�"!#% %! ��%�#�� � (��%��# *!&#
!#�� �+�%�!  ���$ %! ���&$% %�� $���#* #� ��$ �!# �%$ "�* �#���$�
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Reviewing the Grade/Step and Next Grade/Step Values Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Pay Grade/Step Administration

From Pay Grade/Step Administration (G08J2), choose World Writers


� ����� ��� ��" ����� ��� ��" ���� �����������  ����� "��� ������#������
����� ��� ������	��� ��� ��!� ������	��� ������ ������� �� ��� ��� ���� ������
�� �����" ��� ���� �����������  ����� "��� ������#������

                                            Pay Grade/Step & Next Pay Grade/Step Values                       Page       –        2

                                                                                                              Date       – 06/2 5/98

 Union     Description       Loc       Description     Src  Pay   Grad        Step         Effective Next Pay  Next Pay   Hrs  Days

  Code                                                     Grade  Step        Rate            Date    Grade   Grade Step  Day  Year

 –––––– –––––––––––––––––– –––––––– –––––––––––––––––– ––– –––––– –––– ––––––––––––––––––– ––––––––– –––––––– –––––––––– ––––– –––––

                                    Headquarters (defa     H5                              01/01/98

                                    Headquarters (defa     H6                              01/01/98

                                    Headquarters (defa     H7                              01/01/98

                                    Headquarters (defa     H8                              01/01/98

                                    Headquarters (defa     H9                              01/01/98

                                    Headquarters (defa     M                               01/01/98

                                    Headquarters (defa     M      1           38,000.000   01/01/98   M          2        8.00   185

                                    Headquarters (defa     M      2           40,000.000   01/01/98   M          3        8.00   185

                                    Headquarters (defa     M      3           42,000.000   01/01/98                       8.00   185

                                    Headquarters (defa     S2                              01/01/98

                                    Headquarters (defa     S3                              01/01/98

                                    Headquarters (defa     S4                              01/01/98

                                    Headquarters (defa     S6                              01/01/98

                                    Headquarters (defa     S7                              01/01/98

                                    Headquarters (defa     S8                              01/01/98

                                    Headquarters (defa     S9                              01/01/98

Reviewing the Pay Grade/Step and Quartile Values Report

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Pay Grade/Step Administration

From Pay Grade/Step Administration (G08J2), choose World Writers


� ����� �����" ����������� ��� ��� ��" ������  ����� "��� ������#������ �����
��� ��" ������	��� ��� �������� ������ ������� ��� ���� ������ �� �����" ���
�����" ����� ��� ���� ��" ����� ��� ��" ����� �����
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                                               Print Pay Grade/Step & Quartile Values                         Page       –        3

                                                                                                              Date       – 06/2 5/98

 Union                Pay   Grad      Step                                                                              Effecti ve

  Code  Locality Src Grade  Step      Rate          Minimum    2nd Quartile    Midpoint    4th Quartile     Maximum       Date

 –––––– –––––––– ––– –––––– –––– ––––––––––––––– ––––––––––––– ––––––––––––– ––––––––––––– ––––––––––––– –––––––––––––  ––––––– –

        WEST         H6                                 16.600                      18.200                      19.800  01/01/9 8

        WEST         H7                                 19.000                      20.800                      22.600  01/01/9 8

        WEST         H8                                 21.700                      24.400                      26.200  01/01/9 8

        WEST         S1                             14,600.000                  18,100.000                  21,600.000  01/01/9 8

        WEST         S2                             20,100.000                  25,350.000                  29,000.000  01/01/9 8

        WEST         S3                             25,600.000                  31,600.000                  37,600.000  01/01/9 8

        WEST         S4                             39,100.000                  47,600.000                  56,100.000  01/01/9 8

        WEST         S5                             39,100.000                  47,600.000                  56,100.000  01/01/9 8

        WEST         S6                             47,100.000                  56,350.000                  65,600.000  01/01/9 8

        WEST         S7                             55,600.000                  67,080.000                  77,850.000  01/01/9 8

        WEST         S8                             67,600.000                  79,100.000                  90,600.000  01/01/9 8

        WEST         S9                             80,100.000                  92,600.000                 105,600.000  01/01/9 8
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Requisitions

Objectives

� 
� �� �� �� ����"� ���!��� ����

� 
� ��� ���  �� ������ �������  ���!�� ���!��� ����

About Requisitions

��! �� ��  ���!��� ���  � �����  �� ������� �� �������  "���$ #� ��� $�!�
�����% ���� � "���$ ��  ��� ������� �� !������� ��� ��!� ��!���� ��
������� ��  ���� ����

� ���!��� ��� ��� ��� ������ ��� ��!  �� ���� ���� ��� �� ���� ��! �� !��
��� ���!��� ���  � ���� �!� ���� "������ ��  ���� ���� 
� ���� $�! � $ #� ���
$�!� ���� ��� �!��� �� #��� $�! ���� ���!�� ����� ��  � ���  �� ���
��!� ���  ���� ����  �� �$� �� �� ���"�� $�! ���� ������ �$ ����
����� �� ���  � ���� ����

��! ��  ���  �� �  !� ��  ���!��� ���  ���!�� � � ��� �� ��� ���  � ����"� ��
����� ���� ��! �� ����� �  ����� � #� � ��� �� ���� ���!��� ����� ����
$�! ���� � ������ ��  ������ � �����$�� �� �  ��# ���� ����  �� �$� ��
! �� ����$ ����� ��  �  �� ������ ������  �� ���!��� ����

������� #� � ���!��� ���� ����!���  �� �����#���  ����

� �� ����� ���!��� ��� ������ ���

� ������� #� � ���!��� ����

� 	�"��#��� ���!��� ���� ������

� 	�"��#��� ���!��� ��� ����� �



Human Resources

5–2 A8.1 (8/97)



A8.1 (8/97) 5–3

Enter Requisition Information

��% ��$�" � "�!%�#�$��� $� ����� $��  "���## �� ������� ��� �" ��"� &�������#
'�$��� )�%" �"����*�$���� ��!%�#�$��� ����"��$��� ��� # )�% $� ��$�� � �������$�
$� � &�����)�

���� )�% ��$�" � "�!%�#�$���� )�% ��� ��#� $"��� ��) ����$����� ����"��$��� $��$
�# %��!%� $� )�%" �"����*�$��� �" )�%" ���%#$")� 	�" �(�� ��� )�% ��� # ����)
$�� #����# $��$ � �������$� ����# $�  �"��"� $�� ���� 	�" �(�� ��� �� )�% ���� �
#����" ���#%�$��$ '�� # ���# ��%��$  ���#�� )�% ��� $"���  ���#� ��%���) '�$�
$�� "�!%�#�$����

�� ��� )�% ������ )�%" '�"����'� )�% ��� ��$�" � "�!%�#�$��� ����"� $��
�  "� "��$� ������" ��# �  "�&�� �$� ���� )�% ���$����) ��$�" � "�!%�#�$���� )�%
��� ������$� $��$ �$ �# '��$��� ��" �  "�&��� ����� ��$�" $�� "�!%�#�$��� �#
�  "�&��� )�% ��� ������ $�� #$�$%# �� $�� "�!%�#�$��� $� ������$� $��$ �$ �#
�  "�&���

�� ��$�" "�!%�#�$��� ����"��$���� ��� ��$� $�� �����'��� $�#�#�

� ��$�" ���$��� "�!%�#�$��� ����"��$���

� ��$�" "�!%�#�$���  "����� ��$�

� ��$�" #%  �����$�� ��$� ��" "�!%�#�$���#

� �  "�&� � "�!%�#�$���

Entering Initial Requisition Information

From Human Resources (G08), choose Requisitions

From Requisitions (G08R1), choose Requisition Entry

��% ��$�" ���$��� "�!%�#�$��� ����"��$��� $� ����$��) � ��' &�����) ���� � ������
'�$��� )�%" �"����*�$���� ��� $) �# �� ���$��� "�!%�#�$��� ����"��$��� �"��

� 	�#��� )��"

� 
��� �%#���## %��$

� ��� $) �

� ��� #$� 
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� ���
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� �!�/,%.3 �/-%(!-- �(%.

� �!+/!-.! �3
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� �(� �2)���-�)

� ��2 �+�����-�)

� ��2 �%�,,

� ���
 �1�&)-

� �1)��-�� ��%�+2

� �  ��-#/� �+(&

� �  ��-#/� �"+(.!"

� ��� ��.%% �#&� �*.#/�%�'-,�

� �(.+,

� �����(.'-

� ��*.�,-�� �-�

����� ��
������	�

��*.#,#-#(' �( �"� '.&��+ -"�- #��'-# #�, -"� +�*.#,#-#('� �"#, '.&��+

&.,- �� .'#*.�� �"� ,2,-�& �.-(&�-#��%%2 �,,#!', �

.'#*.� '.&��+ # 2(. %��/� -"#,  #�%� �%�'$ 0"�' 2(.

�'-�+ -"� +�*.#,#-#('�

�-�-., 
 �(�� -"�- ��,�+#��, -"� ,-�-., ( -"� )(,#-#(' �,,(�#�-��

0#-" -"� +�*.#,#-#('� ��� ��0�+�, )+(/#��, ,�/�+�% �(��,

-"�- 2(. ��' .,�  (+ +�*.#,#-#(' ,-�-., ).+)(,�,� �0( ( 

-"� -"�& �+� "�+�3�(��� �'� ,"(.%� '(- �� �"�'!��	

� 
))+(/�� �

�
� �#%%�� �'� �%(,�� ����

�(. ��' �� #'� -"#, �(�� #' .,�+ �� #'�� �(��, -��%�

��������

�(&� �.,� �'#- �"� '.&��+ ( -"� �.,#'�,, .'#- #' 0"#�" -"� �&)%(2��

!�'�+�%%2 +�,#��,�
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����� ��
������	�

 (&85,7< �" �1 $/3+$180(5,& ),(/' 7+$7 ,'(17,),(6 $ 6(3$5$7( (17,7<

:,7+,1 $ %86,1(66 )25 :+,&+ <28 :$17 72 75$&. &2676� �25

(;$03/(� $ %86,1(66 81,7 0,*+7 %( $ :$5(+286( /2&$7,21�

-2%� 352-(&7� :25. &(17(5� 25 %5$1&+�3/$17�

#28 &$1 $66,*1 $ %86,1(66 81,7 72 $ 928&+(5� ,192,&(� ),;('

$66(7� $1' 62 21� )25 385326(6 2) 5(63216,%,/,7< 5(3257,1*�

�25 (;$03/(� 7+( 6<67(0 3529,'(6 5(32576 2) 23(1

$&&28176 3$<$%/( $1' $&&28176 5(&(,9$%/( %< %86,1(66

81,76 72 75$&. (48,30(17 %< 5(63216,%/( '(3$570(17�

 (&85,7< )25 7+,6 ),(/' &$1 35(9(17 <28 )520 /2&$7,1*

%86,1(66 81,76 )25 :+,&+ <28 +$9( 12 $87+25,7<�

�27(� !+( 6<67(0 86(6 7+,6 9$/8( )25 �2851$/ �175,(6 ,) <28

'2 127 (17(5 $ 9$/8( ,1 7+( ��� 7$%/(�

��	��������� �
��	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

� %86,1(66 81,7 180%(5 7+$7 6(&85(6 7+( (03/2<((�6

5(&25' )520 81$87+25,=(' $&&(66� �1< 86(5 127 $87+25,=('

72 $&&(66 7+,6 %86,1(66 81,7 &$1127 $&&(66 7+,6 (03/2<((�6

5(&25'�

�(4� �$7( !+( ())(&7,9( '$7( 2) 7+( 5(48,6,7,21� !+( '()$8/7 9$/8( )25

7+,6 ),(/' ,6 7+( 6<67(0 '$7(�

�,6&$/ #($5 � 180%(5 7+$7 ,'(17,),(6 7+( ),6&$/ <($5� �(1(5$//<� <28 &$1

(,7+(5 (17(5 $ 180%(5 ,1 7+,6 ),(/' 25 /($9( ,7 %/$1. 72

,1',&$7( 7+( &855(17 ),6&$/ <($5 �$6 '(),1(' 21 7+(

�203$1< �80%(56 $1' �$0(6 )250��

 3(&,)< 7+( <($5 $7 7+( (1' 2) 7+( ),567 3(5,2' 5$7+(5 7+$1

7+( <($5 $7 7+( (1' 2) 7+( ),6&$/ 3(5,2'� �25 (;$03/(� $

),6&$/ <($5 %(*,16 �&72%(5 
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+ 6(+3+ . 7 0 2$� �'$ 1712$+ 31$1 2'$1$ . 7 0 ,&$1 2-

" *"3* 2$ "-+. :0 2(-1 %-0 2'$ $+.*-7$$1 2' 2 7-3  11(&,
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�% 7-3 ' 4$ 1$2 7-30 "-,12 ,21 2- 31$ 0 2$1 (, 2'$ � 7

�0 #$ �2$. 2 !*$  1 2'$ #$% 3*2 . 7 0 2$1 %-0 $+.*-7$$1�

"' ,&(,&  , $+.*-7$$�1 . 7 &0 #$ 12$. " 31$1 2'$ 1712$+
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� � * 07
� �-30*7 � 2$
� �-301 .$0 # 7
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����� ��
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�!'$% ���  '���$ !� �!'$% &��& �$� �'���&�� �!$ � "!%�&�! 

)�&�� � �'%� �%% ' �& �!$ � "�$�!� !� ! � +��$� ���% �% &��

&!&��  '���$ !� �!'$% ���!&&�� &! � "!%�&�! �!$ ��� &��

�'��,&��� �#'�(��� &% ���
%��

� +!' �!  !& � &�$ � (��'� � &��% ����� )�� +!' �'���&

&�� "!%�&�! � &�� %+%&�� � &�$% � ����'�& (��'� &��& �#'��%

&��  '���$ !� ��
% �'�&�"���� �+ &�� %&� ��$�  '���$ !�

�!'$% "�$ +��$ �!$ &�� �!�"� +�

�����!' & ���  '���$ !� ��"�!+��% $�#'�%&��� �'���&��� !$

�""$!(�� �!$ � "!%�&�! !$ $�#'�%�&�! �

��#'�%&�� �+ ��� ���$�%% �!!�  '���$ !� &�� "�$%! )�! � &�$% �

"!%�&�! $�#'�%�&�! � ���% ����� �% $�#'�$���

ÑÑ
Exercises
��� &�� �*�$��%�% �!$ &��% ���"&�$�

Entering Requisition Profile Data

From Human Resources (G08), choose Requisitions

From Requisitions (G08R1), choose Profile Data Entry

�$!���� ��&� �% � + &+"� !� ����&�! �� � �!$��&�! &��& +!' )� & &! &$��� ��!'&
� + !� &�� �!��!)� ��

� 
�"�!+��%

� �""���� &%

� �!�%

� 	�"� �� &%

� �� ������$��%

� ��#'�%�&�! %
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ÑÑ Exercises
���  �� �$������� ���  ��� ���� ���

Approving a Requisition

From Human Resources (G08), choose Requisitions

From Requisitions (G08R1), choose Requisition Entry

	� ���� ������ %�! ���� ����  � �� �� � ���!��� ��� ������  �� ��������� �
������� ��� �����"�� � � ��� �$������ ��  �� �������� �� %�!� ������&� ���
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Processing Options for Requisition Entry

1. Enter ’1’ to override a History
   Constants value of ’2’ for Position
   ID and require a Position ID to be
   entered for “Approved” requisitions.
   History Constants will be followed
   in all other cases.                              ____________

   ’ ’ = Use History Constants (Default)

   ’1’ = Override History Constants

2. Enter a ’1’ to use the Job                       ____________
    Information File to edit Job Type
    and Step and to default the Job
    Information.  Default of blank will
    edit with User Defined Codes.

3. Enter a “Skip to” query name to be               ____________
    used when the Print Function Key is
    pressed to call the World Writers
    Version List.  Blank will display
    the entire list of Position Control
    World Writers (Q081).

4. Enter a ’1’ to automatically bring up
    the Requisition Category Code Window
    on an add.  The default of blank
    will NOT bring up the window auto-
    matically on an add.                            ____________

ÑÑ Exercises
��� ��� �����	� �
� ��	 ��������
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Work with Requisitions

Working with Requisitions
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���� �������� ���������� �� ��� ������������ ��� ���� ��������� ���� "�� !���
�� �������� ��� � ������������ "�� ��� ������ ��� ����������� ������ �� ���
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��� ����������� �������� �� "�� ����� ��! ���� ��� � ������ ����� ���������������

��� "�� ���� � ��������� �� ���� � ������������ ��� �"���� ������������"
��������� ��� ������ ���� ����� ��� ��� ����������� ��� ��� ���������� ���������


��� "�� ���� ������ ���������� �� ���� ��� ���� ����� ��� ��� ������������
��� �"���� ������������" ��������� ���� ��� ����������� �� ������ ��� ������� ���
������ ���� ���������� ��� � ����������� ���� �� ������ ��� ������� �� ��������"� "��
��� ������ � ����������� " ���������� ��� ���� ����� ��� �������� ���
����������� �������


������ !��� ������������ ���������

� ��������� � ��������� ������ �� � �����������

� 	�������� � �����������



Human Resources

5–14 A8.1 (8/97)

Attaching a Candidate Record to a Requisition

From Human Resources (G08), choose Requisitions

From Requisitions (G08R1), choose Requisition Activity

	��� "�� ��������� ���� � �������� ����� �� �������� �� ���� � ����"� "�� ��
����� ��� ���������� ����� �� ��� ������������ �������� �������� ������ �� �
����������� ���������� ��� ������ �� ���������� ��� ���������� ������ �� "��
�������� ��� �������� ���� ��� ��� ����"�
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Processing Options for Requisition Activity

PROFILE DATA SELECTION EXITS:

----------------------------------
1. Enter the Profile Data Type to
   be displayed from the Applicant (A)
   database when selection option 5
   for an applicant is used. A default
   of blank will use the first data
   type for applicants . . . . . . . . .            ____________

2. Enter the Profile Data Type to
   be displayed from the Applicant (A)
   database when selection option 6
   for an applicant is used. A default
   of blank will use the first data
   type for applicants . . . . . . . . .            ____________

CANDIDATE REQUISITION STATUS:

-----------------------------

3. Enter the Candidate Requisition
   Status to be entered when a candidate
   is no longer associated with the
   requisition, such as when they change
   jobs or are terminated.                          ____________

   (The status entered MUST have the
   constant ’DET’ entered in the Special
   Handling Code field of the user
   defined code.)

ÑÑ Exercises
��� ��� ����	���� ��� ���� 	�������

Reopening a Requisition
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Review Requisitions Online

Reviewing Requisitions Online
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Reviewing Requisition Details

From Human Resources (G08), choose Requisitions

From Requisitions (G08R1), choose Requisition Review
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Reviewing Profile Data for Requisitions
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Review Requisition Reports
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Reviewing the Requisition Profile Report

From Human Resources (G08), choose Requisitions

From Requisitions (G08R1), choose Requisition Profile
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                                                        Requisition Profile                                Date         5/07/98
                                                       In Alphabetical Order

  Req No.  . . .     1089     Secretary             Expected Salary.   31.500,00       Requested By .     6001 Allen, Ray
  Business Unit.                                    Job Type/Step. . 4A–2   /          Approved By. .
  Status . . . . 99           Filled and Closed     Budgeted FTE . .        0,75       Request Date . 10/21/91
  Position ID. . 10           Secretary             Headcount. . . .                   Approval Date.

  Approval Steps
  ==============================
      Levels     Date                     Approved by:                Follow up required
    –––––––––– ––––––––          –––––––––––––––––––––––––––––– ––––––––––––––––––––––––––––––
    ONE        01/01/98          Annette Walters
    THREE      01/31/98          Ray Allen
    TWO        01/15/98          Dominique Abbot

  Requisition Requirements
  ==============================
       Test      Date                     Description
    –––––––––– ––––––––          ––––––––––––––––––––––––––––––
    EXP        01/01/98          Three years previous exper
    EXT        01/01/98          Hire outside after Int
    INT        01/01/98          Post internally for 30 days

Reviewing the Requisitions by Data Type Report

From Human Resources (G08), choose Requisitions

From Requisitions (G08R1), choose Requisitions by Data Type
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  080406                                               J.D. Edwards & Company                                Page Number        2
                                                      Requistion Info by Type                                Date         5/08/ 98
                                                       in Alphabetical Order

  Approval Steps
  ==============================
  Requisition    Name                    Date                     Approved by:           Follow up require
  ––––––––––– –––––––––––––––––––––––– –––––––– –––––––– ––––––––––––––––––––––––– –––––––––––––––––––––––

    Levels   . . . . . ONE
         1089 Secretary                01/01/98          Annette Walters

    Levels   . . . . . STEPA
         3404 Swim Coach               01/01/98          HR

    Levels   . . . . . STEPB
         3404 Swim Coach               01/01/98          HR

    Levels   . . . . . STEPC
         3404 Swim Coach               01/01/98          HR

    Levels   . . . . . STEPD
         3404 Swim Coach               01/01/98          HR

Reviewing the Requisition Review Report

From Human Resources (G08), choose Requisitions

From Requisitions (G08R1), choose World Writer

�� ��"� ���� "�� ��� �$�� !"�"#! �� � � �#� ��  ��#�!�"���!� � ��" "�� ��#�!�"���
�$��%  ��� "� ��# ��� � ��" "%� $� !���! �� "��! �� �� � �"�  ��� "� ���
$� !��� !��%! ��� ��� �$��  ��#�!�"���! ��� "�� �"�� $� !��� !��%! ���
#���� �$��  ��#�!�"���!� ���!  ��� "  �" ��$�! "�� ��"� � �� "�� ��#�!�"���
��!"� "���� �
�	�����
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                                                         Requisition Review                                   Page       –        1
                                                            w/ Approvals                                      Date       – 05/0 8/98

 FY   Business   Description     Position Description       Expected      Req   St Description     Request  Description       R eq.
        Unit                        ID                       Salary       No.                         By                      D ate
 –– –––––––––––– ––––––––––––––– –––––––– ––––––––––––––– –––––––––––– –––––––– –– ––––––––––––––– –––––––– ––––––––––––––– ––– ––––
                     
 98            1 General Account BD01     Bus Driver                       3391 99 Filled and Clos     7500 Cathy McDougle  12/ 31/97
                                                                                    Approved by :      6002 Ms. Dominique A 03/ 01/98
 98            1                 CH01     Swim Coach                       3404 AA Approved            7500 Cathy McDougle  12/ 31/97
                                                                                    Approved by :      6002 Ms. Dominique A 01/ 15/98
 98            1                 CH02     Tennis Coach                     3439 99 Filled and Clos     7500 Cathy McDougle  03/ 15/98
                                                                                    Approved by :      6002 Ms. Dominique A 03/ 15/98
 98            1                 TR01     Art Teacher                      3421 99 Filled and Clos     7500 Cathy McDougle  12/ 31/97
                                                                                    Approved by :      6002 Ms. Dominique A 01/ 15/98
 98            1                 TR03     English Teacher                  3412 99 Filled and Clos     7500 Cathy McDougle  12/ 31/97
                                                                                    Approved by :      6002 Ms. Dominique A 01/ 15/98
 98            1                 10B–1    Trainer           25,000.00      1206 WW Waiting Review/     7500 Cathy McDougle  03/ 15/98
                                                                                    Approved by :      7505 Robert Mastro   03/ 15/98
 98            1                 10B–1    Trainer           25,000.00      1214 WW Waiting Review/     7500 Cathy McDougle  12/ 31/97
                                                                                    Approved by :      7505 Robert Mastro   12/ 31/97
 98            1                 10B–1    Trainer           25,000.00      1222 WW Waiting Review/     7500 Cathy McDougle  10/ 14/97
                                                                                    Approved by :      7505 Robert Mastro   10/ 14/97
 

