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Time and Labor
Employee HUB (Self Service)

Entering Time on the Timesheet

Entering Time on the Timesheet

The following topic describes how to report time as a Time Reporter using the
time reporting page.

Key Terminology

« Time Reporter - a person that has been enrolled as a time reporter for
whom time will be reported or created.

e« Time Reporting Codes (TRC) - Time Reporting Codes (TRCs) represent
which method to use for processing the time worked.

e Timesheet - Enables employees to view and report time and task details
for a day, week, or time period.

« Payable Time - Payable time represents the quantity of work performed
(hours, dollars or units), the time reporting code that controls how the
employee is paid and the tasks to which time was reported, if
applicable. The batch process, Time Administration, brings all of these
elements together to generate payable time.

e« Time Administration - Time Administration, the core process in Time and
Labor, converts reported, leave and scheduled time into payable
time. The payable time is passed to other applications such as Payroll.

e« Workgroup - Group of time reporters who share common HR
characteristics including compensation, FLSA status and work
week policies.

Procedure
This lesson will walk you through how to enter time on a timesheet.

Navigation: Employee Hub > Time\Leave > Timesheet
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USER PRODUCTIVITY KIT

Step Action

1. Accessing Time Reporting will start from the Employee Hub page.

2. Notice the Employee Hub has a new menu option, Time \ Leave.

This menu option enables the employee to enter Time Management and /
or Absence Management information.

Hub Favorites Hub Menu ~

P

Al ~ | Search Rl Advanced Search

Help? | %

Employee Hub Manager Hub

Personalize Content | Lay

Personal Information

Pay

Time \ Leave

Career

Performance

Agency News s a-

Browser for Windows 10 is Chrome or Edge

e

Recommended Browser for Windows 10 is Chrome or Edge
How fo update Chrome
How to update Chrome to be on the newest version

UPDATED: Delta Airlines Discount Program offering deeper
discounts effective Oct 1, 2015

4DELTA
DISCOUNT] 15
PROGRAM
Delta Airiines Discount Program, Good for Business & Personal Travel

Instructions to add Delta.com to Trusted Sites and Clear Cache in IE
If you cannot get into Delta.com add them to your Trusted Sites and Clear Cache
UPDATED: Delta Airlines Discount Link Overview Doc

Browser for Mobile Devices is Chrome

9

Recommended Browser for Mobile Devices is Chrome

ﬁ%j State Employee Director

Search by Name

2. my Profile

New JDQ System- Live Now!

=
Check out a video of the new

Now Livel

OMB Safe Operating
e gt Click to Re

Tutorials Delia Airlines Discount FAQ's

Keep Your Emplovees Up To Date with Specific Agency News
With the new Emplayee Hub, Agencies now have the ability to add news articles that
are specific to their employees

Agency News

E 3 HR/Payroll = Employee Travel Email Notification \ Travel Reimbursements On-Line
More.

Quick Links T o

View ANl Articles and Sections

HR/Payroll News T a-

View All Arficles and Sections
NDPERS Employer Self Service
PERS News S av

View All Ariicles and Sections

. NDPERS Member Self Service

]| J

[Eu@E0o @ &

2 Employee-facing regi...

Step Action

3. Click the Time \ Leave link.

Time \ Leave

4. The Time \ Leave menu displays the Time Management and Leave (Absence)
task links.

5. Click the Timesheet link.
| Timesheet |

6. Use the Timesheet page to report time and task details for a day, week, or time
period.

The top section of the Timesheet displays the demographic information.

The Select Another Timesheet section enables you to select a specific timesheet
based on a predefined timeline.
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Step Action

9. The next section is used to enter your hours worked for the selected pay period.

10. The Reported Time Status section displays the hours entered and saved for the
specified time period.

Hub Favorites ¥ Hub Menu ~ > Navigations Collections ¥ > EE Hub Nav Collections ~ Timelleave ¥ > Timesheet
F"; 2 Al - | Searcn B Aovanced search
Employee Hub Manager Hub Help? | %
New Window | Help | &
Timeshest
Employee Hame Employee ID
Employee Job Title Empl Record
Actions ~ Earliest Change Date 11/19/2016

Select Another Timesheet

*View Ely§ - Previous Week  Next Week

*Date (0372712017 |

Reported Hours (.00 Print Timesheet

From Monday 03/27/2017 to Sunday 04/02/2017 (7
Mon Tue Wed Thu Fri sat Sun

321 28 379 50 31 n a0 Total Time Reporting Code
= 1
= ——
= 1
Save for Later Submit

Reported Time Status || Summary
Reported Time Status Personalize | Find | 20| Ed  10f1
Date Total TRC Description Comments

0.000000

Request Absence
Self Service

Time Reporting

Lrstart Jia =E J 2 Timesheet - Windows... J HulEOde LE B

Step Action

11. The *View By field is used to select a time period format to display the timesheet.

Click the *View By dropdown arrow.

“View By
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Hub Favorites ¥ Hub Menu ~ Navigations Collections ¥

Search

Help? | %

Employee Hub Manager Hub

Timeshest

Employee Hame

Employee Job Title

Actions =
Select Another Timesheet

*View By Week
Calendar Period
Day

Week

*Date

surs 0.00

From Monday 03/27/2017 to Sunday 04/02/2017 (7

Tue
3128

Thu
3130

wed
3129

Mon
3027

Save for Later Submit

Reported Time Status || Summary
Reported Time Status
Total TRC

Date Description

0.000000

Request Absence
Self Service

Time Reporting

£7start J Lm2 J = Timesheet - Windows...

EE Hub Nav Collections ¥

OoORACLE
USER PRODUCTIVITY KIT

Timesheet

# Home

Time\Leave ¥

Bl Advanced Search

New Window | Help | &

Employee ID
Empl Record

Earliest Change Date 11/19/2016

Previous Week Next Week

Print Timesheet
Fri sat Sun
o ors e Total Time Reporting Code

E—
]
]

Personaiize | Fina | & | B 10r1

Comments

[BoEDe @ Sk

Step Action

Click the Week item.

Vee

12.

Hub Favorites ¥ Hub Menu v

s

Help? | %%

Navigations Colleclions ¥
~ | Search

Employee Hub Manager Hub

Timeshest

Employee Hame
Employee Job Title
Actions =
Select Another Timesheet
“View By
*Date 037272017 |50

Reported Hours 0.00

From Monday 03/27/2017 to Sunday 04/02/2017 (2

Mon Tue
37 3128

Wed
329

Thu
3130

=
=l
F =

Save for Later Submit

Reported Time Status || Summary
Reported Time Status
Total TRC

Date Description

0.000000

Request Absence
Self Service

Time Reporting

£7start J Lm2 J 2 Timesheet - Windows...

EE Hub Nav Collections ¥

Timesheet

#& Home

Time\ Leave ¥

gl Advanced Search

New Window | Help | &

Employee ID
Empl Record
Eariiest Change Date 11/18/2016

Previous Week Next Week

Print Timesheet
Fri sat sun
o Fin = Total Time Reporting Code

E—
]
—

Personalize | Find | & | B

Comments

1of1

|BuEDe [bE &G
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Step Action

13. The *Date field is used to indicate which active timesheet you wish to view by
date.

For this example, you will enter '11/19/2016" using the calendar icon.

Click the Choose a date (Alt+5) button.

[

14. Click the Month drop down arrow.

March =]

HubFavortes * | HubMenu ¥ > Navigations Colleclions ¥ EE Hub Nav Collections ™ > Time\leave ¥ > Timesheet
" V7 ’, All - | Search Bl Advanced Search
Employee Hub Manager Hub Help? | %%
New Window | Help | &
Timeshest
Employee Name Employee ID
Employee Job Title Empl Record
Actions = Earliest Change Date 11/19/2016
Select Another Timesheet
*View By [Week - Previous Week  Next Week
“Date (03272017 |5 %
Galendar Print Timesheet
March ~fl207 |
From Monday 03/27/2017 to Sunday 040  Tjznuory
{ T F s
Mon Tue February Fri sat sun
o = [t PR o Fin = Total Time Reporting Code
April
= M”EV 9 10 11
June 5 16 17 18
& = f\ﬂ'ém 0 23 24 25
= September [0 30 31
Ociober
Save for Later Submit Be
T Cuirent Date )
Reported Time Status || Summary
Reported Time Status Personaize | Fina | & | 10f1
Date Total TRC Description Comments

0.000000

Request Absence
Self Service
Time Reporting

£start Ji =2 J 2 Timesheet - Windows... J oS BE w¥dy

Step Action

15. Click the November item.
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Hub Favorites ¥ Hub Menu v

Time Reporting

£ start J Lma

Navigations Colleclions ¥

EE Hub Nav Collections ¥

Time\ Leave ¥

Search Bl Advanced

J & Timesheet - Windows...

Employee Hub Manager Hub Help? | %%
Timeshest
Employee Hame Employee ID
Employee Job Title Empl Record
Actions = Earliest Change Date 11/19/2016
Select Another Timesheet
“View By [Week - Previous Week  Next Week
“Date (03272017 |5 %
Galendar Print Timesheet
ND\’EmDEF >} 2017 hd
From Monday 03/27/2017 to Sunday 04/0]  *=rrree -l =
Mon Tue SMTWTFS Fri sat sun
327 3128 12 3 4 a3 an a2
= 5 5 7 8 9 10 11
= 12 13 14 15 16 17 18
19 20 21 22 23 24 35
= 26 27 28 20 30
Save for Later Submit
4 Current Date
Reported Time Status || Summary
Reported Time Status Personaize | Fina | & |
Date Total TRC Description Comments
0.000000
Request Absence
Self Service

Timesheet

OoORACLE

USER PRODUCTIVITY KIT

#& Home

Search

New Window | Help | &

Total Time Reporting Code

E—
]
—

10of1

|BuEDe [bE &G

Step

Action

16.

2017

[

Click the Year drop down arrow.

Hub Favorites ¥ Hub Menu ~

Y4

Navigations Collections ™

EE Hub Nav Collections +

Time\ Leave ™

Timesheet

#& Home

Search Ed Advanced Search

Employee Hub Manager Hub Help? | %%
Timesheet
Employee Hame
Employee Job Title —
Actions ~ 2017
Select Another Timesheet 5313
*View By [Week 2020
; ” 2021
“Date 0372702017 |5 2022
2023
Calendar 2024
2025
November v
From Monday 03/27/2017 to Sunday 04/0. =200
s M T w2027
Mon Tue
327 3128 2028
12029
= 5 6 7 82080
= 12 13 14 15 16 17 18
19 20 21 22 23 24 25
=] 26 27 28 29 30
Save for Later Submit
4/ Current Date (*
Reported Time Status || Summary

Employee ID
Empl Record 0
Earliest Change Date 11/19/2016

Previous Week Next Week

Print Timesheet
Fri sat Sun
3 4M an

Reported Time Status

Date Total TRC
0.000000

Request Absence

Self Service

Time Reporting

£ start J LEE

Description

J 2 Timesheet - Windows.

Personalize | Fing | G| &

Comments

New Window | Help | &

Total Time Reporting Code

"
E—
]

10of1

im0 |60 &%
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Step Action

17. Click the 2016 list item.

HubFavorites * | HubMenu ¥ > Navigations Collecions ¥ > EE HubNav Collections ™ 5> Time\leave ¥ > Timeshest
F’; ! STRT All = | Search Rl Advanced Search
Employee Hub Manager Hub Help? | %%
New Window | Help | &
Timeshest
Employee Hame Employee ID
Employee Job Title Empl Record
Actions = Earliest Change Date 11/19/2016
Select Another Timesheet
*View By [Week - Previous Weelc  Next Week
“Date (03272017 |5 %
Calendar Print Timesheet
November = 2015 hd
From Monday 03/27/2017 to Sunday 04/0; = - -l
S MTWTF s
Mon Tue Fri Sat Sun
o = 1203 4 5 o Fin = Total Time Reporting Code
= 6 7 8 9 10 11 12
13 14 15 16 17 18 19
+ l—
== 20 21 22 23 24 25 26
= 27 28 29 30
Save for Later Submit
Current Date
Reported Time Status || Summary
Reported Time Status Personalize | Find || B 1011
Date Total TRC Description Comments

0.000000

Request Absence
Self Service

Time Reporting

£7start JL =2 J & Timesheet - Windows... J E NN NC] LE =y

Step Action

18. Click '19".

19

19. Click the Refresh Timesheet button.

4

20. Notice the *View By period now displays the selected date.

21. Notice approved Leave Hours have been prepopulated on the timesheet.

22. Also, the Reported Time Status information displays the detail of the
prepopulated (Leave) hours on the timesheet.

23. Next, you will enter any additional hours on to the timesheet.

Click the Add a new row (+) button.

24. Click in the Fri 11/25 field.

25. Enter the desired information into the Fri field. Enter "4.00".
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Step Action

26. Next, select a Time Reporting Code for the hours entered.

Press [Tab].
27. Click the Time Reporting Code field.

HubFavorites ¥ | HubMenu ¥ > Navigalions Collections ¥ > EE HubMNav Collections = > Time\leave v > Timesheet 4 Home
' /¥ ! STRT All = | Search Rl Advanced Search
Employee Hub Manager Hub Help? | %%
New Window | Help | -
Employee ID
Empl Record 0
Earliest Change Date 11/19/2016
imesheet
“View By | Week = Previous Week  Next Week
“Date[11/192016 |5 %
Reported Hours 23 00 Print Timesheet
119/2016 to Friday 11/25/2016 (7
Sat Sun Mon Tue Wed Thu Fri
1119 11120 1121 122 123 124 125 JLeta e aEroi o
200 200 200 400 2800 S41 - Annual Leave-Salaried
400 { =l
. 10 REG - Requiar
ST 50 ONCAL - On Call
50 PGR10 - Pager 10 Health Dept Use Only
atus || Summary 70 PGR15 - Pager 15 Health Dept Use Only
tatus Personalize | Find | @] B8 1404
ried Status Total TRC Description Comments
s Approval 200541 Annual Leave-Salaried
s Approval 200541 Annual Leave-Salaried
s Approval 8.00 841 Annual Leave-Salaried
s Approval 400841 Annual Leave-Salaried
[start J amE J 2 Timesheet - Windows... J HuoEOo BE &S

Step Action

28. Click the REG - Regular list item.
10 REG - Regular
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Hub Favorites ¥ Hub Menu ¥ > Navigations Collections ¥ EE Hub Nav Collections ¥ > Time\Leave ¥ Timesheet

.' ,. i ! STRT Al ~ | Search EA Advanced Search

Employee Hub Manager Hub Help? | %%

Mew Window | Help | [ =

Employee ID
Empl Record 0

Earliest Change Date 11/19/2016
imesheet

*View By | Week B Previous Week Next Week

“Date[11/19/2016 |5 "%

Reported Hours 23.00 Print Timesheet

119/2016 to Friday 11/25/2016 (7

1119 20 e iz o 1124 s TotlTime Reporting Coce
200 200 200 400 28.00 41 - Annual Leave-Salaried
o EET——]
Submit
jatus || Summary
tatus Personalize | Find | 0] B2 1-40f4
ried Status Total TRC Description Comments
s Approval 200541 Annual Leave-Salaried
s Approval 200541 Annual Leave-Salaried
s Approval 200541 Annual Leave-Salaried
s Approval 400541 Annual Leave-Salaried e

£7start JL =2 J & Timesheet - Windows... J E NN NC] BE wydy

Step Action

29. Press [Tab].

30. This field is used to designate reported time as Overtime (OT) or Compensatory
Time (CT) hours. Check your agency policy to confirm when this is applicable.

Note: The default of this field is Overtime (OT).

Click the Look up OT / Comp (Alt+5) button.

[d

31. In this example, this field will be left blank.

Click the Close (x) button.

[

32. This field is reserved for agency-specific task number assignments. This
information will be displayed on the timesheet

Click the Look up Task (Alt+5) button.

[d

33. In this example, this field will be left blank.

Click the Close button.

[
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Step Action

34. After you have entered your hours, you will have the choice to:

- Save for Later - Allows you to enter more hours on the timesheet before the end
of a pay period.

