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Preface

Intended Audience

Welcome to Release 12.2 of the Oracle Human Resources Management Systems Enterprise
and Workforce Management Guide (Mexico).

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

e The principles and customary practices of your business area.

e QOracle HRMS.

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

®  Oracle Self-Service Web Applications.

* The Oracle Applications graphical user interface.
To learn more about the Oracle Applications graphical user interface, read the

Oracle E-Business Suite User’s Guide.

See Related Information Sources on page xiv for more Oracle E-Business Suite product
information.

Documentation Accessibility

For information about Oracle's commitment to accessibility, visit the Oracle
Accessibility Program website at
http://www.oracle.com/pls/topic/lookup?ctx=acc&id=docacc.

Access to Oracle Support

Oracle customers have access to electronic support through My Oracle Support. For

xiii



Structure

information, visit http://www.oracle.com/pls/topic/lookup?ctx=acc&id=info or visit
http://www.oracle.com/pls/topic/lookup?ctx=acc&id=trs if you are hearing impaired.
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xiv

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

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

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

Guides Related to All Products
Oracle E-Business Suite User's Guide

This guide explains how to navigate, enter data, query, and run reports using the user
interface (UI) of Oracle E-Business Suite. This guide also includes information on setting
user profiles, as well as running and reviewing concurrent requests.

Oracle Application Framework Personalization Guide

This guide covers the design-time and run-time aspects of personalizing applications
built with Oracle Application Framework.

Guides Related to This Product

Oracle Human Resources Management Systems Enterprise and Workforce
Management Guide

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

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




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

Oracle Human Resources Management Systems Payroll Processing Management Guide

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

Oracle Human Resources Management Systems Compensation and Benefits
Management Guide

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

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

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

Oracle Human Resources Management Systems Implementation Guide

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

Oracle Human Resources Management Systems FastFormula User Guide

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

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

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

Oracle Performance Management Implementation and User Guide

Learn how to set up and use performance management functions. This includes setting
objectives, defining performance management plans, managing appraisals, and
administering questionnaires.

Oracle Succession Planning Implementation and User Guide

Learn how to set up and use Succession Planning functions. This includes identifying
succession-planning requirements, using talent profile, suitability analyzer, and
performance matrices.

Oracle Human Resources Management Systems Deploy Strategic Reporting (HRMSi)

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

Learn about the workforce intelligence Discoverer workbooks.

Oracle Human Resources Management Systems Approvals Management
Implementation Guide

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

Oracle Human Resources Management Systems Window Navigation and Reports
Guide

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

Oracle iRecruitment Implementation and User Guide

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

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

Oracle Learning Management Implementation Guide

Implement Oracle Learning Management to accommodate your specific business
practices.

Oracle Time and Labor Implementation and User Guide

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

Oracle Labor Distribution User Guide

Learn how to maintain employee labor distribution schedules, distribute pay amounts,
encumber (commit) labor expenses, distribute labor costs, adjust posted labor
distribution, route distribution adjustment for approval, and manage error recovery
processes. You also learn how to set up effort reporting for Office of Management and
Budget (OMB) compliance.

Other Implementation Documentation
Oracle E-Business Suite Maintenance Guide

This guide contains information about the strategies, tasks, and troubleshooting
activities that can be used to help ensure an Oracle E-Business Suite system keeps
running smoothly, together with a comprehensive description of the relevant tools and
utilities. It also describes how to patch a system, with recommendations for optimizing
typical patching operations and reducing downtime.

Oracle E-Business Suite Security Guide

This guide contains information on a comprehensive range of security-related topics,



including access control, user management, function security, data security, and
auditing. It also describes how Oracle E-Business Suite can be integrated into a single
sign-on environment.

Oracle E-Business Suite Setup Guide

This guide contains information on system configuration tasks that are carried out
either after installation or whenever there is a significant change to the system. The
activities described include defining concurrent programs and managers, enabling
Oracle Applications Manager features, and setting up printers and online help.