Reviewing the Unfilled Requisitions Report

From Human Resources (G08), choose Requisitions

From Requisitions (G08R1), choose World Writer

� ��"��# � ��� �� ��� ���� ���!��� ����� ����  �� �������� ���!��� ���� ����� �
���  ��� ������� ���  � �� ������ #���� ���!��� ���� $�! ����  � ����� ��� �����
��� �� ����� �� ���"��  �� �� � ����  �� ���!��� ��� ��� ��  ���� �
�	�����

                                               Unfilled Requisition by Effective Date                         Page       –        1
                                                                                                              Date       – 07/0 1/98

   Req            Home              Position       Position                Effect   Effect  Approval Rq        Status
  Number     Business Unit             ID        Description           FY   From     Thru     Date   St     Description
 –––––––– ––––––––––––––––––––––––– –––––––– ––––––––––––––––––––––––– –– –––––––– –––––––– –––––––– –– ––––––––––––––––––––––– ––
     1142 Corporate Administration  6         Foreman                  98                            WW Waiting Review/Approval
     1151 Corporate Administration  7         Laborer                  98                            WW Waiting Review/Approval
     1231 General Accounts          5067     Laborer Level I           98                   10/14/97 AA Approved
     2330 General Accounts          63       Operator                  98                            WW Waiting Review/Approval
     1134 Corporate Administration  4        Project Leader            98 01/01/98 01/01/99 10/18/91 AA Approved
     1177 Accounting Department     4510P–2  Accountant                98 01/01/98 12/13/98 12/15/97 AA Approved
     1185 Balance Sheet             1000A–4  Accountant                98 01/01/98 12/13/98 12/15/97 AA Approved
     1193 Balance Sheet             1004A–1  Administrative Assistant  98 01/01/98 12/31/98 12/15/97 AA Approved
     1257 ** NOT FOUND **           488P     Lathe Operator            98 01/01/98 12/31/98 12/15/97 AA Approved
     1290 Balance Sheet             1004A–1  Administrative Assistant  98 01/01/98 12/31/98 12/15/97 AA Approved
     1302 Administrative Department 5J–8     Teacher                   98 01/01/98 12/31/98 12/14/97 AA Approved
     1337 Administrative Department 5J–8     Teacher                   98 01/01/98 12/31/98 12/14/97 AA Approved
     3404 School                    CH01     Swim Coach                 7 01/01/98          01/15/98 AA Approved
     1126 Corporate Administration  2        Senior Accountant         98 03/01/98 12/31/98 10/18/91 AA Approved
     3535 General Accounts                                             98 03/01/98          03/01/98 AA Approved
     1311 Administrative Department 5J–8     Teacher                   98 05/01/98 12/31/98 12/14/97 AA Approved
     1089 Corporate Administration  10       Secretary                 98 06/01/98 12/31/98          WW Waiting Review/Approval
     1206 Administrative Department 10B–1    Trainer                   98 06/01/98 06/01/99 03/15/98 WW Waiting Review/Approval
     1214 Administrative Department 10B–1    Trainer                   98 06/01/98 06/01/99 12/31/97 WW Waiting Review/Approval
     1222 Administrative Department 10B–1    Trainer                   98 06/01/98 06/01/99 10/14/97 WW Waiting Review/Approval
     1265 Administrative Department 2H–2     Employment Specialist     98 06/01/98 06/01/99 10/14/97 AA Approved
     1329 Administrative Department          Trainer                   98 06/30/98          12/14/97 AA Approved
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Applicant Information

Objectives
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Enter Applicant Information

Entering Applicant Information
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Adding New Applicant Records

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose Applicant Entry
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Processing Options for Applicant Entry

DISPLAY OPTIONS:

----------------------------------------
1.  Enter a ’1’ next to each option you
    wish to suppress on the screen:
               Date of Birth                        ____________
               Gender                               ____________
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               Ethnic Code                          ____________

2.  When adding new applicants, enter
    the default format for the first
    line of the Mailing Address
    (Optional):                                     ____________
      ’ ’ = Name entered will not be
            used in the address book
            window. You must also enter
            the name in the window.
      ’1’ = John Doe (No middle initial)
      ’2’ = John R. Doe
      ’3’ = Doe, John R. (Alpha Name)

Note: For users who have the double byte
      flag turned on in the JDE System
      Values, a default of ’ ’ is used.
3.  Enter a ’1’ to display the Addition-            ____________
    al Individual Tax ID Number in the
    Address Book window.  Default of
    blank will NOT display the Addition-
    al Individual Tax Id Number. . . . .

DELETION OF APPLICANT:

----------------------------------------
4.  Enter a ’1’ to automatically delete             ____________
    the Profile Data when an applicant
    is deleted.  Default of blank will
    not delete this data.

DEFINITION OF FUNCTION KEYS

----------------------------------------
5.  Enter two Profile Types of Data                 ____________
    on which to inquire using F15 & F16.            ____________
    Default of blank will display the
    first Type of Data for Applicants.

EDIT JOB TYPE AND STEP

----------------------------------------
6.  Enter a ’1’ to use the Job                      ____________
    Information File (F08001) to edit
    Job Type & Step and EEO Job Codes.
    Default of blank will edit with
    User Defined Codes.

WHEN HIRING AN APPLICANT:

----------------------------------------
7.  Enter a ’1’ to require entry in                 ____________
    mandatory fields on the Employee
    Set Up screen.  Default of blank
    will not require entry.

8.  Enter the Applicant Status Code that            ____________
    indicates the applicant is “hired”.

9.  Enter a ’1’ to transfer the                     ____________
    applicant’s Profile Data to the
    Employee Profile upon hiring the
    applicant.
10.  Enter a ’1’ to use the Security                ____________
     Business Unit, Position ID, Home
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     Business Unit and Job Type/Step
     from the Requisition Master file
     to update those fields in the
     Applicant Master.  Default of
     blank will not update these fields
     in the Applicant Master when a
     requisition is assigned.

WHEN TERMINATING AN EMPLOYEE:

----------------------------------------
11.  Enter the Applicant Status to be               ____________
     given to employees who are
     terminated and placed back into the
     applicant pool.

12.  Enter a ’1’ to transfer the                    ____________
     Employee Profile Data to the
     Applicant Profile when an employee
     is terminated and returned to the
     applicant pool.

WHEN SENDING A NOTICE:

----------------------------------------
13.  Enter the name of the Document.                ____________

14.  Enter the name of the Folder which             ____________
     contains the Document.

SECURITY BUSINESS UNIT:

----------------------------------------
15. Enter ’1’ to update Security                    ____________
    Business Unit to the employees
    Address Book record.  Leave blank
    NOT to update and on an add, default
    to Security Business Unit 1.

What You Should Know About Processing Options
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�
�
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Entering Applicant Profile Data

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose Profile Data Entry
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See Also
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Work with Applicant Information

Working with Applicant Information
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Attaching an Applicant Record to a Requisition

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose Applicant Entry
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What You Should Know About
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Printing Letters of Acknowledgement

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose Applicant Entry
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Before You Begin
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See Also
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Hiring an Applicant

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose Applicant Entry
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Before You Begin
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Purging Applicant Information

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), enter 27

From Applicant Technical Operations (G08A3), choose Purge Applicants by
Date
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Processing Options for Purge Applicants by Date

 1. Purge Date                                      ____________
 2. Omit Applicant Status 1                         ____________
 3. Omit Applicant Status 2                         ____________
 4. Omit Applicant Status 3                         ____________
 5. Save instruction                                ____________
 6. Save Library                                    ____________
 7. Save Device                                     ____________
 8. Reorganize option                               ____________
 9. Omit hired applicants                           ____________
10. Report purged applicants                        ____________
11. Next Number for File Reorganization             ____________
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Review Applicant Reports

Reviewing Applicant Reports
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Reviewing the Applicant Profile Report

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose Applicant Profile
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��� ���������� ��� ������ �� ���� ������ �� ��� ��� ���������� ��� "�� ��
�� ��! ������ ����� ������� �" ��������� 	�!� ��� ��� ������ ���!� "�� ��
����� ���������� ��� �������� �������� � ��� ��� �����

  080411                                          J.D. Edwards & Company                                Page Number        2
                                                    Applicant Profile                                   Date         6/28/98
                                                  Alphabetical Sequence
  
 
  Applicant. . . .          8000 Bates, Richard T.               Employee Tax ID. 225–69–8695      Ph 303    398––3231
  Appl Status. . .            01 Initial Contact                 Job Type . . . . 0P–2             Dates:
  Business Unit. .             1 General Accounts                Job Step . . . .                   Application. . . 04/10/98
  Position ID. . .                                               Hours Available.                   Available. . . . 05/01/98
  EEO Job Cat. . .           001 Officials and Managers          Asking Salary. .    33,000.00      First Interview.
  Applicant Status
  ==============================
      Status     Date
    –––––––––– ––––––––
    01         04/10/98
  Prior Employment
  ==============================
     Position  St.Date  End Date          Company Name                Years in Position
    –––––––––– –––––––– –––––––– –––––––––––––––––––––––––––––– ––––––––––––––––––––––––––––––
    ACCOUNTANT 01/05/87          Coopers & Lybrand
    FIN.ANALST 06/01/90          Cyprus Minerals
  Interview Notes
  ==============================
                 Seemed alittle nervous at first but came prepared with questions.  Seems
                 very interested and knowledgeable in the company.  Would like to have him
                 back for a second interview.
  Skills
  ==============================
       Type    App Date              Miscellaneous Comments
    –––––––––– ––––––––          ––––––––––––––––––––––––––––––
    LOTUS      03/15/98
    PCUSE      03/15/98
  Professional Licenses/Certif
  ==============================
     License   Dte Rec. Exp Date          State/Agency                                             Fees
    –––––––––– –––––––– –––––––– ––––––––––––––––––––––––––––––                                –––––––––––––
    CFP        01/05/90          Colorado
    CPA        08/01/88          Colorado
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Reviewing the Applicants by Data Type Report

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose Applicants by Data Type

	� ��!��" � ���� �� ��� ���������� "�� ��!� ����������� ������� �� � ������ ���
������� ���� �$��� $� ��� ����� ��� ���������� $ ���� 	$�� ������� ���
�#������ $� ��� ��!��" ���������� "���� ������� ���� ���� ��� �� ������
������������ 	�� ����������� ���� ������ �� ���� ������ �� ��� ���� �����������
���� $� ��� ��!��" ������  ���� ������� $ ���� 	$��� �� ��� ��!��"
����������� $ ������ ���� �$�� �� $ ����������

��� ���� ���������� ��� �$���� ����� ���� �$��� �� ����������� ������

	�� �����"��� ������ ������ ������$� ��������� ����������� $ ���� �$���

  080401                                          J.D. Edwards & Company                                Page Number        3
                                            Applicant Information by Data Type                          Date         6/28/98
                                                  Alphabetical Sequence

  Prior Employment
  ==============================
  Applicant      Name                  St.Date  End Date          Company Name           Years in Position
  ––––––––––– –––––––––––––––––––––––– –––––––– –––––––– ––––––––––––––––––––––––– –––––––––––––––––––––––
   Position  . . . . . ACCOUNTANT
         8000 Bates, Richard T.        01/05/87          Coopers & Lybrand
         8007 Tucker, Steve            06/21/93          Alexander Grant
   Position  . . . . . ADM ASS
         8001 Hogan, Betsy             02/01/94          Kelly Services            2
   Position  . . . . . BEN. CRD
         8500 Thomas, Suzanne          01/14/90 10/15/93 Davidson Electronics      3
   Position  . . . . . FIN.ANALST
         8000 Bates, Richard T.        06/01/90          Cyprus Minerals
   Position  . . . . . RECRUITER
         8500 Thomas, Suzanne          10/25/93          Career Track
   Position  . . . . . SECRETARY
         8001 Hogan, Betsy             03/15/94 01/04/95 Lear Siegler              1
   Position  . . . . . SR. ACCT
         8007 Tucker, Steve            10/21/95          Cypress Minerals
   Position  . . . . . TEACHER
         8004 Torres, Elizabeth M.     08/15/93 06/01/95 Ben Lomond High
         8004 Torres, Elizabeth M.     08/01/96          George Washington High    current

Reviewing World Writer Reports for Applicants

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose Applicant Information

	� ��!��" �������� ��������� ������������ $� ��� ����� � !�����$ �� 
���� 
�����
�������� ��� �#������ "��� $� ��� ������� ��� ���������� �� ���� � ��� ��������
$� ��� ��!��" � ���� �� ��� ��� ���������� "�� ������� ��� � �������� �� ��
���������

�� ���  �� ��� ����������� �� ����� ������� ���
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� � ��� � � '"��&� *!'$ �""���� & � �!$��&�! 

� ��&�%�* �!(�$ �� &�� $��'��&!$* $�"!$&� � $�#'�$��� &%

�!' �� $�(��) &�� �!��!)� � %&� ��$� $�"!$&%�

� �""���� & ��%& , �&��$ �!��%

� �""���� & ��%& , ��� 
 �!$��&�! 

� �""���� & �!� �* �'%� �%% � �& � � ��� �!�

� �""���� & ��%& , ��%�� 
 �!$��&�! 

� �""���� & ��%& , �* �!%�&�! 

Reviewing the Hired Applicants by EEO Job Report

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose EEO/Affirmative Action

From EEO/Affirmative Action Reports (G08E12), choose Hired Applicants by
EEO Job

�! � ��*+� &��  '���$ !� ������ � � �&� �� �� !$�&* �""���� &% &��& *!'$
!$�� �+�&�! ��% ��$��� "$� & &�� 	�$�� �""���� &% �* ��� �!� $�"!$&� �!' �� 
��%! '%� &��% $�"!$& �!$ ����$��&�(� ��&�! $�"!$&� � "'$"!%�%�

�!' �� $�(��) �""���� &% �* �!� ��&��!$��% � � �&� �� �!��%� ��� $�"!$& %�!)%
�!) �� * !� &�!%� �""���� &% )�$� ��$��� �% )��� �% &�� "�$�� & !� ��$��
�""���� &% �$!� ���� !� &�� �&� �� �$!'"% )�&�� &�� ��� �!� ��&��!$��% �*
�� ��$�
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 084400                                               J.D. Edwards & Company                                                     Page No. . .    2

                                               Hired Applicants by EEO Job Category                                            Date – . . .  6/28/98

                                                                                                                                 Reporting Period:

                                                                                                                               01/01/98 – 12/31/98

                                         . . . Total . . .    . . White . .     . . Black . .    . . Hispanic . .   . . Asian .  .     . . Indian . .

      Job Category                        Appld  Hired   %    Appld Hire   %    Appld Hire   %    Appld Hire   %    Appld Hire   %    Appld Hire   %

–––––––––––––––––––––––––––––           –––––– ––––– –––––  ––––– –––– –––––  ––––– –––– –––––  ––––– –––– –––––  ––––– –––– –– –––  ––––– –––– –––––

 Officials and Managers         Male . .     1                 1

                                Female .     2                 2

                                Total. .     3                 3

 Professionals                  Male . .     3     1  33.3     2                                                   1    1 100.0

                               Female .

                                Total. .     3     1  33.3     2                                                   1    1 100.0

 Office and Clerical           Male . .

                                Female .     1                 1

                                Total. .     1                 1

 Craft Workers (Skilled)        Male . .     1                 1

                               Female .

                                Total. .     1                 1

                                        –––––– ––––– –––––  ––––– –––– –––––  ––––– –––– –––––  ––––– –––– –––––  ––––– –––– –– –––  ––––– –––– –––––

                                Male . .      5     1  20.0     4                                                     1    1 10 0.0

                                Female .      3                 3

                                TOTAL. .      8     1  12.5     7                                                     1    1 10 0.0

Processing Options for Hired Applicants by EEO Job Category

Enter the Beginnging and Ending Date
 for the Reporting period.
              Beginning Date . . . . . .            ____________
              Ending Date. . . . . . . .            ____________

Reviewing the Application Flow Analysis Report

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose EEO/Affirmative Action

From EEO/Affirmative Action Reports (G08E12), choose Application Flow
Analysis

�� ������ ������
���� 
���� ��� ����� �� ��� ������ ������� ��
� �������� 
�
���
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�����
��� ��������� ����� ��� ������
���� ���� ��
����� ������� 	�� �
�
������ ��� ������ �� 
�����
��� �� �
�� ��� ��� �
������ ��� �
�� �������
������� ��� ������ ����� 
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  084411                                               J.D. Edwards & Company                                Page –             3
                                                     Application Flow Analysis                               Date –       6/28/ 98
                                                          by Business Unit
                                        Applicant Dates Selected  FROM:  01/01/98   THRU:   12/31/98

                                   . . All Applicants . .       . . . . .  Male  . . . . .          . . . . . Female . . . . .
         EEO Job Category          Total    Male   Female   White  Black  Hisp   Asian  AmInd   White  Black  Hisp   Asian  AmI nd
  ––––––––––––––––––––––––––––––   ––––––  ––––––  ––––––   –––––  –––––  –––––  –––––  –––––   –––––  –––––  –––––  –––––  ––– ––
  Home Business Unit .
  –––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––
  001 Officials and Managers
        Applicants                      1               1                                           1
        Offers
        New Hires
        Rejections
  002 Professionals
        Applicants                      1       1                                    1
        Offers
        New Hires
        Rejections
                                   ––––––  ––––––  ––––––   –––––  –––––  –––––  –––––  –––––   –––––  –––––  –––––  –––––  ––– ––
                                        2       1       1                            1              1

Processing Options for Applicant Flow Analysis

Applicant Date Range:

---------------------
  Enter the date range of applicants to
  consider during creation of this
  report.  A default of blank will use
  Jan. 1 thru Dec. 31 of the current
  year:
1.                                From –            ____________
2.                                Thru –            ____________

Applicant Status Code Ranges:

-----------------------------
  Enter the range of Applicant Status
  codes that represent the following
  conditions.  Ranges should not overlap
  each other. No defaults apply.

3.                  Offers:       From –            ____________
4.                                Thru –            ____________

5.                  New Hires:    From –            ____________
6.                                Thru –            ____________

7.                  Rejections:   From –            ____________
8.                                Thru –            ____________

Eeo Job Category Print Control:

-------------------------------
9. Enter ’1’ to print all Job Categories
   for which there are Applicants. A
   default of blank will not print an
   EEO Job Category if there are no
   counts for the requested dates. . . .            ____________
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Reviewing the Adverse Impact Analysis Report

From Human Resources (G08), choose Applicant Information

From Applicant Information (G08A1), choose EEO/Affirmative Action

From EEO/Affirmative Action Reports (G08E12), choose Adverse Impact
Analysis

	� ����
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� �������

 084412                                                J.D. Edwards & Company                               Page Number        2
                                                      Adverse Impact Analysis                               Date         7/01/9 8
                                                   All Employees by Business Unit
                                                    01/01/98  through  12/31/98

                                   . . . . . .Male. . . . . .      . . . . . Female . . . . .      . . . . . .Ethnic. . . . . .
        EEO Job Category          Hired  Applied % Hired % Ratio  Hired  Applied % Hired % Ratio  Hired  Applied % Hired % Rati o
 ––––––––––––––––––––––––––––––  ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––– –
  Home Business Unit .
  –––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––
 Officials and Managers                                                        1                               1
 Professionals                                 2                               1                               3
                                 ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––– –
                                               2                               2                               4
  Home Business Unit .            1 General Accounts
  –––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––
 Officials and Managers                        1                                                               1
                                 ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––– –
      General Accounts                         1                                                               1
  Home Business Unit .           90 Administrative Department
  –––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––
 Officials and Managers                                                        1                               1
 Professionals                                 1                                                               1
                                 ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––– –
      Administrative Department                1                               1                               2
  Home Business Unit .          152 Parcel Express: Payable Tenant
  –––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––
 Craft Workers (Skilled)                       1                                                               1
                                 ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––– –
      Parcel Express: Payable T                1                                                               1
  Home Business Unit .          451 Accounting Department
  –––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––
 Professionals                                 1                                                               1
                                 ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––– –
      Accounting Department                    1                                                               1
  Home Business Unit .          701 Corporate Administration
  –––––––––––––––––––– –––––––––––– ––––––––––––––––––––––––––––––
 Office and Clerical                                                           1                               1
                                 ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––– –
      Corporate Administration                                                 1                               1
                                 ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– ––––––– –––––– –
      Grand Total:                             6                               4                              10

Processing Options for Adverse Impact Analysis

1. Enter the range of Application Dates
    that will be included in the report.
    The Thru date, if left blank, will
    default to the run date of the
    report.  The From date, if left
    blank, will default to January 1 of
    the year of the Thru date.
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                                   From:            ____________
                                   Thru:            ____________

2. Enter range of Applicant Status codes
    that indicate new hires:
                                   From:            ____________
                                   Thru:            ____________

ÑÑ Exercises
��� ��� �����	� �
� ��	 ��������
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Position Control

Objectives

� �� �%���$ ��" �� ��)�� #���"��#� ��%"#� ��� �%��+$��� �!%�&����$# �
�	#�

� �� ����)*� ��� "�&��'  �#�$��� �%���$#

� �� $"��#��"  �#�$��� �%���$ ����"��$��� $� $�� ����"�� �����"

� �� �##��� �� �� ��)�� $� �  �#�$��� �%���$

About Position Control

�  �#�$��� �# �� �� ��)���# �##������$ ��" � ��#��� )��"� ��% %#�  �#�$���# $�
�%���$ ��" �� ��)�� #���"��#�

�#�$��� ���$"�� "���"# $� $�� �"��$���� ����$������� ��� ����$�"��� ��  �#�$���#
��� $���" �%���$#� ��% �� ��$ ���� $� �"��$�  �#�$���# $� %#� )�%" �%���
��#�%"��# ��� �)"��� #)#$��#� ��'�&�"� $� %#�  �#�$���#� )�% �%#$ ��&� �
 �#�$��� �%���$� �#�$���# ��� $���" �%���$# �"� ��#� ������  �#�$��� �%���$#�

��% ������ �  �#�$��� �%���$ $� �#$����#�� ����$�"� ��� ���$"�� �%���$# ��"
�� ��)�� �##������$#� �� $�� #��� '�) $��$ �  "����$ ������" ������$�# $���
��� ��$�"��� "�#�%"��# $� �  "����$� )�%" �"����*�$��� ��� �"��$�  �#�$���
�%���$# ��" �$# �� ��)�� "�#�%"��#� ��% ��� ����#� $� ������ )�%"  �#�$���
�%���$# ���%���)� �" )�% ��� ��$ $�� #)#$�� �%$���$�����) ������ $��� ��" )�%�
��% ��� ��#� ����%��$�  �#�$��� �%���$ ����"��$��� ��" $�� ��($ ��#��� )��"�

��$�" )�% ������  �#�$��� �%���$#� )�% ��� $"��#��" $��� $� $�� ����"�� �����" #�
$��$ )�%" ����%�$��� �� �"$���$ ��� %#� ��� "�&��' $���� �� ������ �� $��
"�!%�"����$# �� )�%" ����%�$��� ��� �%��� "�#�%"��# �� �"$���$#� )�% ���
$"��#��" ��� ��$�  �#�$��� �%���$ ����"��$��� �" #%���") ����"��$��� ���)�

��% ��� �$$��� �� ��)�� "���"�# $� �  �#�$��� �%���$ ��� $��� "�&��'  �#�$���
�%���$ ����"��$��� $� ��#%"� $��$ $�� #���")� ��%"#� ��� 
�	 ��" )�%" �� ��)��#
��� �"� ��&�"���) $� $��#� $��$ )�% �%���$�� ��" $��  �#�$����

���� �  �#�$��� �%���$ ������#� �" '��� )�% ���� $� ��""��$ � ��$� ��$")
�""�"� )�% ��� "�&�#�  �#�$��� �%���$ ����"��$����

�� "�&��' ����"��$��� ���%$  �#�$���#�  �#�$��� �%���$#� ��� $�� �� ��)��# ��
$��#�  �#�$���#� )�% ���  "��$  �#�$��� "� �"$#� ��% ��� "�&��' �%���$�� ���
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�������� �������� ������ �������� ��� ���� ���� �� �������� ������
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Define a Position Budget

Defining a Position Budget

�%+ ����$� &%)�*�%$ �+���*) *% �)*��"�)�� #%$�*%(� �$� �%$*(%" �+���*) �%(
�#&"%/�� �))��$#�$*)� �$ *�� )�#� -�/ *��* � &(% ��* #�$���( �""%��*�) *�#�
�$� #�*�(��" (�)%+(��) �%( � )&����" &(% ��*� /%+( %(��$�0�*�%$ ��$ ��$�(�*�
&%)�*�%$ �+���*) �%( �*) �#&"%/�� (�)%+(��)� �%( ���� &%)�*�%$� /%+( %(��$�0�*�%$
��$ &"�$ �%( �$� �%$*(%" �%#&%$�$*) )+�� �)	

� ��"�(/ �.&�$��*+(�)

� �%+() -%(!��

� �+""1*�#� �'+�,�"�$*) ����)�

� ���� �%+$* �$+#��( %� �#&"%/��)�

���$ /%+ ����$� � &%)�*�%$ �+���*� *�� )/)*�# +&��*�) *�� �%)�*�%$ ��)*�(
�$�%(#�*�%$ *��"� ���������

�%+ ��$ ��%%)� *% ����$� /%+( &%)�*�%$ �+���*) #�$+�""/� %( /%+ ��$ "�* *��
)/)*�# �+*%#�*���""/ ����$� *��# �%( /%+� ��)�� %$ *��  %� �$� �#&"%/��
�$�%(#�*�%$ *��* /%+ ��,� �"(���/ �$*�(�� �$*% *�� )/)*�#� ��**�$� *�� )/)*�#
����$� &%)�*�%$) �+*%#�*���""/ )�,�) *�#� �$� ��"&) /%+ �,%�� ��*� �$*(/ �((%()�
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Defining Multiple Position Budgets Manually

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Update Positions by Business Unit

��$ ��� ������ ��� $���#� � �!�$� �� ��"�#��� �$���#" ��! #�� "��� �$"���""
$��#� ���" ��#!' ��#��� ����" �# ��"' #� $���#� ��� !�%��& ��"�#��� �$���#
����!��#��� ��! �� ��#�!� �$"���"" $��# �# #�� "��� #����



Human Resources

7–6 A8.1 (8/97)

� ���	�� ��
�	�
� ��	�	� ������� �����

�

� �"��%� �!$�%�! $ �( 	&$� �$$ � �%

�� �! �!��%� %�� �!�� �&$� �$$ & �%� �!�"��%� %�� �!��!'� � �����$�

� �!�� 	&$� �$$ � �%

� �$��� ���#

�� 
!�"��%� %�� �!��!'� � �����$�

� �!$�%�! ��

� �!$�%�! ��$�#�"%�! 