- Submit - You have entered all of your hours for the pay period and would like to
submit them for Managers approval.

35. In this example, you will Save for Later.

Click the Save for Later button.

| Save for Later |
36. The reported times is displayed in the Reported Time Status section.
37. The Timesheet also enables you to place comments for the hours you have

entered, if required. In this example, add a comment to explain the hours worked
on Friday, 11/25.

Click the bubble Review Comments icon.
a2

38. The Comments page enables you to place a comment to be viewed by your
Manager or any delegated person responsible for reviewing and approving time.

Hub Favorites ¥ Hub Menu ¥ Navigations Collections ¥ > EE Hub Nav Collections ¥ Time\leave ¥ > Timesheet

Al ~ | Search el Acvanced Search
TR Comments
Em
Help
Tim¢ Comments
Employee ID
Employment Record 0
Actions ~

Action Note

Sel¢

Comment history cannot be altered or removed. Once you select OK to leave the page or select Apply for one or more entered comment, you
will not be able to alter or remove those comments later
Comments related to time entered for 11/25/2016 Personalize | Find | View Al | 2| B Fist () 1-3013 ) Last
Fron
Date User ID DateTime Created Source Comment
11112502016 @ND.GOV AT Time Reporting
7:53PM

Rey}

Ref}

Date

11121

‘Add Comment
1124
oK Cancel Apply

11129

11724

111252016 Needs Approval 400841 Annual Leave-Salaried

Drstart] | S B @[ Timesheet - Windows... |BnE0e GE &y

Step Action

39. Enter the desired information into the Comment field. Enter "Work half day.".
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Step Action

40. NOTE: The comments you enter cannot be altered or removed. Please do not
place confidential or personal information in the comments field.

41. Click the '"OK" button.
OK

Hub Favorites ¥ | HubMenu ~ Navigations Collections ¥ > EE Hub Nav Collections Timelleave ¥ > Timesheet
’ oIl ‘, All - | Search Rl Advancea Search
Employee Hub Manager Hub Help? | %%
New Window | Help | 2]
Timesheet
Employee Hame Employee ID
Employee Job Title Empl Record 0
Actions~ ] Earliest Change Date 1172112016
Select Another Timesheet
*View By [Week - Previous Week  Next Week

“Date[11/192016 5%

Reported Hours 32.00 Print Timesheet

From Saturday 11/19/2016 to Friday 11/25/2016 (7

Sat Sun Mon Tue Wed Thu Fri ) ;

11119 120 124 122 123 124 1125 oD repoiing ode
= 4.00 4.00[REG - Regular
2.00 2.00 2.00 0.00 400 28.00S41-Annual Leave-

Save for Later Submit

Reported Time Status || Summary

Reported Time Status Personalize | Find | @] E§ 1606
Date Reported Status Total TRC Description Comments
1172172016 Approved 8.00 541 Annual Leave-Salaried
11/22/2016 Approved 8.00 541 Annual Leave-Salaried
1172372016 Approved 800841 Annual Leave-Salaried
1172412016 Approved 0.00 541 Annual Leave-Salaried
1172512016 Saved 4.00REG Reqular Q

..’:s‘tmarr:J = -g [ Timesheet - windows... |EBEnE0e « Ey

Step Action

42. Click the Submit button.
| Submit |

43. A certification message appears for you to confirm that you have reported the
correct hours and leave taken.

Click the OK button.
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Hub Favorites ¥ Hub Menu ¥ > Navigations Collections ¥ EE Hub Nav Collections ¥ > Time\Leave ¥ Timesheet #& Home

.’ ,. 7 /» All = | Search Ed Advanced Search

Employee Hub Manager Hub Help? | %%

New Window | Help | &
Timesheet

Submit Confirmation

B The Submit was successful
Time for the Week of 2016-11-19 to 2016-11-25 is submitied

OK

ﬂ” Mm@ J {2 Timesheet - Windows... J’mm
Step Action
44, Click the OK button.
45, You have returned to the time entry page.
46. Congratulations, you have completed this lesson.
End of Procedure.

Understanding Timesheet Preferences
Understanding Timesheet Preferences

The Timesheet Preferences page is used to set the view of your time
reporting preferences.
Procedure

In this lesson, you will learn how to set up Timesheet Preferences to reflect your work week.

Navigation: Employee Hub > Time \ Leave > Timesheet User Preferences
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Hub Favorites ™ Hub Menu ¥

Al ~ | Search Bl Advanced Search

Employee Hub Manager Hub Help? | #%

Personalize Content | Lay

533 State Employee Directol

()
o
4

Personal Information Agency News

Browser for Windows 10 is Chrome or Edge

Search by Name

Pay Recommended Browser for Windows 10 is Chrome or Edge

How to update Chrome
Hi update Chrome to be on the newest version

- 2. my Profile
Time \ Leave Recommended Browser for Mobile Devices is Chrome =
New JDQ System- Live Now!
Recommended Browser for Mobile Devices is Chrome:
Timesheet

My Leave Balance

UPDATED: Delta Airlines Discount Program offering deeper ’Tch \cout avideo of th
discounts effective Oct 1, 2015 eck out a video & new

Absence Request Delta Airlines Discount Pregram, Good for Business & Personal Travel Naow Live!

Absence Balances Instructions to add Deita.com to Trusted Sites and Clear Cache inIE

Absence Reguest History If you cannot get into Deita.com add them to your Trusted Sites and Clear Cache OMB Safe Operating
UPDATED: Delta Airlines Discount Link Overview Doc e Click to Re

Manage Delegation

Delta Airlines Discount FAQ's
Keep Your Emplovees Up To Date with Specific Agency News
With the new Employee Hub, Agencies now have the ability to add news articles that

Timesheet User Preferences

Career are specific o their employees -
Agency News
= Employee Travel Email Notification \ Travel Reimbursements On-Line

Performance More...

View Al Articles and Secfions
Tutorials
HR/Payroll News T o

Quick Links s o~ View Al Articles and Secfions

PERS News S ov
HR/Payroll

View Al Articles and Sections

Step Action

1. From the Employee Hub tab using the Time \ Leave navigation,

Click the Timesheet User Preferences link.
| Timesheet User Preferences |

2. The Timesheet User Preference page is used to set the Time Reporting
Preferences on the timesheet.

3. The page has several options to set timesheet display preferences. The primary
option is the *Start Day of Week.
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Hub Menu ~ B

Hub Favorites ¥ » Navigations Colleclions ¥ >

i

Employee Hub Manager Hub Help? | %%

Time Reporting Preferences || Schedule Preferences

RSN E LY Show CODE - Description

l

L e o ] g

*Time Prepopulation Method | off

“Default Timesheet Display [Weeldy
*Start Day of Week [7 - Sunday
*Save For Later Option [Prompt For Validation
=submit Option [Confirm
“Timesheet by Status Pivot Grid [Use Instaliation Defauit

Task Value Defaults (7 Personalize | Find | View Al | Q First ‘4 10f1 ‘*/ Last
Taskgroup
*Taskgroup Description

Q # =]
Save

Self Service
Time Reporting

(=] Notify

EE Hub Nav Collections ¥ Time\leave

OoORACLE
USER PRODUCTIVITY KIT

> Timesheet User Prefi

All = | Search Bl Advanced Search

New Window | Help | Personalize Page | &

Step

Action

Navigate to the timesheet display.

Click the Time \ Leave button.

Click the Timesheet menu.

Ij Timesheet

Sunday (3/26).

Note the current start day of this work week in this example timesheet is set to
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HubFavorites ™ | HubMenu ™ > Navigalions Coleclions ¥ > EE HubNav Collections ¥ > Iime Timesheet
.' Ve ! All ~ | Search Bl Advanced Search
Employee Hub Manager Hub Help? | %%
New Window | Help | &
Timeshest
Employee ID
Empl Record 0
Actions = Earliest Change Date 12/04/2016
Select Another Timesheet
*View By -l Previous Week  Next Week

*Date 037262017 |50
Reported Hours 0.00 Print Timesheet

From Sunday 03/26/2017 to Saturday 04/01/2017 (2

Sun Mon Tue Wed Thu Fri Sat -
25 327 28 379 330 a1 n Total Time Reporting Code
=
=]
=
Save for Later Submit

Reported Time Status || Summary

Reported Time Status Personaize | Fina | & | & 10f1
Date Total TRC Description Comments
0.000000
Request Absence
Self Service

Time Reporting

Step Action

7. Using the Timesheet User Preference page, change the start day of the work
week.

Click the Time \ Leave button.

8. Click the Timesheet User Preferences menu.

| |_E| Timesheet User Preferences
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Navigations Colleclions ¥

HubMenu ~ BB

Hub Favorites ¥

All = | Search

Employee Hub Manager Hub Help? | %%

Time Reporting Preferences || Schedule Preferences

*TRC Presentation Ji

“Time Prepopulation Method | o

]

*Default Timesheet Display I\'\"EEK\)-

*Start Day of Week [7 - Sunday

*Save For Later Option I Prompt For Validation

=submit Option [Confirm

L e o ] s

EE Hub Nav Collections ¥

“Timesheet by Status Pivot Grid [Use Instalation Defaut
Task Value Defaults (7 Personaiize | Find | view A1l | ] &

Taskgroup

*Taskgroup Description

Q
Save

Self Service
Time Reporting

(=] Notify

First

Y 1011

OoORACLE
USER PRODUCTIVITY KIT

Time \ Leave ¥ Timesheet User Prefi #& Home

fdl Advanced Search

New Window | Help | Personalize Page | &

b Last

==

Step Action

Click the Start Day of Week list.

*Start Day of Week| 7 - Sunday

Navigations Colleclions ¥

HubMenu ~ BB

Hub Favorites ¥

All Search

Employee Hub Manager Hub Help? | %%

Time Reporting Preferences || Schedule Preferences

EE Hub Nav Collections ¥

*TRC Presentation | Show CODE - Descripfion

“Time Prepopulation Method [Off

*Default Timesheet Display I\'\"EEK\)-

o 14l 1s]

*Start Day of Week{ 7 - Sunday

*Save For Later Option [EeiES
=Submit Option |3 - Wednesday

*Timesheet by Status Pivot Grid

Task Value Defaults (7

Taskgroup

Description

Q

“Taskgroup

Save

Self Service
Time Reporting

=1 Notify

Time \ Leave ¥ Timesheet User Prefi #& Home

il Advanced Search

New Window | Help | Persenalize Page | &

of 1 &) Last

==
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Step Action

10. In this example, the start of the work week is Monday,

Click the 1 - Monday list item.
-Monday

Hub Favorites ¥ Hub Menu ¥ Navigations Collections ¥ EE Hub Nav Collections ¥ > Time\Leave ™ Timesheet User Pref

.", 7/ ‘_ Al ~ | Search ll ~cvanced search

Employee Hub Manager Hub Help? | %%

New Window | Help | Personalize Page | &
Time Reporting Preferences || Schedule Preferences

D
“TRC Presentation [Show CODE - Description =l
*Time Prepopulation Method [Off =l
*Default Timesheet Display [Weekly =l
*start Day of Week IR -
*Save For Later Option | Prompt For Validation >
*Submit Option [Confirm =
“Timesheet by Status Pivot Grid [Use Instaliation Default =l
Task Value Defaults (7 Personalize | Find | View Al | C0] B2 First 4 10i1 @ Last
Taskgroup
*Taskgroup Description
Q =
Save
Self Service

Time Reporting
(=] Notify

Step Action

11. Click the Save button.

Save

12. Click the Time \ Leave button.

13. Click the Timesheet menu.

14, In this example, notice the start of the work week has been immediately changed
to Monday (3/27).
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Hub Favorites ¥

N

Hub Menu ¥ EE Hub Nav Collections ¥ >

All = | Search Bl Advanced Search

Time\ Leave ¥ Timesheet

> Navigations Collections ¥

Employee Hub Manager Hub Help? | %%
Timeshest
Employee Hame Employee ID
Employee Job Title Empl Record 0
Actions = Earliest Change Date 12/04/2016

Select Another Timesheet

view By ([ S |

*Date 037272017 |50

Previous Week Next Week

Reported Hours 0.00 Print Timesheet

From Monday 03/27/2017 to Sunday 04/02/2017 (2

Mon Tue wed Thy Fri sat sun ==
3027 3128 3129 3130 331 41 a2

=

=}

=

Save for Later Submit

Reported Time Status || Summary

Reported Time Status Personaize | Fina | & | &
Date Total TRC Description Commen s

0.000000

Request Absence
Self Service

Time Reporting

dnd.

spfstrtfEMPLOYEE/EMPLYR/ 7t ab=NDS_EMPLOYEE ...

10of1

OoORACLE
USER PRODUCTIVITY KIT

New Window | Help | &

Time Reporting Code

E—
]
—

Step

Action

15.

Click the Home link.
& Home

16.

Congratulations, you have completed this lesson.
End of Procedure.

Manage Delegations

Manage Delegations

The following topic describes how a Manager, Supervisor or Agency Administrator can
request a delegate to handle their department employee leave requests and payable time

approvals.

Procedure

This lesson walks you through the steps to manage delegations.

Navigation: Employee Hub > Time \ Leave > Manage Delegations
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Hub Favorites ™

Hub Menu ¥

Personal Information
Pay
Time \ Leave
Career
Performance
Tutorials

Quick Links

HR/Payroll

JDQ

NDPERS Employer Self Service

NDPERS Member Self Service

{22 Employee-facing registry...

o
s

£ start Jﬁ; -2

Al ~ | Search

Employee Hub

#*

Manager Hub Help?

Agency News

(#)

Browser for Windows 10 is Chrome or Edge

Recommended Browser for Windows 10 is Chrome or Edge

How to update Chrome

How to update Chrome to be on the newest version

Recommended Browser for Mobile Devices is Chrome
Recommended Browser for Mobile Devices is Chrome:

UPDATED: Delta Airlines Discount Program offering deeper
discounts effective Oct 1, 2015

Detta Airlines Discount Program, Good for Business & Personal Travel
Instructions to add Delta.com to Trusted Sites and Clear Cache in IE

If you cannot get into Delta.com add them to your Trusted Sites and Clear Cache
UPDATED: Delta Airlines ount Link Overview Doc

Deita Airfines Discount FAQ's

Keep Your Employees Up To Date with Specific Agency News

With the new Employee Hub, Agencies now have the ability to add news articles that
are specific to their employees

Agency News
= Employee Travel Email Notification \ Travel Reimbursements On-Line
More.

View Al Articles and Seclions

HR/Payroll News T ov
View Al Articles and Seclions
PERS News T o~

View Al Articles and Sections

[@imao -9

Training Guide

Edl ~dvanced Search

Personalize Content | Lay.
583 State Employee Directol

Search by Name

. My Profile

New JDQ System- Live Now!

Check out a video of the new

Mow Live!
(OMB Safe Operating
S Ciick to Re

Step Action

Delegation page.

Time | Leave

Start at the Employee Hub Time\Leave menu option, navigate to the Manage

Click the Time \ Leave link.
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Hub Favorites ™ Hub Menu ¥

W Al ~ | Search Bl Advanced Search

Employee Hub Manager Hub Help? | #%

Personalize Content | Lay

Q_g_rj State Employee Directol

Q
o
4

Personal Information Agency News

Browser for Windows 10 is Chrome or Edge

Search by Name

Pay Recommended Browser for Windows 10 is Chrome or Edge

How to update Chrome
Hi update Chrome to be on the newest version

- . My Profile )
Time \ Leave Recommended Browser for Mobile Devices is Chrome =

New JDQ System- Live Now!
Recommended Browser for Mobile Devices is Chrome:
Timesheet
My Leave Balance

Absence Request

UPDATED: Delta ines Discount Program offering deeper Check out 3 video of th
discounts effective Oct 1, 2015 eck out a video & new

Detta Airlines Discount Program, Good for Business & Personal Travel Naow Live!

