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Preface

Understanding the PeopleSoft Online Help and PeopleBooks

The PeopleSoft Online Help is a website that enables you to view all help content for PeopleSoft
applications and PeopleTools. The help provides standard navigation and full-text searching, as well as
context-sensitive online help for PeopleSoft users.

Hosted PeopleSoft Online Help

You can access the hosted PeopleSoft Online Help on the Oracle Help Center. The hosted PeopleSoft
Online Help is updated on a regular schedule, ensuring that you have access to the most current
documentation. This reduces the need to view separate documentation posts for application maintenance
on My Oracle Support. The hosted PeopleSoft Online Help is available in English only.

To configure the context-sensitive help for your PeopleSoft applications to use the Oracle Help Center,
see Configuring Context-Sensitive Help Using the Hosted Online Help Website.

Locally Installed Help

If you’re setting up an on-premise PeopleSoft environment, and your organization has firewall restrictions
that prevent you from using the hosted PeopleSoft Online Help, you can install the online help locally.
See Configuring Context-Sensitive Help Using a Locally Installed Online Help Website.

Downloadable PeopleBook PDF Files

You can access downloadable PDF versions of the help content in the traditional PeopleBook format on
the Oracle Help Center. The content in the PeopleBook PDFs is the same as the content in the PeopleSoft
Online Help, but it has a different structure and it does not include the interactive navigation features that
are available in the online help.

Common Help Documentation

Common help documentation contains information that applies to multiple applications. The two main
types of common help are:

* Application Fundamentals
* Using PeopleSoft Applications

Most product families provide a set of application fundamentals help topics that discuss essential
information about the setup and design of your system. This information applies to many or all
applications in the PeopleSoft product family. Whether you are implementing a single application, some
combination of applications within the product family, or the entire product family, you should be familiar
with the contents of the appropriate application fundamentals help. They provide the starting points for
fundamental implementation tasks.

Copyright © 1988, 2021, Oracle and/or its affiliates. vii
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In addition, the PeopleTools: Applications User's Guide introduces you to the various elements of the
PeopleSoft Pure Internet Architecture. It also explains how to use the navigational hierarchy, components,
and pages to perform basic functions as you navigate through the system. While your application or
implementation may differ, the topics in this user’s guide provide general information about using
PeopleSoft applications.

Field and Control Definitions

PeopleSoft documentation includes definitions for most fields and controls that appear on application
pages. These definitions describe how to use a field or control, where populated values come from, the
effects of selecting certain values, and so on. If a field or control is not defined, then it either requires
no additional explanation or is documented in a common elements section earlier in the documentation.
For example, the Date field rarely requires additional explanation and may not be defined in the
documentation for some pages.

Typographical Conventions

The following table describes the typographical conventions that are used in the online help.

Typographical Convention Description

Key+Key Indicates a key combination action. For example, a plus sign
(+) between keys means that you must hold down the first key
while you press the second key. For Alt+W, hold down the Alt
key while you press the W key.

... (ellipses) Indicate that the preceding item or series can be repeated any
number of times in PeopleCode syntax.

{ } (curly braces) Indicate a choice between two options in PeopleCode syntax.
Options are separated by a pipe ( | ).

[ ] (square brackets) Indicate optional items in PeopleCode syntax.

& (ampersand) When placed before a parameter in PeopleCode syntax,
an ampersand indicates that the parameter is an already
instantiated object.

Ampersands also precede all PeopleCode variables.

> This continuation character has been inserted at the end of a
line of code that has been wrapped at the page margin. The
code should be viewed or entered as a single, continuous line
of code without the continuation character.

ISO Country and Currency Codes

PeopleSoft Online Help topics use International Organization for Standardization (ISO) country and
currency codes to identify country-specific information and monetary amounts.

ISO country codes may appear as country identifiers, and ISO currency codes may appear as currency
identifiers in your PeopleSoft documentation. Reference to an ISO country code in your documentation
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does not imply that your application includes every ISO country code. The following example is a
country-specific heading: "(FRA) Hiring an Employee."