� ��!& %

� ��

� �!&#$

� �����!& %

�� ����$$ %�� ��%��� �#���



Define a Position Budget

A8.1 (8/97) 7–7

�� �$ �''$���(� �  $� +�(� (�� %$'�(�$# �)���(� �$"%!�(� (�� �$!!$+�#� ���!�'�

� �$� �,%�

� �$� �(�%

� �$��!�(,

	� �$ �#(�& '(�()' �#�$&"�(�$#� �$"%!�(� (�� �$!!$+�#� ���!�'�

� �����(�*� �&$"

� �����(�*� ��&$)��

� �)���( �(�()'

� �)���( �(�()' ��(�

� �$'�(�$# �(�()'

� �$'�(�$# �(�()' ��(�


� $"%!�(� �#, $� (�� �$!!$+�#� ����(�$#�! ���!�'�

� ��'�&�%(�$# �

� ���)&�(, �)'�#�'' �#�(

� �$'�(�$# $��' ����	



Human Resources

7–8 A8.1 (8/97)

����� ��
������	�

�,6&$/ #($5 � 180%(5 7+$7 ,'(17,),(6 7+( ),6&$/ <($5� �(1(5$//<� <28 &$1

(,7+(5 (17(5 $ 180%(5 ,1 7+,6 ),(/' 25 /($9( ,7 %/$1. 72

,1',&$7( 7+( &855(17 ),6&$/ <($5 �$6 '(),1(' 21 7+(

�203$1< �80%(56 $1' �$0(6 )250��

 3(&,)< 7+( <($5 $7 7+( (1' 2) 7+( ),567 3(5,2' 5$7+(5 7+$1

7+( <($5 $7 7+( (1' 2) 7+( ),6&$/ 3(5,2'� �25 (;$03/(� $

),6&$/ <($5 %(*,16 �&72%(5 	� 	��� $1' (1'6  (37(0%(5 ���

	���� !+( (1' 2) 7+( ),567 3(5,2' ,6 �&72%(5 �	� 	����

 3(&,)< 7+( <($5 �� 5$7+(5 7+$1 ���

�20( �86� "1,7 !+( 180%(5 2) 7+( %86,1(66 81,7 ,1 :+,&+ 7+( (03/2<((

*(1(5$//< 5(6,'(6�

�26,7,21 �� � &2'( 7+$7 <28 86( )25 %8'*(7$5< �326,7,21� &21752/

385326(6� !+( 326,7,21 �� &216,676 2)�

� �26,7,21 �326,7,21 &2'( $1' ,76 '(6&5,37,21�
� �,6&$/ <($5
� �20( %86,1(66 81,7

�25 (;$03/(� <28 &$1 ,'(17,)< 326,7,21 ���	 $6

�&&2817,1* �$1$*(5 )25 ),6&$/ <($5 	����	���� )25 +20(

%86,1(66 81,7 �	�

�02817 !+( 6$/$5< $02817 7+$7 ,6 %8'*(7(' )25 $ 3$57,&8/$5

326,7,21 :,7+,1 $ %86,1(66 81,7� !+,6 ),*85(� :+,&+ &20(6

)520 7+( �26,7,21 �$67(5 7$%/(� 5(35(6(176 7+( 727$/ 6$/$5<

$02817 %8'*(7(' )25 $// 2) 7+( )8//>7,0( (48,9$/(176 ��!�6�

:,7+,1 7+,6 326,7,21�

�!� !+( 180%(5 2) )8//>7,0( (48,9$/(176 ��!�6� 7+$7 <285

25*$1,=$7,21 +$6 %8'*(7(' )25 7+( 326,7,21� � )8//>7,0(

(48,9$/(17 ,6 7+( 3257,21 2) $ )8//>7,0( :25.(5 7+$7 $1

(03/2<(( 5(35(6(176 :,7+,1 $ %86,1(66 81,7� �25 (;$03/(�

$1 (03/2<(( :+2 :25.6 
� +2856 3(5 :((. 5(35(6(176 ��

�21(>+$/)� �!�� �1 (03/2<(( &$1127 5(35(6(17 025( 7+$1

	 �!��

�2856 !+( 180%(5 2) +2856 7+$7 $5( %8'*(7(' )25 $ 326,7,21

:,7+,1 $ %86,1(66 81,7 )25 $ 3(5,2' 2) 21( <($5� !+,6 ,6 7+(

727$/ 180%(5 2) +2856 $//277(' 72 $ 326,7,21 )25 $// 7+(

)8//>7,0( (48,9$/(176 ��!�6��

�) <28 '2 127 (17(5 $ 9$/8( ,1 7+,6 ),(/' :+(1 <28 %8'*(7

7+( 326,7,21� 7+( 6<67(0 (17(56 $ '()$8/7 9$/8( 7+$7 (48$/6

7+( 180%(5 2) �!�6 08/7,3/,(' %< 7+( 67$1'$5' 180%(5 2)

+2856 3(5 <($5 )25 7+( &203$1<�

�($'&2817 !+( 180%(5 2) (03/2<((6 5(48(67('� %8'*(7('� 25

$33529(' )25 $ 326,7,21 25 5(48,6,7,21�

�2% !<3( � 86(5 '(),1(' &2'( ������ 7+$7 '(),1(6 7+( -2%6 :,7+,1

<285 25*$1,=$7,21� #28 &$1 $662&,$7( 3$< $1' %(1(),7

,1)250$7,21 :,7+ $ -2% 7<3( $1' $33/< 7+$7 ,1)250$7,21 72

7+( (03/2<((6 :+2 $5( /,1.(' 72 7+$7 -2% 7<3(�



Define a Position Budget

A8.1 (8/97) 7–9

����� ��
������	�

�/" �4%0 � 53%2 $%&).%$ #/$% �	����� 4(!4 $%3)'.!4%3 ! 30%#)&)#

,%6%, 7)4(). ! 0!24)#5,!2 */" 490%� �(% 3934%- 53%3 4()3

#/$% ). #/.*5.#4)/. 7)4( */" 490% 4/ $%4%2-).% 0!9 2!4%3

"9 */" ). 4(% �!9 �!4%3 �!",%�

�&&%#4)6% �2/- �!4% �(% $!4% /. 7()#( ! 2%15)3)4)/.� ! 0/3)4)/.� /2 !#4)6)49

7)4(). ! 0/3)4)/. 4!+%3 %&&%#4�

��	��������� �
��	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�(%. 4(% $!4% 9/5 %.4%2 ). 4()3 &)%,$ /##523 !&4%2 4(% &)234

$!9 /& 4(% &)3#!, 9%!2� 4(% 3934%- #!,#5,!4%3 !. %&&%#4)6%

"5$'%4 &/2 4(% 0/3)4)/.� �(% 3934%- !,3/ #!,#5,!4%3 !.

%&&%#4)6% "5$'%4 7(%. 9/5 ,%!6% 4()3 &)%,$ ",!.+�

�&&%#4)6% "5$'%4 !-/5.43 !2% 4(% !-/5.43 4(!4 4(% 3934%-

53%3 4/�

� �%2)&9 0/3)4)/. "5$'%4 ).&/2-!4)/.� )& 9/5 (!6% 3%4
50 9/52 3934%- #/.34!.43 4/ 7!2. /2 02%6%.4 53%23
&2/- %8#%%$).' 0/3)4)/. "5$'%4 !-/5.43

� �0$!4% '%.%2!, ,%$'%2 ).&/2-!4)/.

�(25 �(% $!4% /. 7()#( ! 2%15)3)4)/.� ! 0/3)4)/.� /2 !. !#4)6)49

7)4(). ! 0/3)4)/. )3 ./ ,/.'%2 ). %&&%#4� �. 0/3)4)/. !#4)6)49�

4(% $%&!5,4 6!,5% &/2 4()3 &)%,$ )3 4(% %.$ /& 4(% #522%.4

&)3#!, 9%!2 3/ 4(!4 4(% 3934%- #!. #!,#5,!4% 02/*%#4%$

&)'52%3�

��	��������� �
��	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�(%. 4(% $!4% 9/5 %.4%2 ). 4()3 &)%,$ /##523 "%&/2% 4(%

,!34 $!9 /& 4(% &)3#!, 9%!2� 4(% 3934%- #!,#5,!4%3 !.

%&&%#4)6% "5$'%4 &/2 4(% 0/3)4)/.� �(% 3934%- !,3/

#!,#5,!4%3 !. %&&%#4)6% "5$'%4 7(%. 9/5 ,%!6% 4()3 &)%,$

",!.+�

�&&%#4)6% "5$'%4 !-/5.43 !2% 4(% !-/5.43 4(!4 4(% 3934%-

53%3 4/�

� �%2)&9 0/3)4)/. "5$'%4 ).&/2-!4)/.� )& 9/5 (!6% 3%4
50 9/52 3934%- #/.34!.43 4/ 7!2. /2 02%6%.4 53%23
&2/- %8#%%$).' 0/3)4)/. "5$'%4 !-/5.43

� �0$!4% '%.%2!, ,%$'%2 ).&/2-!4)/.

�4!453 � �5$'%4 � #/$% 4(!4 ).$)#!4%3 4(% 34!453 /& 4(% 0/3)4)/. "5$'%4�

�(% 3934%- 53%3 4(% &)234 #(!2!#4%2 ). 4(% 3%#/.$

$%3#2)04)/. ). 4(% 53%2 $%&).%$ #/$% 4!",% 	��� 4/

02/#%33 !002/6%$ !.$ #,/3%$ 0/3)4)/.3� �(% 0/3)4)/.�3

"5$'%4 -534 (!6% !. !002/6%$ 34!453 "%&/2% 9/5 #!.

!33)'. )4 4/ !. %-0,/9%% /2 4/ !. !002/6%$ 2%15)3)4)/.�

�/3)4)/.3 7)4( ! #,/3%$ "5$'%4 34!453 !2% ./4 ).#,5$%$

7(%. 9/5 25. �2%!4% �%84  %!2�3 �/3)4)/. �5$'%43

��	
�	��

�5$'%4 �4!453 �!4% �(% $!4% 4(!4 4(% #522%.4 "5$'%4 34!453 "%#!-% !#4)6%�



Human Resources

7–10 A8.1 (8/97)

����� ��
������	�

�+/&0&+* �0�01/ �%"  1.."*0 � 0&2&05 ("2"( +# 0%" ,+/&0&+*�

�%"* 5+1 �00� % �* "),(+5"" ." +.! 0+ � 2� �*0 ,+/&0&+*�

0%" /5/0") 1,!�0"/ 0%" ,+/&0&+* /0�01/ 3&0% 0%" ,+/&0&+*

/0�01/  +!" 0%�0 %�/ ��� &* &0/ /," &�( %�*!(&*$  +!"�

�%" /5/0") 1,!�0"/ 0%" ,+/&0&+* /0�01/  +!" +* 0%"

�"$&**&*$ !�0" +# 0%" "),(+5""�/ �//&$*)"*0� �%"* 0%"

,+/&0&+* �$�&* �" +)"/ 2� �*0� 5+1 )1/0 )�*1�((5

 %�*$" 0%" 2�(1" &* 0%" �+/&0&+* �0�01/ #&"(!�

�+/&0&+* �0�01/ ��0" �%" !�0" 0%�0 0%"  1.."*0 /0�01/ +# 0%" ,+/&0&+* �" �)"

� 0&2"�

�+/&0&+* �	  1/". !"#&*"!  +!" �����	� 0%�0  (�//&#&"/ �+/&0&+* ��/0".

." +.!/ �1*&-1" �5 #&/ �( 5"�.� �1/&*"// 1*&0� �*! ,+/&0&+*

��� #+. .",+.0&*$ ,1.,+/"/�

�+. "4�),("� 5+1 )&$%0  (�//&#5 ,+/&0&+*/ �5 0%"&. #&"(! +#

3+.'� �* 0%&/  �/"� ,+/&0&+*  +!"/  +1(! �" /"0 1, �/

#+((+3/�

��� �(&"*0 �".2& "/

��� �*$&*"".&*$

��� �1/&*"// �&*�* "

�� �+*0.� 0 ���+.

��� �1/&*"// ��*�$")"*0

��� �.+$.�))&*$

�+ �(&05  1/". !"#&*"!  +!" ��
���� 0%�0 !"#&*"/ 0%" !&##"."*0

/�(�.5 (+ �(&0&"/ 3&0%&* �* +.$�*&6�0&+*� �+. "4�),("� 5+1

 �*  +),�." /�(�.&"/ #+. "),(+5""/ +* 0%" ��/0 �+�/0 3&0%

"),(+5""/ &* 0%" �&!3"/0�

Defining a Single Position Budget Manually

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Position Master Detail
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Processing Options for Position Master Detail

1. Enter a ’1’ to use the Job Informa-              ____________
   tion File (F08001) to edit Job Type
   and Step.  Default of blank will edit
   against user defined codes.

2. Enter a ’1’ to force entry of Job                ____________
   Type.  Blank will issue a warning if
   Job Type is left blank.  If Position
   Control Criteria in the Constants
   is not set to 1, the program will
   iqnore this processing option.

ÑÑ Exercises
��� &�� �*�$��%�% �"$ &��% ���#&�$�
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Defining a Position Budget Automatically

From Human Resources (G08), choose Position Control

From Position Control (G08P1), enter 29

From Position Control Setup (G08P4), choose Start Position Control
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See Also

� ������ �� 	����"�� 
�����" ��� � ���!�� ��������

� �������� � ������ �������� � ����� ��� ���" ��������

� �������� � ����� �������� � ���� ��� ���" ���������

Processing Options for Start Position Control

1.  Enter a ’1’ to Clear the Position               ____________
    Master File (F08101) and the
    Position Detail File (F08111). This
    should be done when this program
    is run for a second time or more.
    Default = ’ ’.

Defining Position Accounts

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Position Account Information
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Transfer a Position Budget to the General Ledger

Transferring Position Budget Information to the General Ledger
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Transferring Position Budgets to the Account Balances Table

From Human Resources (G08), choose Position Control

From Position Control (G08P1), enter 27

From Position Control Advanced and Technical Operations (G08P3), choose an
option under the Update GL Budgets heading
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Processing Options for Update Position Budgets to Account Balances

UPDATE OPTIONS:
1. Enter a “1” to update the account
   balances file and print a report
   showing summarized information
   update to GL by account. A default
   of blank will only produce report
   with both position and account
   summary information.                             ____________

LEDGER TYPE:
2. When entering budgets to the actual
   and units ledgers, the ledger type
   “BA” and “BU” is assumed. If you wish
   to enter to a different ledger (such
   as a temporary budget or a revised
   budget), you must designate the
   alternate budget ledger types.
                 Salaries Budget Ledger:            ____________
                 Hours Budget Ledger:               ____________

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

YA, ZA, AC.

FISCAL YEAR:
3.  Enter the last two digits of the
   fiscal year.                                     ____________

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

                       Requested Budget:            ____________
                        Approved Budget:            ____________
                           Final Budget:            ____________
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What You Should Know About Processing Options
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Posting Position Budgets to the Account Ledger Table

From Human Resources (G08), choose Position Control

From Position Control (G08P1), enter 27

From Position Control Advanced and Technical Operations (G08P3), choose
Create Batch
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Processing Options for Update Position Budgets to Account Ledger

DESCRIPTION:
1. Enter the transaction description:               ____________

TRANSACTION DATE:
2. Enter the date to be posted for this
   transaction. A default of blank will
   use the system date.                             ____________

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

   Salaries Budget Ledger:                          ____________

Note:

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

YA, ZA, AC.

FISCAL YEAR:
4. Enter the last two digits of the
   fiscal year.                                     ____________

ÑÑ Exercises
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Work with Position Activity Information

Working with Position Activity Information
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Attaching an Employee Record to a Position Budget

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose HR Employee Entry
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Correcting Employee Position Activity

From Human Resources (G08), choose Position Control

From Position Control (G08P1), enter 27

From Position Control Advanced and Technical Operations (G08P3), choose
Revise Employee Activity
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Review Position Budget Information

Reviewing Position Budget Information
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Reviewing Position Budget Information by Business Unit

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Business Unit by Organization
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Reviewing Position Budget Information by Position

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Positions by Business Unit
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Processing Options for Positions by Business Unit

1.  Enter the default screen format as              ____________
    follows:
    1 = Full Time Equivalents
    2 = Hours Worked
    3 = Open Amounts (Budget,FTE,Hours).
    4 = Status Messages
    5 = Headcount

Default = ’1’

Reviewing Position Activity by Position

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Activity by Position
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Processing Options for Activity by Position

1.  Enter a ’1’ to initially display                ____________
    the screen with Hours Worked
    information, a ’2’ to initially
    display the screen with FTE
    information or a ’3’ to initially
    display the screen with Headcount.
    Default of blank will initially
    display Hours.

Reviewing Position Activity by Employee

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Activity by Employee
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Processing Options for Activity by Employee

1.  Enter a ’1’ to initially display                ____________
    the screen with Hours Worked
    information.  Default of blank will
    initially display FTE information.
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Define Next Year’s Position Budget

Defining Next Year’s Position Budget

From Human Resources (G08), choose Position Control

From Position Control (G08P1), enter 27

From Position Control Advanced and Technical Operations (G08P3), choose
Create Next Year’s Positions
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What You Should Know About 
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  081820                                               J.D. Edwards & Company                                Page Number        1
 FY               98                            Create Next Year’s Position Budgets                          Date         7/22/ 98
 HBU:           90                                        Exception Report
 Emp. No.         Employee Name                    P E Position Position Desc.       Pos Effect   Effect            Comments
                                                   S S    ID                         St  From Dt  Thru Dt
 –––––––– –––––––––––––––––––––––––––––––––        – – –––––––– –––––––––––––––––––– ––– –––––––– –––––––– –––––––––––––––––––– –––––
     7504 Meade, Jane                              0   10B–1    Trainer                  08/03/98          EE Not in Position
     7500 McDougle, Cathy                          0 1 2H–1     Human Resource Manag A   03/03/97          EE Not in Position
 Total Positions by HBU            2
  081820                                               J.D. Edwards & Company                                Page Number        2
 FY               98                            Create Next Year’s Position Budgets                          Date         7/22/ 96
 HBU:          707                                        Exception Report
 Emp. No.         Employee Name                    P E Position Position Desc.       Pos Effect   Effect            Comments
                                                   S S    ID                         St  From Dt  Thru Dt
 –––––––– –––––––––––––––––––––––––––––––––        – – –––––––– –––––––––––––––––––– ––– –––––––– –––––––– –––––––––––––––––––– –––––
     7704 Rivard, Jacques                          0   5J–4     Firefighter                                EE has no EE Master Recor
     7704 Rivard, Jacques                          0   5J–4     Firefighter                                EE has no EE Master Recor
     7704 Rivard, Jacques                          0   5J–4     Firefighter                                EE has no EE Master Recor
     7704 Rivard, Jacques                          0   5J–4     Firefighter                                EE has no EE Master Recor
 Total Positions by HBU            1
 Grand Total – Positions           3

Processing Options for Create Next Fiscal Years Position Budgets

1. Enter the fiscal year from which you             ____________
    want the positions calculated.
    (This figure must be in your DREAM
    Writer Data Selection to calculate
    these budgets.)

2. Enter the fiscal year to which you               ____________
    want the positions calculated.

3. Enter a ’1’ to generate all position             ____________
    budgets from the Position Master
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    table (F08101). An exception report
    will be generated.

   (More selections for 3 available)
   Enter a ’2’ to generate position
    budget values from the Position
    Master table (F08101) when current
    activity exists for one employee in
    that position within the Position
    Detail table (F08111). An exception
    report will be generated.

   Enter a ’3’ to generate position
    budget values from the Position
    Detail table (F08111) that had
    activity for the year. Vacant
    positions will be calculated. An
    exception report will be generated.
   (More selections for 3 available)
   Enter a ’4’ to generate position
    budget values from the Position
    Detail table (F08111) that have only
    current activity for the year. An
    exception report will be generated.

4. Enter the percentage for calculating             ____________
    the new budget amount. (Enter 5 for
    5% increase, -5 for 5% decrease.)

5. Enter the percentage for calculating             ____________
    the new budget full time equivalent
    (FTE), hours, and headcount.  (Same
    rule as above.)

6. Enter the effective date from which              ____________
    pay rates or pay grade step will be
    based on for next year’s budget.
    (Only if you use these methods for
    salary calculation.)

7. Enter ’1’ to create position budgets             ____________
   for positions that have effective
   thru dates that are prior to the
   beginning of the next FY.
   The exception report will list
   those positions that are created in
   this manner.
    ’ ’ will default to NOT create.