Absence Balances Instructions to add Deita.com to Trusted Sites and Clear Cache inIE

Absence Requast History If you cannot get into Delta.com add them to your Trusted Sites and Clear Cache (OMB Safe Operating
\ianage Delegation UPDATED: Deita Airlines Discount Link Overview Do mi— Ciick to Re
Manage Deleg

Delta Airlines Discount FAQ's
Keep Your Emplovees Up To Date with Specific Agency News
With the new Employee Hub, Agencies now have the ability to add news articles that

Timesheet User Preferences

Career are specific to their employees o
Agency News
+ Employee Travel Email Nofification \ Travel Reimbursements On-Line

Performance More.,

View Al Articles and Seclions

Tutorials
HR/Payroll News T e

Quick Links s o~ View Al Articles and Secfions

PERS News S ov
HR/Payroll

View Al Articles and Sections

-

Lostart Jﬁﬁ m a2 J & Employee-facing regi... J HuEOo « Wiy

Step Action

2. Click the Manage Delegation link.
| Manage Deleqation |

3. Using the Manage Delegation page to assign others to initiate and/or approve
transactions for you.

Hub Favorites ¥ Hub Menu ~ Navigations Collections ¥ EE Hub Nav Coliections ¥ > Time\Leave ¥ Manage Delegation #& Home

F Y Search Bl Advanced Search

Employee Hub Manager Hub Help? | %

New Window | Help | Personalize Page | &
Manage Delegation

Employee Hame
Some of your self-service transactions can be delegated so that others may act on your behalf to initiate

and/or approve Iransactions for you and/or your employees. In addition, others may have delegated
responsibility for their transaclions to you

@ Leam More about Delegation

Select Create Delegation Request to choose Iransactions to delegate and proxies to act on your behalf.

Create Delegation Request

£ start J LmEa

Manage Delegati J BulEde « @
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Step Action

4. Click the Learn More about Delegation link.
gar |

ore about Delegatio

5. The Learn More about Delegation page provides detailed information regarding
the Manage Delegation process.

Please refer to it as you initiate your delegation requests.

Hub Favorites Hub Menu Navigations Collections EE Hub Nav Collections Time | Leave Manage Delegation

& Home

AT Manage Delegation Retum

Emplayee Hame: rsonalize Page | £
Manage Delegati
What is Delegation?
Employee Hame Depending upon how your System Administrator has setup your system, you may be able to delegate

some or all of your Employee and/or Manager Self Service transactions to one or mere people. When

Some of your selff-service|  delegating transactions, you can specify whether you're delegating the authority to initiate a transaction,
and/or approve fransacii or approve a transaction
responsibility for their trar| For example, you may choose to delegate some or all of your transactions for the following reasons:

* You know that you will be away from the office for an extended period of time, and thus will not be
able 1o manage ransactions for YU or your employees. You ¢an delegate your ransactions 1o
someone else for a specific period of ime.

- You prefer to have an assistant process all of your transactions. You can delegate all of your

SIIEEETOBIEEED transactions to someone else for an indefinite period of time.

There are three links on Delegation Home Page - one for each way of managing delegation

- Create Delegation Request - To create a delegation request so that your transaction(s) can be
taken care of by a proxy

« Review My Proxies - To view a list of transactions that you have delegated to proxies and to
revoke the delegated authority of proxies.

+ Review My Delegated Authorities - To view a list of transactions that have been delegated to
Yyou. You can either accept the request or reject the request

FAQ

Who can | delegate transactions to?

Just about anyone. The other person does not have to be a manager, and they don't have to report to
you

What happens when | delegate Approval authority to someone?

When you delegate Approval authority to a proxy, this person can act on your behalf to approve pending
{ransactions. The proxy will be nolified of pending transactions (just as you are), and can execute the
approval. In the event that the fransaction must go up another level in the organization hierarchy, the next
level approver(s) will be determined based upon your position in the hierarchy - not the proxy's.

Can | delegate a single transaction to more than one person?
No, you can not delegate the same transaction to more than one proxy for the same delegation period

How do | specify a window of time for delegating transactions?

When you create delegation request, you'll need to specify From Date and To Date. A blank To Date
indicates that the delegation is in effect indefinitely. A populated From Date indicates that the delegation
is in effect from that date forward, until the To Date (if the To Date is populated)

Manage Delegation

-

|EBEnEOe « W

£ start J Lma

Step Action

6. Click the scrollbar.

7. Click the Return button.
| Return |
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Hub Favorites ¥ Hub Menu ~ Navigafions Collections ¥ > EE Hub Nav Collections ¥

Al ~ | Search

Employee Hub Manager Hub Help? | %

Manage Delegation
Employee Hame:

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate

nd/or approve transactions for you andfor your employees. In addition, others may have delegated
responsibility for their fransactions to you

@iCeam iore about Delegation

Select Create Delegation Request to choose Iransactions to delegate and proxies to act on your behalf.

Create Delegafion Request

£ start J Lm2 J = Manage Delegation - .

OoORACLE
USER PRODUCTIVITY KIT

Manage Delegation

# Home

Advanced Search

New Window | Help | Personalize Page |

[@iEne =8

Step Action

Click the Create Delegation Request link.
Create Delegafion Reques]

Enter a From Date that is today or later. The field will default to the current date.

Hub Favorites ¥ Hub Menu ~ Navigations Collections ¥ EE Hub Nav Collections ¥

Al ~ | Search

Employee Hub Manager Hub Help? | %

Create Delegation Request
Enter Dates

Employee Hame

Emplayee Job Title

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that
is the same as o later than your From Date. For open-ended delegation requests, leave the To Date
blank

Delegation Dates
From Date P3/30/2017 |5

To Date El

Next Cancel

£ start J Lm2 J = Manage Delegation - ..

Time\leave ¥ > Manage Delegation

# Home

Advanced Search

New Window | Help | Personalize Page | I

[@iEie =8
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Step Action

10. Enter a To Date that is the same as or later than your From Date.

Click in the To Date field.

To Date[____]

11. Enter the desired information into the To Date field. Enter "04/07/2017".

To Date ]

12. Click the Next button.
| Mext |

Hub Favorites ¥ Hub Menu ~ > Navigations Collections ¥ > EE Hub Nav Collections ~

Timelleave ¥ > Manage Delegation

n ! All = | Search Bl Advanced Search

Employee Hub Manager Hub Help? | %

New Window | Help | Personalize Page | i
Create Delegation Request

Select Transactions

Employee Hame
Employee Job Title

Select the tranzactions that you want to delegate to a proxy. You can select one of many transactions.

Delegate Transactions
Transaction

i[~ | Employee Absence Balance

[T Employee Absence History

[T Emplayee Absence Request

[™ Manage Approve Payable Time

[T Manage Reported Time

[T Manager Absence Approve

[ Manager Absence Balance

[T Manager Absence History

[T Manager Absence Request

Select Al Deselect Al
Previous Next Cancel
£ start Jia = E J 2 Manage Delegation - ... J HulEDe « ®ls

Step Action

13. Click the Manage Approve Payable Time checkbox.

Manage Approve Payable Time

14. Click the Manager Absence Approve checkbox.
Manager Absence Approve

15. Click the Next button.
| Mext |

16. The Select Proxy by Hierarchy displays persons within your 'Reports To'
hierarchy that you can select as proxies.
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Hub Favorites ¥ Hub Menu ~ Navigations Collections ¥ EE Hub Nav Collections ¥ >

Al ~ | Search

Employee Hub Manager Hub Help? | %

Create Delegation Request
Select Proxy by Hierarchy

Employee Hame

Employee Job Title

This page displays persons within your hierarchy that you can select as proxies. Select the radio bution
next to the name to select that persen as a proxy. You can also select the Search by Name hyperiink to
search for proxies outside your hierarchy.

Search by Name

Choose Delegate

Organizational

£ start J L2 J {2 Manage Delegation - ...

Department Z

Department Z

Department Z

Department Z

Department Z

Department Z

Name Empl ID Relationship Job Title Department
©  Employee A ND1 Employee
C  Employee B ND2 Employee
©  Employee C ND3  Employee
¢ Employee D ND4 Employee
©  Employee E ND5 Employee
€ . Employee F NDB  Employee
Previous Next Cancel

Time \ Leave ¥

P4

OoORACLE
USER PRODUCTIVITY KIT

Manage Delegation #& Home

Advanced Search

New Window | Help | Personalize Page | i =

Supervisor Name
Supervisor A o
Supervisor B
Supervisor A
Supervisor C
Supervisor A

Supervisor B

|BEnEOe « W

Step

Action

17.

Click the Employee A radio button.

Employee A

18.

Click the Next button.
Mext
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Hub Favorites ¥ Hub Menu ™

ALY

Navigafions Collections ¥ > EE Hub Nav Collections ¥ Timelleave ¥ > Manage Delegation # Home

Search

Rl Advanced Search
Employee Hub Manager Hub Help? | %

New Window | Help | Personalize Page |
Create Delegation Request

Delegation Detail

Employee Hame

Employee Job Title

Proxy
From Date 033012017
To Date 04/07/2017

Transactions

Wanage Approve Payable Time

Manager Absence Approve

Previous Cancel

start Jﬁﬁ =2 J {2 Manage Delegation - ... J HiuEOe « @i

Step Action

19. Click the Submit button.

Hub Favorites ¥ Hub Menu ~ Navigafions Collections ¥ > EE Hub Nav Collections ¥

Time\leave ¥ > Manage Delegation

# Home
24 STRT

’ Search fdl Advanced Search

Employee Hub Manager Hub Help? | %

New Window | Help | Personalize Page |
Create Delegation Request

Employee Hame

Employee Job Title

‘You have successfully submitted a delegation request. Refer to the My Proxies page to view the status of
the request

£ start J Lm2 J = Manage Delegation - .

[@iEne =8
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Step

Action

20.

Click the OK button.
E oK |

Hub Favorites ¥ Hub Menu ~ » Navigafions Collections ¥ > EE Hub Nav Collections ¥

Employee Hub Manager Hub Help? | %

Manage Delegation

Employee Hame

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
and/or approve transactions for you and/or your employees. In addition, others may have delegated
responsibility for their transactions to you

i¥Leam More about Delegation
Select Creste Deiegation Request to choose iransactions to delegate and proxies to act on your behail.
Create Delegation Request

Select Review My Proxies o review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

£ start J Lm2 J = Manage Delegation - ...

Timelleave ¥

>

Manage Delegation # Home

Advanced Search

New Window | Help | Personalize Page |

[@iEne =8

Step

Action

21.

Click the Review My Proxies link.
Review My Proxied
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Hub Favorites ¥ Hub Menu ~ » Navigafions Collections ¥ > EE Hub Nav Collections ¥ Time\leave ¥ >

Manage Delegation
.,. ! Al ~ | Search gl Advanced Search

Employee Hub Manager Hub Help? | %

New Window | Help | Personalize Page | I
My Proxies

Employee Hame
Employee Job Title
This page allows you to view your proxies and the request status for each delegation request. Select a

particular status and select Refresh fo show the matching requests. Select the information icon to view
request details. To revoke requests, select the request, then select Revoke.

Show Requests by Status [ = [ Refresh

Choose Delegate

Transaction Name Job Title FromDate  ToDate  Request Status Soicoot™  Details
[ Wanager Absence Approve ADMIN 03302017 040772017 Submitted  Inactive [ ]
s ASSISTANT I
Manage Approve Payable ADMIN o .
0 ffa ranry 0302017 OAOTRONT Submited  Inactive [}
Select Al Desslect Al Revoke

Return to Manage Delegation

£ start Jﬁﬁ -2 J@MenegeDe\egatmn-Wlnm J HuEIO « W

Step Action

22. Click the Show Requests by Status drop down arrow.

=

23. Using the Show Requests by Status option, you can select a single delegation
status to view. The system defaults to show all statuses.

In this example, leave the field blank.
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HubFavorites ¥ | HubMenu ¥ > Navigalions Collections ¥ > EE HubNav Collections ¥ > Timelleave ™ > Manage Delegation
" /- Z ', Al ~ | Search Bl Advanced Search
Employee Hub Manager Hub Help? | %
New Window | Help | Personalize Page | I
My Proxies

Employee Hame
Employee Job Title
This page allows you to view your proxies and the request status for each delegation request. Select a

particular status and select Refresh fo show the matching requests. Select the information icon to view
request details. To revoke requests, select the request, then select Revoke.

Show Requests by Status [N ~ Refresh

Choose Delegate

Transaction Name Job Title FromDate  ToDate  Request Status Soicoot™  Details
[ Wanager Absence Approve ADMIN 03302017 040772017 Submitted  Inactive [ ]
s ASSISTANT I
Manage Approve Payable ADMIN o .
0 ffa ranry 0302017 OAOTRONT Submited  Inactive [}
Select Al Desslect Al Revoke

Return to Manage Delegation

Lostart Jiﬁ =2 J & Manage Delegation - .. J HiuEOe « ®s

Step Action

24, Click the Return to Manage Delegation link.

Beturn fo Manage Delegation]

25. The employee designated as the proxy will receive an email to accept or reject this
request.

Next, view the Manage Delegation page of the person receiving the request.
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Hub Favorites ¥ | Hub Menu ~
m Al | search Bl Advanced searcn
Employee Hub Manager Hub Help? | %%
Personalize Content | Lay,
=
Personal Information Agency News olar

Browser for Windows 10 is Chrome or Edge

Recommended Browser for Windows 10 is Chrome or Edge

Pay
How to update Chrome
How to update Chreme to be on the newest version
Time \ Leave Recommended Browser for Mobile Devices is Chrome
Recommended Browser for Mabile Devices is Chrome
Timesheet woeira] UPDATED: Delta Airlines Discount Program offering deeper
My Leave Balance | discounts effective Oct 1, 2015
Absence Request WLZ  Delta Airlines Discount Program, Good for Business & Personal Travel
Absence Balances Instructions to add Delta.com to Trusted Sites and Clear Cache in IE
Absence Request History Ifyou cannot get into Delta.com add them to your Trusted Sites and Clear Cache,

UPDATED: Deita A es Discount Link Overview Doc

Delta Airlines Discount FAQ's

Keep Your Emplovees Up To Date with Specific Agency News

With the new Emplayee Hub, Agencies now have the ability to add news articles that

Manage Delegation
Timesheet User Preferences

I 7start J Lo 2 J £ Employee-facing regi...

Career are specific to their emplayees
Agency News
+ Employee Travel Email Nolification \ Travel Reimbursements On-Line
Performance More...
View All Aricies and Sections
Tutorials
HRIPayroll News T o~
Quick Links S o || VewAliides and Secions
PERS News T o~
HR/Payroll
View All Aricles and Sections
e

Training Guide

583 State Employee Director

Search by Name

. My Profile

New JDQ System- Live Now!

Check out a video of the new

Mow Live!
(OMB Safe Operating
o et Click to Re

[@iEno F8E

Step Action

26. Click the Manage Delegation link.

IManage Delegation

Hub Favorites ¥ Hub Menu ~ Time\Leave ¥

W

Employee Hub

Collections ¥ EE Hub Nav Collections ¥ Manage Del

Search

#*

Manager Hub Help?

Manage Delegation

Employee Name

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
and/or approve fransactions for you and/or your employees. In addition, others may have delegated
responsivility for their transactions to you.

{@1Leam More about Delegation
Select Create Delegation Request to choose Iransactions to delegate and proxies to act on your behal
Create Delegation Request

Select Review My Delegated Authorities to see the list of fransactions that have been delegated to you by
others, and to accept or reject pending delegation requests

Revit ly Delegated Authorities

£ start J Lm2 J = Manage Delegation - .

New Window | Help | Personalize Page |

legation

# Home

fdl Advanced Search

[EiEne A&
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Step

Action

27.

Click the Review My Delegated Authorities link.
Eeview My Delegated Authoritied

Hub Favorites ¥ Hub Menu ~ » Navigafions Collections ¥ > EE Hub Nav Collections ¥ Timelleave ¥ > Manage Delegation

Employee Hub Manager Hub Help? | %

My Delegated Authorities

Employee Hame

Employee Job Title

This page allows you to view your delegated authorities. Select a particular status and select Refresh to
show the matching requests. Select the information icon for request details.

Show Requests by Status [Submitted =] | Refresh

Choose Delegate

Transaction Name Job Title FromDate  ToDate  RequestStatus Seicooton
I Multiple Transactions SLFY 0373012017 Q40712017 Submited Inactive
Select Al Deselect Al Acoept Reject

Return to Manage Delegation

£7start J Lm2 J & Manage Delegation - ...