The PeopleSoft Currency Code table (CURRENCY CD TBL) contains sample currency code data. The
Currency Code table is based on ISO Standard 4217, "Codes for the representation of currencies," and
also relies on ISO country codes in the Country table (COUNTRY TBL). The navigation to the pages
where you maintain currency code and country information depends on which PeopleSoft applications
you are using. To access the pages for maintaining the Currency Code and Country tables, consult the
online help for your applications for more information.

Region and Industry Identifiers

Information that applies only to a specific region or industry is preceded by a standard identifier in
parentheses. This identifier typically appears at the beginning of a section heading, but it may also appear
at the beginning of a note or other text.

Example of a region-specific heading: "(Latin America) Setting Up Depreciation"

Region Identifiers

Regions are identified by the region name. The following region identifiers may appear in the PeopleSoft
Online Help:

¢ Asia Pacific
*  Europe
e Latin America

¢ North America

Industry Identifiers

Industries are identified by the industry name or by an abbreviation for that industry. The following
industry identifiers may appear in the PeopleSoft Online Help:

e USF (U.S. Federal)

¢ E&G (Education and Government)

Translations and Embedded Help

PeopleSoft 9.2 software applications include translated embedded help. With the 9.2 release, PeopleSoft
aligns with the other Oracle applications by focusing our translation efforts on embedded help. We

are not planning to translate our traditional online help and PeopleBooks documentation. Instead we
offer very direct translated help at crucial spots within our application through our embedded help
widgets. Additionally, we have a one-to-one mapping of application and help translations, meaning that
the software and embedded help translation footprint is identical—something we were never able to
accomplish in the past.

Copyright © 1988, 2021, Oracle and/or its affiliates. ix



Preface

Using and Managing the PeopleSoft Online Help

Select About This Help in the left navigation panel on any page in the PeopleSoft Online Help to see
information on the following topics:

» Using the PeopleSoft Online Help
* Managing Hosted online help

* Managing locally installed PeopleSoft Online Help

Common Elements Used in this PeopleBook

administrator Refers to PeopleSoft power users. Power users generally
have access to the core PeopleSoft Human Resources (HR)
Management System. Depending on the organization, any of the
following system delivered roles are recognized as a power user:
Benefits Administrator, Federal Self-Service Administrator,
HR Administrator, HR Processor, Payroll Administrator, and
Personnelist.

originator The person who makes the initial request. For self-service
transactions, this is usually an employee or manager.

reviewer The person who either approves or denies a submitted request.

PeopleSoft HCM Application Fundamentals

The PeopleSoft eProfile provides you with implementation and processing information for your
PeopleSoft eProfile system. Additionally, essential information describing the setup and design of your
system appears in a companion volume of documentation called Application Fundamentals. Each
PeopleSoft product line has its own version of this documentation.

Related Links for PeopleSoft HCM

Oracle Help Center

PeopleSoft Information Portal

My Oracle Support

PeopleSoft Training from Oracle University

PeopleSoft Video Feature Overviews on YouTube

PeopleSoft Business Process Maps (Microsoft Visio format)
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PeopleSoft Spotlight Series

Contact Us

Send your suggestions to psoft-infodev_us@oracle.com. Please include the applications update image or
PeopleTools release that you’re using.

Follow Us

'F Facebook.
YouTube

Twitter@PeopleSoft Info.

PeopleSoft Blogs

LinkedIn

SE-ER-
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Chapter 1

Getting Started with eProfile

PeopleSoft eProfile Overview

eProfile is a collaborative application that enables employees to maintain their own profiles, thereby
decreasing administrative time, costs and increasing data integrity. eProfile ensures that data changes
comply with your organization's requirements.

With this application, employees can view, update, and request changes to their personal data, such as:
* Email address.

*  Emergency contacts.

» Ethnicity.

* Home and mailing addresses.

* Instant message IDs.

*  Marital status.

* Name change.

*  Personal information.

*  Phone numbers.

* Completing and submitting I-9 information.

For U.S. federal customers, additional transactions include:
*  Checking the status of requests they have submitted.

* Requesting a leave of absence.

* Requesting a termination.

PeopleSoft eProfile Business Processes

PeopleSoft eProfile supports these business processes:
* Maintaining name, address, phone number, marital status, date of birth, and other data.
* Requesting leaves of absence or terminations (U.S. federal employees).