8. Enter a ’1’ to create the position               ____________
    accounts for the next year.

What You Should Know About Processing Options
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Review Position Reports

Reviewing Position Reports
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��� !#��% ! $�%� � #�! #%$� � & ��� #�'��( %��$ ��� #��%� � � # �&##��%� !#�'� &$�
 # �&%&#� ��$��� *��#$�

� #�'��( %�� � $% #����% ������$ %��% ��'� ���� ���� % ! $�%� � �&���%$�
* & ��� ��$ !#��% ! $�%� � #�! #%$�

� ��%�#���� (��%��# * & ���� % ��#� ����%� ��� ��!� *��$� * & ��� #�'��(
#�! #%$ %��% ��$%  !�� ! $�%� �$�

� ����% ! $�%� � #�! #%$ % %�� $!������ ��� #��%� � %��% * & ����� * & ���
��$!��* ��� #��%� ��

� � # �� ��%�#� ��$��� *��#

� �$ � � �!�#�$ � ��%(��� %( ��$��� *��#$

� �* � %� �&���%�� ��� !# ���%�� ���&#�$ %�# &�� %�� ��$��� *��# ���

� �$ %�� �����#���� ��%(��� !# ���%�� ��� �&���%�� �����%�'� �� &�%$

� �$ � #�'��(  � %�� �&##��% ! $�%� � ��%�'�%* % %�� ��'�� �&���%�� � # %��
&!� ���� ��$��� *��#

� �$ %�� !�#���%��� ������ �� ���� �&���% �# �  �� ��$��� *��# % %�� ��)%

��'��(��� ! $�%� � #�! #%$ ����&��$�

� ��'��(��� %�� !�� �� &�%$ �* � $�%� � #�! #%

� ��'��(��� %�� !�� 
����%�'� �� &�%$ �* � $�%� � #�! #%

� ��'��(��� %�� 	# $$+���# �&���% 	 �!�#�$ � #�! #%

� ��'��(��� %�� 	# $$+���# 
����%�'� �&���% 	 �!�#�$ � #�! #%

� ��'��(��� %�� � $�%� � �&��+���� 
"&�'����%$ ���
$� #�! #%

� ��'��(��� %�� � $�%� � ����� &�% #�! #%
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� �%��&��� #�� ��"�#��� �$���#" !� �!#

� �%��&��� #�� ��"�#��� �$���#" �' 	�� �' � ��� �#� !� �!#

� �%��&��� #�� ��"�#��� �$���#" �' �$"���"" ���# !� �!#

� �%��&��� #�� ��"�#��� �����#�%� �$���#" !� �!#

� �%��&��� #�� ��"�#��� �����#�%� �$���# �' 	�� �' � ��� �#� !� �!#

� �%��&��� #�� ��"�#��� �����#�%� �$���# �' ���� �$"���"" ���# !� �!#

� �%��&��� #�� �� ��'�� ��#�%�#' �' 
$���! !� �!#

� �%��&��� #�� �� ��'�� ��#�%�#' �' 
��� !� �!#

Reviewing the Open Amounts by Position Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Open Amounts by Position

�� !�%��&  �"�#��� ����!��#��� ��! "���!��"� ���"� ��� ��$!" &�!����  !��# #��
� �� ���$�#" �' ��"�#��� !� �!#� �"� #��" ����!��#��� #� ��� �!� �$���#��
���$�#" #�  !����#�� ���$�#" #�!�$�� #�� ��"��� '��! ���� ��� !� �!# ��" ��'"
� �� ���$�#"� &���� �!� #�� �����!����" ��#&��� �$���#�� ���  !����#��
���$�#"�

 081420                                                J.D. Edwards & Company                                Page  –            2
                                                      Open Amounts by Position                               Date  –      7/01/ 98
                                               All Business Units – Fiscal Year 1998

 Home BU :            50 General Accounts
           . . . . . . . Salaries . . . . . . .   . Full Time Equivalents . .   . . . Headcount . . .   . . . . Hours Worked . . . .
 ID/Desc   Pos. Budget   Projected      Open     Budgeted  Projected    Open   Budget  Project  Open   Budgeted  Projected    O pen
 –––––––– –––––––––––– –––––––––––– –––––––––––– ––––––––– ––––––––– ––––––––– ––––––– ––––––– ––––––– ––––––––– ––––––––– –––– –––––
 Fiscal Year. . . . .           98
 Home Business Unit .           50 General Accounts
  . . . . . . . . . .
 5J–9          75,000       62,702       12,298      2.00      2.00                         2       2–    4,160     4,160
   Draftsperson
 5067          53,111                    53,111      1.00                1.00                             2,080               2 ,080
   Laborer Level I
 62            47,840       47,840                   1.00      1.00                         1       1–    2,080     2,080
   Foreman
 63            76,440       75,296        1,144      2.00      1.97       .03               2       2–    4,160     4,097        63
   Operator
 66            52,832       52,832                   1.00      1.00                         1       1–    2,080     2,080
   Electrician
 67            75,712      174,712       99,000–     2.00      4.00      2.00–              4       4–    4,160     8,320     4 ,160–
   Laborer98
 9S–2          25,480       25,480                   1.00      1.00                         1       1–    2,080     2,080
   Sales Representative
          –––––––––––– –––––––––––– –––––––––––– ––––––––– ––––––––– ––––––––– ––––––– ––––––– ––––––– ––––––––– ––––––––– –––– –––––
 HBU Tot:     406,415      438,862       32,447–    10.00     10.97       .97–             11      11–   20,800    22,817     2 ,017–
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��� ��� ��!� ����� ��� !�� �� �!���� �� ��� &����
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���"�� ��� �� �!��� ��!�#�!& ������ !��! �#����� !��
����� �� !�� ������!��� ����"��!��� �

Reviewing the Open Effective Amounts by Position Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Open Effective Amounts by Position

� ��#��$ !�� ���������� ��!$��� ������!�� ��� �"���!�� �����!�#� ���"�! ���
��� �� ���� �� �!��� � ����! !�� ���� 	����!�#� ���"�! �& �� �!��� �����!� � �
!�� �������!��� !� ��!������ $��!��� &�" ��� �����& !� ���! �� �%���� &�"�
�� �!��� �"���! ��� !�� &����

��  & !�� ����"��!� �����!�#� ���"�! �� �� �� !�� �����!�#� ���� ���
�����!�#� !���"�� ��!� ��� !�� �� �!����
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 081420                                               J.D. Edwards & Company                                Page  –            3
                                                      Open Amounts by Position                               Date  –      5/29/ 98
                                                   All Business Units – All Years
 Home BU :            90 Administrative Depar
           . . . . . . . Salaries . . . . . . .   . Full Time Equivalents . .   . . . Headcount . . .   . . . . Hours Worked . . . .
 ID/Desc   Pos. Budget   Projected      Open     Budgeted  Projected    Open   Budget  Project  Open   Budgeted  Projected    O pen
 –––––––– –––––––––––– –––––––––––– –––––––––––– ––––––––– ––––––––– ––––––––– ––––––– ––––––– ––––––– ––––––––– ––––––––– –––– –––––
 Fiscal Year. . . . .           98
 Home Business Unit .           90 Administrative Department
  . . . . . . . . . .
 TRNER        100,000                   100,000      2.00                2.00       2               2     4,160               4 ,160
   Trainer
 0A–01         45,000                    45,000      1.00                1.00                             2,080               2 ,080
   Accounting Supervisor
 0A–1          60,000                    60,000      1.00                1.00       1               1     2,080               2 ,080
   Accounting Manager
 0A–10         45,000       56,000       11,000–     1.00      1.00                         1       1–    2,080     2,080
   Purchasing Agent
 10B–1         90,000       35,000       55,000      4.00      1.00      3.00               1       1–    8,320     2,080     6 ,240
   Trainer
 2H–1          52,500       46,840        5,660      1.00      0.99      0.01       1       1             2,080     2,080
   Human Resource Manager
 2H–2          30,000                    30,000      1.00                1.00                             2,080               2 ,080
   Employment Specialist
 3P–1          42,500       37,750        4,750      1.00      1.00                 1       1             2,080     2,080
   Payroll Manager
 4A–1          25,000       20,000        5,000      3.00      1.00      2.00               1       1–    6,240     2,080     4 ,160
   Administrative Assistant
 5J–8          90,000                    90,000      3.00                3.00       3               3     6,240               6 ,240
   Teacher
 8M–3          15,600       15,600                   1.00      1.00                         1       1–    2,080     2,080
   Clerk
 902H–2        32,000                    32,000      1.00                1.00                             2,080               2 ,080
   Employment Specialist
          –––––––––––– –––––––––––– –––––––––––– ––––––––– ––––––––– ––––––––– ––––––– ––––––– ––––––– ––––––––– ––––––––– –––– –––––
 HBU Tot:     627,600      211,190      416,410     20.00      5.99     14.01       8       6       2    41,600    12,480    29 ,120
          –––––––––––– –––––––––––– –––––––––––– ––––––––– ––––––––– ––––––––– ––––––– ––––––– ––––––– ––––––––– ––––––––– –––– –––––
 FY Tot:      627,600      211,190      416,410     20.00      5.99     14.01       8       6       2    41,600    12,480    29 ,120
          –––––––––––– –––––––––––– –––––––––––– ––––––––– ––––––––– ––––––––– ––––––– ––––––– ––––––– ––––––––– ––––––––– –––– –––––
 Grand:       895,240      347,549      547,691     30.00     10.66     19.34      12      11       1    62,400    22,184    40 ,216

Reviewing the Cross-Year Budget Comparison Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Cross-Year Budget Comparison

�� �������������� ������ ��� �������� 	������ �� ��� ��
�� ������ ����� ���
���������� ������ ���������� ������� ��� 
�� 
������ ��� 	����� ����������
�� ��� ����� �� � �����	������ ������ ��� ������ ���� �������� ��� ���
������

����� �� ��
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�� ���� �� ��� �����
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 081430                                                J.D. Edwards & Company                                Page  –            2
                                                    Cross–Year Budget Comparison                             Date  –      2/11/ 97
                                                           1997 and 1998
                                                         All Business Units
                . . . . . . . . 97 . . . . . . .         . . . . . . . . 98 . . . . . . . .              . . . . % Change . . .  .
 ID /Desc   Salary         FTE      Hdcnt    Hours       Salary         FTE      Hdcnt    Hours      Salary  FTE     Hdcnt   Ho urs
 –––––––– –––––––––––––– ––––––––– ––––––– ––––––––––– –––––––––––––– ––––––––– ––––––– ––––––––––– ––––––– ––––––– ––––––– ––– ––––
 10A–3            23,520      1.00       1       2,080                                              100.00– 100.00– 100.00– 100 .00–
   Administrative Assistant
 10B–1            90,000      4.00       1       8,320         90,000      4.00       4       8,320                 300.00
   Trainer
 2H–1             42,500      1.00       1       2,080         52,500      1.00       1       2,080  23.53
   Human Resource Manager
 2H–2             40,000      1.00       1       2,080         30,000      1.00       1       2,080  25.00–
   Employment Specialist
 3P–1             42,500      1.00               2,080         42,500      1.00       1       2,080
   Payroll Manager
 4A–1             13,520      1.00               2,080         25,000      3.00       3       6,240  84.91  200.00          200 .00
   Administrative Assistant
 8M–3             15,600      1.00               2,080         15,600      1.00       1       2,080
   Clerk
          –––––––––––––– ––––––––– ––––––– ––––––––––– –––––––––––––– ––––––––– ––––––– ––––––––––– ––––––– ––––––– ––––––– ––– ––––
 HBU:           90
                 267,640     10.00  20,000      20,800        255,600     11.00      11      22,880   4.50–  10.00  175.00   10 .00

What You Should Know About
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Processing Options for Cross–Year Budget Comparison

1. Enter the first fiscal year (two                 ____________
    digits) to be displayed.
2. Enter the second fiscal year (two                ____________
    digits) to be displayed.
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Reviewing the Cross-Year Effective Budget Comparison Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Cross-Year Effective Budget Comparison

�� ���!� ����!��% ��"��#  �� ����� �"� ���� ��� �!��� � ���  #� ������ %����� ���� 
 �� �����&���� 	���� �"� �!��� ���������� ����� � ��! ��� �������  ��
����� �"� �!��� � ���  #� %���� �� � ����&�%&���� ����� � ��� ����� ���� ������%�
 �� ������ ��� ������ �� ���� �!��� ���� ��� ������ %���  �  �� ��$ �

 081431                                                J.D. Edwards & Company                                Page  –            2
                                               Cross–Year Effective Budget Comparison                        Date  –      2/11/ 97
                                               2 year Comparison by Processing Option
                                                         All Business Units
                . . . . . . . . 97 . . . . . . .         . . . . . . . . 98 . . . . . . . .              . . . . % Change . . .  .
 ID /Desc   Salary         FTE     Hdcount   Hours       Salary         FTE     Hdcount   Hours      Salary  FTE     Hdcnt   Ho urs
 –––––––– –––––––––––––– ––––––––– ––––––– ––––––––––– –––––––––––––– ––––––––– ––––––– ––––––––––– ––––––– ––––––– ––––––– ––– ––––
 10A–3            4,510      0.19       1         398                                               100.00– 100.00– 100.00– 100 .00–
   Administrative Assistant
 10B–1           90,000      4.00       1       8,320         37,233      1.65       4       3,442   58.63–  58.75– 300.00   58 .63–
   Trainer
 2H–1             4,890      0.11       1         239         52,500      1.00       1       2,080  973.62  809.09          770 .29
   Human Resource Manager
 2H–2            40,000      1.00       1       2,080         30,000      1.00       1       2,080   25.00–
   Employment Specialist
 3P–1                                                         42,500      1.00       1       2,080
   Payroll Manager
 4A–1             2,592      0.19                 398         25,000      3.00       3       6,240  864.51  478.95          467 .84
   Administrative Assistant
 8M–3             1,795      0.11                 239         15,600      1.00       1       2,080  769.08  809.09          770 .29
   Clerk
          –––––––––––––– ––––––––– ––––––– ––––––––––– –––––––––––––– ––––––––– ––––––– ––––––––––– ––––––– ––––––– ––––––– ––– ––––
 HBU:           90
                143,787      5.60       4      11,674        202,833      8.65      11      18,002   41.06   54.46  175.00   54 .21

Processing Options for Cross–Year Effective Budget Comparison

1. Enter the first fiscal year (two                 ____________
    digits) to be displayed.
2. Enter the second fiscal year (two                ____________
    digits) to be displayed.

Reviewing the Position Full-Time Equivalents Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Position Full-Time Equivalents (FTE)

�� ��"��# �!���� ���� ��� �� �"� % ��� ������� �  �  �� 
�	� �!��� �� ���  ��
!������� ������ %���� ����  �� ���� ��� 
!��&���� 	�!�"���� � �
�	�� ����� � ��
 ��� ������� ���  � �� ������ #�� ��� %�! ����  � �� �� ��� ��  �� �����#����
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 081440                                               J.D. Edwards & Company                                   Page No. . .    2
                                                       Position FTE Report                                     Date – . . .  7/ 01/98
                                               Current Activity vs. Fiscal Year 98
                                                        . . . . 98 . . . .
     . . . . . Position . . . . .           Current      New        Total         Percent
    ID            Description                 FTE     Positions    Planned       Increase
 –––––––––––––––––––––––––––––––––––––––  ––––––––––  ––––––––––  ––––––––––    ––––––––––
 5J–9     Draftsperson                         2.00                    2.00
 5067     Laborer Level I                                  1.00        1.00
 62       Foreman                              1.00                    1.00
 63       Operator                             2.00                    2.00
 66       Electrician                          1.00                    1.00
 67       Laborer98                            4.00        2.00–       2.00         50.00–
 9S–2     Sales Representative                 1.00                    1.00
                                          ––––––––––  ––––––––––  ––––––––––    ––––––––––
           50       General Accounts          11.00        1.00–      10.00          9.09–
 TRNER    Trainer                              1.00        1.00–                   100.00–
 0A–10    Purchasing Agent                     1.00                    1.00
 10B–1    Trainer                              1.00        3.00        4.00        300.00
 2H–1     Human Resource Manager               4.00        3.00–       1.00         75.00–
 2H–2     Employment Specialist                1.00                    1.00
 3P–1     Payroll Manager                      1.00                    1.00
 4A–1     Administrative Assistant             1.00        2.00        3.00        200.00
 5J–8     Teacher                                          3.00        3.00
 8M–3     Clerk                                1.00                    1.00
 902H–2   Employment Specialist                            1.00        1.00
                                          ––––––––––  ––––––––––  ––––––––––    ––––––––––
           90       Administrative Depar      11.00        5.00       16.00         45.45

Processing Options for Position FTE Report

Enter the fiscal year (two digits) whose            ____________
 budgeted headcount will be compared to
 the current headcount.

Reviewing the Position Headcount Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose Position Headcount

� ��"��#  �� �!���� ���� ��!� ��� %�!� ���� ����  �  �� �!��� �� ���� ��!� 
���  �� ��$ ������ %���� ����  �� ���� ��� 
�����!� ����� � ���  ��� ������� ���
 � �� ������ #�� ��� %�! ����  � �� �� ��� ��  �� �����#����
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 081441                                               J.D. Edwards & Company                                   Page No. . .    3
                                                    Position Headcount Report                                  Date – . . .  7/ 01/98
                                               Current Activity vs. Fiscal Year 98
                                                        . . . . 98 . . . .
     . . . . . Position . . . . .           Current      New        Total         Percent
    ID            Description              Headcount  Positions    Planned       Increase
 –––––––––––––––––––––––––––––––––––––––  ––––––––––  ––––––––––  ––––––––––    ––––––––––
 488P     Setup Person                            2           2–                   100.00–
 8P–5     Production Worker                       1           1–                   100.00–
                                          ––––––––––  ––––––––––  ––––––––––    ––––––––––
          200       Distrib/Manuf Balanc          3           3–                   100.00–
 4192H–5  EEO Specialist                          1           1–                   100.00–
 4194A–1  Administrative Assistant
 4194A–2  Secretary                               2           2–                   100.00–
 4195J–7  Nurse
                                          ––––––––––  ––––––––––  ––––––––––    ––––––––––
          419       Administration                3           3–                   100.00–
 4500P–32 Accounting Clerk
 4510A–1  Accounting Manager
 4510A–2  Senior Accountant
 4510P–2  Accountant                              1           1–                   100.00–

Processing Options for Position Headcount Report

Enter the fiscal year (two digits) whose            ____________
 budgeted headcount will be compared to
 the current headcount.

Reviewing the Position Budgets Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose World Writer
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Review Position Reports

A8.1 (8/97) 7–53

                                                          Position Budgets                                    Page       –        1
                                                                                                              Date       – 07/0 1/98

 FY     Home           Description          Position      Description            Position     Budgeted     Budgeted    Headcoun t
    Business Unit                              ID                                 Budget        FTE         Hours
 –– ––––––––––––– ––––––––––––––––––––––––– ––––––––   ––––––––––––––––––––––  –––––––––––––  –––––––––  –––––––––––– ––––––––– ––
 98           50  General Accounts          5J–9       Draftsperson                   75,000       2.00        4,160
              50                            5067       Laborer Level I                53,111       1.00        2,080
              50                            62         Foreman                        47,840       1.00        2,080
              50                            63         Operator                       76,440       2.00        4,160
              50                            66         Electrician                    52,832       1.00        2,080
              50                            67         Laborer98                      75,712       2.00        4,160
              50                            9S–2       Sales Representative           25,480       1.00        2,080
              90  Administrative Department TRNER      Trainer
              90                            0A–10      Purchasing Agent               45,000       1.00        2,080
              90                            10B–1      Trainer                        90,000       4.00        8,320
              90                            2H–1       Human Resource Manager         52,500       1.00        2,080
              90                            2H–2       Employment Specialist          30,000       1.00        2,080
              90                            3P–1       Payroll Manager                42,500       1.00        2,080
              90                            4A–1       Administrative Assista         25,000       3.00        6,240
              90                            5J–8       Teacher                        90,000       3.00        6,240
              90                            8M–3       Clerk                          15,600       1.00        2,080
              90                            902H–2     Employment Specialist          32,000       1.00        2,080
             100  Balance Sheet             1000A–4    Accountant
             100                            1004A–1    Administrative Assista
             100                            4A–2       Secretary
             110  Headquarters              110A1      President                     100,000       1.00        2,080
             110                            110A2      Vice President                 80,000       1.00        2,080
             110                            1100A–1    Senior Accountant             100,000       2.00        4,160
             110                            1100A–2    Accountant                    100,000       2.50        5,200

Reviewing the Position Budgets by Job Type and Step Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose World Writer

�� ������� �! ����� !���� ��� �������� ������� ��� ��� �������� ����� ���
��������� ��� ��� ��� �!�� ��� ��� ���� ������ !��� ������"������ ����� ���
�������� ������� �! ��� �!�� ��� ���� ������� 	�� ���� ����������� �� �����! ����
!��� �������� ������� ��� ������ 
�� ����� ���� ��� ���� ����������� ���
�������� ���� !�� ��� ��������� !��� �������� ������� ��� �� � !����



Human Resources

7–54 A8.1 (8/97)

                                                   Position Budget by Job Type & Step                                  Page       –        1

                                                                                                                       Date       – 07/01/98

 FY Job    Job     Description           Home           Description     Position    Description         Position     Budgeted   Headcount

    Typ    Step                      Business Unit                        ID                             Budget       FTE

 –– –––––– –––– –––––––––––––––––––– ––––––––––––– –––––––––––––––––––– –––––––– –––––––––––––––––––– –––––––––––––– ––––––––– –––––––––––

  7 BUSDR       Bus Driver                   2435  School               BD01     Bus Driver                  30,000      2.00          2

    COACH       Coach                        2435  School               CH01     Swim Coach                  25,000      2.00          2

    TEACH  B1   Teacher                      2435  School               TR01     Art Teacher                 35,000      1.00          1

           M1                                2435  School               TR03     English Teacher             60,000      2.00          2

                                                                                                      –––––––––––––– –––––––––  –––––––––

Fiscal Year. . . . 96

Sum                                                                                                         380,935      9.00

 97 0A–3        Financial Analyst             707  Corporate Administra 0A–3     Financial Analyst          110,000      2.00

    2H–1        Human Resource Manag           90  Administrative Depar 2H–1     Human Resource Manag        42,500      1.00

    2H–2        Employment Represent           90  Administrative Depar 2H–2     Employment Specialis        40,000      1.00

    3P–1        Payroll Manager                90  Administrative Depar 3P–1     Payroll Manager             42,500      1.00

                                              707  Corporate Administra 3P–1     Payroll Manager             65,000      1.00

    4A–1        Administrative Assis           90  Administrative Depar 10A–3    Administrative Assis        23,520      1.00

                                               90  Administrative Depar 4A–1     Administrative Assis        13,520      1.00

    5J–4        Fire Fighter                  707  Corporate Administra 5J–4     Firefighter                 60,000      3.00

    5J–8        Trainer                        90  Administrative Depar 10B–1    Trainer                     90,000      4.00

    67     A.2  Laborer                        50  General Accounts     67       Laborer97                   75,712      2.00

    8M–1        Manufacturing Manage          M30  Memphis Mfg. Plant   8M–1     Manufacturing Manage        65,000      1.00

    8M–3        Clerk                          90  Administrative Depar 8M–3     Clerk                       15,600      1.00

                                                                                                      –––––––––––––– –––––––––  –––––––––

Fiscal Year. . . . 97

Sum                                                                                                         643,352     19.00

 98                                           110  Headquarters         110A2    Vice President              80,000      1.00

                                              110  Headquarters         1100A–1  Senior Accountant          100,000      2.00

                                              110  Headquarters         1100A–2  Accountant                 100,000      2.50

                                              142  Information Systems  1421M–2  Project Leader              40,000      1.00

                                             2435  School               CH02     Tennis Coach                12,500      1.00          1

Reviewing the Position Budgets by Business Unit Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose World Writer
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Review Position Reports

A8.1 (8/97) 7–55

                                                 Position Budgets by Business Unit                            Page       –        1

                                                                                                              Date       – 07/0 1/98

 FY      Description         Home      Position    Description        Budgeted      Budgeted    Budgeted   Headcount    Job  Jo b

                         Business Unit    ID                           Amount          FTE       Hours                 Type  St ep

 –– –––––––––––––––––––– ––––––––––––– –––––––– –––––––––––––––––––– ––––––––––––– –––––––––– ––––––––––– ––––––––––– –––––– –– ––

 98 General Accounts               50  5J–9     Draftsperson               75,000       2.00       4,160              5J–9   A. 2

                                   50  5067     Laborer Level I            53,111       1.00       2,080              67     1

                                   50  62       Foreman                    47,840       1.00       2,080              62

                                   50  63       Operator                   76,440       2.00       4,160              63     J

                                   50  66       Electrician                52,832       1.00       2,080              66     FO RE

                                   50  67       Laborer98                  75,712       2.00       4,160              67     A. 2

                                   50  9S–2     Sales Representative       25,480       1.00       2,080              9S–2

                                                                     ––––––––––––– –––––––––– –––––––––––

Home Business Unit . . . . . .