New Window | Help | Personalize Page | I

F’; Zr4 Al | Search BY Aovanced search

Details

[EiEie A8

Step

Action

28.

Click the Transaction checkbox.
—

29.

Click the Multiple Transactions link.

IVuliiple Transactiond

To review the type of transactions involved in the request,
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Hub Favorites Hub Menu Navigations Collections EE Hub Nav Collections Time \ Leave Manage Delegation
Aol el Y /o5
Employee Hub Manager Hub Help? | %
New Window | Help | Personalize Page | i
My Delegated Autherities

This page aliows youtow| Multiple Transactions
sshow the matching requeq Help

Show Request| | Multiple Transactions

Transaction Name From Date To Date Request Status  Delegation Status
Choose Delegate
Transaction Manager Absence Approve V3072017 04072017 Submitied  Inactive
[7 Multiple Transaction| ;‘::1”:99 AEEDFIED 033012017 0410712017  Submitied Inactive
Select All Desele Retum

Return to Manage Delega|

o] | MG |[Erneeregion - [@a@0e -8

Step Action

30. Click the Return button.
| Return |

Hub Favorites ¥ Hub Menu ~ » i Collections ¥ > EE Hub Nav Collections ¥ Timelleave ¥ > Manage Delegation # Home

! Search fdl Advanced Search

Employee Hub Manager Hub Help? | %
New Window | Help | Personalize Page | I

My Delegated Authorities

Employee Hame

Employee Job Title

This page allows you to view your delegated authorities. Select a particular status and select Refresh to
show the matching requests. Select the information icon for request details.

Show Requests by Status | Submitted ~ Refresh

Choose Delegate

Transaction Name Job Title FromDate  ToDate  RequestStatus Soiooot™  Details
= ] SUPVII
& jiiliiipis Transadions 0373012017 Q40712017 Submited  Inactive (3]
Select Al Deselect Al Acoept Reject

Return to Manage Delegation

L start Jﬁﬁ =2 J & Manage Delegation - ... J HiuEOe « ®s
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Step Action

31. Click the Accept button.
| Accept |

Hub Menu ~ EE Hub Nav Collections ¥ Timelleave ¥ > Manage Delegation

# Home

Hub Favorites ¥

Manager Hub

»  Navigafions Collections ¥ >

Al « | Search Bl Advanced Search

Help? | %

Employee Hub
New Window | Help | Personalize Page | I

Accept Delegation Request

Employee Hame

Employee Job Title

‘You have successfully accepted a delegation request. Refer 1o the My Delegated Authorities page to view
d ion requests.

] | G |[Ea@Eie |- &%
Step Action
32. Click the OK button.
E OK |
33. Congratulations, you have completed this lesson.
End of Procedure.

Manager HUB (MSS)

How to Approve Payable Time

How to Approve Payable Time

The Approve Payable Time page displays all time reporters based on entries placed in the
Employee Selection Criteria and date range fields who have time with a Payable Status of
'‘Needs Approval' status.

Use the Approve Payable Time page to Approve, Pushback or Deny Payable
Time. Payable Time must be approved before it can be processed in payroll.
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Procedure
In this lesson you will navigate to the Payable Time page to review and approve a timesheet.

Navigation: Manager Hub > Team Absence/Time Management > Approve Payable Time

Step Action

1. The Manager Hub dashboard provides multiple ways to access the Approve
Payable Time page.

2. The HR/Payroll Pending Approvals section list the employees that have time
pending approval.

3. It can also be accessed using the Team Absence/Time Management menu bar.

Hub Favorites ¥ Hub Menu ¥

Al ~ | Search Ell Advanced Search |

Employee Hub Manager Hub Help? | %
- = P
Team Career & HR/Payroll Pending Approvals S #~v My Recruitin
Succession
Personalize

) Approval Receipt Today's Inter
Team Profiles Approval Name Effective Date o
Management = No interview

Manage Payable Time NIA 032212017 :‘
. B Interview
eam y ’ 1227
o eTime Manage Payable Time NiA 032212017
Management Manage Payable Time NIA 032202017 Team Perfon
Te .
Performance Manage Payable Time NIA 032212017 i
Critical Alert
Manage Payable Time NiA 032212017 =

Team Job L]
Opening Training Pending Approvals s ov 5
Team Learning No Pending Approvals Found ™

Quick Links & & v [& Maintain Approvals

t a HRPayrol | My Job Openings s ov | AAers

No data exists for selected criteria. Select Pagelet Settings, then Personalize to change filters. You have no
Learning ~My Job Openings Analytics
. Home
Direct Line Reports e~
j ] Personalize | Find | View All | 0] B 12014
Jba
Summary || Job Details || Contact | CareerPlan | Performance || Time || Succession
Performance  Compa
Name Job Title Rating e
~ Actions 103

Dsan| Gm e [Comerectnsea. [HeE0m o &

Step Action

4. In this lesson, use the menu bar option.

Click the Team Absence/Time Management link.

Team
Absence/Time
Management
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Step Action

5. Click the Approve Payable Time link.
Approve
Payable
Time
6. Use the Approve Payable Time page to refine your search for employees by

including groups, employee IDs, a certain date range, or many other criteria. You
can also return all the employees for whom you have approval authority and who
have Payable time that needs approval.

Hub Favorites ¥ Hub Menu ~ n ans Collections * >  Magr Hub Nav Collection ¥ > Team Absence/Time Management ¥ >  Approve Payah
2 Adanced Search B Lot oarchFoculs
Employee Hub Manager Hub Help? | ¢
New Window | Help | = = |
Approve Payable Time
Approve Time for Time Reporters
¥ Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value rcaga
Time Reporter Group Q
Save Criteria
Employee ID Q.
Last Name Q,
First Name Q
Department Q.
Reports To Position Number Q.
Change Time in View
Start Date [03/04/2017 |5 End Date 04/09/2017 @n_,
Employees For g Personalize | Find | View All | CJ First (4) 10f1 @) Last
Time Summary || Demographics
[ Last Name 0.000000
E Approve Deny Push Back |
o] Lm0 |[Ewmermer e [Hi@Eie & @
Step Action
7. Click in the Employee ID -Selection Criterion Value field.
8. Enter the desired information into the Selection Criterion Value field. Enter
“TTTTTIT".
9. Enter the desired information into the Start Date field. Enter "12/05/2016".
LT —
10. Enter the desired information into the End Date field. Enter *12/09/2016".
End Date[ ]
11. Click the Refresh Summary Page button.
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Step Action

12. Click the Last Name link.
| Employee Last Hame |

13. After selecting an employee, the Approval Details are displayed. Select the time
you wish to process, then select a button to take the desired action.

Hub Favorites ¥ Hub Menu ~ n ans Collections ™ Mar Hub Nav Collection ¥ Team Absence/Time Management ¥ Approve Payal

"'/ 7 All = | Search BN Avanced Search B Last Search Resulls

Employee Hub Manager Hub Help? | %
| New Window | Help | &

Approve Payable Time

Employee Hame Employee 1D 7777777
Employee Job Title Employment Record 0
Actions »

Start Date 12/05/2016

End Date 12/09/2016
Approval Details (7 Personalize | Find | View All | 20 ] First (€ 1.50f5 2 Last
Overview | Time Reporting Elements || Cost | Task Reporting Elements

Select  Date E&gnning Status Quantity Type Accounting Date Adjust Reported Time Add Comments
ode

iF 12/05/2016 REG Needs Approval 8.00 Hours [ Adjust Reported Time ]
[mf 120612016 REG Needs Approval .00 Hours 5 Adjust Reported Time ]
[t 1210712018 REG Needs Approval 200 Hours Bl Adjust Reported Time o]
r 120812016 REG Needs Approval 8.00 Hours [ Adjust Reported Time ]
[t 120912016 REG Needs Approval 2.00 Hours 5 Adjust Reported Time ]

Select Al Deselect All
Approve Deny Push Back

Return to Approval Summary

Lostart Jia =2 J  Approve Time by Gro... J BuEde GE @y

Step Action

14. Click the Select checkbox.
~

15. The Adjust Reported Time link will open the employee timesheet.

16. You can Add Comments to any row. You will see how to enter a comment later
in this topic.

17. To select all rows for the desired date range,

Click the Select All link.
Select All
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Step Action

18. The process buttons enable you to take the desired action on the selected rows.

Approve - The Payable time as been approved and will be sent to Payroll for
payment.

Deny - The Payable time has been denied and is not sent to Payroll for payment.

Push Back - Payable time requires additional information from the employee
before it can be approved.

For each of these actions an email notification will sent to the employee.

19. Click the Approve button.
| Approve |

20. Click the Yes button.

Yes

....................................

Mar Hub Nav Collection ™ Team Absence/Time Management ™ Approve Payab

All  ~ | Search Bl Advanced Search B Last Search Results

Employee Hub Manager Hub Help? | 3%

New Window | |
—

Save Confirmation

& The Save was successtul

[Figie @ @

Step Action

21. Click the OK button.
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Step Action

22. After the Save Confirmation is successful.

The employee will receive an email notification of the status of their payable time
request.

Hub Favorites ¥ Hub Menu ~ ans Collections ™ Mar Hub Nav Collection ¥ Team Absence/Time Management ¥ Approve Payal

or All  ~ | Search Bl Advanced Search B Last Search Results
Employee Hub Manager Hub Help? | ¥
| Mew Window | HE\
7y

Approve Payable Time

Employee Hame Employee ID 7777777
Employee Job Title Employment Record 0
Actions =

Start Date 12/05/2016
End Date 12/09/2016

Return to Approval Summary;

L7start Jiz =2 J £ Approve Time by Gro... J BuEde GE @y

Step Action

23. Click the Return to Approval Summary link.

Beturn to Approval Summary

24, Now walk through the process to Deny or Pushback a time approval request.
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Hub Favorites ¥ Hub Menu ~ n cions ¥ >  Mgr Hub Nav Collection ¥ Team Absence/Time Management ¥ >  Approve Payable Time

m STRT Al ~ | Search Bl Advanced Search [ Last Search Results

Employee Hub Manager Hub Help? | ¢
New Window | Heip | &
Approve Payable Time
Approve Time for Time Reporters
Employee Selection
Employee Selection Criteria Gel Employees

Selection Criterion Selection Criterion Value:

Clear Criteria
‘Time Reporter Group
Save Criteria
Employee ID T

Last Name
First Name

Department

FAV-R -V -RV-Ry<]

Reports To Position Number

No employees were returned for the time period specified.
Change Time in View
Start Date 1] End Date 121092016 |[ L

Manager Seff Service
Time Management

£7start Ji =2 J & Approve Time by Gro.. J EHuolHOde @ wyds

Step Action

25. Enter the desired information into the Start Date field. Enter "12/12/2016".

Start Date ]

26. Enter the desired information into the End Date field. Enter *12/16/2016".

Ena Date[ ]

27. Click the Refresh Summary Page button.

[

28. Click the Last Name link.
Employee Last Hame |

29. In this example, the time approval request for 12/12/2016 will be processed as a
Deny.
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Hub Favorites ¥

Huowenu ~ B cions v >

STRT

Mgr Hub Nav Collection ¥

Training Guide

Team Absence/Time Management ¥ >  Approve Payable Time

/ ', All -~ | Search Bl Advanced Search [ Last Search Results
Employee Hub Manager Hub Help? | ¢
| Mew Window | Help | &
Approve Payable Time
Employee Name Employee ID 7777777
e Job Title Employment Record 0
" start Date 12/1212015
End Date 12/16/72016
Approval Details (7 Personalize | Find | View Al | 1] B First (¢ 15015 * Last
Overview | Time Reporting Elements || Cost | Task Reporting Elements
Time
Select  Date Reporting Status Quantity Type AAccounting Date Adjust Reported Time ‘Add Comments
Code
[0 121212016 REG Needs Approval 200 Hours [ Adjust Reported Time o]
[ 12132016 REG Needs Approval .00 Hours ] Adjust Reported Time ]
T 121142016 REG Needs Approval .00 Hours ] Agust Reported Time ]
[T 121512016 REG Needs Approval 200 Hours [ Adjust Reported Time o]
[T 121612016 REG Needs Approval 8.00 Hours ] Adjust Reported Time o]
Select Al Deselect All
Approve Deny Push Back
Retum to Approval Summary
£7start J Lmg J & Approve Time by Gro.. J HulEOe GE ®ds

Step Action

30. Click the Select checkbox.

-

31.

Click the Add Comments button.

.

To provide more detail on why the approval request was Denied,

32.
confidential or personal information in the comment box.

NOTE: Comment history cannot be altered or removed. Please do not place
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Hub Favorites Hub menu ~ I ctions Mgr Hub Nav Collection Team Absence/Time Management Approve Payable Time
Employee Hub Manager Hub Help? | ¢
| New Window | Help | B
Apl TR Comments X
Help
Comments
Employee Hame Employee ID 7777777
Emplayee Job Title Employment Record 0
Actions ~
APH |Note
O¥ | Comment history cannot be altered or removed. Once you select OK to leave the page or select Apply for one or more entered comment, you
will not be able o alter or remave those comments later.
S
Comments related to time entered for 12/12/2016 Personalize | Find | View Al | 21| B Fist (4 10f1
Include in
Date User ID DateTime Created Source Approval  Comment
omments
04/05/2017
11211212016 @ND.GOV e Approvals (|
Seiq Add Comment
I: oK Cancel Apply
Reful « | i
£ start Jﬁﬁ m 2 J 2 Approve Time by Gro... J HiuEe GBE =Bl

Step Action

33. Click in the Comment field.

34,
to time entered".

Enter the desired information into the Comment field. Enter "Comment related

35. Click the button.

oK
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Hub Favorites ¥ Hub Menu ~ n cions ¥ >  Mgr Hub Nav Collection ¥ Team Absence/Time Management ¥ >  Approve Payable Time # Home

‘m STRT All -~ | Search Bl Advanced Search [ Last Search Results

Employee Hub Manager Hub Help? | ¢

| New Window | Help | &
Approve Payable Time

" I
Employee Name: Employee ID

Emplayee Job Title Employment Record 0
Actions~
Start Date 12/12/2016

End Date 12/16/2016
Approval Details (2 Personalize | Find | View Al | 2| BB First (4 15015 b Last

‘Overview | Time Reporting Elements || Cost | Task Reporting Elements

Select  Date Ee"éenning Status Quantity Type Accounting Date Adjust Reported Time Review Comments
ode
= 121212016 REG Needs Approval .00 Hours 5 Adjust Reported Time ’C}
- 12132016 REG Needs Approval .00 Hours 5 Adjust Reported Time @]
r 12/14/2016 REG Needs Approval 8.00 Hours &1 Adjust Reported Time ]
C 12152016 REG Needs Approval £.00 Hours El Adjust Reported Time o]
- 12162016 REG Needs Approval 2.00 Hours 5 Adjust Reported Time @]
Select All Deselect All
Approve Deny Push Back

Return to Approval Summary

start Jﬁﬁ =2 J 2 Approve Time by Gro... J HiuEe GBE =l

Step Action

36. Click the Deny button.
| Deny |

37. Click the Yes button.

Hub Favorites ¥ Hub Menu ~ ctions ¥ Mar Hub Nav Collection ¥ > Team Absence/Time Management ¥ Approve Payable Time #& Home

" Or L ". All - | Search B Advanced Search [ Last Search Results

Employee Hub Manager Hub Help? | 3%
New window | B
Saved |

Save Confirmation

& The save was successtul

£ 7start J e

[Figie @ &k
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Step Action

38. Click the OK button.

39. After the Save Confirmation is successful.

request.

The employee will receive an email notification of the status of their payable time

40. Next, in this example, the time approval request for 12/13/2016 will be processed

as a Push Back.

Hub Favorites ¥ HubMenu ~ [l clions ~ > Mgr Hub Nav Collection ~ > Team Absence/Time Management = >

Employee Hub Manager Hub Help? | ¢

Approve Payable Time

Employee Hame Employee ID 177777
Employee Job Title Employment Record 0
Actions~ !