Oracle E-Business Suite Flexfields Guide

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

Oracle eTechnical Reference Manuals

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

Integration Repository

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

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

You can navigate to the Oracle Integration Repository through Oracle E-Business Suite
Integrated SOA Gateway.

Do Not Use Database Tools to Modify Oracle E-Business Suite Data

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

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

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

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



1

Introduction to Oracle HRMS

Introduction to Oracle HRMS

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

e  Oracle Human Resources (HR)

¢ Oracle Payroll

e  Oracle Self-Service Human Resources (SSHR)
¢ Oracle Performance Management

® Oracle Succession Planning

¢ Oracle iRecruitment

¢ Oracle Time & Labor (OTL)

¢ Oracle Learning Management

e  Oracle Advanced Benefits (OAB)

® Oracle HRMS Intelligence (HRMS:i)

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

model that supports your enterprise's structures and policies.

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

Oracle Human Resources (HR) and Oracle Payroll

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

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

Oracle Human Resources and Oracle Payroll are separately licensed products.

Oracle Self-Service Human Resources (SSHR)

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

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

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

Oracle Performance Management

Oracle Performance Management is a self-service product that enables enterprises to
implement an effective performance management system. It enables managers and
employees to manage performance management functions including objectives setting
and appraisals process. Enterprises can create and administer questionnaires for the
various potential participants in the appraisal process.

Oracle Performance Management is a separately licensed product.

See: Oracle Performance Management Overview, Oracle Performance Management
Implementation and User Guide
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Oracle Succession Planning

Oracle Succession Planning is a comprehensive and integrated talent management
application that helps enterprises to obtain an extensive understanding of their
workforce talent and manage succession plans for key jobs, positions and people.

Talent managers and administrators can:

¢ Identify succession-planning requirements.
* Identify available and qualified talent pool.
® Assess types of talent required to meet business goals.

® Search talent pool for potential successors using various tools such as 9-Box
analysis, Suitability Matching, and Suitability Analyzer and compare workers'
talent profiles.

® Use the Succession Planning Portal to quickly access succession plans and launch
relevant actions from a single page.

¢ (reate and maintain succession plans to ensure that critical roles are covered at all
times.

* View analytical reports to assess succession planning effectiveness in their
enterprise.

Oracle Succession Planning is a separately licensed product.

See: Introduction to Oracle Succession Planning, Oracle Succession Planning
Implementation and User Guide

Oracle iRecruitment

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

Oracle iRecruitment is a separately licensed product.

See iRecruitment Overview, Oracle iRecruitment Implementation and User Guide

Oracle Time & Labor (OTL)

Oracle Time & Labor (OTL) is a web-enabled time-recording application that enables
you to reduce the costs associated with time and attendance record keeping. OTL

Introduction to Oracle HRMS 1-3



ensures all employees are paid correctly and on time, it reduces administration costs by
providing self-service time reporting for workers, and it shares worker time-related
information with other Oracle applications, such as Oracle Projects and Oracle Payroll.

Oracle Time & Labor is a separately licensed product.

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

Oracle Learning Management

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

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

Oracle Learning Management is a separately licensed product.

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

Oracle Advanced Benefits (OAB)

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

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

See Standard and Advanced Benefits Administration, Oracle HRMS Compensation and
Benefits Management Guide

Oracle HRMS Intelligence (HRMSi)

The Oracle HRMS products together hold vast amounts of HR data that, intelligently
organized and presented, can facilitate enterprise management and decision making.
Oracle HRMS Intelligence (HRMSi) is a configurable analysis tool that provides

structured and comprehensive access to your HR data. For example, HRMSi provides
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predefined reports that enable you to analyze budgets, view employee development
and performance data, analyze salary trends, and monitor vacancies and recruitment.
You can configure the predefined reports, and you can also define your own reports.

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

Oracle HRMSi is a separately licensed product.