Sum                                                                       406,415      10.00      20,800

    Administrative Depar           90  TRNER    Trainer                                                               TRNER

                                   90  0A–10    Purchasing Agent           45,000       1.00       2,080              0A–10

                                   90  10B–1    Trainer                    90,000       4.00       8,320              TRNER

                                   90  2H–1     Human Resource Manag       52,500       1.00       2,080              2H–1

                                   90  2H–2     Employment Specialis       30,000       1.00       2,080              2H–2

                                   90  3P–1     Payroll Manager            42,500       1.00       2,080              3P–1

                                   90  4A–1     Administrative Assis       25,000       3.00       6,240              4A–1

                                   90  5J–8     Teacher                    90,000       3.00       6,240              5J–8

                                   90  8M–3     Clerk                      15,600       1.00       2,080              8M–3

                                   90  902H–2   Employment Specialis       32,000       1.00       2,080              2H–2

                                                                     ––––––––––––– –––––––––– –––––––––––

Reviewing the Position Effective Budgets Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose World Writer
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Human Resources

7–56 A8.1 (8/97)

                                                     Position Effective Budgets                               Page       –        1
                                                                                                              Date       – 07/0 1/98

 FY     Home           Description     Position      Description            Effective          Effective      Effective
    Business Unit                         ID                                  Budget             Hours           FTE
 –– ––––––––––––– –––––––––––––––––––– ––––––––   –––––––––––––––––––– –––––––––––––––––––– ––––––––––––––– –––––––––––––
 98           50  General Accounts     5J–9       Draftsperson                   75,000            4,160          2.00
              50                       5067       Laborer Level I                53,111            2,080          1.00
              50                       62         Foreman                        47,840            2,080          1.00
              50                       63         Operator                       76,440            4,160          2.00
              50                       66         Electrician                    52,832            2,080          1.00
              50                       67         Laborer98                      75,712            4,160          2.00
              50                       9S–2       Sales Representative           25,480            2,080          1.00
              90  Administrative Depar TRNER      Trainer
              90                       0A–10      Purchasing Agent               45,000            2,080          1.00
              90                       10B–1      Trainer                        90,000            8,320          4.00
              90                       2H–1       Human Resource Manag            6,041              239           .11
              90                       2H–2       Employment Specialis           30,000            2,080          1.00
              90                       3P–1       Payroll Manager
              90                       4A–1       Administrative Assis            4,794            1,196           .57
              90                       5J–8       Teacher                        90,000            6,240          3.00
              90                       8M–3       Clerk                           1,795              239           .11
              90                       902H–2     Employment Specialis            7,715              501           .24
             100  Balance Sheet        1000A–4    Accountant
             100                       1004A–1    Administrative Assis
             100                       4A–2       Secretary
             110  Headquarters         110A1      President                      19,999              415           .19
             110                       110A2      Vice President                 15,999              415           .19
             110                       1100A–1    Senior Accountant              19,999              831           .40
             110                       1100A–2    Accountant                    100,000            5,200          2.50

Reviewing the Position Effective Budget by Job Type & Step Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose World Writer
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Review Position Reports

A8.1 (8/97) 7–57

                                          Position Eff. Budget by Job Type & Step                                Page       –        1
                                                                                                                 Date       – 0 7/01/98

 FY Job    Job    Description       Home        Description   Position   Description        Effective         Effective    Head count
    Typ    Step                 Business Unit                   ID                            Budget             FTE
 –– –––––– –––– ––––––––––––––– ––––––––––––– ––––––––––––––– –––––––– ––––––––––––––– –––––––––––––––––––– ––––––––––––– ––––– ––––––
  7 BUSDR       Bus Driver              2435  School          BD01     Bus Driver                30,000           2.00            2
    COACH       Coach                   2435  School          CH01     Swim Coach                25,000           2.00            2
    TEACH  B1   Teacher                 2435  School          TR01     Art Teacher               35,000           1.00            1
           M1   Teacher                 2435  School          TR03     English Teacher           60,000           2.00            2
                                                                                         –––––––––––––––      –––––––––    –––– –––––

Fiscal Year. . . . 96
Sum                                                                                             285,706           6.89
 97 0A–3        Financial Analy          707  Corporate Admin 0A–3     Financial Analy          110,000           2.00
    2H–1        Human Resource            90  Administrative  2H–1     Human Resource             4,890            .11
    2H–2        Employment Repr           90  Administrative  2H–2     Employment Spec           40,000           1.00
    3P–1        Payroll Manager           90  Administrative  3P–1     Payroll Manager
                Payroll Manager          707  Corporate Admin 3P–1     Payroll Manager           65,000           1.00
    4A–1        Administrative            90  Administrative  10A–3    Administrative             4,510            .19
                Administrative            90  Administrative  4A–1     Administrative             2,592            .19
    5J–4        Fire Fighter             707  Corporate Admin 5J–4     Firefighter               60,000           3.00
    5J–8        Trainer                   90  Administrative  10B–1    Trainer                   90,000           4.00
    67     A.2  Laborer                   50  General Account 67       Laborer97                 75,712           2.00
    8M–1        Manufacturing M          M30  Memphis Mfg. Pl 8M–1     Manufacturing M           65,000           1.00
    8M–3        Clerk                     90  Administrative  8M–3     Clerk                      1,795            .11
                                                                                         –––––––––––––––      –––––––––    –––– –––––
Fiscal Year. . . . 97
Sum                                                                                             519,499          14.60
 98                                      110  Headquarters    110A2    Vice President            15,999            .19
                                         110  Headquarters    1100A–1  Senior Accounta           19,999            .40
                                         110  Headquarters    1100A–2  Accountant               100,000           2.50
                                         142  Information Sys 1421M–2  Project Leader            40,000           1.00
                                        2435  School          CH02     Tennis Coach              12,500           1.00            1



Human Resources

7–58 A8.1 (8/97)

Reviewing the Position Effective Budget by Home Business Unit
Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose World Writer
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                                            Position Effect Budget by Home Business Unit                      Page       –        1
                                                                                                              Date       – 07/0 1/98

 FY     Home        Description   Position   Description        Effective          Effective      Effective    Headcount    Job
    Business Unit                    ID                           Budget             Hours           FTE                   Type
 –– ––––––––––––– ––––––––––––––– –––––––– ––––––––––––––– –––––––––––––––––––– ––––––––––––––– ––––––––––––– ––––––––––– ––––– –
 98           50  General Account 5J–9     Draftsperson              75,000            4,160          2.00                5J–9
              50                  5067     Laborer Level I           53,111            2,080          1.00                67
              50                  62       Foreman                   47,840            2,080          1.00                62
              50                  63       Operator                  76,440            4,160          2.00                63
              50                  66       Electrician               52,832            2,080          1.00                66
              50                  67       Laborer98                 75,712            4,160          2.00                67
              50                  9S–2     Sales Represent           25,480            2,080          1.00                9S–2
              90  Administrative  TRNER    Trainer                                                                        TRNER
              90                  0A–10    Purchasing Agen           45,000            2,080          1.00                0A–10
              90                  10B–1    Trainer                   90,000            8,320          4.00                TRNER
              90                  2H–1     Human Resource             6,041              239           .11                2H–1
              90                  2H–2     Employment Spec           30,000            2,080          1.00                2H–2
              90                  3P–1     Payroll Manager                                                                3P–1
              90                  4A–1     Administrative             4,794            1,196           .57                4A–1
              90                  5J–8     Teacher                   90,000            6,240          3.00                5J–8
              90                  8M–3     Clerk                      1,795              239           .11                8M–3
              90                  902H–2   Employment Spec            7,715              501           .24                2H–2
             100  Balance Sheet   1000A–4  Accountant                                                                     0A–4
             100                  1004A–1  Administrative                                                                 4A–1
             100                  4A–2     Secretary                                                                      4A–2
             110  Headquarters    110A1    President                 19,999              415           .19                A1
             110                  110A2    Vice President            15,999              415           .19
             110                  1100A–1  Senior Accounta           19,999              831           .40
             110                  1100A–2  Accountant               100,000            5,200          2.50
             140  Finance Departm 1400A–3  Financial Analy           19,999              831           .40                0A–3
             140                  1400P–0  Finance Directo           11,999              415           .19                0P–0
             140                  1400P–1  Assistant Finan            7,999              415           .19                0P–1



Review Position Reports

A8.1 (8/97) 7–59

Reviewing the Employee Activity by Number Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose World Writer
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                                                    Employee Activity by Number                               Page       –        1
                                                                                                              Date       – 07/0 1/98

 Employee       Name             Home      Description     Position Description       Annual      Em Description      Eff
 Number                      Business Unit                    ID                      Salary      Ac                  From
 –––––––– –––––––––––––––––– ––––––––––––– ––––––––––––––– –––––––– ––––––––––––––– ––––––––––––– –– ––––––––––––––– ––––––––
     2006 Walters, Annette            701  General Account 5        Human Resource     45,000.00     Active          06/03/96
     2022 Kellerman, James            451  ** NOT FOUND ** 4510A–1  Accounting Mana    30,000.00  X  Terminate       02/05/95
     2111 Ingraham, Paul               50                  67       Laborer98          52,000.00     Active          05/21/96
                                       50                  67       Laborer97          52,000.00     Active          05/21/96
                                       50                  67       Laborer96          52,000.00     Active          05/21/96
                                      701  General Account 7        Laborer            52,000.00  X  Terminate       03/15/95
     2129 Jackson, John               701  General Account 3        Financial Analy    50,000.00     Active          03/15/88
     3050 Morrisey, Anne E.          2435                  CH02     Tennis Coach        3,000.00     Active          04/01/98
                                     2435                  TR03     English Teacher    44,000.00     Active          03/01/98
                                     2435                  TR03     English Teacher    34,000.00     Active          06/01/97
                                     2435                  TR03     English Teacher    30,000.00     Active          06/01/96
     3068 Pugh, James R.             2435                  BD01     Bus Driver          6,149.52     Active          06/01/07
                                     2435                  BD01     Bus Driver         12,300.00  A  Adjust Status   06/01/07
     3076 O’Neil, Thelma P.          2435                  TR01     Art Teacher        36,000.00  A  Adjust Status   06/01/07
                                     2435                  TR01     Art Teacher        35,000.00     Active          03/23/96
                                     2435                  TR01     Art Teacher                   A  Adjust Status   03/23/96
                                     2435                  TR01     Art Teacher        30,000.00  A  Adjust Status   03/23/96
     3084 Carmichael, Bradle         2435                  CH03     Football Coach     38,000.00     Active          06/01/70
     3092 Padilla, Alicia C.         2435                  BD01     Bus Driver         12,499.08     Active          06/01/07
                                     2435                  BD01     Bus Driver         12,500.00  A  Adjust Status   09/01/06



Human Resources

7–60 A8.1 (8/97)

Reviewing the Employee Activity by Name Report

From Human Resources (G08), choose Position Control

From Position Control (G08P1), choose World Writer
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                                                     Employee Activity by Name                                Page       –        1
                                                                                                              Date       – 05/2 9/97
 Employee     Home      Position Description       Annual      Em  Eff     Hours
 Number   Business Unit    ID                      Salary      Ac  From
 –––––––– ––––––––––––– –––––––– ––––––––––––––– ––––––––––––– –– –––––––– –––––––
     7500           90  2H–1     Human Resource     50,000.00     07/01/98 2080.00
                    90  2H–1     Human Resource     50,000.00     07/01/98 2080.00
                    90  2H–1     Human Resource     50,000.00     07/01/98 2080.00
                    90  2H–1     Human Resource     50,000.00     07/01/98 2080.00
                    90  2H–1     Human Resource     50,000.00     07/01/98 2080.00
                    90  2H–1     Human Resource     50,000.00     07/01/98 2080.00
                    90  2H–1     Human Resource     50,000.00     07/01/98 2080.00
                    90  2H–1     Human Resource     50,000.00     07/01/98 2080.00
                    90  2H–1     Human Resource     50,000.00     07/01/98 2080.00
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Safety and Health Administration

Objectives

� � ( #� (�%� ���&#) ��� �����$$ ��%�

� � $�%�$�) � '�#����% #�! #%��� #�"&�#����%$

About Safety and Health Administration

� $�%�$�) %�� #�"&�#����%$  � %�� ���&!�%� ��� ���%) ��� 
���%� 	�����$%#�%� �
��
	�� ) & ��� %#��� ��� #��%� � �� &% ��� �$!��%$  � ( #�+#���%�� ���&#��$ ���
�����$$�$� �$��� %��$ ��� #��%� �� ) & ��� �#��%� ���&#�%� ��� � �!��%� �
	
��� #�! #%$� � & ��� ��$ #�'��( %��$ ��� #��%� � % ���! ) & ��%�#���� � (
) &#  #����*�%� � ��� !# '��� � $���# ( #���� ��'�# ����% � # �%$ ��!� )��$�

� & ��� &$� ) &# 
&��� ��$ &#��$ $)$%�� % $�%�$�) ��� �
	 ��� #�! #%���
#�"&�#����%$�

���%) ��� ����%� ������$%#�%� � ����&��$�

� � #���� (�%� ���&#) ��� �����$$ ��� #��%� �

� ��'��(��� $���%) ��� ����%� #�! #%$
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Work with Injury and Illness Information

Working With Injury and Illness Information

�# '�(�'�, ���� &�%)�&�!�"('� ,#) ��" (&��� ��(�� �� �"�#&!�(�#" ��#)( �",
�"�)&��' #& �  "�''�' (��( ,#)& �!$ #,��' ')���& +��" (��, �&� +#&��"� �#& ,#)&
#&��"�-�(�#"� ��� �"�#&!�(�#" �"� )��'�

� 	�(� #� �"����"(
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� 	�'�&�$(�#" #� �"����"(
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!$ #,���' #��)$�(�#"

� 	�$�&(!�"( �" +���� (�� �!$ #,�� +#&�'

� ��&( #� �#�,

� ��(�#" (���"

�#) )'� (��' �"�#&!�(�#" (# �&��(� �"� $&�"( (�� ���� ��� #� �"� (�� ����
��� �)!!�&, &�$#&('� ���� ��' �$$&#*�� ��	� 
�+�&�'� *�&'�#"' #� (��'�
&�$#&(' �#& ')�!�''�#" �"� $#'(�"� �" (�� �"�(�� �(�(�'�

�#) ����" (&����"������ �"�#&!�(�#" �, #$�"�"� �" �"�)&, #& �  "�'' ��'� �"�
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��(�& ,#) �"(�& (�� &�%)�&�� �"�#&!�(�#" �#& �" �"�)&, #& �  "�''� ,#) ��" �"(�&
$&#�� � ��(�� �&#�� � ��(� �"� )��' �", ����(�#"� �"�#&!�(�#" (��( ,#) +�"( (#
(&��� ��#)( �"�)&��' �"� �  "�''�'� &���&� �'' #� +��(��& ,#) "��� (# &�$#&( (��
��'� (# ����� �&#�� � ��(� �#�' "#( $&�"( #" (�� ���� ��� #� #& ���� ���
�)!!�&, &�$#&(�

��(�& ,#) ��*� &�'# *�� �" �"�)&, #& �  "�'' ��'� �"� $&�"(�� (�� ���� &�$#&('�
,#) � #'� (�� ��'�� �# �"� ,-� �"� *�&��, �"�)&, �"� �  "�'' �"�#&!�(�#"� ,#) ��"
&�*��+ �"�#&!�(�#" #" �"��
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� 	�"&�!� �! �!�(%+ "% ���!�&& ��&�

� ��)��*�!� �!�(%+ �!� ���!�&& ��&�& �+ �&'����&� �!'

� ��)��*�!� #%"���� ��'� �"% �!�(%+ �!� ���!�&& ��&�&

Opening an Injury or Illness Case

From Human Resources (G08), choose Safety and Health Administration

From Safety and Health Administration (G08S1), choose Case Entry

���! � *"%�-%���'�� �!�(%+ "% ���!�&& "��(%&� +"( "#�! �! ���� ��&� '" ����!
'%����!� �!�"% �'�"! ��"(' �'� �"( (&� '��& �!�"% �'�"! '" �%��'� �!� %(! '��
���� ��� "� �!� '�� ���� ��� �(  �%+ %�#"%'&� *���� �%� %�$(�%�� �+ '��
�� �")�%! �!'�

�! ����'�"! '" '�� �!�"% �'�"! '��' �& %�$(�%�� �+ ����� +"( ��! '%��� �!�(%+ �!�
���!�&& &'�'�&'��& '��' +"(% "%��!�,�'�"! ��! (&� '"�

� ���!'��+ ��,�%�&

� �!�%��&� &���'+ �*�%�!�&&

� 
)��(�'� &���'+ #%"���(%�&

Before You Begin

� ��' (# �! '�� ���%�&& �""� &+&'� '�� '+#�& "� �&'����&� �!'& '��' +"(
��)� �! +"(% "%��!�,�'�"!� 
&'����&� �!'& �%� '�� #����& *��%� +"(%
� #�"+��& %�#"%' �"% *"%� "% #�%�"% '���% �('��&� "% �%� '�� �(&�!�&&
(!�'& �%" *���� '��+ �%� #���� ��� ������
 �� ��	��� ��� �����

���������������
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Entering Profile Data for Injury and Illness Cases

From Human Resources (G08), choose Safety and Health Administration

From Safety and Health Administration (G08S1), choose Case Profile Entry

�/,#&)" !�1� &0 �+6 16-" ,# �!!&1&,+�) &+#,/*�1&,+ 1%�1 6,2 4�+1 1, 1/� ( ��,21
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See Also
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*�.!�/!&�� �&� (-*�!&� (*'�!$� ��,�

Closing an Injury or Illness Case

From Human Resources (G08), choose Safety and Health Administration

From Safety and Health Administration (G08S1), choose Case Entry

	�,�* 1'-  �.� *�+'$.�� �& !&"-*1 '* !$$&�++ ��+� �&� (*!&,�� , � ���	 *�('*,+�
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Reviewing Injury and Illness Cases by Establishment

From Human Resources (G08), choose Safety and Health Administration

From Safety and Health Administration (G08S1), choose Case Review
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������&�!���� � !���� ����! � %�" ��� ����!��% !�� ���"�! ��� !%�� ��
�������! !��! ���"� �! ��� � !���� ����!�  "�� � � ������ ������� ��" ���
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��� �����%���

�� ��!������ $���� �� � ��� �� ��#�� ��� $���� ���  !��� ����� %�" ��� �� �
��#��$ �� � �% �� �  !�!" �

�� ���	�� 	
��� �� 	����� ����� �� ������	�����

�� �� � ��#��$
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�� � ��$�"���� ) %" #��"�� !�$$�"�� � �!��$�  ��  " ���  � $�� � �� '���
�����#�  " ���&� $��� ����� $ #� ' ��� ��#�#�

� 
#$����#����$

� � �� �%#���## ���$

� 
�!� )�� �%���"

�� 	 �!��$� $�� � �� '���  !$� ��� ������

� 	�#� �$�$%#

Reviewing Profile Data for Injury and Illness Cases

From Human Resources (G08), choose Safety and Health Administration

From Safety and Health Administration (G08S1), choose Cases by Profile or
Cases by Type of Data

��$�" ) % ��$�" !" ���� ��$� � " ���%") ��� �����## ��#�#� ) % ��� "�&��' $��$
��� "��$� � �) ��#�  " �) ��$� $)!�� �#� $��# ��� "��$� � $ ����$��) %�#���
� ���$� �# ��� ��&�� ! # �%$� �# � " $���� � % ��� "�&��' !" ���� ��$� � " ����
���%")  " �����##� ����%���� $� #� $��$ ) % � � $ ���� $ "�! "$ $ ����

����%#� ) % ������ $�� $)!�#  � ��$� $��$ ) % '��$ $ $"��� � " ���%") ��� �����##
��#�#� $�� #!������ $)!�  � ��$� $��$ ) % ��� "�&��' ��!���#  � $�� !" ���� ��$�
$��$ ) % ��������

� % %#� $�� #��� !" ���%"� $ "�&��' !" ���� ��$� � " ���%") ��� �����## ��#�# �#
) % � $ "�&��' !" ���� ��$� � " ��!� )��#�

See Also
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��� 	 
��� � �� ��������

ÑÑ Exercises
��� $�� �(�"��#�# � " $��# ���!$�"�



Human Resources

8–12 A8.1 (8/97)



A8.1 (8/97) 8–13

Review Safety and Health Reports

Reviewing Safety and Health Reports

�' +�,!+�1 �'.�*&%�&, *�('*,!&� *�)-!*�%�&,+� 1'- ��& (*!&, , � ��� ��� �'�
�&� , � ��� ��� �-%%�*1 *�('*,+� �& ���!,!'& ,' , � *�('*,+ *�)-!*�� �1
���� 1'- ��& *�.!�/ *�('*,+ , �, + '/ ��,�!$�� !&�'*%�,!'& ��'-, , � !&"-*!�+
�&� !$$&�++�+ , �, '��-* !& 1'-* '*��&!2�,!'&� �+� , !+ !&�'*%�,!'& ,' !��&,!�1
(',�&,!�$ +���,1  �2�*�+�

��.!�/!&� +���,1 �&�  ��$, *�('*,+ !&�$-��+�

� ��.!�/!&� , � ��� ��� �'� *�('*,

� ��.!�/!&� , � ��� ��� �-%%�*1 *�('*,

� ��.!�/!&� , � 
�+�+ �1 �*'�!$� *�('*,

� ��.!�/!&� , � 
�+�+ �1 �1(� '� ��,� *�('*,

� ��.!�/!&� �'*$� �*!,�* �'* ����,1 �&� ��$, ��%!&!+,*�,!'&

Reviewing the OSHA 200 Log Report

From Human Resources (G08), choose Safety and Health Administration

From Safety and Health Administration (G08S1), choose OSHA 200 Log

�' +�,!+�1 ��� *�)-!*�%�&,+ �'* *�('*,!&� '��-(�,!'&�$ !&"-*!�+ �&� !$$&�++�+�
(*!&, , � ��� ��� �'� *�('*,� � !+ *�('*, !&�$-��+ �', ��+� !&�'*%�,!'& �&�
�%($'1�� !&�'*%�,!'&� �'- ��& �$+' -+� , !+ *�('*, ,' ,*��# �'%(�&1 !&"-*1 �&�
!$$&�++ +,�,!+,!�+�

	���-+� ���  �+ �((*'.�� , � �'*%�, '� ���� ��/�*�+� ��� ��� �'�� 1'-
��& +-�%!, , � *�('*, �!*��,$1 ,' , � �'.�*&%�&,� � !+ *�('*, + '/+ , �
�%($'1��+ / ' +-���*�� �& !&"-*1 '* !$$&�++� � + '*, ��+�*!(,!'& '� , � !&"-*1 '*
!$$&�++� �&� , � �0,�&, '* '-,�'%� '� , � !&�!��&,�
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Reviewing the OSHA 200 Summary Report

From Human Resources (G08), choose Safety and Health Administration

From Safety and Health Administration (G08S1), choose OSHA 200 Summary

� $�%�$�* ���� #�"&�#����%$ � # #�! #%���  ��&!�%� ��� ���&#��$ ��� �����$$�$�
!#��% %�� ���� ��� �&���#* #�! #%� ���$ #�! #% � �%���$ � $&���#*  � ����
���&#*  # �����$$ ��� �%$ �)%��%  #  &%� ��� ����&$� ���� ��$ �!!# '�� %��
� #��%  � �
� ��(�#��$ ���� ��� �&���#*� * & ��� $&���% %�� #�! #% ��#��%�*
% %�� � '�#����%�

086400                                               J.D. Edwards & Company                                  Page - . .    1 of  __

                                               OSHA 200 Injury and Illness Report                            Date - . .    5/26 /98

 

 

 

 

 

 

 

                            INJURIES                                                  ILLNESSES

 

            Fatalities   . . . Nonfatal Injuries . . .     . .Occupational Illness. .  Fatalities  . . . Nonfatal Illnesses . .  .