Start Date 12/12/2016
End Date 12/16/2016

Approval Details (7
Overview || Time Reporting Elements || Cost || Task Reporting Elements

Time

Select  Date Reporting Status Quantity Type
Code
m| 1211312016 REG Needs Approval 200 Hours
[m} 1211412016 REG Needs Approval 8.00 Hours
[t 12/1512016 REG Needs Approval 2.00 Hours
[m} 121812018 REG Needs Approval 200 Hours
Select Al Deselect All
Approve Deny Push Back

Return to Approval Summary

L start J LmE J 2 Approve Time by Gro...

Personalize | Find | view A1 | 2| B First ‘&) 1-40f4 & Last

Accounting Date

B
E
B

Approve Payable Time

"'/ ', All = | Search Pl Advanced Search [ Last Search Resulls

| Mew Window | Help | &

Adjust Reported Time Add Comments

Adjust Reported Time
Adjust Reported Time

Adjust Reported Time

V000U

Adjust Reported Time

[Fa@0e |60 &G

Step Action

41, Click the Select checkbox.
I

42. To provide more detail on why the approval request was pushed back.

Click the Add Comments button.

.
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Hub Favorites Hub menu ~ I ctions Mgr Hub Nav Colleciion Team Absence/Time Management Approve Payable Time # Home
Employee Hub Manager Hub Help? | ¢
| New Window | Help | B
Apl TR Comments X
Help
Comments
Aclio Employee Hame Employee |D THITTT
Emplayee Job Title Employment Record 0
Actions =
APH |Note
O¥ | Comment history cannot be altered or removed. Once you select OK to leave the page or select Apply for one or more entered comment, you
will not be able to ater or remove those comments later.
S
Comments related to time entered for 12/13/2016 Personalize | Find | View Al | 21| B Fist (4 10f1
Include in
Date User ID DateTime Created Source Approval  Comment
omments
: 041052017
1121132016 {@ND.GOV oo Approvals (|
Seld
O Add Comment
Retul [ oK Cancel Apply
2l ]
£ start J Lm 2 J 2 Approve Time by Gro... J HiuEe GBE =Bl

Step

Action

43.

Click in the Comment field.

44,

Enter the desired information into the Comment field. Enter "Comment related
to time entered".

45.

Click the button.
oK
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Huomenu + I8 ctions ~

Hub Favorites ¥ Mgr Hub Nav Collection ¥

,- .q All = | Search
Employee Hub Manager Hub Help? | ¢
Approve Payable Time
Employee Hame Employee ID 1177177
Employee Job Title Employment Record 0
Actions =
Start Date 121212016
End Date 12/16/2016
Approval Details (7
Overview || Time Reporting Elements | Cost | Task Reporting Elements
Time
Select Date Reporting Status Quantity Type
Code
& 1211372016 REG Needs Approval 8.00 Hours
(m] 1211472016 REG Needs Approval 8.00 Hours
r 121152016 REG Needs Approval 8.00 Hours
O 121162016 REG Needs Approval 8.00 Hours
Select All Deselect Al
Approve Deny Push Back
Return to Approval Summary
£ “start J Lm2 J = Approve Time by Gro...

Team Absence/Time Management ¥

OoORACLE
USER PRODUCTIVITY KIT

Approve Payable Time # Home

Bl Advanced Search [ Last Search Results

| Mew Window | Help | &

Personalize | Find | View Al | 1] B First (¢ 14014 * Last

Accounting Date Adjust Reported Time Review Comments

) Adjust Reported Time &
5 Adjust Reported Time (@]
] Adjust Reported Time o
[5) Adjust Reported Time (®]

|BuEiDe @ @3k

Step Action

46. Click the Push Back button.

| Push Back |

47, Click the Yes button.

Hub Favorites ¥ Hub Menu ~ K

Employee Hub

ctions ¥
! Al
Help? | 3%

Mar Hub Nav Collection ¥
~ | Search

Manager Hub

Save Confirmation

& The save was successtul

L start J LE2 J Approve Time by Gro.

Team Absence/Time Management ™

Approve Payable Time #& Home

Bl Advanced Search [l Last Search Resulfs

New window | B
et |

[Figie @ &k
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Action
Click the OK button.

After the Save Confirmation is successful.

Step
48.

49.

The employee will receive an email notification of the status of their payable time
request.

Hub Favorites ¥

Employee Hub

+ubMenu ~ T8 ctions ~ Mar Hub Nav Collection ¥ >

Team Absence/Time Management ™

Approve Payable Time

All  ~ | Search Bl Advanced Search [ Last Search Results
Help? | 3%

Manager Hub

| New window | Help |
Approve Payable Time

Employee Hame Employee ID TITTETT
Employee Job Title
Actions =

Start Date 12/12/2016

End Date 12/16/2016

Employment Record 0

Approval Details (7 Personalize | Find | View Al | 1] B First (0 13013 & Last

Overview || Time Reporting Elements || Cost || Task Reporting Elements

Select  Date

Tim
Reporting
Code

Status Quantity Type Accounting Date
[C 1211412016 REG Needs Approval 8.00 Hours [
[T 12152016 REG Needs Approval .00 Hours 5
[T 12182018 REG Needs Approval 200 Hours Bl
Select Al Deselect All
Approve Deny Push Back

Return fo Approval Summary;

Lestart J LE2 J 2 Approve Time by Gro...

Adiust Reported Time

Adjust Reported Time
Adjust Reported Time

Adjust Reported Time

Add Comments

o
o
o

[Figie |6 &k

Step

Action

50.

Click the Return to Approval Summary link.

Beturn to Approval Summary

51.

Click the Home link.
#& Home

52.

Congratulations, you have completed this lesson.
End of Procedure.

View Payable Time Summary

View Payable Time Summary

Use the Payable Time Summary page to view one week's payable time.
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Procedure

In this lesson you will navigate to the Payable Time Summary page to view the details of an
employee's payable time.

Navigation: Manager Hub > Team Absence\Time Management > Payable Time Summary

Step Action

1. Using the Manager Hub tab, note the updated navigation now includes a Team
Absence/Time Management menu bar.

Hub Favorites ¥ | HubMenu
' 7 ¥ ! Al ~ | Search il Advanced Search B
Employee Hub Manager Hub Help? | %
Team HR HR/Payroll Pending Approvals S e~ | MyRecruitin
Desktop
Personalize
Today's Inter
Team Career & Approval Name Effective Date Approval Receipt Date
Succession No interview
lans Manage Payable Tme . NIA 0373172017
- B Interview
Team Profiles Manage Payable Time NiA 0373172017
Management
Manage Payable Time ! NIA 033172017 Team Perfon
Team
AbsencefTime | My Job Openings c ov §
Management Y BSINE) Critical Alert
No data exists for selected criteria. Select Pagelet Settings, then Personalize to change fiters. =
Performance ~ My Job Openings Analytics =
Team Job Direct Line Reports s laxl] |y
Opening -
Personalize | Find | View Al | 21 B 14014
Quick Links& & Summary || Job Details || Contact || CareerPlan | Performance || Time || Succession
Performance: Compa
Name Job Title ‘ & Alerts
a HR/Payroll Rating Ratio
~ Actions 103
You have no
_aln ~ Actions 109
5
Jpa ~ Actions 3
~ Actions 97
NDPERS
Employer Seif
Somios Headcount Analylics
[start J LmE J 2 Employee facing regi... J HuEOdOo L@ =

Step Action

2. Click the Team Absence/Time Management link.

Team
Absence/Time
Management

Click the scrollbar.

Click the Payable Time Summary link.

Payable
Time
Summary

5. The Payable Time Summary page is used to display an employees Payable time.
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Step Action

6. Search for the specific employee using any of the Selection Criterion Values
such as Employee ID, then select the search button. Note: You can use the Get
Employees button to retrieve all employees who report to you.

You can also use a combination of Selection Criterion Values when using the
Get Employees button.

7. You can also perform a search using the Start Date and End Date options.
Note: The End Date field defaults to the current date. It is important to enter the
correct Start Date to ensure you have retrieved the timesheet period you wish to
view.

Hub Favorites ¥ Hub Menu ¥ n 15 Collections ¥ > Mgr Hub Nav Collection ¥ Team Absence/Time Management ¥ Payable Time St
Ao Atvancat Serch B Last oarc osuts

Employee Hub Manager Hub Help? | %

New Window | Help | Personalize Page | &

Payable Time Summary

Select Employee

Employee Selection

Employee Selection Criteria Get Employees

a ——

Employee ID Q,

Last Name Q

First Name (e}

Department Q,

Reporis To Position Number Q

Refresh Timesheet

Start Date 03/28/2017 |[5] End Date 04/03/2017 ]

Employees For Manager's Hame: Personalize | Find |12 First © 10f1

Time Reporters | Demographics
star] [ 8 & [ Parabie teme surma [BiEie |68 &8k

Step Action

8. Click in the Employee ID - Selection Criterion Value field.

9. Enter the desired information into the Selection Criterion Value field. Enter
“TTTTITT.

10. Click in the Start Date field.

03/232017

11. Enter the desired information into the Start Date field. Enter "12/12/2016".

startpate ]
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Step

Action

12.

To retrieve the payable time for the date entered,

Click the Refresh Timesheet button.

[

13.

The Selection Criteria returns the Employee 1D requested.

14.

To view the employee's Payable time detail.

Click the Employee Last link.
Employee Last

15.

Time Reporting Code - TRC acronym where time worked is being allocated.

Description - The description field provides a brief description of the TRC code
being used.

16.

Total Quantity/Type - Total number of hours and minutes allocated to the TRC.

17.

Days of the Week - Total hours and minutes worked on a specific day.

Payable Time Summary

Employee Hame Employee ID
Employee Job Title Employment Record 0
Actions =

Payable Time From 12/12/2016 To 12/18/2016 (7

Time

. Mon Tue
Reporting Description Quantity TYP® o oz
oTX15 Overtime X 1.5 .00 Hours 2.00
REG Regular 40.00 Hours 8.00 8.00 8.00 8.00 200

Detail Page
Return to Select Employee

Hub Favorites ¥ Hub Menu ~ n ions ¥ Mar Hub Nav Collection ¥ > Team Absence/Time Management ¥ > Payable Time Summary #& Home

WSRT Al ~ | Search fdl Advanced Search

Employee Hub Manager Hub Help? | ¢
New Window | Help | Personalize Page | T

Start Date 12/12/2016 ) Previous Week Next Week
End Date 12/18/2016

Total Wed Thu Fri sat
12114 12115 1216 1217

Step

Action

18.

Click the Return to Select Employee link.

Return to Szlect Emploved

19.

Congratulations you have completed this lesson.
End of Procedure.
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View Payable Time Detail
View Payable Time Detail

Use the Payable Time Detail page to view one week’s payable time.

Procedure

In this lesson you will navigate to the Payable Time Details page to view the details of an
employee’s payable time.

Navigation: Manager Hub > Team Absence/Time Management > Payable Time Detail

Step Action

1. Using the Manager Hub tab, note the updated navigation now includes a Team
Absence/Time Management menu bar.

Hub Favorites ¥ Hub Menu ¥
Al ~ Search B Advanced Search B
Employee Hub Manager Hub Help? *
Team HR HR/Payroll Pending Approvals S @~  |MyRecruitin
Desktop
Personalize
Today's Inter
Team Career & Approval Name Effective Date Approval Receipt Date
Succession No interview
Plans Manage Payable Time NIA 0313172017
- 8 interview
Team Profiles Manage Payable Time NIA 033172017
Management
Manage Payable Time NiA 0373172017 Team Perfon
Team
AbsencefTime | My Job Openings 2 ev §
Management y P ) (Critical Alert
No data exists for selected criteria. Select Pagelet Settings, then Personalize to change filters. =
Performance ~ My Job Openings Analyfics 5
Team Job Direct Line Reports T a8~ -
Opening .
Personalize | Find | View All | 2] B3 13014
Quick Links & &~ summary || Job Details | Contact | CareerPlan || Performance || Time || Succession
Performance  Compa
Name Job Title o /s Alerts
a HR/Payroll [Eatp el
~ Actions 103
You have no
e ~ Actions 109
0o ~ Actions 3
~ Actions . a7
NDPERS
Employer Self
Soroper sett Headcount Analylics
[ start J Lm 2 J & Employee-facing regi... J ERNINe) GBE =l

Step Action

2. Click the Team Absence/Time Management link.

Team
Absence/Time
Management
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Step Action

3. Click the scrollbar.
4. Click the Payable Time Detail link.
Payable
Time
Detal
5. Use the Payable Time Detail page to view the details of an employee's payable
time.
6. Search for the specific employee using any of the Selection Criterion Values

such as Employee ID, then select the search button. Note: You can use the Get
Employees button to retrieve all employees who report to you.

You can also use a combination of Selection Criterion Values when using the
Get Employees button.

Hub Favorites ¥ Hub Menu ~ n afions Collections ¥ >  Mgr Hub Nav Collection ¥ Team Absence/Time Management ¥ Payable Tim

"'/ ', All = | Search Pl Advanced Search [ Last Search Resulls

Employee Hub Manager Hub Help? | ¢

New Window | Help | Personalize Page |
Payable Time Detail
Select Employee
¥iEmployee Selection
Employee Selection Criteria Get Employess

Selection Criterion Selection Criterion Value
Clear Criteria

‘Time Reporter Group
Save Criteria
Employee ID
Last Name
First Name

Department

PR L L LA

Reporis To Position Number

Employees For Manager's Hame Personalize | Find [ 2 First (¢ 10of1
Demographics

Earliest Change
ate

Last Name First Name Employee ID Department ID Department Reports To

Last Name

Manager Self Service

Time Management

Erstot| [ B & [ rapmie et [FiEle & 8k

Step Action

7. In this example, you will perform a search by Employee ID.

Click in the Employee ID - Selection Criterion Value field.

8. Enter the desired information into the Selection Criterion Value field. Enter
7T
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Step

Action

9.

Click the Get Employees button.
| Get Employees |

10.

The search results display below.

11.

Click the Employee Last link.
Employee Last

12.

The Payable Time Detail displays the option to view one week's payable time.

Hub Favorites ¥ Hub Menu ~ ﬂ afions Collections ¥ >  Mgr Hub Nav Collection ¥ Team Absence/Time Management ¥ Payable Tim #& Home

"/ 7Y -‘_ All - | Search Bl Advanced Search [l Last Search Resulis

Employee Hub Manager Hub Help? | %
| New Window | Help | Personalize Page | il

Payable Time Detail

Employee Hame: Employee ID
Employee Job Title Employment Record 0
Actions =

start Date [EFEPREL |
End Date 041032017 |5 &

There is no time returned for the selected date range. (03/28/2017 - 04/03/2017)
Payable Status Filter

Payable Time (7
Overview Time Reporting Elements Task Reporting Elements Cost and Approval

Date Status Reason Code Cime Reporting - quantity TRC Type Estimated Gross

Approval
Monitor

Return to Select Employee

[7start Jia =2 J 2 Payable Time Detail - . J & w kY [ = GBE &

Step

Action

13.

Click in the Start Date field.
Start Date NERRSTeG]

14.

Enter the desired information into the Start Date field. Enter "12/12/2016".

Start Date |

15.

Enter the desired information into the End Date field. Enter *12/19/2016".

End Date [REHIEIRG]

16.

After changing the Start Date or End Date use the refresh button to update the
content displayed on details page.

Click the Refresh button.

[
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Step Action

17. Reviewing Payable Time Details

The Overview tab displays each row of payable time along with its date, status,
reason code, time reporting code (TRC), and quantity of TRC units.

18. Date - Day worked or leave time taken.
Status - Current Time Administration processing status.

19. Time Reporting Code (TRC) - Acronym for TRC where time worked or leave
time taken is allocated.

Quantity\TRC Type - Total hours and minutes allocated to the TRC.