» Determining how workflow notifications are received.

Copyright © 1988, 2021, Oracle and/or its affiliates.
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PeopleSoft eProfile Implementation

14

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

Other Sources of Information

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

Refer to the PeopleSoft HCM 9.2 - Reorganization of Component Interface Permissions (Doc 1D
2342162.1) MOS posting for a list of system-delivered Cls and their usage, the mapping of CIs and
associated permission lists, and the mapping of CI permission lists and user roles.

See product documentation for PeopleTools: Setup Manager.

Related Links

Application Fundamentals
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Chapter 2

(USF) Setting Up Approvals

Understanding Transactions and Approvals

This overview discusses:

» Approvals and the Approval Framework.

* Employee self-service transactions with approvals.
*  Work in progress statuses for approval steps.

* PAR defaults for approved transactions.

* Delivered approval flows.

Approvals and the Approval Framework

The system uses the generic Approval Framework to manage approvals for federal self-service
transactions. The Approval Framework is a tool for creating, running, and managing approval processes.
Approval workflow is triggered when a requester submits a transaction, such as a promotion. The
application hands the transaction over to the Approval Framework, which finds the appropriate approval
process definition and launches the approval workflow. The approval process definition controls who
must approve the transaction and in what order. Administrators have the ability to monitor the status of
Approval Framework approval transactions and to perform various actions on submitted transactions.

See "Understanding Approvals" (PeopleSoft HCM 9.2: Application Fundamentals).

Employee Self-Service Transactions With Approvals

PeopleSoft eProfile includes three federal self-service transactions that include Approval Framework
approval processing:

* Name change.
* Address change.

*  Marital status change.

Note: The Change Phone Number transaction does not use the approval process. When the request is
submitted, it automatically updates the PeopleSoft HR tables.

The Request Leave of Absence and Request Termination transactions use the USFED approval
transaction definitions that write directly to the PAR tables. The USFED transaction uses PeopleSoft
Workflow (and not the Approval Framework) to manage approvals

See "Understanding WIP Management System Setup" (PeopleSoft HCM 9.2: Application Fundamentals).
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Work In Progress Statuses for Approval Steps

The federal work-in-progress (WIP) management system works in tandem with approval processing to
automate the tracking and processing of personnel action requests as they move through the steps of the
approval process. Each transaction is configured to use specific WIP statuses at each stage of the approval
process.

Because the Approval Framework is a generic workflow approval engine, additional setup outside of
the Approval Framework is necessary so that you can associated federal work in progress statuses with
approval steps.

Note: When associating WIP statuses with approval steps, you manually set up the steps that represent
your approval processing steps. If you modify the delivered approval process, take care to keep these step
definitions in sync with the Approval Framework process definitions.

See Defining WIP Statuses for Approval Steps.

PAR Defaults for Approved Transactions

16

In PeopleSoft HR, the Personnel Action Request (PAR) system automatically routes a wide variety

of requests to reviewing officials in human resources. PAR processing is separate from the Approval
Framework approval process and occurs only after all Approval Framework approvals are complete, at
which point a component interface automatically pushes the transaction data to the PAR tables.

To support the push to the PAR system, you must provide default values for certain fields that are required
in the PAR tables and that are not normally entered by the employee who originates the self-service
request.

See Defining PAR Tracking Data.
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Image: Process flow for employee self-service transactions

This process flow diagram illustrates how employee self-service transactions first go through Approval
Framework approvals, then get sent to federal PAR processing before any data changes are made to core

HR tables:

(Federal Self-Service Transactions |
| I
| 1 |
I Employees submits Approval Framework . i
: self-service — routes transaction to —» Tr:nsig::::g ' :
: transaction Approvers PP :
e I _________________________ :

Component interface
sends data to
PAR tables
\Federal PAR Process :
: :
| I
I | Transaction entered FAR approval I
: in PAR tables ' HR Approval ’ complete :
! :
| o e e = = = = l_ _________________________ I
Data sent to core HR record by
component interface or
application package

Delivered Approval Flows

The Approval Framework controls the approval processes for both manager and employee transactions.
PeopleSoft delivers fully configured approval processes (including WIP statuses) for all of the U.S.
federal self-service transactions. As long as you use the delivered approval processes, no additional
configuration is necessary, but you can use the common Approval Framework pages to review (or
modify) the delivered configuration.