             Date of   Away or Awy Frm #Days #Days W/out |                              Date of   Away or Awy Frm #Days #Days W /out

              Death     Restr   Work    Away  Rstr loss  |             (7)               Death     Restr   Work    Away  Rstr l oss

               (1)       (2)     (3)    (4)   (5)   (6) | (a) (b) (c) (d) (e) (f) (g)    (8)       (9)    (10)    (11)  (12) (1 3)

            ---------- ------- ------- ----- ----- ----- | --- --- --- --- --- --- --- ---------- ------- ------- ----- ----- - ----

                          X                     3        |

                          X       X       1     5        |

                          X       X       1     5        |

Reviewing the Cases by Profile Report

From Human Resources (G08), choose Safety and Health Administration

From Safety and Health Administration (G08S1), choose Cases by Profile under
the Case Reports heading

� #�'��( � �!��%� ��� #��%� � � # ���� ���&#*  # �����$$ ��$� %��% * & $!����*�
!#��% %�� 	�$�$ �* �# ���� #�! #%� �$� %��$ #�! #% % ����%��* $���%* ��+�#�$ ���
% ��!# '� * &#  #����+�%� ��$ $���%* #�� #��

��� ��� #��%� � %��% !#��%$  � %��$ #�! #% �$ %�� $��� ��� #��%� � %��% * & ���
#�'��(  ����� &$��� 	�$�$ �* �# ����� � (�'�#� %�� #�! #% ��� ($ * & % !#��%
��� #��%� � � # $�'�#�� ��$�$ �%  �� %����
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  080413                                               J.D. Edwards & Company                                Page Number        2
                                                          Case Information                                   Date         5/17/ 98
  Case Number. . . . .           100 Deep cut in right ring finger      OSHA Recordable . Y             Dates:
  Employee Number. . .          7508 Mai, Tien                          Case Status . . . CL             Reported . . . . 04/01 /98
  Home Company. . . .          001                                      Establishment . .     1001       Injury/Illness . 03/27 /98
  Home Business Unit .           701 Corporate Administration           Occur Loc/Type. .     /          Returned . . . .
  Job Type/Step . . .  61     /      Foreman                            Days Restr/Away .    3  /        Closed . . . . . 07/15 /98
  How Incident Occurred
  ==============================
                 Tien &  some other employees were using a truck to pull up a ladder with a
                 rope and block.  The rope hung up on the side of the block and Tien tried to
                 free the rope which resulted in catching his finger.
  Action While Injured
  ==============================
                 Pulling material up a pole with a handline.
  Physical Object Involved
  ==============================
      Object     Date                Explanation of Object
    –––––––––– ––––––––          ––––––––––––––––––––––––––––––
    BLOCK      03/27/98          Static block
    ROPE       03/27/98          Handline
  Medical Expenses
  ==============================
    Treatment    Date               Explanation of Treatment          Administered Where         Amt Due
    –––––––––– ––––––––          –––––––––––––––––––––––––––––– –––––––––––––––––––––––––––––– –––––––––––––
    TREATMENT  03/27/98          Stopped bleeding and bandaged                                       225.00
    XRAYS      03/27/98                                                                              250.00
                                                                                               ––––––––––––– –––––––––––––
                                                                                     Total           475.00

Processing Options for Case Information Report

Enter an ’N’ to bypass printing text                ____________
 information on the report.  Default
 of blank will print the text.

Reviewing the Cases by Type of Data Report

From Human Resources (G08), choose Safety and Health Administration

From Safety and Health Administration (G08S1), choose Cases by Type of
Data under the Case Reports heading

�� ����� � ���� �� ��� �����" ��� ������� �����  ��� ����������� �� � ����������
������� ���� �"�� ����� �� ��"����� ����� �������� ��� ������� �!�������� �����
��� ����� " ���� �"�� ������� ��� ����������� ���� ������ �� ���� ������ �� ���
���� ����������� ���� "�� ��� ����� ������ ����� ���� 
������ ����"�

	�� ���� ����� ��� �"���� ����� ���� �"��� �� ����������� ������

��� ����� ��� ������ ������ ������"� �� ���� �����" �� ������� ���������
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  080403                                               J.D. Edwards & Company                                Page Number        2
                                                   Case Information by Data Type                             Date         5/17/ 98
  How Incident Occurred
  ==============================
          100 Deep cut in right ring finger
                 Tien &  some other employees were using a truck to pull up a ladder with a
                 rope and block.  The rope hung up on the side of the block and Tien tried to
                 free the rope which resulted in catching his finger.
          101 Crushed foot
                 While picking up reports in the computer room, a box of computer paper fell off the stack and hit Robert’s foo t.
          102 Object blown into eye
                 A heavy truck blew dirt and sand into Jason’s eye
          104 Sat on broken chair, chair collapsed
                 In the process of moving chairs from the storage room,  Kathy took a break
                 and sat down on a broken chair that was in the storage room.  The chair
                 collapsed causing Kathy to land on the floor injuring her lower back.
          105 Strained back while lifting boxes
                 Moving paper from mail room to printer room
 

Processing Options for Case Report by Data Type

Enter an ’N’ to bypass printing text                ____________
 information on the report.  Default
 of blank will print the text.

Reviewing World Writer for Safety and Health Administration

From Human Resources (G08), choose Safety and Health Administration

From Safety and Health Administration (G08S1), choose World Writer

�� ����!"� ������ ��� �����! ���������� ��� !��� ������"������ !�� ��� ����� �

���� 
����� ������ ���� ����� �������� ����������� ���� ���� ������ ��� ���
����� ��� ������� �� ���� ������ �� ����� ������� ����� ��� ������� �� ����� 
�����! ������ 	�� ���� ����������� �� �������! ������������� ��� �����!���  ��
����� ���� ���������� �����! ����� ��

��� ����� ��� ������ ������ ��� � ������� ������

                                                    Occupational Illness Cases                               Page       –        1
                                                                                                              Date       – 01/2 3/97
   Case   OSHA Onset of                                   Description                       Days    Days     Date   Cs
  Number  Y/N  Illness  Employee         Name              of Illness                       Restr   Away   Returned St  Descrip tion
 –––––––– –––– –––––––– –––––––– –––––––––––––––––––– –––––––––––––––––––––––––––––––––––– ––––––– ––––––– –––––––– –– –––––––– –––––
      106  Y   11/03/98     5651 Abigal Rothchild     Chlorine fumes made her dizzy                    1   11/05/98 OP Open
      107  Y   02/24/98     2057 Ms. Suzanne D’Angelo Ear infection from headsets              5                    OP Open
      110  Y   02/05/98     6005 Mr. Fred Ellis       Hearing problem from drill                                    CL Closed
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�
� ������	 ������ ����� �
��� ������ ������

                                                    Occupational Injury Cases                                Page       –        1
                                                                                                              Date       – 01/2 3/97
   Case   OSHA  Injury                                    Description                       Days    Days     Date   Cs
  Number  Y/N    Date   Employee         Name              of Injury                        Restr   Away   Returned St  Descrip tion
 –––––––– –––– –––––––– –––––––– –––––––––––––––––––– –––––––––––––––––––––––––––––––––––– ––––––– ––––––– –––––––– –– –––––––– –––––
      100  Y   03/27/98     7508 Tien Mai             Deep cut in right ring finger            3                    CL Closed
      101  Y   04/03/98     7505 Robert Mastro        Crushed foot                             5       1   04/05/98 OP Open
      102  Y   05/18/98     7550 Mr. Jason Morrell    Object blown into eye                    5       1   05/19/98 CL Closed
      103  Y   01/27/98     2129 Mr. John Jackson     Caught hand in elevator door                                  OP Open
      104  Y   04/07/98     7500 Cathy McDougle       Sat on broken chair, chair collapsed            14   04/29/98 OP Open
      105  Y   06/16/98     6000 Mr. Melvyn Easter    Strained back while lifting boxes                7   06/29/98 OP Open
      108  Y   12/22/98     5127 Mr. Chester A. Ebby  Fell down the stairs                     5       3   12/29/98 CL Closed
      109  Y   06/16/98     6005 Mr. Fred Ellis       Forklift knocked him over, hurt head                          OP Open

See Also

� �
� ��	�� �	�
�	 �����

ÑÑ
Ñ
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Wage and Salary Administration

Objectives

� 
� !����� ��  �� ������ � �� ����� �% ������

� 
� ��� �!���� �� ������ �% ������ ��� � �����%��

� 
� ��� �!���� �� ������ �% ������ ���  ���!� �� �����%���

� 
� ���� ��#  � ���%  �� ��� �% �����  �  ���!� �� �����%���

� 
� ���� � ��%��� �� �% ������

About Wage and Salary Administration


� ���! ��% �!��� ��� �����%�� ������� %�! �!� ��� ��� �����%�� �%
������ �� �����  �� ������� ���� ��  ���� ������ �� %�!� ���% �!��� �

%����  %��� �� �% ������ ����!���

� ���� ��������

� ��� �� ��"��� ��!� ��� �

� 	��!���% ������ �������� ���� �� ������� % ������

��! �� ������ ����  "��� % �� �� ���� ��� �� ����� �����%�� �% �������
�� ���� ����� %�! ���� ���  �% ������ �!�� �  ���� ��������  � �
����"��!� �����%���� ������� ��! �� �� �� ������  �  �� ����� ��  �� ��$ 
�%���� �%���� �� %�! �� �� ��  �! !�� � � �� #����  �% ����� �������
����� �"��

�� %�!� �����& ��� �������� ��!� ���% ��"��#� ��� �� �����%���   ��
���  ���� %�!  %�����% ����  � �� �� �% ������ ��� ���� ���!�� ��
�����%���� ��  ��� ���� %�! �� ��%&� �� ��"��# ������� �� �� ������
 ���� ���� �� %�!� ������� �!��� � ������ %�! ���%  �� ������  �
�����%�� ��������


� ��%&� �� ��!� �% ������ ������ %�! ���%  ���� ������  � �����%��
�������� %�! �� ��� � ���% ��"��# ���!��� ���� %�! #��� #� � ���% ��"��#
���!���  �� �%� �� � ����  �� ������ ���  � %�! �� �� ��   ������%
#��� ����

�� %�! ���  � ��� �% ������  � ���!�� �� ������ �����%���� �!�� � ��
#������ #�� �� ��� �� � ��!��% ����� %�! �� !��  ���% ��"��# ���!�  �
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����� � 
��� ������ �� �	��	�� ���	��	 �� ��	 	���	 ������ ��� ��� ������	
����� 	�����		� ��� � �	�	� ����� ��� ����� ��	 �����	� �� ��	 ������

��	 
������� ������ ��������	� ��� ��� ��� ����� ��	 ���	 ������ ���	��	 ��
� ����� �
 	�����		��

SAL
Salary + 10%

Employee D
25,000 + 2,500

Employee E
50,000 + 5,000

Employee F
75,000 + 7,500

Worktable
27,500

Worktable
55,000

Worktable
82,500
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��� �����#��� ������� ���!� �� ��  %����� �� ���� �� ������&��� ��"��# ���!���

Employee
A

Employee
B

Employee
C

Employee
D

Employee
E

Employee
F

Hourly Employees
Review Group

HRLY

Salaried Employees
Review Group

SAL

��� %�! ��� �� ������ #� �  �� ��% �������� %�! ��� �!� � �������  �� 
!��� �� �����%�� ������� #� �  �� ������� ��� ��  �� #��� �����

��� �����%��� #���� ���� ��� ������� �� #� � ��% ����� � ����  ���� ��% �� ��
��� ���� ������� �� #� �  �� ��% ����� � ��� �� ������ �� �����%���� ��%� %�!
�!� �� ��� ��"����  �� �����%��  �  �� ��$ ��% ����� � ��� �� ������  �� ��%
�� � ������� �� #� � ��% ����� � ���� ��� %�! ����  � ��"���� ��"����
�����%���  �  �� ��$ ��% ����� � ��� %�! ��� ��"�  ��� ��� ���!�� �� � �� �%
�% �!����� � �������  � ���!� ����!��% ��"���� � ���!� �� �����%����

�� �� %�! ��"� �������� �� ����� �������� ��% ������� ��� � �����% ��"��#
���!�� %�! ��� ����  �� �����%�� 
����% ����%��� ����� � ���  ��� �����  �
��"��# �����%���� �����% ��� ����� ��� �������� ��% ��������

��� ��� �����% ������� �� ��� ����!���  �� �����#���  �����

� �� ����� ��% ������� ��� ����"��!�� �����%���

� ������ #� � �����% ��"��# ���!��

� ������ #� � ��% ����� � �� ������� �� ���

� 	�"��#���  �� �����%�� 
����% ����%��� ����� 
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Enter Pay Changes for Individual Employees

Entering Pay Changes for Individual Employees


�' ������! ��� ����#�� �� ��� ��!� � ��� ��!� �� �� �����'���! !��� ' � 
��# �'  �"�� ��# ��� ��"� ��' ������! �" ��' "���� �� �&������ �����'��!
����"  ����$� � ��!")��)��$��� ����%���� ���� �$� ' '�� � � ���� �" ��!�� "�
������ ��' ������!� '�# ��� ��"� ������! "��" "��� �����" �� "�� �#  ��" � 
��&" ��' �� ���� ��# ��� ��!� ��"� ������! "��" "��� �����" �� � �#"# � ��"��

���� '�# ���� "� ��"� � �#  ��" ��' ������ �� �� �����'��� '�# ����" ����
�" ��!" ���$�����" "� ��"� "�� ������ �� ��"�' �� "�� �����'���!  ��� �� ��#
��� ��"� "�� ���#�" �� %����'� ��%����'� !���)���"��'� ���"��'� � ���#��
���#�"!� ���� '�# ������ �� �����'���! !��� ' � ��# �'  �"�� "�� !'!"��
����#��"�! "�� �����) �"�� �#"���"�����'�

���� �����'��! ����" ��$� �� � "��� ��� ��� %�"��� '�# � ����(�"���� �� 
�&������ � "����� ����" ��!� �� � ����� �� "� �� ���"�! �#" �� "�� '�� � �� 
�����'��! %�� ��$� �#�"���� ���!� '�# �#!" #!� "�� �����'�� 	#�"���� ���
��" ' � �� �� "� ��"� ��' ������! �� !������ ' ���!�

��"� ��� ��' ������! �� ����$��#�� �����'��! ����#��!�

� ��"� ��� � ��' ������ �� � � ��� ' ���

� ��"� ��� ��' ������! �� �#�"���� ���!

Before You Begin

� ��$��% '�# �#���  �!�# ��! ���!"��"! "� ��"� ���� %��"�� '�# ����
"� ��"� � ����"� ��' ����"����� ���� ��"��� %��� '�# ������ ��
�����'���! !��� ' � ��# �'  �"�� ��� ����� ����� ��� ����� ����

	������������

See Also

� 
������� 	������ ��� ����� ��� �������� �� ���� ��"��� ���#" ��"� ���
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Entering a Pay Change for a Primary Job

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose HR Employee Entry
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Entering Pay Changes for Multiple Jobs

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), choose Employee Multiple Job Entry
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Work with Salary Review Groups

Working with Salary Review Groups
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See Also
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Creating a Review Group

From Human Resources (G08), choose Wage and Salary Administration

From Wage and Salary Administration (G08W2), choose Create Review Groups
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Processing Options for Create Salary Review Work File

1. Enter the name of the Review Group to            ____________
   be assembled (six characters
   maximum).  Default of blank will be
   today’s date in MMDDYY format.
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2. Enter Global Increases in the follow-
   ing categories by amount or percent
   (%10 = ten percent).  Any increases
   will be applied to the group but can
   be changed upon review (see helps):
                 Base Rate or Salary                ____________
                 Cost of Living                     ____________
                 Local Cost of Living               ____________
                 Merit Increase                     ____________
                 Promotion                          ____________
3. Enter an Amount Approved code for all            ____________
   employees.  Default of blank will add
   employees to the work file with a
    blank Amount Approved code.

4. If employee exists in review group:              ____________
  a) Enter ’1’ to replace data with
     employee master values.
  b) Enter ’2’ to replace some fields
     with employee master values.
     Fields NOT replaced are: Pay Grade,
     Raise Effective Date, Date of Next
     Review, Job Type, Job Step, and
     Employment Status.
  c) Blank for no changes.

5. If procesing option 4 is not blank,              ____________
   enter a ’1’ to NOT replace recom-
   mended salary, % and amount increase,
   and other calculated fields.  (See
   helps for complete list.)

6. Enter the Effective Date for all                 ____________
   raises given to this Review Group as
   it is created.  Default of blank will
   use today’s date.

7. Enter a Date of Next Review for the              ____________
   group to represent the next time each
   member will be reviewed.

8. Enter a Change Reason to be applied              ____________
   to every member in the Review Group
   being created.  For example, Change
   Reason = 009 would be for Annual
   Raises. A default of blank
   will give  every member in the Review
   Group a blank Change Reason.

9. Enter a ’1’ to CLEAR the work file               ____________
   prior to building this Review Group.
   Default of blank will NOT Clear
   the work file.
   **CAUTION**:
      A ’1’ CLEARS THE ENTIRE WORK FILE.
10. By default, only employees with a               ____________
    status of ’0’ to ’9’ will be
    included. To exclude a pay status
    value from this group, enter the
    values separated by a comma.
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Revising Pay Changes for a Review Group

From Human Resources (G08), choose Wage and Salary

From Wage and Salary Administration (G08W2), choose Review & Rank
Employees
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What You Should Know About
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Processing Options for Review and Rank Employees

1. Enter a ’1’ to display data in the               ____________
   Houly Rate format.  Enter a ’2’ to
   display data in the Salary format.
   Default of blank will display data
   in the format appropriate for each
   Review Group.

2. Enter a ’1’ to use the Job                       ____________
   Information File (F08001) to edit Job
   Type and Step.  Default of blank will
   edit with User Defined Codes.

3. Enter a value as listed below to                 ____________
   specify how to treat the case when an
   employee’s Recommended Pay falls
   outside Pay Grade boundaries:
     Blank = Ignore condition (default)
     1   = Issue a warning message
     2   = Issue an error message

4. Enter a ’1’ to display the employee’s            ____________
   address number in the fold area.
   Default of blank will display the
   employee’s Tax ID Number.

Entering Bonus Information for Employees in a Review Group

From Human Resources (G08), choose Wage and Salary

From Wage and Salary Administration (G08W2), choose Review and Rank
Employees
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Entering Appraisal Information for Employees in a Review Group

From Human Resources (G08), choose Wage and Salary

From Wage and Salary Administration (G08W2), choose Review and Rank
Employees
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Reviewing Recommended Pay Changes

From Human Resources (G08), choose Wage and Salary

From Wage and Salary Administration (G08W2), choose Review Group Inquiry
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Updating Salary Actuals

From Human Resources (G08), choose Wage and Salary

From Wage and Salary Administration (G08W2), choose Update Actuals (Clear
Workfile)
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  082810                                               J.D. Edwards & Company                                     Page  –        2
                                                Update Salary Actuals from Work File                              Date  –  7/22 /98
                                                         All Review Groups

                             The following employee data have been updated to the Employee Master file:

  Review   . . . . Employee . .    Job  Job  E . . . . New Rates . . . .  Raise   Pay    Grad .Next Review.   . .Change Reason.  .
  Group   Number         Name     Type  Step S   Hourly       Salary      Effect. Grade  Step Ty    Date     CR     Description
  –––––– –––––––– –––––––––––––– –––––– –––– – ––––––––––– ––––––––––– ––––––––––––– ––––––––––––– –––––––– –––––– –––– –– ––––
  AAG        6010 Eason, Walter  67     1           15.240     31,700.00 07/17/96                 03/15/98  009 Annual Raise
  AAG        7578 Griffin, Patri 5J–5               27.690     57,596.00 07/17/96                           009 Annual Raise
  AAG        7508 Mai, Tien      7H–1                2.590      5,388.00 07/17/96                 06/03/98  009 Annual Raise
  AAG        7570 Manderfield, J 64–1               26.240     54,580.00 07/17/96                 12/15/98  009 Annual Raise
  AAG        7574 Mckenna, Marti 5J–9   A.2         24.990     51,980.00 07/17/96                 12/15/98  009 Annual Raise
  AAG        7568 McGrew, Nancy  64     JR          22.540     46,884.00 07/17/96                 12/15/98  009 Annual Raise
  AAG        7576 McMurray, Mich 5J–9   A.1         21.740     45,220.00 07/17/96                 12/15/98  009 Annual Raise
  AAG        7572 Miller, Michae 65                 23.840     49,588.00 07/17/96                 12/15/98  009 Annual Raise

         Totals:      8 processed,
                      0 excluded.

Processing Options for Update Salary Actuals

1. Enter the name of the Review Group to            ____________
   be updated into the Payroll system.
   A default of blank will update
   all Review Groups.  Records from the
   work file will be deleted as they are
   processed.

2. Enter the greatest Amount Approved               ____________
   code to be chosen for update.
   Employees with codes beyond this
   will not be processed.  Default of
   blank will process all Approved
   codes.

3. Enter a ’1’ to update NEW salary and             ____________
   rate.  Default of blank updates
   CURRENT salary and rate. Contract/
   Calendar and secondary jobs will
   always have CURRENT salary udpated.
   (See help instuctions.)

4. For Contract/Calendar jobs, enter                ____________
   Remaining Periods to Pay.

5. For Contract/Calendar jobs, enter                ____________
   a ’1’ to retrieve Salary Paid to Date
   from JDE Payroll.

ÑÑ Exercises
��� ��� �����	� �
� ��	 ��������
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Deleting Obsolete Review Groups

From Human Resources (G08), choose Wage and Salary

From Wage and Salary Administration (G08W2), choose Delete a Review Group
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Processing Options for Delete a Review Group

Enter the name of the Review Group to               ____________
 be deleted (six characters maximum).
 Default of blank or invalid name will
 not delete any records.
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Work with Pay Grade Step Administration

Working with Pay Grade Step Administration
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What You Should Know About
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Creating a Work Group

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Pay Grade/Step Administration

From Pay Grade/Step Administration (G08J2), choose Create Review Work
Group

	� ������$ ��� �����$��� "�� ���� �� ��!���� �� ��� ��#� ��$ ����� ����� $� 
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���������� � $����� ���!����

��� �� �����$�� "�� ��� � ������ ���� ��� "��� ��� � ���� ��� ���� �� �����
��� ���� ����� $� � ��������� ��������� 	�� �����$�� ��� ��!���� �� ��� ��#�
��$ ����� ���� ��� ��� �� ��� ��� ��!���� ��� ����� ����

	� ��!��" ��$ ����� ���� ����������� ��� ��� �����$��� ���� $� ���� ��� �� ���
"��� ��� �� $� ��� ����� �� �������� �������

  082005                                                                                                     Page Number        1
                                                 Build Grade Progression Work Group                          Date         5/30/ 97
                                                         Business Unit 2435                                  Updated Records
                                                            –––––––––––  Current  –––––––––––– ––––––––––––  New  ––––––––––––– ––
        Alpha           Address      Home         Job     P  Pay   Grad  Hourly     Annual       Pay  Grad  Hourly     Annual
         Name            Number  Business Uni  Type/Step  J Grade  Step   Rate      Salary     Grade  Step   Rate      Salary
 –––––––––––––––––––––– –––––––– –––––––––––– ––––––––––– – –––––– –––– –––––––– ––––––––––––– –––––– –––– –––––––– ––––––––––– ––
 Morrisey, Anne E.          3050         2435 TEACH /M1   P M      1     25.676     34,000.000 M      2     27.027     40,000.0 00
 O’Neil, Thelma P.          3076         2435 TEACH /B1   P B      1     16.826     35,000.000 B      2     25.000     37,000.0 00
                           ––––––––                                            –––––––––––––––                    ––––––––––––– ––
 Total Number of Jobs             2                     Total Annual Salary         69,000.000                         77,000.0 00
                           ––––––––                                            –––––––––––––––                    ––––––––––––– ––
 Grand Total                      2                     Grand Total                 69,000.000                         77,000.0 00
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Processing Options for Build Grade Progression Work Group

1.  Enter the Name of the Work Group to             ____________
    be assembled (six characters max).
    If left blank, today’s date, in
    MMDDYY format will default.