20. Click the Return to Select Employee link.

Feturn to Select Employee

Hub Favorites ¥ Hub Menu ~ n afions Collections ¥ >  Mgr Hub Nav Collection ¥ Team Absence/Time Management ¥ Payable Tim

m STRT All -~ | Search Bl Advanced Search [ Last Search Results

Employee Hub Manager Hub Help? | %

New Window | Help | Personalize Page | &
Payable Time Detail
Select Employee

Employee Selection

Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value
Clear Criteria

Time Reporter Group
Save Criteria

Employee ID T

Last Name

First Name

Department

L RIL L LA

Reporis To Position Number

Employees For | Manager's Hame Personalize | Find [ First (4 101
Demographics

Last Name First Name Employee ID E:[‘;E“C"E"B" Department ID Department Reports To

Employee Last  Employee First T 01012017 000000 Management 000000

Manager Seff Service
Time Management

£7start JL =2 J & Payable Time Detail - . J EHolEde @ wyds

Step Action

21. Click the Time Management link.
[ime Managemeni

22, Congratulations you have completed this lesson.
End of Procedure.
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Agency Administrators

Time and Labor ND Hire

ND Hire

Training Guide

This ND hire process includes using the PeopleSoft Recruiting Solution.

Procedure

This lesson will show you how to hire an employee using the Recruiting Solutions Manage Hires

process.

Navigation: HR/Payroll > HR/Payroll Menu > Workforce Administration > Personal

Information > Manage Hires

Hub Favorites Hub Menu ~

Personal Information
Pay
Time \ Leave
Career
Performance
Tutorials

Quick Links

e

HR/Payroll

JDOQ

NDPERS Employer Self Service

. NDPERS Member Self Service
£ 7start J

aEg |

& Employee-facing regi...

Al ~ | Search

*

Employee Hub Manager Hub Help?

Agency News

How fo update Chrome
How to update Chrome to be on the newest version

ADELTA

Browser for Windows 10 is Chrome or Edge

Recommended Browser for Windows 10 is Chrome or Edge

Browser for Mobile Devices is Chrome

Recommended Browser for Mobile Devices is Chrome

UPDATED: Delta Airlines Discount Program offering deeper
discounts effective Oct 1, 2015

Delta Airfines Discount Program, Good for Business & Personal Travel
Instructions to add Delta.com to Trusted Sites and Clear Cache in IE
If you cannot get into Delta.com add them to your Trusted Sites and Clear Cache
UPDATED: Delta Airlines Discount Link Overview Doc
Detta Airlines Discount FAQ's
Keep Your Emplovees Up To Date with Specific Agency News
With the new Emplayee Hub, Agencies now have the ability to add news articles that
are specific to their employees
Agency News
= Employee Travel Email Notification \ Travel Reimbursements On-Line
More.

View All Ariicles and Seclions

HRIPayroll News S av
View All Articies and Sections
PERS News T o~

View All Ariicles and Sections

Edl ~dvanced Search

Personalize Content | Lay
ﬁ%j State Employee Director

Search by Name

2. my Profile

New JDQ System- Live Now!

=
Check out a video of the new

Now Live!

(OMB Safe Operating
e gt Click to Re

‘ El
|Bu@EdE « W

Step Action

Click the HR/Payroll link.
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HR/Payroll Favorites ¥ HR/Payroll Menu ¥

ORACLE’ STHT

Quick Links o o~

. o o Backto Employee Hub
GLGLGh Takes user back o Enterprise Portal

£7start J Lmg J & My Page - Windows I...

OoORACLE

Add to Favorites |

#& Home

Personalize Content | Layou

n:TS‘h Company Directory

Search by Name

(;) RS Quick Links o
@E Extemal Careers Site

% Search Job Openings
Advanced Sea

2. My Profile
f55. Create Job Opening

T search Applications
Applicant Lists

=i} interview Calendar
Generate Recruitment Letters
908

539 Teams

&

@g Routing Response

[ Evaluate open Ended Questions

Q Pending Approvals

Q
[ Interview Evaluations

® Query Viewer

[@nmoe |- %G

Step Action

2. Click the HR/Payroll Menu button.

HR/Fayroll Menu ~

3. Click the Workforce Administration menu.

| J  Workforce Administration 3

4, Click the Personal Information menu.

=

Personal Information

5. Click the Manage Hires menu.

| 5l Manage Hires

6. The Manage Hires page displays the Hire transactions from Recruiting Solutions
that are ready to process.

7. The Manage Hires section enables you to select the type of what Hire

Transactions to display.

The *Select Transactions Where and *Equals field default to Source and
Recruiting Solutions, respectively.

Page 54

USER PRODUCTIVITY KIT




ORACLE' Training Guide
USER PRODUCTIVITY KIT

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥ Manage Hires Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | I |
Manage Hires
The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.
Manage Hires
*Select Transactions Where ~
*Equals [Recruiting Solutions - Refresh
Hire Transactions
Select Start Date Status Name: Person ID Type of Hire Source Submitted By
[ 041252016 Requested Hire Recruiting Solutions
- 06/02/2016 Requested Hire Recruiting Solutions
- 07/31/2016  Requested Transfer Recruiting Solutions
[ 07/03/2016 Requested Rehire Recruiting Solutions
m 07/31/2016  Requested Transfer Recruiting Solutions
- 07/31/2016  Requested Transfer Recruiting Solutions
- 08/28/2016 Requested Transfer Recruiting Solutions
[ 08/28/2016 Requested Transfer Recruiting Solutions
m 0815/2016 Requested Hire Recruiting Solutions =
m 09/01/2016 Requested Transfer Recruiting Solutions |
£ start J Loma J £ Manage Hires - Windo... J HuEQDe « Wy

Step Action

8. Click the scrollbar.

9. Click the Select option.
r

10. Click the Employee G link.
Employee G

11. The Manage Hires Details page displays the Job and Hire Information from
Recruiting Solutions.

Confirm the Job information including the *Desired Start Date is accurate.

12. Note: The Start Date entered on this page will be used as the Effective Date for
Job.

13. The Empl ID field will auto-populate when the new hire record is saved.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥ Manage Hires Add to Favorites ‘ #& Home

ORACLE’ STHT

New Window | Help | Personalize Page | &5 [+
Manage Hires
Manage Hires Detail

The Start Date entered on this page will be used as the Effective Date for Job

Job

Recruiter Name

Job Opening 1D 3006543

Job Opening
Position TEMP-NOT CLS-PROT SVC WK

Job Code TEMP-NOT CLS-PROT SVC WK
Business Unit

Department --------------ooo--o
Applicant Type External - New

“Type or e I |

*Desired Start Date 10/03/2016 ]
Empl ID
Employee ID Verified
Org Instance
@ Create new Org Instance 0
€ Use existing Org Instance
Employment Record

& Create New Assignment 0

£ 7start Ji - e J £ Manage Hires - Windo... J HuEQe « Wy

Step Action

14, Click the scrollbar.

15. To pull the person's personal data information from Recruiting Solutions,

Click the Add Person button.

Add Person

16. The Biographical Details page displays the employee's personal information
from Recruiting Solutions.

Confirm the information is accurate.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥ Manage Hires Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | I

Biographical Details || Contact Information || Regional || Crganizational Relationships

Person ID NEW

Name Find | ViewAll  First ‘4 10f1 (&) Last
*Effective Date [10/03/2016 Bl #=
*Format Type [English 2
Display Name (31NN

Biographic Information

Date of Birth 05i23m Years =  Months =
Birth Country USA @ United States
Birth State Q
Birth Location I~ Waive Data Protection
Biographical History Find | View All First (4 10of1 ‘¥ Last
*Effective Date [10/03/2016 5 #[=1

“Gender[Male  ¥]
“Highest Education Level [F-2-Year College Degree -

“Marital Status [Married - As of [09/0812016 5
Language Code -
Alternate ID

I~ Full-Time Student

National ID Personalize | Find | view Al | 21| B8 Fist (4 10f1 ) Last
*Country *National ID Type National ID Primary ID
USA @, [Social Security Number - Click to View Masked Data 2 [+ [=]
oK Cancel Apply 2 Refresh

£ start JL | §E] J {2 Manage Hires - Windo... J HuoEQDe « Wy

Step Action

17. Next, confirm the employee's Contact Information.

Click the Contact Information tab.

| Contact Information |

18. The Contact Information page displays the employee's personal address, phone
and email information from Recruiting Solutions.

Update any information that is necessary.

19. Next, confirm the Regional information.

Click the Regional tab.

20. The Regional page enables you to enter country specific personal information.

21. Enter the employee's Ethnic Group and Military Status.

22, Click the Organizational Relationships tab.

| Organizational Relationships |

23. Confirm the Employee checkbox is checked. If not, click the checkbox.

24, Click the Add Relationship button.
| Add Relationship |
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Step Action

25. The Work Location page is used to enter position and location information for a

person's job,
including the regulatory region, company, department, and location.
26. Confirm the following fields are accurate on the Work Location page:

*Effective Date - the effective date defaults from Personal Information pages.
Effective Sequence - For the new hire row this value will always default to 0
(zero).

*Action - Defaults to Hire for new employees

Reason - defines the reason for the Action. The entry will be Hire.

*Job Indicator - This defaults to Primary Job for new hires.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥ Manage Hires

Add to Favorites | # Home

ORACLE’ STHT

New Window | Help | Personalize Page | 5 = |
Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID
Empl Record 0

Work Location (2 Find First (&' 1of1 & Last

*Effective Date | 10/03/2016 ] Go To Row [+[=]
Effective Sequence 0 *Action [ire =
HR Status Active Reason [ =]
Payroll Status Active *Job Indicator [Primary Job =l
Current ]
Position Number (00027086 Q

TEMP-NOT CLS-PROT SVC WK
‘Override Position Data

Position Entry Date 10/03/2016
I~ position Management Record
Regulatory Region USA United States
Company ND State of North Dakola

Business Unif -

Department -
Department Entry Date 10/03/2016
e ——
Establishment 1D Q Date Created 04/06/2017
Last Start Date 10/03/2016
Expected Job End Date

Job Data Employment Data Eamings Distribution Benefits Program Participation

‘ . =]
£7start J?a =2 J 2 Manage Hires - Windows... J HuEQJO « W

Step Action

27. Click the Reason drop down button.

i

—

28. Click the Hire list item.
. o

29. The Position Number defaults from Recruiting Solutions.
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Step

Action

30.

The following information defaults from the Position Number data:

Regulatory Region - USA

Company - ND

Business Unit - your agency business unit.

Department - the department the employee belongs

Department Entry Date - date which the employee begins work for the
department.

Location - physical location where the employee will perform their job.

HR/Payroll Favorites ¥ HR/Fayroll Menu ~ > Workforce Administration ¥ > Personal Information v Manage Hires

Add o Favorites |

& Home
ORACLE’

STHT

New Window | Help | Personalize Page | I
Work Location

Job Information || Job Labor || Payroll || Satary Plan || Compensation
Empl ID
Empi Record 0
Work Location (7 Find First (4' 10f1 ‘¥ Last
*Effective Date [10/03/2016 El Go To Row #[=]
Effective Sequence 0 “Action [Hire =1

HR Status Active
Payroll Status Active

*Job Indicator | Primary Job B
Ccurrent (]
Position Number 00027085 a TEMP-NOT GLS-PROT SVC WK

‘Override Position Data
Position Entry Date 10/03/2016
I™ Position Management Record
Regulatory Region USA United States
Company ND State of North Dakota
Business Unit

Department
Department Entry Date 10/03/2016

Location ———————"

Establishment ID Q Date Created 04/06/2017

Last Start Date 10/03/2016
Expected Job End Date

Job Data Employment Data Eamings Distribution Benefis Program Participation

‘ . =]
[ *start Jia mE J {2 Manage Hires - Windo... J HulEHOe « W

Step

Action

31.

Click the Job Information tab.

| Job Information |

32.

The Job Information page is used to enter information about a person's job,
including status, job code and standard hours.

33.

The following information is based on the Position Number:

Job Code

Entry Date

Reports To
Regular/Temporary
Full-time/Part-time

34.

Verify the FLSA Status and Work Day Hours information is correct.
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Step Action
35. Click the Payroll tab.

36. The Payroll page is used to enter payroll and absence management processing
data.

37. Click the Absence System drop down button.
=

38. Click the Absence Management list item.
Absence Management

39. Click the Look up Pay Group (Alt+5) button.
&l

40. Click the PG1 link.

41. Click the Salary Plan tab.

42. The Salary Plan page is used to enter information about the employee's salary.
Confirm the information is accurate.

43. Click the Compensation tab.

Compensation

44, Click the Look up Frequency (Alt+5) button.
&l

45, Click the M link.

46. Click the Look up Rate Code (Alt+5) button.
&l

47, Click the scrollbar.

48. Click the NAMNTH link.
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Step Action

49. Click in the Comp Rate field.
50. Enter the desired information into the Comp Rate field. Enter "3000.00".
51. Click the Calculate Compensation button.

| Calculate Compensation |

52. Click the Employment Data link.
53. The Employment Information page is used to enter service dates and time

reporter data.

54, Verify the Company Seniority Date.

The Company Seniority Date is the continuous service date and is used for
service award recognition. Once the record is saved you can go back in and
change this date by clicking on the Override button next to the date, change the
date and then save. Leave the box checked next to override.

55. Verify the Benefits Service Date.

The Benefits Service Date is used for leave accrual. If the hire date is not the
first of the month, you should enter the first day of the month of hire to accrue the
appropriate accrual of leave hours. Do this by clicking the Override button next
to the date; change the date and then save. Leave the box checked next to
override.

56. To enter the Time and Labor information,

Click the Time Reporter Data link.
Mime Reporter Daid

57. The Time and Labor Data page enables you to enter the Time Reporter Data.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥ Manage Hires Add to Favorites ‘ # Home

Time and Labor Data

Empl ID EmplRecord 0 piize Page | i
Employment Inform|
Payable Time Start Date | [
Time Reporter Data Find | View All First ‘4 10f1 ‘* Last
Organizational In “Effective Date ok *Status [Active < =
e “Time Reporter Type [Elzpsed Time Reporter =l Payroll
d
~
Elapsed Time Template aQ Send Time fo Payroll
Punch Time Template Q Commitment Accounting
0Org Inst;
& Time Period ID Q
I~ For Taskgroup
“Workgroup Q I~ For Department
Organizational A Taskgroup o
Instance Record Task Profile ID Q
Last Assi TCD Group Q
Assi Restriction Profile ID Q
Home/H| Rule Element 1 Q
Ccompd Rule Element 2 Q
Ben| Rule Element 3 Q
Seniof Rule Element 4 Q
Rule Element 5 Q
Professional .
Time Zone|CST Q. Gontral Time (US)
OK Cancel Refresh
Job Data
can £ Refresh|
:'sumJia-';,—i J;anag.rgs indo. JEWE!D@ « ®ls

Step Action

58. Enter the Hire Date of the employee.

Enter the desired information into the Payable Time Start Date field. Enter
"10/03/2016".

Payable Time Start Date |:|

59. The *Effective Date is the hire and the Time Reporter Data enrollment date.

60. Confirm the Time Reporter Status is set to Active.

61. *Time Reporter Type will default to Elapsed Time Reporter.

62. Elapsed Time Template will be the State standard of 'NDSE_TD'

Click the Look up Elapsed Time Template (Alt+5) button.

&

63. Click the NDSE_TD link.

64. *Workgroup is determined by the employee's Agency.

Click the Look up Workgroup (Alt+5) button.

&

65. Click the NEXS link.
NEX]

Page 62



ORACLE
USER PRODUCTIVITY KIT

Training Guide

Step Action

66. *Taskgroup is the State standard of 'NDS_TD".

Click the Look up Taskgroup (Alt+5) button.

&

67. Click the NDS_TD link.

68. Click the OK button.
oK

HR/Payroll Favorites ¥ HR/Fayroll Menu ~ > Workforce Administration ¥ > Personal Information v Manage Hires

ORACLE" STHT

Add to Favorites | i Home

Employment Information

Empl ID
Empl Record 0

Organizational Instance (7

Organizational Instance Red 0 Original Start Date 10/03/2016 I~ override
Last Start Date First Start Date
Termination Date Years Months Days
Org Instance Service Date 10/03/2016 I override T 6 3

Organizational Assignment Data (2

Instance Record

I Py

o]

e mmant win TEBTUEN WD AR DAt AT |

J {2 Manage Hires - Windo...