Approval Framework Process Definitions

These are the Approval Framework process definitions for the PeopleSoft eProfile federal transactions:

Transaction Approval Framework Process ID
Name change FederalNameChg
Address change FederalAddrChg
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Transaction Approval Framework Process ID

Marital status change FederalMarChg

Approval Framework process definitions include steps for each approver. (The initial request does not get
defined as a step.) All three of the delivered process definitions provide a two-step approval process, and

each approver has the option to approve or deny the transaction. If either approver denies the transaction,

the system closes the request and notifies the originator of the denial.

If both approvers approve the transaction, the system updates the PAR tables (the Federal Job, Federal
Personal Data, and the employee tracking tables), which in turn triggers a workflow notification to the
person assigned to the Personnelist role.

Defining WIP Statuses for Approval Steps

To define WIP statuses for approval steps, use the Approval Transactions (GVT_WIP_RECORD) and
Approval Flow (GVT_WIP_ACTVTY) components.

These topics provide an overview of WIP statuses and approval steps and discuss how to define WIP
statuses.

Pages Used to Define WIP Statuses for Approval Steps

Page Name Definition Name Usage
Transaction Setup Page GVT_WIP_RECORDI1 Define statuses and status types.
Define Steps Page GVT _WIP_ACTVTY4 Associate WIP statuses with steps in the

approval process for federal self-service
transactions.

You cannot associate WIP statuses with
approval steps for federal self-service
transactions until your approval process
has been defined. Use the Approval
Framework to define the approval
process.

Understanding WIP Statuses and Approval Steps

18

You define the approval steps for your self-service transactions using the Approval Framework. However,
additional setup is necessary so that you can associate federal WIP statuses with approval steps.

To define the WIP statuses for approval steps, you must first set up the WIP statuses. Each self-service
transaction has its own set of WIP statuses. Oracle delivers a complete set of statuses, but you can review
and modify them as necessary.

After defining WIP statuses for each transaction, you need to associate the statuses with the possible
actions that can be taken during specific approval steps. When you do this, you to create a row of data
for each approval step in the Approval Framework process definition and create one additional row to
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represent the initial request, which does not exist as a step in the Approval Framework process definition.
Then, for each approval step, you create a matrix that associates possible actions (such as request,
approve, or deny) with the available WIP statuses.

Note: When associating WIP statuses with approval steps, you manually set up the steps that represent
your approval processing steps. If you modify the delivered approval process, take care to keep these step
definitions in sync with the Approval Framework process definitions.

Transaction Setup Page
Use the Transaction Setup page (GVT_WIP_RECORDI) to define statuses and status types.
Navigation

Set Up HCM > Product Related > Workforce Administration > Workforce Data USF > Approval
Transactions > Transaction Setup

Image: Transaction Setup page

This example illustrates the fields and controls on the Transaction Setup page. You can find definitions for
the fields and controls later on this page.

Transaction Setup Defaults / Admin

Transaction FE_ADDRESS

*Description Address Change ¥ Avail to Manager Self-Service

*Short Description Address

Valid WIP Statuses Find | View All First ‘&' 1 0f 4 ‘*' Last
*WIP Status [1ST Status Type [+[=]
*Description First Auth o Work-in-progress s Completed
*Short Description 15t Auth € cancelled (Final Seif Svc Step)

Transaction Displays the self-service transaction whose WIP statuses you
are defining.

Avail to Manager Self-Service Select this option when setting up approvals for self-service
(available to manager self-service) transactions. It is recommended that you not change this field
for the delivered self-service transactions.

Valid WIP Statuses

WIP Status (work-in-progress status) Enter a three-character code to represent the status. Each
code represents a WIP status that is available for use as the
transaction goes through the approval process. Each WIP status
has a status type that indicates whether the status represents
work in progress, completed work, or cancelled work.
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Note: These codes must be defined as valid statuses for the
USFED transaction. This enables the system to process the
request using the existing HR Processing USF component
when the request has reached final approval in the self-service
approval process.