See Reports and Processes in Oracle HRMS, Oracle HRMS Window Navigation and
Reports Guide

Introduction to Oracle HRMS

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

What is Human Resource Management?

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

How has the role of Human Resource Management changed?

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

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

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

Why is Human Resource Management important?

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

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

What applications make up the Oracle HRMS family suite?

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

Oracle Human Resources (HR)

Oracle Payroll

Oracle Advanced Benefits (OAB)

Oracle Self-Service Human Resources (SSHR)
Oracle iRecruitment

Oracle HRMS Intelligence (HRMSi)

Oracle Learning Management

Oracle Time & Labor (OTL)

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

What is Oracle Human Resources?

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

Manage the entire recruitment cycle.

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

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

Perform career management functions relating to the definition of competencies,
assessments, suitability matching, graphical ranking, and succession planning.

Administer and maintain benefits plans, coverage levels, and contribution
allocations.

Manage salary proposals, and approve these by component.

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

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

What is Oracle Payroll?

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

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

management of diverse payroll requirements.

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

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

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

e Efficiently check, double check, and reconcile payrolls.

* Make retroactive adjustments to past earnings and deductions.

e Examine employee payment histories at any time.

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

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

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

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

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

Oracle Payroll enables fast, flexible, and accurate payroll processing from time capture
to ledger costing.
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What is meant by separate vs. integrated Oracle HRMS systems?

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

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

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

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

What is Oracle Advanced Benefits?

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

Oracle Advanced Benefits delivers the following key functions:

* Pre and post-enrollment communications

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

¢ Enrollment process monitoring

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

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

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

What is Oracle Self-Service Human Resources (SSHR)

SSHR provides self-service human resource management for managers and employees.
Using an intranet and a web browser, employees and their managers now have easy to
use and intuitive access to personal data and career management functionality.
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Oracle Workflow is used extensively in SSHR. SSHR uses Workflow to manage the flow
of information between employees and management. The workflow engine is used for
business process transactions and can route decision making through approval chains.
For example, an employee may apply for a job using the Apply for a Job function, and
through a management approvals process be informed and accepted into a job.

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

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

* Manage careers.

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

® Perform web based recruitment using 'Candidate Offers'.

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

Is Oracle HRMS a Multilingual, Global Application?

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

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

Human Resource Model

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

Modeling Human Resource Information

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

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

People

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

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

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

Work Structures

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

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

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

Compensation and Benefits

Assignments

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

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

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

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

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

Shared Information in Oracle HRMS

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

Common Information

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

*  Your operational basics:

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

* Your organizational structure:

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

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

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

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

® Active assignment
¢ On maternity leave
* Terminated
*  Your employees' assignments to:
* Internal organizations
® (Grades, or grades and grade steps
® Jobs, or jobs and positions
® Salary bases for quoting pay, such as hourly or annual
e Payrolls
* Your contingent workers' assignments to:
® Supervisory details
¢ Assignment rate types and assignment rates
* Supplier details
e Elements of your employees' pay and benefits:
e Earnings such as salary, wages, commissions, bonuses, allowances

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

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

*  Nonpayment benefits such as vacation time or a company car

Shared Windows in Oracle HRMS

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

Shared windows can include some information fields relevant to both human resources
and payroll users, and other fields for information specific to either human resources or

Introduction to Oracle HRMS 1-13



payroll users but not both.

Using Shared Windows

You can control the use of fields on shared windows by the value your system

administrator gives to each user or responsibility for the HR:User Type profile option.
The three valid values are:

¢ HR with Payroll User
e HR User

e Payroll User

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

processing elements

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

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

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

e Cannot adjust element entry Pay Values

How to Use Your Documentation and Online Help

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

Oracle HRMS Implementation Guide

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

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

¢ Descriptions of post-installation utilities

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

¢ Technical essays that explain some fundamental aspects of Oracle HRMS

Oracle HRMS Configuring, Reporting, and System Administration Guide

The Oracle HRMS Configuring, Reporting, and System Administration Guide describes how
to configure the applica