Last Assignment Start Date 10/03/2016 First Assignment Start 10/03/2016
Assignment End Date
Home/Host Classification Home Years Months  Days iTime Reporter Data
Company Seniority Date 10/03/2016 ™ override “ 0 6 3
Benefits Service Date 10/03/2016 ™ override @ 0 6 3
Seniority Pay Calc Date 10/03/2016 I” override o 0 6 3
Probation Date B
Professional Experience Date [ Last Verification Date 1]
Business Title TEMP-NOT CLS-PROT SVGC WK Position Phone
Jab Data Employment Data Eamings Distribution Benefits Program Participation
0K Cancel Apply 7% Refresh|

New Window | Help | Personalize Page | i

|BuEle « Wl

Step Action

69. Click the Earnings Distribution link.

Eamings Distribution

70. The Job Earnings Distribution earnings code must be verified for each

employee.

71. The Earnings Code for the PG1 (& MJ1) pay group for salaried employees is
defaulted to earnings code SO1 for regular earnings. If the employee is to receive
temporary earnings, the earnings code needs to be changed to S02.

72. The Earnings Code for the PG2 pay group for hourly employees is defaulted to
earnings code S02 for temporary earnings. If the employee is to receive regular
earnings, the earnings code needs to be changed to SO1 for regular earnings.
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Step Action

73. If the earnings code needs to be changed, you must perform the following:

Earnings Distribution Type = Percent.
Earnings Code = S01 or S02 (regular or temporary, respectively)
Percent of Distribution = 100%

This will ensure that your employee's salary for hourly base pay is paid using the
correct earnings code.

& Home

Add to Favorites |

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Personal Information ¥ >  Manage Hires

ORACLE"

Empl ID =
Empl Record 0
Earnings Distribution Type (2 Find First (4 10of1 ) Last
Effective Date 10/03/2016 GoToRow
Effective Sequence 0 Action Hire
HR Status Active Reason Hire
Payroll Status Active Job Indicator Primary Job
Current [}
Compensation Rate 3,000.000000] Work Period Weekly
Standard Hours 40.00 Compensation Frequency Monthly
*Earnings Distribution Type [None =
Job Earnings Distribution (7 Find  Fist 4 1of1 ) Last
Position Number Business Unit w FH[E=
Department ] Job Code %
Regular Shift[Not Applicable =
*Eamnings Code S01 Regular Pay General Ledger Pay Type
Compensation Rate = Standard Hours
Percent of Distribution
Eamnings Chartfields (2
Combination Code
Job Data Employment Data Eamings Distribution Benefits Program Participation
oK Cancel Apply & Remn_|
. -
L7start J LmEe J = Manage Hires - Windo... J HEuEOe « s

Step Action

74, Click the OK button.
0K

75. Click the OK button.

76. Congratulations, you have completed this lesson.
End of Procedure.

Time and Labor Hire Temporary as a Full Time Employee

Hire Temporary Employee as a Full Time Employee
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Hiring a Temporary employee to a Full Time position requires updating the employee’s
Job Data and Time Reporter data.

This guide can be used for various changes using an Action/Reason change in Job Data:

e Changing from Temporary employee to Full-Time employee
e Changing from Full-Time employee to Temporary employee
« Position Change (Action) / Position Status change (Reason)

Remember if your agency uses Recruiting Solutions, check Manage Hires prior to
making any changes in Job Data.

« Internal agency transfers are performed by the Agency
e Agency to Agency transfers are performed by OMB

Navigation: HR/Payroll Menu > Workforce Administration > Personal Information >
Manage Hires

Procedure
This lesson is how to hire a temporary employee as a full-time employee.

Navigation: HR/Payroll > HR/Payroll Menu > Workforce Administration > Job
Information > Job Data

Hub Favorites ™ Hub Menu ¥

,- 4 2 Al ~ | Search Bl Advanced Search

Employee Hub Manager Hub Help? | %
Personalize Content | Lay
Personal Information Agency News =) 52 533 State Employee Directol

Browser for Windows 10 is Chrome or Edge
Search by Name
Pﬂy Recommended Browser for Windows 10 is Chrome or Edge

How o update Chrome
How to update Chrome to be on the newest version [} Wy Frofile

Time \ Leave Recommended Browser for Mobile Devices is Chrome =
New JDQ System- Live Now!
Recommended Browser for Mobile Devices is Chrome
Career UPDATED: Delta Airlines Discount Program offering deeper B | eck out a video of the net
discounts effective Oct 1, 2015 ek oul avideo ot he new 4

Delta Airines Discount Program, Good for Business & Fersonal Travel Now Live!

Instructions to add Delta.com to Trusted Sites and Clear Cache in IE

I you cannot get into Delta.com add them to your Trusted Sites and Clear Cache. OMB Safe Operating
UPDATED: Delta Alriines Discount Link Overview Doc Sy Click to Re
Delta Airlines Discount FAQ's

Keep Your Employees Up To Date with Specific Agency News

Performance

Tutorials

— With the new Employee Hub, Agencies now have the ability to add news ariicles that
Quick Links are specific to their employees

Agency News
HR/Payroll + Employee Travel Email Nolification \ Travel Reimbursements On-Line

More.
i View All Articles and Sections
e
HRIPayroll News av

View ANl Articles and Sections

Q

av

Q

NDPERS Employer Self Service
PERS News T o~

NDPERS Meniber Self Service View Al Aricles and Seefions

[@vmoo |- ®&
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Step Action

1. Click the HR/Payroll link.

HR/Payroll Favorites ¥ HR/Pay Menu

Addto Favorites | 4 Home

ORACLE"

Personalize Content | Layou
Quick Links S 8y (;) RS Quick Links o Ll‘_g_\anmpany Directory
B LRI TR
Q
% Soaren Job Gpenngs 2. My Profile Advanced s:
@# Create Job Opening
HE Search Applications
Applicant Lists
=i} interview Calendar
Generate Recruitment Letters
§39 Teams
Q%j Routing Response
E’f} Evaluate Open Ended Questions
Q Pending Approvals
6 Interview Evaluations
@ Query Viewer
Droimi] | S8 [[@ rrers e [Ea@oe - 8%
Step Action
2. Click the HR/Payroll Menu link.
3. Click the Workforce Administration menu.
| [0 Worlkforce Administration rl
4. Click the Job Information menu.
| 3  Job Information Fl
5. Click the Job Data menu.
| |j Job Data |
6. The Search Criteria requires you to enter criteria so PeopleSoft can locate the
employee information in the database. If you know the employee ID, enter it in
the first field. If you do not know the ID, you can use the employee’'s first or last
name to narrow the search and pick the right ID from the list returned.
In this example, you will search by Empl ID.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE’ STHT

New window | Help | &
Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empi 10 begins vith =] |

EmplRecord[= 7]
Namelm
Last Name] begins with [v]
Second Last Name[begins with =]
Alternate Character Name | begins with =]
Miiddie Name{ begins with =]
Preferred Namebegins with v

[T Include History T Correct History [ Case Sensitive

Search Clear_| Basic Search @& Save Search Criteria

L start Jﬁﬁ =2 J 2 Job Data - Windows I... J HiuEOe « s

Step Action

7. Enter the desired information into the Empl ID field. Enter "7777777".
Empl ID| begins with =] |

8. Click the button.
Search

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Job Information ¥ Job Data Add to Favorites ‘ #& Home

ORACLE" STHT

New Window | Help | Personalize Page | I =
Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation

Empl ID
Empl Record 0

Work Location (2 Find First ‘&' 10f1 ‘*/ Last
*Effective Date [07/01/2016 = Go To Row =HE

Effective Sequence 0 *Action [Position Change =l

HR Stafus Active Reason [Update Reporis To =

Payroll Status Active *Job Indicator [Primary Job =l

Current (]

Position Number 00000186 Q TEMP-NOT CLS-SVCSMAINT

Override Posilion Data

Position Entry Date 10/12/2003
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 11000 Office of Mgmt & Budget
Department 110130 OME Facilties Management
Department Entry Date 10/01/2007
Location 11000 Office of Management & Budget
Establishment ID Q Date Created 02/0/2017

Last Start Date 10/12/2003
Expected Job End Date

Job Data Employment Data Eamings Distribution Benefits Program Participation

Jub Data

[ 30b Data - Windows .. |EBnEOe « By

."'Slart J i‘a = @. J
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Step

Action

9.

To begin the process,

Click the Add (+) button.
EE

10.

The Effective Date field defaults to the current date. The effective date identifies
when the changes went into effect (or will go into effect). It preserves the history
of the changes by keeping the previous information in a separate record.

11.

Click the Choose a date (Alt+5) button.

[

12.

Click 3.

13.

The Action field defaults to the last action used.

Click the Action list.
*Action | Position Change i |

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Job Information ¥ Job Data Add to Favorites ‘ #& Home

ORACLE" STHT

New Window | Help | Personalize Page | & = |
Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID
Empl Record 0

Work Location (2 Find First ‘47 10f2 (b Last
*Effective Date 04/03/2017 = Go To Row [+ [=]
Effective Sequence 0 *Action { Position Change -
(Add Confingent Worker
HR Status Active Reason | s 4a person of Intersst
- icator | Additional Job
Payroll Status Active JobIndicator | 08 of Pay System
Calculate Status and Dates Completion of Probation
[ Data Change
Demotion
Position Number (00000186 [sY TEMP-NOT CLS-SVCSIMAINT Family Status Change
Hire
Override Position Data Job Reclassification
Leave of Absence
Position Entry Date 10/12/2003 Old Part Time

Paid Leave of Absence
Parental Leave
Pay Rate Change

I~ Position Management Record

Regulatory Region USA United States Person Reclassification
Company ND State of North Dakota Position Change
Probation
Business Unit 11000 Office of Mgmt & Budget Promotion
Rank Change
Department 110130 OMB Facilites Management Recall from Suspension/Layoff
Department Entry Date 10/01/2007 R et

Retumn from Leave

Location 11000 Office of Management & Budget
Status Change
Establishment ID [+ Suspension
Temporary ERE
Termination o
Last Start Date 10/12/2003 Transfer
Expected Job End Date El
Job Data Employment Data Eamings Distribution Benefits Program Participation

‘ . =]
Lostart Jia =2 J  Job Data - Windows L. J HuEOdo « ®@is

Step

Action

14.

Click the Data Change list item.
Data Change
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Job Information

ORACLE" STHT

Overide Position Data
Position Entry Date 10/12/2003
I~ Position Management Record
Regulatory Region USA United States
Company ND State of North Dakota
Office of Mgmt & Budget

OMB Facilities Management

Business Unit 11000
Department 110130
Department Entry Date 10/01/2007

Location 11000
Establishment ID Q

Office of Management & Budget

Last Start Date 10/12/2003
Expected Job End Date =

Job Data

Employment Data

Eamings Distribution

:"Slart J N e

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID
Empl Record 0

rk Location (2 Find First ‘&) 10f2 (b Last
*Effective Date [04/03/2017 B Go To Row ==

Eftective Sequence| 0 “Action -

HR Status Active Reason =

Payroll Status Active *dob Indicator [Primary Job =

Current
Position Number (00000186 Q TEMP-NOT CLS-SVCSIMAINT

Training Guide

v Job Data

Add fo Favorites |

& Home

New Window | Help | Personalize Page | I =

Date Created 04/06/2017

Benefits Program Participation
-
|EBnEOe « B

Step

Action

15.

Click the Reason drop down arrow.

Reason |

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥

ORACLE" STHT

Job Information ¥

Job Data Add to Favorites | ¢ Home

New Window | Help | Personalize Page | & = |

Find First ‘4 10f2 (' Last

Go To Row #[=]

[Data Change =l

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID
Empl Record 0
-
*Effective Date 04/03/2017 =
Effective Sequence 0 *Action
HR Status Active Reason
Payroll Status Active *Job Indicator
Position Number (00000186 Q TEMP-NOT CLS-SVCSIMAINT

Overide Position Data

Position Entry Date 1012/2003
I~ Position Management Record
Regulatory Region USA United States
Company ND
Business Unit 11000
Department 110130
Department Entry Date 10/01/2007
Location 11000
Establishment ID Q

State of North Dakota
Office of Mgmt & Budget
OME Facilties Management

Office of Management & Budget

Last Start Date 10/12/2003
Expected Job End Date =

Job Data

Employment Data

Eamings Distribution

:"Slart J L2

Begin Foreign Employment AUS
Change Pay Group

Change Standard Hrs

Contract

Conversion

Correction - Position Number
Carreclion-Grade Change
Correction-Holiday Schedule
Correclion-Job Code
Carrection-Pay Rate

partment
End Foreign Employment AUS
FICA Status
FTE Change

Date Created 04/06/2017

Benefits Program Participation
-
|EBEnE0o « W
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Step

Action

16.

Click the Status Change

list item.

Status Change

HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE" STHT

Work Location || Job Information || Job Labor || Payrol

Work Location (2
*Effective Date 04/03/2017 [
Effective Sequence 0
HR Status Active
Payroll Status Aclive

Position Number 00000186 Q
Override Positien Data

Position Entry Date 10/12/2003

Regulatory Region USA
Company ND
Business Unit 11000
Department 110130
Department Entry Date 10/01/2007

Location 11000
Establishment ID Q

Last Start Date 10/12/2003
Expected Job End Date 5

Job Data Employment Data

£7start J L2 J 2 Job Data - Windows I..

>  Workforce Administration ¥ >

Salary Plan

Compensation

Empl ID
Empl Record 0

*Action [Data Change =1

Reasonl Stalus Change =)
*Job Indicator | Primary Job '

TEMP-NOT CLS-SVCS/MAINT

I~ Position Management Record

United States

State of North Dakota
Office of Mgmt & Budget
OMB Facilites Management

Office of Management & Budget

Eamings Distribution

Job Information ¥ >

Job Data Add to Favorites | i Home

New Window | Help | Personalize Page | i <]

Find First &) 10f2 (' Last
Go To Row [+ [=]

Current

Date Created 04/06/2017

Beneflis Program Participation
-
|BuEle |« &8k

Step

Action

17.

Click in the Position Number field.

Position Numberl[l{)ﬂlilmaﬁ

18.

Position Number |

Enter the desired information into the Position Number field. Enter "00000126".

19.

Company

Department
Department Entry Date
Location

Verify that the following fields default the correct information:

20.

| Job Information |

Click the Job Information tab.
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Training Guide

Step Action

21.

Regular/Temporary

Full/Part (full-time or pa

Job Code (and associated title)

rt-time position)

Reports To (indicates the position number this position reports to)

The following fields populate from the Position Number entered on the previous
page. Verify that the following fields default the correct information:

22.

Verify the FLSA Status and Work Day Hours information is correct.

HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’ STHT

Work Location || Job Information || Job Labor || Payroll

Job Information (7

Effective Date 04/03/2017
Effective Sequence 0
HR Status Active
Payroll Status Active

Job Code CL7010
Entry Date 04/03/2017
Supervisor Level
Supervisor ID Q.
Reports To 00000116
RegularTemporary Regular
EmpiClass| ]
Regular Shift Not Applicable
Classified Ind Classified
Standard Hours (2
Standard Hours 40.00
FTE 1.000000

[ Aads to FTE Actual Count?
Contract Number (7
Contract Number Q

Contract Type

L7start J Lm2 J = Job Data - Windows L.

‘Workforce Administration ¥

Salary Plan

Job Information ¥ Job Data

Compensation

Empl ID
Empl Record 0

Action Data Change
Reason Status Change

Job Indicator Primary Job

CUSTODIAN

CUSTODIAL SUPERVISOR II
Full/Part Full-Time

“Officer Code [None 7]
Shift Rate
Shift Factor

Work Period w Weekly

I~ Encumbrance Override

Next Contract Number

Add to Favorites |

& Home

New Window | Help | Personalize Page | & 2|

Find First ‘4 10f2 *' Last
Go To Row

Current

|EBEnEOe « B

Step Action

23. Click the Payroll tab.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥

ORACLE’ STHT

Effective Sequence 0
HR Status Active

Payroll Status Active

Payroll System Payroll for North America
Absence System [Other

Payroll for North America (7.