Status Type Select one of these values for each WIP status:

*  Work-in-progress: The status is used for a request that is
neither complete nor canceled.

e Cancelled: The status is used for a request that has been
denied.

*  Completed (Final Self Svc Step): The status is used for a
request that has been approved.

Define Steps Page

20

Use the Define Steps page (GVT_WIP_ACTVTY4) to associate WIP statuses with steps in the approval
process for federal self-service transactions.

You cannot associate WIP statuses with approval steps for federal self-service transactions until your
approval process has been defined. Use the Approval Framework to define the approval process.

Navigation

Set Up HCM > Product Related > Workforce Administration > Workforce Data USF > Approval
Flow > Define Steps

Select a transaction beginning with FE as the Transaction value in the search page.
Image: Define Steps page

This example illustrates the fields and controls on the Define Steps page. You can find definitions for the
fields and controls later on this page.

Define Steps

Transaction FE_MARITAL Marital Status Change
Approval Process Steps Find | View All First'd' 103 Last
*Step Number | 1 FHE=
*Step Name REQUEST
*Description Request

*Short Description Request

Actions For Step Find | View All First &/ 1 of 1 & Last

*On Action 0f [Request =l “set Stas ToREQ/D,  poquested FHE=

Approval Process Steps

Step Number Enter a number that identifies the order that the approval
process will follow. The numbering of the approval steps
must be sequential and begin with the number 1. Step 1 must
represent the initial request, and subsequent steps must represent
the approval steps as defined in the Approval Framework.
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Important! For each federal self-service transaction, this page
must list every approval step that was defined in the Approval
Framework process definition and an additional step for the
initial transaction request.

Enter a name for this step. The name can be up to 10 characters
long.

Add or modify the action for which you are defining a WIP
status. Valid actions are Approve, Deny, or Request.

For the first step (which always represents the initial request),
create one row for the Request action. For subsequent steps,
which represent approver actions, create one row for the
Approve action and one row for the Deny action. (The other
action in the drop-down list box, Pending, is not valid for the
Approval Framework approval process, so you do not need to
define a WIP status for this action for any of the approval steps.)

Select the WIP status to assign to the transaction when the
selected action takes place. This field prompts against the
transaction-specific WIP statuses that you define on the
Transaction Setup page. As delivered, the transactions that you
configure using this page (that is, all transactions other than
USFED) have these four statuses: /st (first authorization), 2nd
(second authorization), DNY (denied), and REQ (requested).

Defining PAR Tracking Data

To define PAR tracking data, use the Approval Transactions (GVT_WIP_RECORD) component.

These topics provide an overview of default PAR data and describe how to enter the PAR tracking data

for federal self-service transactions.

Page Used to Define PAR Tracking Data

Page Name

Definition Name Usage

Defaults / Admin Page

GVT_WIP RECORD3 Define PAR tracking data.

Understanding PAR Tracking Data

Self-service transactions are designed so that employees can easily enter requests to change their own
personal data and managers can enter requests to change their direct reports' job data. The government
requires that certain information be included with each personnel action request. However, this data
would not ordinarily be known by the self-service user.
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To ensure that this information is recorded accurately, the system enables you to define the appropriate
action/reason codes, Notice of Action (NOA) codes, legal authorities, and PAR remarks for each
transaction. This default information is automatically written to the government PAR records when the
federal component interface is run at the completion of the final self-service step for the transaction.

Related Links
"Understanding the Administering PAR System" (PeopleSoft HCM 9.2: Human Resources Administer
Workforce)

Defaults / Admin Page

22

Use the Defaults / Admin page (GVT_WIP_RECORD3) to define PAR tracking data.
Navigation

Set Up HCM > Product Related > Workforce Administration > Workforce Data USF > Approval
Transactions > Defaults / Admin

Image: Defaults / Admin page

This example illustrates the fields and controls on the Defaults / Admin page. You can find definitions for
the fields and controls later on this page.

Transaction Setup Defaults | Admin

Transaction FE_ADDRESS

PAR Defaults

Action |DTA 3, Data Change
*Reason Code |STC |2, Status Change
Nature of Action Code (800 |3, Chg in Data Element
Legal Authority (1) CGM @