2.  Enter up to a 25 character                      ____________
    description for your Work Group.

3.  Enter a ’1’ to update the employee’s            ____________
    Pay Grade/Step and Pay Rate based
    on the “New” Pay Grade/Step.
    Enter a ’2’ to update the employee’s
    Rate from the existing Grade/Step.
    Default = ’1’.

4.  Enter the effective date for the                ____________
    Pay Grade/Step to be used for
    building the new rates. This is a
    required entry field (the system
    date will not default; a job log
    will be generated if the date is
    blank).

5.  Enter a ’1’ to generate a report.               ____________
    A blank will not generate a report.
    An exception report of records not
    added to the workgroup or outside
    the position budget is always
    produced.

Reviewing Work Group Information

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Pay Grade/Step Administration

From Pay Grade/Step Administration (G08J2), choose Reviewing Work Group
Summary
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Updating Employee Records with Step Progression Information

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), choose Pay Grade/Step Administration

From Pay Grade/Step Administration (G08J2), choose Update Employee
Master/Mult-Job

��'�% ,"( ��)� �%��'�� �!� %�)��*�� '�� *"%� �%"(#� ,"( ��! %(! � #%"�%� '"
(#��'� '�� � #�",�� %��"%�& *�'� '�� !�* #�, �%��� &'�# �!�"% �'�"!� 	"% ����
� #�",�� �!��(��� �! '�� (#��'�� '�� #%"�%� (#��'�&�

� ��, �%���

� ��, �%��� &'�#

� ����%,

� �"(%�, %�'�

� �"(%& #�% ��,

� �"(%& #�% ,��%

	"% � #�",�� %��"%�& '��' �%� �&&"���'�� *�'� �"!'%��' ����!��%&� '�� �����'�)�
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Processing Options for Grade Progression Work Group Update

1.  Enter a ’1’ to run in “update” mode.            ____________
    A blank will run in “proof” mode and
    no updates will be made.

2.  Enter a ’1’ to generate a report of             ____________
    updated records.  A blank will not
    generate a report.
    An exception report will always be
    generated.

3.  Enter the change reason to be                   ____________
    written to the employee history
    and/or turnover files (F08042/
    F08045).

4.  Enter the effective date to be                  ____________
    written to the employee history
    and/or turnover files (F08042/
    F08045).

5.  Enter a ’1’ to use Payroll History              ____________
    for Salary Paid Before Change.

6.  Enter the Periods Remaining to Pay.             ____________

ÑÑ Exercises
��� ��� ����	���� ��� ���� 	�������

Updating Pay Rates for Pay Grade Steps

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), enter 29

From Job Specifications Setup (G08J4), choose Pay Grade Step Table

����� ��� ��� �� ��� ��
� ������ ��� 	�� ������ ��
��� ����� ��� ����� ���� ���
���
 �� ����� � 	������������ ��	����� �� ����� ��� �
��������� ���� ��� ���

�� ����� ��� ���� ���� 	���� �� �������� ��� ��
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Review the Employee Salary Analysis Report

Reviewing the Employee Salary Analysis Report

From Human Resources (G08), choose Wage and Salary Administration

From Wage and Salary Administration (G08W2), choose Employee Salary
Analysis

������ %�" ��!�� ��% ������ ��� �����%�� � %�" ��� ����! !�� �����%�� �����%
����% � �����! !� ��#��$ �����%�� �  ����% �� !���� ��� ����� ��  ����%
������ � �"���#� �� ��� " � !�� �����! !� #����% !��! !�� ����� ��  ����%
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Processing Options for Employee Salary Analysis

Bonus/Commission Information:

-----------------------------

1. Enter the Employee Profile Data Type
    for the current year’s EXPECTED
    Bonus/Commission . . . . . . . . . .            ____________

2. Enter the Pay Type Table for those
    Pay Types that should be EXCLUDED
    from Bonus/Commission calculations .            ____________

Bonus/Commission Information:

-----------------------------

3. Enter the Pay Type Tables to be used
   when calculating Bonus/Commissions
   for the “CURRENT” Year:

    a. for Bonuses paid 1 year  ago* . .            ____________
    b.  “     ”     “   2 years ago. . .            ____________
    c.  ”     “     ”   3 years ago. . .            ____________
    d.  “     ”     “   4 years ago. . .            ____________
    e.  ”     “     ”   5 years ago. . .            ____________

     * Requires a value. Will also be
       used for any tables left blank.
Bonus/Commission Information:

-----------------------------

4. Enter the Pay Type Tables to be used
   when calculating Bonus/Commissions
   for the “PREVIOUS” Year:

    a. for Bonuses paid 1 year  ago* . .            ____________
    b.  “     ”     “   2 years ago. . .            ____________
    c.  ”     “     ”   3 years ago. . .            ____________
    d.  “     ”     “   4 years ago. . .            ____________
    e.  ”     “     ”   5 years ago. . .            ____________

     * Requires a value. Will also be
       used for any tables left blank.
Other Information:

------------------

5. Enter 1-5 to represent the number of
   prior years of salary history to
   print. A default of blank equals 5
   years.                                           ____________

6. Enter the category code from the
   Employee Master that you would like
   to have appear on the report. A
   default of blank will use category
   code one (P001).                                 ____________
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Organizational Structure

Objectives

� 	� ������ �� ������!������� ��������

� 	� ������ ��� ����� ������!������� ���������

About Organizational Structure

	� ������� ��������� ��� �������� ���� � ������ �� ��� ���������
������������� ������  ��� ������!������  �� �� ������ �� ������!�������
��������� �� ������!������� �������� ����� ��� ���� �� ����������� ������  ���
������!������

	�� ������!������� �������� ����  �� ������ �� ��� ���� �������� �� ���������
�� ���� ���� ���������� �� ���������� ������  ��� ��������� 
�� �� ������ ��
������!������� �������� � �

� �������� ����

� ��������� �� ��� ����� 

� ���������� ����� ��
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��� �������� �����	 ����������� ��	� ���� �� ������������� ����	���� ���� ���
	�� 
������

Finance

Business Unit

Executive

Human
Resource

Operations

Director of Human
Resource

Operations
Manager

Corporate
Controller

Position

President

Jill Davis Joseph Clark

Ray Allen

Employee

�� ���� ��� ���
� �� 
�������� ������� ��� 	�� 
����� �������� �������������
����	����� ��
 ��� ���� ��� 
�������� �������� ���������

�� ������� ��� ���
� �� 
�������� ������ �� ���� ������������ ��� 	�� 	�����
�������� ������������� ����	����� ���� �����
� ������ ������ �� 
������ ���
�������� ��� ��������� ���� ������� � ����
 ������������� ����	���� ����
����� ����	� ����	�� ���� ������ �� ��� ���� ���
��������� ����	���� ��
��
���
��� 
���������� ���� ���
 �� ������������� ����	���� ���� ����� ��	�
�������� ��� ������� �� � ����� �������
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�����  �� ������ �� ������!������� ���������  �� �� ���������� ������ ���
������ �� �� ������ ����� ��������� �� ��������� 
�� �� ����� ������!�������
��������� ��� ���������� ���� �� ������� ��  ��� ������!������

	������ ���� ������!������� �������� ��������

� �������� ������!������� ���������

� ��������� ������!������� ���������

� �������� ������!������� ���������
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Define Organizational Structures

Defining Organizational Structures

� ���" !��!� �����!��� ����!��� ��� $�!��� &�"� ������'�!���� &�" ��� ������
������'�!�����  !�"�!"�� � 	�������� �� !�� ���� �� &�"� ������'�!���� &�" ���
������ �  !�"�!"�� �&�

� �" ���  "��!

� �� �!���

� 
����&��

���� &�" ������ ������'�!�����  !�"�!"�� � &�" ����!� ���������� �� �����! ���
��������� ��� �%������ � ����� �" ���  ����! ��#� �����"��!�� �!�� �����
$���� !�� ���� �" ���  �"��!��� ��� ���������� �� ��� ��!& ���  �#����
�������� ������ � $���� ���  "� ������� �� !�� �����"��!�� � ��" ��� ������ ��
������'�!�����  !�"�!"�� �� $���� &�"  �! "� !�� �������� ������ � ��������� ��
 "� �����& �" ���  "��! � �� !�� �����"��!�� � �� �������� ������ ��� �� !"��
�� �����! � �� ������(��#�� �" ���  "��! � �� ����� ������ � ��� ���� ������ &�"
���  �! "� �� ������'�!�����  !�"�!"�� �& �����&��� $�!� "����(��#�� ������� 
� �����! �� ���(��#�� ������� � ��� �����&�� � ������������� �� !��
������(��#�� ������� �

��!�� &�" ������ �� ������'�!�����  !�"�!"��� &�" ��� ��#� � �! � ����  ��& !�
������! ������ $�!��� &�"� ������'�!����

	������� ������'�!�����  !�"�!"�� ����"�� �

� 	������� �� ������'�!�����  !�"�!"�� �& �" ���  "��!

� 	������� �� ������'�!�����  !�"�!"�� �& �� �!���

� 	������� �� ������'�!�����  !�"�!"�� �& �����&��
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Defining an Organizational Structure by Business Unit

From Human Resources (G08), choose Organizational Structure

From Organizational Structure (G08O2), choose Business Unit

From Organizational Structure by Business Unit (G08O20), choose Structure
Revisions

�� ���" ��� ��������� ������������� ���"��� ��������� ����� �� $� � ������%������
$� ��� ������ �� ������%������� ��� �� �� �$ � ������  ���� ��� �#������ $� 
��� ������ �� ������%������� ��� �� �� "��� ��� ������������!� ������ �� ��� ���
��!��� ��� ����� ������������ � �� �� ��� ��� ���� ���� �� ���� �����
����������� �� �������� � ������  ���� �� ��� ���&��!�� �������

�� ������ � ��� �� �� �$ � ������  ����  �� ������ �� ��� �����"��� ��������

� ����� ��� �������� � ������  ���� ��� � ������&��!�� ������ � ������  ���

� ����� ��� ������ � ������  ����  ���� "���� $� ������ ��� ��������

Before You Begin

� 
� ���� ��� ������� ��� ������%������� ��� �� �� �$ � ������  ��� �����
��!� ���� ���  � �� ��� 	������ ���� ����� �$���� ����� "��� ��� �����
�� ���� ���� ����$ ���� ��� ������%������� ��� �� �� ��� ��� $�� ���� ���
 � �� ��� 	������ ���� ����� �$�����
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�� �	
��	 �� ������������� ��������	 �� �����	�� ����

� �%#&�%&#� ��'�$� �$

�� � �!��%�  ��  � %�� � �� (��� �����$� ��!������  � (���� � ��  � ��%#)
) & &$��

� ��#��% 
&$���$$ ���%

� ����� 
&$���$$ ���%

� ��$!��) ��"&����

�� � �!��%� %�� � �� (���  !%� ��� �����$�

� �)!� �%#&�%&#�

� ��#��% ���

��	� ����������

��#��% 
&$���$$ ���% ��� !#���#) ��'�� �� � �&$���$$ &��% ���#�#��)� 	 !�#��% ��

 �� ���#�#��) ��� �� � ����� �� � �����#��% ���#�#��)�

��	��������� �
��	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

���$ � &�� �� � � �!��)  # �#���� (�%� $�'�#��

��!�#%���%$  # � �$ $&� #����%� % �%�
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����� ��
������	�

� !$� �-+� �&!, 
& �$( �&-%�*!� �!�$� , �, !��&,!�!�+ � +�(�*�,� �&,!,1

/!, !& � �-+!&�++ �'* / !� 1'- /�&, ,' ,*��# �'+,+� �'*

�0�%($�� � �-+!&�++ -&!, %!� , �� � /�*� '-+� $'��,!'&�

"'�� (*'"��,� /'*# ��&,�*� '* �*�&� �($�&,�

�'- ��& �++!�& � �-+!&�++ -&!, ,' � .'-� �*� !&.'!��� �!0��

�++�,� �&� +' '&� �'* (-*('+�+ '� *�+('&+!�!$!,1 *�('*,!&��

�'* �0�%($�� , � +1+,�% (*'.!��+ *�('*,+ '� '(�&

���'-&,+ (�1��$� �&� ���'-&,+ *���!.��$� �1 �-+!&�++

-&!,+ ,' ,*��# �)-!(%�&, �1 *�+('&+!�$� ��(�*,%�&,�

���-*!,1 �'* , !+ �!�$� ��& (*�.�&, 1'- �*'% $'��,!&�

�-+!&�++ -&!,+ �'* / !� 1'-  �.� &' �-, '*!,1�

�',�	 � � +1+,�% -+�+ , !+ .�$-� �'* �'-*&�$ �&,*!�+ !� 1'-

�' &', �&,�* � .�$-� !& , � 

� ,��$��

��	��������� �
��	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �


 � !$� �-+!&�++ -&!, !+ +-�'*�!&�,� ,' � (�*�&, �-+!&�++

-&!,� �'* �0�%($�� , !+ �'-$� �� '&� '� +�.�*�$

��(�*,%�&,+ +-�'*�!&�,� ,' � �*�&� '* ($�&,�

+($ ��) � � '*��* !& / !� � !$� �-+!&�++ -&!,+ �((��* / �&

$!+,�� -&��* , �!* (�*�&,�

�� 1'- $��.� , !+ �!�$� �$�&# / �& 1'- +�, -( , �

'*��&!2�,!'& +,*-�,-*�� , � +1+,�% �++!�&+ , � +�)-�&��

&-%��*�

�1(� �,*-�,-*� 
 -+�* ���!&�� �'�� ������� , �, !��&,!�!�+ , � ,1(� '�

'*��&!2�,!'&�$ +,*-�,-*�� +-� �+ �!&�&�!�$ '* *�+('&+!�!$!,1�

��� ,1(� '� +,*-�,-*� ��&  �.� � �!���*�&,  !�*�*� 1�

��*�&, ��� 
 �'�� , �, ��,�*%!&�+ / �, �* , � +1+,�% �!+($�1+ � !$�

�-+!&�++ -&!,+ �'* � (�*�&, '* (�*�&, �-+!&�++ -&!,+ �'* �

� !$��

��$!� �'��+ �*�	

� !+($�1+ � !$�*�& �'* +�$��,�� (�*�&,

� !+($�1+ (�*�&,+ �'* +�$��,�� � !$�

�� 1'- $��.� , !+ �!�$� �$�&#� , � +1+,�% -+�+ ��

Defining an Organizational Structure by Position

From Human Resources (G08), choose Organizational Structure

From Organizational Structure (G08O2), choose Position

From Organizational Structure by Position (G08O21), choose Structure Revisions

�' + '/ , � *�('*,!&� *�$�,!'&+ !(+ ��,/��& �!���*�&, ('+!,!'&+ /!, !& 1'-*
'*��&!2�,!'&� 1'- ��& ���!&� �& '*��&!2�,!'&�$ +,*-�,-*� �1 ('+!,!'&� �'*
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�'������ (�$ ��� �!����)� � !���!#��� "#!$�#$!� �� &���� (�$ ������ �!�$�
�����!" �" ��!��# ��"�#���" #� �!��!����!�����("#"� ��� �!�$� �����!" �!�� ��
#$!�� ����� ��"�#���" #� � ����!#���# ������!�

�������� �� �!����)�#����� "#!$�#$!� �( ��"�#��� �������#�" #�� ���� #�
���#��$���( !�%�"� �� �!����)�#����� "#!$�#$!� &��� ����%��$�� �����(��" ������
���"�

�� ������ � "#!$�#$!� �( ��"�#���� $"� ��#��! �� #�� �����&��� ��#���"�

� 	�#�! ����� ��"�#���" ��! � �����!*��%�� ��!��#

� 	�#�! � ��!��# ��"�#��� ��! "$��!����#� ����� ��"�#���"

��$ ��� ������ (�$! �!����)�#����� "#!$�#$!� �# ��( #��� #��# (�$! ���������#
����" !� $�!� �#� 
�! �'������ �� (�$! �!����)�#��� �" !�"�)���� (�$ ����# ���� #�
������ �� �!����)�#����� "#!$�#$!� #��# "��&" #�� �$���! �� ��"�#���" !���!#���
#� #�� ��!"#*��%�� ������!"� ��� ��"#!��$#� #��# "#!$�#$!� #� ��� �� #�� ������!"�

� ���
�� �� �	��
���
��� ��������� �� ��
�
�

�� �#!$�#$!� �%�"���"

�� ������#� #�� �����&��� �����"�

� 
�"��� ���!

� ��!��# ��"�#���

� ����� ��"�#���
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� �,*# �1/'+#// �+'0

�� �,*-)#0# 0&# $,)),3'+% ,-0',+�) $'#)"�

� ��.#+0��&')"

����� ��
������	�

��.#+0 �,/'0',+ � !,"# 0&�0 '"#+0'$'#/ 0&# &'%&#.7)#2#) -,/'0',+ 0&�0 0&'/

-,/'0',+ .#-,.0/ 0,� �,. #4�*-)#� 0&# /1-#.2'/,. -,/'0',+

���

�,0#� �&# -�.#+0 -,/'0',+ ,. -�.#+0  1/'+#// 1+'0 *1/0

�).#�"5 #4'/0 �/ � -,/'0',+ �� ,.  1/'+#// 1+'0 .#!,." '+

0&# �,/'0',+ ��/0#. 0� )#�

�&')" �,/'0',+ � !,"# 0&�0 5,1 1/# $,.  1"%#0�.5 �-,/'0',+� !,+0.,)

-1.-,/#/� �&# -,/'0',+ �� !,+/'/0/ ,$�

� �,/'0',+ �-,/'0',+ !,"# �+" '0/ "#/!.'-0',+�
� �'/!�) 5#�.
� �,*#  1/'+#// 1+'0

�,. #4�*-)#� 5,1 !�+ '"#+0'$5 -,/'0',+ �	�
 �/

�!!,1+0'+% ��+�%#. $,. $'/!�) 5#�. 
���
���� $,. &,*#

 1/'+#// 1+'0 �
�

�,*# �1/'+#// �+'0 �&# +1* #. ,$ 0&#  1/'+#// 1+'0 '+ 3&'!& 0&# #*-),5##

%#+#.�))5 .#/'"#/�

��	��������� �
��	����
� � � � � � � � � � � � � � � � � � � � � � � � � � �

�&# +1* #. ,$ 0&#  1/'+#// 1+'0 0, 3&'!& 0&'/ -,/'0',+

.#-,.0/� $,. #4�*-)#� 0&# �� �'.#!0,.�/  1/'+#// 1+'0�

Defining an Organizational Structure by Employee

From Human Resources (G08), choose Organizational Structure

From Organizational Structure (G08O2), choose Employee

From Organizational Structure by Employee (G08O22), choose Structure
Revisions

�, /&,3 0&# .#-,.0'+% .#)�0',+/&'-/  #03##+ /-#!'$'! #*-),5##/ 3'0&'+ 5,1.
,.%�+'6�0',+� 5,1 !�+ "#$'+# �+ ,.%�+'6�0',+�) /0.1!01.#  5 #*-),5##� �,.
#4�*-)#� 5,1 !�+ !.#�0# �+ ,.%�+'6�0',+�) /0.1!01.#�0&�0 /&,3/ 0&# #*-),5##/
3&, .#-,.0 0, #�!& /1-#.2'/,.� 0&# /1-#.2'/,./ 3&, .#-,.0 0, #�!& *�+�%#.� �+"
/, ,+�

��!& #*-),5## !�+ &�2# ,+)5 ,+# '**#"'�0# /1-#.2'/,. $,. � -.'*�.5 (, � �&#
/5/0#* -.#2#+0/ 5,1 $.,* #+0#.'+% � *�+�%#. �/ � /1 ,."'+�0# ,$ �+ #*-),5##�
�,1 1/# ,+# ,$ 0&# $,)),3'+% *,"#/ 0, "#$'+# �+ ,.%�+'6�0',+�) /0.1!01.#  5
#*-),5##�
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� �',�* �&)%(1��+  (* � +-)�*.#+(*

� �',�* � +-)�*.#+(*  (* �' �&)%(1��

�"�' 1(- �*��,� �' (*!�'#2�,#('�% +,*-�,-*� �1 �&)%(1��� ,"� +1+,�& -)��,�+
,"�  (%%(/#'! ,��%�+ /#," )*#&�*1 *�)(*,#'! *�%�,#('+"#)+ �+ �� #'�� #' ,"�
�&)%(1�� *��(*�

� �&)%(1�� ��+,�* ���
���
�

� �� �#+,(*1 �����	��

� �&)%(1�� �-%,#)%� �(� ���
�����

� �&)%(1�� �-%,#)%� �(� �#+,(*1 ���
�����

Before You Begin

� � 1(- /�', ,"� $(� ,#,%�+ �++(�#�,�� /#," ,"� (*!�'#2�,#('�% +,*-�,-*� ,( ��
&(*� ��+�*#),#.� ,"�' ,"� $(� ,1)� ��+�*#),#('� 1(- ��' �',�* � $(� ,#,%�  (*
���" �&)%(1�� (' ,"� ��+#� �&)%(1�� ��,�  (*&� �(* �0�&)%��  (* �'
�&)%(1�� /"(+� $(� ,1)� ��+�*#),#(' #+ �#*��,(*� 1(- �(-%� �',�* ,"� $(�
,#,%�� �#*��,(* ( �-+,(&�* �-))(*,�

�� ���
� � ��	�
���
��� ��������� �� ��������

�' �,*-�,-*� ��.#+#('+

�� �(&)%�,� ,"�  (%%(/#'!  #�%�+

� �-)�*.#+(*
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� �&)%(0��

� �-)�*.#+(*��� �	���


� ���++ ,"� ��,�#% �*���

�� �(&)%�,� ,"�  (%%(/#'! (),#('�%  #�%�+�

� �  ��,#.� �'

� �"�'!� ���+('

����� ��
������	�

�-)�*.#+(* �"� ���*�++ �(($ '-&��* ( ,"� +-)�*.#+(*�

�(,��  )*(��++#'! (),#('  (* +(&�  (*&+ �%%(/+ 0(- ,(

�',�* � �� �-%, .�%-�  (* ,"#+  #�%� ��+�� (' .�%-�+  (*

��,�!(*0 �(��+ 	 ��"�+��� 
� �'� �� ��, -) ,"� �� �-%,

.�%-�+ (' ,"� �� �-%, ��'�!�*+ � �-)�*.#+(*  (*&�  ,�*
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Processing Options for Organization Structure Revisions

INITIAL SELECTION VALUES:
  (Any value(s) entered below will be
  preloaded into their corresponding
  fields on the screen.)

  Organization Structure Type:                      ____________
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Review Organizational Structures

Reviewing Organizational Structures
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Reviewing an Organizational Structure by Business Unit

From Human Resources (G08), choose Organizational Structure

From Organizational Structure (G08O2), choose Business Unit

From Organizational Structure by Business Unit (G08O20), choose Structure
Inquiry
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Processing Options for Organization Structure Inquiry

INITIAL SELECTION VALUES:
  (Any value(s) entered below will be
  preloaded into their corresponding
  fields on the screen.)

  Organization Structure Type:                      ____________

Reviewing an Organizational Structure by Position

From Human Resources (G08), choose Organizational Structure

From Organizational Structure (G08O2), choose Position

From Organizational Structure by Position (G08O21), choose Structure Inquiry
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Processing Options for Organization Structure Inquiry – Positions

1. Enter a ’1’ to display the Job Title
   of the job associated with the
   position.  Default of blank will
   display the Position Title. . . . . .            ____________

2. Enter the effective date to be used
   for determining which employees are
   active in a position.  Default of
   blank will use the system date. . . .            ____________

Reviewing an Organizational Structure by Employee

From Human Resources (G08), choose Organizational Structure

From Organizational Structure (G08O2), choose Employee

From Organizational Structure by Employee (G08O22), choose Structure Inquiry
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Processing Options for Organization Structure Inquiry –
Employee/Supervisor

1. Enter a ’1’ to display the second Job
   Description.  Default of blank will
   NOT display the second job
   description . . . . . . . . . . . . .            ____________

2. Enter ALL the Pay Status values which
   indicate an employee is active. . . .            ____________
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Print Organizational Structures

Printing an Organizational Structure
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Printing an Organizational Structure by Business Unit

From Human Resources (G08), choose Organizational Structure

From Organizational Structure (G08O2), choose Business Unit

From Organizational Structure by Business Unit (G08O20), choose Structure Print
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                                                    Organization Structure Report                             Date. . . .  6/17 /98

                                                              3035 Only

 

 

    Parent Cost Center .         3035 Elmer’s Wood & Plastic          Type Structure. .

 

    Level     Child           Description                  Manager             Seq

           Cost Center                                       Name              No.

    ----- ------------  ------------------------   -------------------------  -----

    1              132   Chicago                   Martin, John                 1.0

    .2             CHI    Chicago Warehouse        Chicago Warehouse            1.0

    ..3         48-200     Assembly Department                                  1.0

    1                3   Denver Branch                                          2.0

    .2             DEN    Denver Warehouse         Denver Warehouse  (#10)      1.0

    ..3         48-200     Assembly Department                                  1.0

    1                5   San Francisco Branch                                   3.0

    .2       WAREHOUSE    Warehouse Storage                                     1.0

    ..3           YARD     Yard                                                 2.0

What You Should Know About
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Printing an Organizational Structure by Position

From Human Resources (G08), choose Organizational Structure

From Organizational Structure (G08O2), choose Position

From Organizational Structure by Position (G08O21), choose Structure Print
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                                                        Organization Structure                                Date. . . .  6/22 /98

                                                       Parent Position/Position

 

 

  Parent Position ID . 1             HR Director

  Home Cost Center . .          141  Human Resources Department

 

         Child   P                                                                  Parent

  Level Position S Name                           Position Title                 Cost Center     FTE

  ----- -------- - ------------------------------ ------------------------------ ------------ ---------

  1     2           Stone, Russel                 Compensation Manager                    141     1.00

  1     3           Smith, Sandy                  Recruitment Manager                     141     1.00

  .2    4            Jones, Larry                 HR Specialist                           141     1.00

  .2    5            Vacant                       HR Specialist                           141     1.00

Data Selection
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Printing an Organizational Structure by Employee

From Human Resources (G08), choose Organizational Structure

From Organizational Structure (G08O2), choose Employee

From Organizational Structure by Employee (G08O22), choose Structure Print
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                                                     Organization Structure                                Date. . . . 12/13/98

                                                      Supervisor/Employee

 

 

Supervisor . . . . .     6001  Allen, Ray

 

Level   . . . Employee . . .

       Number           Name                            Job Title                 2nd Job Title             Category Code 2

----- -------- ---------------------------------------- ------------------------- ------------------------- ------------------- -

1         6002 Abbot, Dominique                         Financial Analyst

1         7562 Mannon, Howard                           Purchasing Manager
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Data Selection
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System Setup

Objectives

� 
� ������ ��� ����!��� ��� ������ ����"��� ���� ��� �� ��� � ���
���� ���� �#����

� 
� ����� �#����%"��� ���� �� ����������� ���� ����"� #� � ������$����� ��
������� ��� ����� ��� ���� �����������

� 
�  ��������� ��" ��� �#����  ��� ��� ����

About System Setup

������ #� ���  �� ��# ���� ��� �� ��� � ��� ���� ���� �#����� #� ���� ��
������ �������� ����������� ���� ��� �#����  ��� ��� ����������� �� ���� ������#
����������� ���� #� "���  �� "��� #� ����� ���� ���� ��� � ��� �#�����


��� ����������� �������� ���

��
� 	
��
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� 	��  �  ��� ������� ����� �� � �����$� #� � �#���� ��

#� � ��������  ������ ������ �� ��� � �����$� � "���

!�����# �� �����������  ����  ��� ������� ������

�����
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��� �����# ������

����� �
�����
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��������� ���������

	��  � ��������� ����������� �� ������# ���� ��

��������������� �� ����!��� ��������� � �� ���

� ������# ��� � ���!�� ��������
� �������� �������

� ��# ����� ���� �����������
� ��� ������� �����������
� ��# �� ����

������ ��	 ������
�

������� ���������

	��  � ������# ��� � ���!�� �������� �� ������ ����������

������� �� �����#�� ������������

��� ��������� 	��  � �� ����������� �� ����� �������� �����������

�� � ��� ��� "����� #� � ������$������
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Set Up User Defined Codes for Human Resources

Setting Up User Defined Codes for Human Resources

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), enter 29

From Employee Information Setup (G08E4), choose an option under the User
Defined Codes heading

�#+�)%�+"-�#0� �)&$ �%0 *�+,' $�%,� �!&&*� ������� ���� ��	
��� �����

��%0 �"�#�* +!)&, !&,+ +!� �,$�% ��*&,)��* *0*+�$ ����'+ &%#0 ,*�) ���"%��
�&��*� �&, ��% �,*+&$"1� �"�#�* "% 0&,) *0*+�$ �0 *�++"% ,' ,*�) ���"%�� �&��*
+& $��+ +!� %���* &� 0&,) �,*"%�** �%-")&%$�%+�

�*�) ���"%�� �&��* �)� *+&)�� "% +��#�* +!�+ )�#�+� +& � *'��"�"� *0*+�$ �%� �&��
+0'�� �&) �/�$'#�� �	��� )�')�*�%+* *0*+�$ 	 ��,$�% ��*&,)��*� �%� ,*�)
���"%�� �&�� #"*+ �� ��&� �)&,'*�� �*�) ���"%�� �&�� +��#�* ��+�)$"%� .!"�!
�&��* �)� -�#"� �&) +!� "%�"-"�,�# �"�#�* "% 0&,) *0*+�$� �� 0&, �%+�) � �&�� +!�+
"* %&+ -�#"� �&) � �"�#�� +!� *0*+�$ �"*'#�0* �% �))&) $�**� �� �&) �/�$'#�� "% +!�
�&� �)&,' �"�#�� 0&, ��% �%+�) &%#0 +!&*� �&��* "%�#,��� "% ,*�) ���"%�� �&��
+��#� �	����

�&, ��% ����** �## ,*�) ���"%�� �&�� +��#�* +!)&, ! � *"% #� ,*�) ���"%�� �&��
�&)$� ��+�) 0&, �!&&*� � ,*�) ���"%�� �&�� �&)$ �)&$ � $�%,� 0&, ��% �!�% �
+!� *0*+�$ �&�� �%� ,*�) ���"%�� �&�� +0'� +& ����** �%&+!�) ,*�) ���"%�� �&��
+��#�� �!� *0*+�$ *+&)�* ,*�) ���"%�� �&��* "% +!� �*�) ��"%�� �&��* +��#�
��������

�*�) ���"%�� �&��* �)� ��%+)�# +& ��� ��.�)�* *0*+�$*� �&, $,*+ �� +!&)&, !#0
��$"#"�) ."+! ,*�) ���"%�� �&��* ���&)� 0&, �!�% � +!�$�

�&, ��% ���"%� ,*�) ���"%�� �&��* �&) ���! &� +!� �&##&."% 


� �&�*

� �$'#&0��*

� �&*"+"&% �&%+)&#

� ���#+! �%� *���+0 ��$"%"*+)�+"&%

� ��(,"*"+"&%*
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Set Up Profile Data

Setting Up Profile Data
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Defining Types of Profile Data

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), enter 29

From Employee Information Setup (G08E4), choose Define Types of Data

�� !�����' ��"��� ��! �� � ����� ���� ��"���� ��� "�� !������� ���� ��"��� "��"
'�# %��" "� " ��� �� ���� ��"��� '� '�# ������ "'��! �� � ����� ��"�� �'�����
"'��! �� � ����� ���� ��"��� ����#���

� �����'�� !����! ��� ��#��"��� ��$��!

� 
��  �!���!�����"��!

� ��������" �#�������"���!

� 	���"� ��� !���"' ��!� ��!"� ��!

� ���#�!�"���  ��#� ����"!

� ��������" ��� ��������� ' ���"��"!

��������� �� '�# !�������  ��#� ����"!� '�# ��� ����!� "� !�" #� � � �����
��"� "'�� �� ��' �� "�� �����%��� �� ��"!� � ����!�

��		�
��� ��	��
 ��  �"�$� �� ��" ����%! '�# "� ��"� ���� ��"��� �� � ��

�� � "�&"� ��# ����" %��" "� #!� "�� ��  �"�$� �� ��" �� �

� �����'�� ��� ��!�� �$� $��%!
� ��� ����' ���"��"!



Set Up Profile Data

A8.1 (8/97) 11–15

���� ���
� �* ! "*-(�/ -!,0%-!. 4*0 /* !)/!- %)"*-(�/%*) %) .+!�%"%�

"%!' . *) /$! "*-(� �*0 (%#$/ 2�)/ /* 0.! /$! �* !

"*-(�/ "*-�

� ��)#0�#! .&%''.
� �-�%)%)# �*(+'!/! 
� �(+'*4!! �++-�%.�'  !/�%'.

�* ./�) �- %5!  �/� !)/-4 �) (�&! %/ +*..%�'! /* -!+*-/

*) +-*"%'!  �/�� 4*0 ��) �..*�%�/! /$! "*''*2%)# �*'0().

%) � �* ! "*-(�/  �/� /4+! 2%/$ � 0.!-  !"%)! �* ! /��'!�

� �* ! �%/'!
� �!(�-& � �%/'!
� �!(�-& 	 �%/'!

�*0 ��) 0.! !%/$!- !3%./%)# 0.!-  !"%)! �* ! /��'!.

�.0�$ �. ������ �&%''.� *- 4*0 ��) �-!�/! � )!2 0.!-

 !"%)! �* ! /��'!.� �$!) 4*0 �-!�/! )!2 /��'!.� 4*0

(0./ 0.! .4./!( �* !. -�)#%)# "-*( 

 /* 
 �%)�'0.%1!��

�*0 ��))*/ �-!�/! � )!2 /��'! "*- .4./!( �* !. �
� ��� *-

���

�*0 ��) �'.* �..*�%�/! )�--�/%1! /!3/ 2%/$ � �* ! "*-(�/

 �/� /4+!�

���	��
 ���
� �-*#-�( "*-(�/ �''*2. 4*0 /* ���!.. � .+!�%"%� +-*#-�(

�) 1!-.%*) )0(�!- "-*( � +-*"%'!  �/� /4+!� �)./!� *"

�0./*(%5%)# (!)0.� 4*0 ��) .!/ 0+ +-*"%'!  �/� /4+!. /*

���!.. /$! "*-(. /$�/ 4*0 0.! (*./ *"/!)� �!//%)# 0+

+-*"%'!  �/� /4+!. %) /$%. (�))!- �''*2. 4*0 /* ���!..

/$!.! "*-(. "-*( � .%)#'! (!)0 .!'!�/%*)� 2$%�$ .�1!.

4*0 /%(! �) ./-!�('%)!. 4*0-  �/� !)/-4 /�.&.�

�!"%)%)# /4+!. *" +-*"%'!  �/� %)�'0 !.�

� �!"%)%)# +-*"%'!  �/� /4+!. %) )�--�/%1! "*-(�/

� �!"%)%)# +-*"%'!  �/� /4+!. %) �* ! "*-(�/

� �!"%)%)# +-*"%'!  �/� /4+!. %) +-*#-�( "*-(�/

�!"*-! 4*0 ��) /-��& �)4 �++'%��)/ %)"*-(�/%*)� 4*0 (0./  !"%)! � +-*"%'!  �/�
/4+! "*- �++'%��)/ ./�/0.� �//��$ /$%.  �/� /4+! /* 0.!-  !"%)! �* ! /��'! ������

Example: Setting Up a Code Format Data Type
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Setting Up Security for Profile Data

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), enter 29

From Employee Information Setup (G08E4), choose Data Type Security
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Setting Up the Cross-Reference Table for Profile Data

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), enter 29

From Employee Information Setup (G08E4), choose Transfer of Data on
Hire/Term
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Generating the Title Search Table

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), enter 29

From Employee Information Setup (G08E4), choose Build Word Search File
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Transferring Profile Data

��&�$ +"' ��(� ����!�� &�� &+#�% "� #$"���� ��&� +"' )��� '%�� +"' ��! &$�!%��$
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Before You Begin
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  080840                                              J.D. Edwards & Company                                   Page No. . .    2
                                                Applicant Profile Data – Copy/Move                             Date – . . .  1/ 30/97
                                  HR Data Base . . . . A   Applicant Information
                                      From Type of Data. . B   Skills
                                      To   Type of Data. . B   Skills  Applicant
   Number                Name                  Type         Description            App Date                 Comment
 ––––––––––– –––––––––––––––––––––––––––––– –––––––––– ––––––––––––––––––––––––––– –––––––– ––––––––––––––––––––––––––––––––––– –––––
      5320   Jorganson, Terri               COACH      Coaching experience         04/01/98 Record already exists
      8000   Bates, Richard T.              LOTUS      Lotus 1–2–3 or equivalent   03/15/98 Record already exists
      8000   Bates, Richard T.              PCUSE      PC Usage                    03/15/98 Record already exists
      8001   Hogan, Betsy                   PCUSE      PC Usage                    01/01/98 Record already exists
      8001   Hogan, Betsy                   WDPROC     Word Processing             01/01/98 Record already exists
      8004   Torres, Elizabeth M.           WDPROC     Word Processing             09/24/98 Record already exists
      8007   Tucker, Steve                  LOTUS      Lotus 1–2–3 or equivalent   01/01/98 Record already exists
      8015   Temple, Martin                 DEST       Dexterity Tests             01/01/98 Record already exists
      8300   Smith, Mary                    LOTUS      Lotus 1–2–3 or equivalent   03/02/98 Record already exists
      8300   Smith, Mary                    PCUSE      PC Usage                    03/02/98 Record already exists
      8500   Thomas, Suzanne                LOTUS      Lotus 1–2–3 or equivalent   10/19/97 Record already exists
      8500   Thomas, Suzanne                PCUSE      PC Usage                    10/19/97 Record already exists

Processing Options for Profile Data Copy/Move

1. Enter the Type of Data the                       ____________
    information will be copied FROM.

2. Enter the Type of Data the                       ____________
    information will be copied TO.

3. Enter ’1’ if you want to delete the              ____________
    Original FROM data after copying.
    (Default of blank will copy without
    deleting the Original FROM Data).

4. Enter ’1’ if you want to overwrite               ____________
    the existing TO rcds with the FROM
    information.  (Default of Blank will
    not overwrite existing TO rcds).

ÑÑ Exercises
��� ��� �����	� �
� ��	 ��������
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Set Up Employee History and Turnover Tracking

Setting Up Employee History and Turnover Tracking
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Set Constants
Information

Select Data for Tracking
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What You Should Know About
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Setting Up History and Turnover Constants

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 29

From Constants & History/Turnover Setup (G08H4), choose Constants
Information

�#) '�( )$ ��'(#&, �"� ()&"#*�& �#"'(�"(' (# �"����(� (��( ,#) +�"( (�� ','(�!
(# '(#&� ��'(#&, �"� ()&"#*�& &��#&�'� �#) ��" ��##'� (# (&��� ��'(#&, #" ,�
()&"#*�& #" ,� #& �#(��
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�)"�(�#"'� ')�� �' $&#��''�"� �"(�&�! �����'� ,#) !)'( ����'' (�� �)!�"
&�'#)&��' �#"'(�"(' �"� )'� (�� ���"�� ��(�#"� �#) !)'( $�&�#&! (��' ��(�#"
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Choosing Data for History Tracking Purposes

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 29

From Constants & History/Turnover Setup (G08H4), choose Select Data for
Tracking
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Setting Up Turnover Columns

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 29

From Constants & History/Turnover Setup (G08H4), choose Define Turnover
Columns
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Activating History and Turnover Tracking

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 29

From Constants & History/Turnover Setup (G08H4), choose Initialize History &
Turnover
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Processing Options for Initialize Employee History

1. Enter a date to be used as the                   ____________
    Effective Date for all history
    records.  Default of blank will use
    the date when each employee record
    was last changed.

2. Choose what files to initialize given            ____________
    the choices below:
    H = Initialize History  only
    T = Initialize Turnover only
    B = Initialize History and Turnover.

3. To clear records from the indicated              ____________
    file(s) before initialization, enter
    one of the following values:
  1 = Clear the entire selected file(s)
  2 = Clear History/Turnover records for
     the selected employees only
   Default of blank will not clear any
   records.

4. Enter a change reason for initial                ____________
    turnover and history rcds.  A blank
    will default a change reason of’001’
    New Hire for turnover rcds and the
    window value for the history rcds.
    (F1 will display allowed values.)

What You Should Know About Processing Options
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Set Up Human Resources Constants

Setting Up Human Resources Constants
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Before You Begin

� ��'��( ����� ����� ��
 ����� ���� ��	������� � # ��� #��%� � �� &%
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��� #��%� ��

Setting Up the Default Salary Display

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 29

From Constants and History/Turnover Setup (G08H4), choose Constants
Information

� $%����#��*� %�� $���#) ��� #��%� � %��% �!!��#$  � #�'��( � #�$ ��� #�! #%$�
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Setting Up Position Control Information

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 29

From Constants and History/Turnover Setup (G08H4), choose Constants
Information
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Setting Up Requisition Information

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 29

From Constants and History/Turnover Setup (G08H4), choose Constants
Information
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Setting Up Pay Rate Verification

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 29

From Constants and History/Turnover Setup (G08H4), choose Constants
Information
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Work with the HR Subsystem and Monitor

Working with the HR Subsystem and Monitor
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Starting the Subsystem and Monitor

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History and Turnover Advanced and Technical Operations (G08H3),
choose Start Subsystem & Monitor
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Stopping the Subsystem and Monitor

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History and Turnover Advanced and Technical Operations (G08H3),
choose Stop Subsystem & Monitor
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See Also
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Stopping the Monitor Only

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History and Turnover Advanced and Technical Operations (G08H3),
choose Stop Monitor Only
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Starting the Monitor Only

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History and Turnover Advanced and Technical Operations (G08H3),
choose Start Monitor Only
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Reviewing the Status of the Monitor

From Human Resources (G08), choose Employee History

From Employee History (G08H1), enter 27

From History and Turnover Advanced and Technical Operations (G08H3),
choose Review Monitor Status
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What You Should Know About

�	��	�� �� �	�	 ��� 	�� �� ������ �	��� �	
� ���� 
 ��

�� �	� �	�	 ��� ��
�	��� �� ��� 	� �� ������� ��
�	����

�� ����� �����	�� 	� ���� ���	� ��� ��� ����

�� ��	��� �� �� �������� �� �� ��
�	�� ��� �� �	�	 ���

�� ������� ��	� �� ��
�	�� ��� �� ������ �	��� �	
��

	�� ����� �� ���� ���	����� ��	����� �� ��� ���

�� �� �	� ��
�	���

�����	�� ��� 
��	��

������

��� ��� ����� ��� �	���� ��	�� �� ��	��� �� ��

������� �� 	�� ���� ������	����� �� �� ��� �����	�

������� �����

See Also

� �� ���	�
��� ������
�� ��
�� ��� ������	���� 	
��� ����� �������



Human Resources

11–58 A8.1 (8/97)



A8.1 (8/97) 11–59

Set Up Job Information

Setting Up Job Information
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Setting Up Pay Grades

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), enter 29

From Job Specifications Setup (G08J4), choose Pay Grades by Class
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Processing Options for Pay Grade/Salary Range Information

Enter a “Skip to” query name to be used             ____________
 when the World Writer versions list
 function key is pressed to call the
 World Writer versions list. Blank will
 display the entire list for Wages and
 Salary World Writers, (Grp Q082).
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Setting Up Pay Grade Steps

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), enter 29

From Job Specifications Setup (G08J4), choose Pay Grade Step Table
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What You Should Know About
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Setting Up Pay Range Formulas

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), enter 29

From Job Specifications Setup (G08J4), choose Define Pay Range Formulas
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$",$4,"3& 0"8 1".(&2 '/1 &"$) 0"8 (1"%&� �)&2& '/1-4,"2 "1& #"2&% /. 3)& +/#
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Exercises
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Defining Job Evaluation Factors

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), enter 29

From Job Specifications Setup (G08J4), choose Compensable Factors Tables
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Setting Up a Cross-Reference Table by Business Unit

From Human Resources (G08), choose Job Specifications

From Job Specifications (G08J1), enter 29

From Job Specifications Setup (G08J4), choose BU/Job ID Cross-Reference
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Set Up Employee Information

Setting Up Employee Information
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Defining Category Codes for Human Resources

From Employee Information (G08E1), enter 29

From Employee Information Setup (G08E4), choose Employee Category
Codes

From Employee Category Codes Setup (G08E41), choose an option
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Choosing Fields for Future Data Revisions

From Human Resources (G08), choose Employee Information

From Employee Information (G08E1), enter 29

From Employee Information Setup (G08E4), choose Specify Future Data Fields
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Set Up Contract Calendar Information

Setting Up Contract Calendar Information
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Identifying Non-Standard Dates for All Contract Calendars

From Human Resources (G08), choose Position Control

From Position Control (G08P1), enter 27

From Position Control Advanced and Technical Operations (G08P3), choose
Contract Calendar Master
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Creating Contract Calendars

From Human Resources (G08), choose Position Control

From Position Control (G08P1), enter 27

From Position Control Advanced/Technical Operations (G08P3), choose
Contract Calendar Master
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What You Should Know About
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Processing Options for Contract/Calendar Master

1. Enter a ’1’ if you would like
Saturday and Sunday to be included as a
work day with a Day Value of 1.0.                   ____________

2. If JD Edwards payroll is installed
enter the last payroll period end date.
This is used to prevent calendar changes
on days that have already been paid
which would cause a loss of data
integrity. If left blank the system date
will be used.                                       ____________

3. Enter the version of form P08936 to
use when Recalculate Contract/Calendar
Salary (P08936) is executed.                        ____________

Updating Employee Records for Contract Calendars

From Human Resources (G08), choose Position Control

From Position Control (G08P1), enter 27

From Position Control Advanced/Technical Operations (G08P3), choose
Recalculate C/C Salary
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Processing Options for Recalculate Contract/Calendar Salary

1. Enter the Contract/Calendar to                   ____________
   process.

2. If switching the employees attached              ____________
   to the Calendar entered in 1., enter
   the name of the new Calendar.

3. Enter the number of periods left to              ____________
   pay.

4. Enter a ’2’ to perform the file                  ____________
   updates. Leave mode as ’1’ to print
   a proof report.

5. Enter a ’1’ to change retrieve salary            ____________
   paid before change. This must be
   blank if switching calendars.

6. Enter the effective date. If it is               ____________
   left blank and if a new calendar was
   entered in 2. then the start date
   the new calendar will be used. If a
   new calendar was not specified then
   the system date will be used.

7. Enter the change reason.                         ____________

8. Enter a ’1’ to change all attached
   calendars to have a record type of
   ’O’ for omitted.                                 ____________

What You Should Know About Processing Options
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Set Up AAIs for Position Budgets

Setting Up AAIs for Position Budgets

From General Accounting (G09), enter 29

From General Accounting System Setup (G0941), choose Automatic
Accounting Instructions
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Set Up Safety and Health Administration

Setting Up Safety and Health Administration

From Human Resources (G08), choose Safety and Health

From Safety and Health Administration (G08S1), enter 29

From Safety and Health Administration Setup (G08S4), choose Establishments
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Set Up Canadian Employment Equity Information

Setting Up Canadian Employment Equity Information

From Employee Information (G08E1), choose International Data

From International Information/Procedures (G08E13), enter 29

From International Information Setup (G08E43), choose Canadian Employee
Setup
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