Pay Group PG2 @ Hourly Monthly Employees
@ Hourly

Q. Burleigh County

Employee Type [H
Tax Location Code [BURLEIGH
GL Pay Type

Combination Code

Job Data Employment Data Eamings Distribution

[Flsave |[EF Retumto Search |[=]Notify |2 Refresh

Work Location | Job Infermation | Job Laber | Payroll | Salary Plan | Compensation

£7start J Lmg J {2 Job Data - Windows I...

Job Information ¥

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID
Empl Record 0
Payroll Information (7
Effective Date 04/03/2017

OoORACLE
USER PRODUCTIVITY KIT

Job Data # Home

Add to Favorites |

New Window | Help | Personalize Page | i

Find First ‘4 1072 ‘*' Last

Go To Row

Action Data Change
Reason Status Change

Job Indicator Primary Job
Current

Holiday Schedule NONE @ None

FICA Status | Subject

Edit ChartFields

Benefits Program Participation

| Update/Display || & Include History | [E5# Correct History

[EiEne A8

Step

Action

24,

Click the Absence System list.

Absence System | Other

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥

ORACLE"

STHT

Work Location || Job Information || Job Labor || Payroll | Salary Plan

Empl ID
Empl Record 0
Payroll Information (7
Effective Date 04/03/2017
Effective Sequence 0
HR Status Active
Payroll Status Active

Payroll System_Payroll for North America

Absence System
I

Payroll for North America

Pay Group PG2 Q. Hourly Monthly Employees
@ Hourly

Q. Burleigh County

Employee Type [H
Tax Location Code [BURLEIGH
GL Pay Type

Combination Code

Job Data Employment Data

[Flsave |[E Retumnto Search |[=]Notify | Refresh

Work Location | Job Infermation | Job Laber | Payroll | Salary Plan | Compensation

£7start J Lmg J {2 Job Data - Windows I...

Job Information ¥

Compensation

Eamings Distribution

Job Data Add to Favorites | i Home

New Window | Help | Personalize Page | i

Find First ‘4 10f2 ‘»' Last
Go To Row
Action Data Change
Reason Status Change
Job Indicator Primary Job
Current
Holiday Schedule NONE Q, None

FICA Status | Subject

Edit ChartFields

Benefits Program Participation

| Update/Display || & Include History | [E5# Correct History

[@i@ie =&
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Step Action

25. Click the Absence Management list item.

Absence Management

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE" STHT

New Window | Help | Personalize Page | i <]
Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation

Empl ID
Empl Record 0

Payroll Information (7 Find  Fist (0 10f2 P Last
Effective Date 04/03/2017 EILES
Effective Sequence 0 Action Data Change
HR Status Active Reason Status Change
Payroll Status Active Job Indicator Primary Job
Current

Payroll System_Payroll for North America

Absence ADSEH::E Management B

Payroll for North America (7.

Pay Group [PG2 @ Hourly Monthly Employees
Employee Type H Q_ Hourly Holiday Schedule NONE @ None
Tax Location Code [BURLEIGH | @ Burieigh County
GL Pay Type FICA Status[Supject =]
Combination Code Edit ChartFields

Absence Management System

Pay Group Q
Setting
Eligibility Group a
I use Pay Group Eligibility
I Use Pay Group Rate Type Exchange Rate Type Q .
I Use Pay Group As Of Date Use Rate As Of| =l

T O T R PR T | Eaminne Dictrikfinn Ranafite Branram Dartirinatinn

.:: ';lar: J 3;‘- a J é ];h Data - Windows L... J ’mm

Step Action

26. Click the Look up Pay Group (Alt+5) button.

&

27. Click the PGL1 link.

28. Click the OK button.

29. Click the Look up Holiday Schedule (Alt+5) button.

&

30. Click the STATEL link.
STATE1

31. Click the Look up Pay Group (Alt+5) button.

&l

32. Click the PG1 link.

Page 73



Training Guide ORACLE’
Error! No text of specified style in document. USER PRODUCTIVITY KIT

Step Action

33. Click the Salary Plan tab.

Salary Plan

34. Verify that the following fields default the correct information:

Salary Admin Plan
Grade

HR/Payroll Favorites ¥ HR/Fayroll Menu ~ > Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ #& Home

ORACLE" STHT

New Window | Help | Personalize Page | i

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID
Empl Record 0
Salary Plan (2 Find  First (¥ 1or2 ) Last
Effective Date 04032017 G
Effective Sequence 0 Action Dala Change
HR Status Active Reason Status Change
Payroll Status Active Job Indicator Primary Job
Gurrent

Lt
Salary Admin Plan CLSD * Classified Saiary Plan
Grade C © Grate C Grade Entry Date 04/03/2017

Step Step Entry Date
™ Includes Wage Progression Rule

Job Data Employment Data Eamings Distribution Benefits Program Participation

[Slsave ||[ah Returnto Search ||=]MNotily | ¥ Refresh Update/Display | & Include History | |57 Correct History

Work Location | Jeb Infermation | Job Labor | Payroll | Salary Plan | Compensation

Lostart Jz =2 J & Job Data - Windows T... J HiuEOe « s

Step Action

35. Click the Compensation tab.

| Compensation |

Page 74



ORACLE

USER PRODUCTIVITY KIT

HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’ STHT

Work Location || Job Information || Job Labor || Payroll || Salary Plan

Compensation (2

Effective Date 04/03/2017
Effective Sequence 0
HR Status Active
Payroll Status Active

>  Workforce Administration ¥ >

Job Information ¥ > .Job Dala

Compensation

Empl ID
Empl Record 0

Action Data Change
Reason Status Change

Job Indicator Primary Job

Compensation Rate *“Frequency

Comparative Information (2

1,686.533333
Pay Rates (7
Default Pay Components

Pay Components (7 Personalize | Find

Amounts || Controls || Changes | Conversion
*Rate Code Seq Comp Rate Cumency Frequency Percent
1 NAHRLY Q 0 973000075 \USD Q H Q

Calculate Compensation

Job Data Employment Data Eamings Distribution

ave ||[2f* Return to Seart =7] Noti = esl ipdate/Display.
E T Retum to Search Notify | [ Refresh Updale/Displ

Work Location | Job Infermation | Job Laber | Payroll | Salary Plan | Compensation

| prE rrart e (AR D FBEA R Ve ]

e
£7start J Lmg J 2 Job Data - Windows I..

Benefils Program Participation

Training Guide

Add to Favorites |

# Home

New Window | Help | Personalize Page | i

Find First (4 10f2 '* Last
Go ToRow
Current
M yionthty
1@ B Fst @ 10f1 @ Last

Rate Code Group

=1 Include History | |3 Correct History

[EiEie A8

Step

Action

36.

Click the Look up Frequency (Alt+5) button.

&

37.

Click the M link.
i

38.

Click the Look up Rate Code (Alt+5) button.

&

39.

Click the scrollbar.

40.

Click the North American Monthly link.

Iodh American Monthil

41.

Click in the Comp Rate field.

42.

Enter the desired information into the Comp Rate field. Enter "2400.00".

43.

Click the Calculate Compensation button.
| Calculate Compensation |

44,

Click the Earnings Distribution link.

Eamings Distribution]
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HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’ STHT

Job Earnings Distribution

Earnings Distribution Type (2
Effective Date 04/03/2017
Effective Sequence 0
HR Status Active
Payroll Status Active

Compensation Rate 2,400.000000]
Standard Hours 40.00

>  Workforce Administration ¥ >

OoORACLE

Job Information ¥ > .Job Dala

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]

Empl ID
Empl Record 0
Find  First ‘4 10f2 ‘* Last

Go To Row

Action Data Change
Reason Status Change
Job Indicator Primary Job
Current
Work Period Weekly

Compensation Frequency Monthly

USER PRODUCTIVITY KIT

:"Slart J Lmg J {2 Job Data - Windows I...

“Earnings Distribution Type [By Percent 2

Job Eamings Distribution (7 Find  First ‘& 1of1 & Last
Position Number Q Business Unit|11000 Q':’ =E
Department Qe Job Code QL
Regular shitt[Not Appicabie =]
“Eamings Code S02 | Q Temporary Pay General Ledger Pay Type
Compensation Rate = Standard Hours

Percent of Distribution 100.000

Earnings Chartfields (2

Combination Code Edit ChartFields

Job Data Employment Data Eamings Distribution Benefils Program Participation

':[
[@imoe |- &

Step

Action

45.

Click the Look up Earnings Code (Alt+5) button.

&

46.

Click the Regular Pay link.

47.

Click the Employment Data link.

48.

Verify the Company Seniority Date.

The Company Seniority Date is the continuous service date and is used for
service award recognition. Once the record is saved you can go back in and
change this date by clicking on the Override button next to the date, change the
date and then save. Leave the box checked next to override.

49.

Verify the Benefits Service Date.

The Benefits Service Date is used for leave accrual. If the hire date is not the
first of the month, you should enter the first day of the month of hire to accrue the
appropriate accrual of leave hours. Do this by clicking the Override button next
to the date; change the date and then save. Leave the box checked next to
override.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home
ORACLE STHT
New Window | Help | Personalize Page | i
Employment Information
Empl ID
Empl Record 0
Organizational Instance (7
Organizational Instance Red 0 Original Start Date 08/06/1998
Last Start Date 10/12/2003 First Start Date 08/06/1998
Termination Date Years Months  Days
Org Instance Service Date [08/01/1998 |5 7 Override LITY 8 5
Organizational Assignment Data (7
Instance Record
Last Assignment Start Date 10/12/2003 First Assignment Start 08/06/1998
Assignment End Date
Home/Host Classification Home Years Months  Days Time Reporier Daia
Company Seniority Date [08/01/1998 |5 ¥ override LITY 8 5
Benefits Service Date [08/0111998 | ¥ override LT 8 5
Seniority Pay Calc Date 08/06/1998 I override v 18 8 0
Probation Date E]
Professional Experience Date [ Last Verification Date =
Business Title CUSTODIAN Position Phone
Job Data Employment Data Eamings Distribution Benefits Program Participation
[Elsave |[E Retumto Search | [ Nolify || Refresh ] Update/Display | [ J& Include History | (27 Correct History
e e Y
I start J L2 J 2 Job Data - Windows I... J HiuEOe « WYy

Step Action

50. Click the Time Reporter Data link.
Mime Reporter Daid

51. The Time Reporter Data page is used to enroll and maintain an employees Time
and Labor process group.

HR/Payroll Favorites HR/Payroll Menu Workforce Administration Job Information Job Data Add to Favorites A& Home

(SISl Time and Labor Data

Empl ID EmplRecord 0 piize Page | &
Employment Inforn|
Time Reporter Data Find | View Al First ‘& 1011 b Last
Organizational Ir| “Effective Date [11/01/2016 |[si™ *Status [ Active ha [+l [=]
— “Time Reporter Type [[Elapsed Time Reporter = Payroll
rganizaty ~ -
- Send Time to Payroll
Elapsed Time Template [NDSE_TD | £iape4 - Time Dist Task Rolg v
Punch Time Template @ Commitment Accounting
Org Insf . i
Time Period ID Q I¥ For Taskgroup
NEXH Q Hourly / Sun - Sat [ For Department
Organizational A| . p
il TaskgroupNDS_T0 Q% Time pist Task Rptg
Instance Record Task Profile ID Q
Last Assi TCD Group Q
Asq Restriction Profile ID Q
Homell Rule Element 1 Q
Compl Rule Element 2 a
Bes Rule Element 3 a
Seni Rule Element 4 a
Rule Element 5 a
Professiond .
Time Zone |CST
Q Central Time (US)
oK Cancel Refresh
Job Data
[z Ret -,:|
E: i i wini T ]
L start J LmEe J Jab Data - Windows L. J HuEHOe « s
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Step Action
52. Insert a new effective dated row to reflect the date of the full time position.

Click the Add (+) button.
[+]

53. Enter the Effective Date of the Time Reporter enroliment change.
Click the Choose a date (Alt+5) button.
B
54. Click 3.
55. Confirm the Time Reporter Status is Active.
56. Elapsed Time Template will be the State standard of ‘NDSE_TD’
Click the Look up Elapsed Time Template (Alt+5) button.
&l
57. Click the NDSE_TD link.
58. *Workgroup is determined by the Agency. Select the appropriate Workgroup.
Click the Look up Workgroup (Alt+5) button.
€
59. Click the NEXS link.
60. *Taskgroup is the State standard of ‘“NDSE_TD".
Click the Look up Taskgroup (Alt+5) button.
€l
61. Click the NDS_TD link.
62. Click the OK button.
oK
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | i
Employment Information
Empl D .
Empl Record 0

Organizational Instance (7

Organizational Instance Red 0 Original Start Date 02/051398 I~ override
Last Start Date 10/12/2003 First Start Date (08/06/1998
Termination Date Years Months Days
Org Instance Service Date [08/01/1298 |5 7 override LT 3 5

Organizational Assignment Data (7

Instance Record

Last Assignment Start Date 10/12/2003 First Assignment Start 08/05/1998
Assignment End Date
Home/Host Classification Home Years  Months Days  [Time Reporier Dais
Company Seniority Date [08/011998 |5 % override LT 3 5
Benefits Service Date 08/011998 5 ¥ Override Y 18 g 5
Seniority Pay Calc Date 08/06/1998 I~ override KT 8 0
Probation Date E]
Professional Experience Date [ Last Verification Date =
Business Title CUSTODIAN Position Phone
Job Data Employment Data Earnings Distribution Benefits Program Participation
[§lSave ||[E" Returnto Search ||[=]Motify || Refresh | Update/Display || & Include History | [E5# Correct History

Lostart Jz =2 J & Job Data - Windows I... J HiuEOe « s

Step

Action

63.

Click the Save button.
[Flsave |

64.

Congratulations, you have completed this lesson.
End of Procedure.

View Payable Time Summary

View Payable Time Summary

Use the

Payable Time Summary page to view one week's payable time.

Procedure

In this lesson you will navigate to the Payable Time Summary page to view the details of an
employee's payable time.

Navigation: Manager Hub > Team Absence\Time Management > Payable Time Summary

Step

Action

65.

Using the Manager Hub tab, note the updated navigation now includes a Team
Absence/Time Management menu bar.
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Hub Favorites ¥ Hub Menu ¥
" l Z = Al ~ | Search Bl Advanced Search B
Employee Hub Manager Hub Help? | %
Team HR HR/Payroll Pending Approvals < o~v My Recruitin
Desktop
Personalize
Today's Inter
Team Career & Approval Name Effective Date Approval Receipt Date
Succession No interview
Plans Manage Payable Time L NIA 0313172017
- 8 interview
Team Profiles Manage Payable Time ! NIA 033172017
Management
Manage Payable Time NiA 0373172017 Team Perfon
Team
AbsencefTime | My Job Openings S lexl |
Management Y BSINE) Critical Alert
Te No data exists for selected criteria. Select Pagelet Settings, then Personalize to change filters. -
Performance ~ My Job Openings Analytics =
Team Job Direct Line Reports S v g
Opening .
Personalize | Find | View All | 2] B 1.40f4
Quick Links& &~ summary || Job Details | Contact | CareerPlan || Performance || Time || Succession
Performance  Compa
Name Job Title o /s Alerts
a HR/Payroll [Eatip el
~ Actions 103
You have no
e ~ Actions 109
v
Jpa ~ Acliens 3
~ Actions 97
NDPERS
Employer Self
55,—3\(;; Headcount Analytics
Lostart J Lm 2 J & Employee-facing regi... J ENINe) GBE =l

Step

Action

66.

Click the Team Absence/Time Management link.

Team
Absence/Time
Management

67.

Click the scrollbar.

68.

Click the Payable Time Summary link.

Favable
Time
Summary

69.

The Payable Time Summary page is used to display an employees Payable time.

70.

Search for the specific employee using any of the Selection Criterion Values
such as Employee ID, then select the search button. Note: You can use the Get
Employees button to retrieve all employees who report to you.

You can also use a combination of Selection Criterion Values when using the
Get Employees button.

71.

You can also perform a search using the Start Date and End Date options.

Note: The End Date field defaults to the current date. It is important to enter the
correct Start Date to ensure you have retrieved the timesheet period you wish to
view.
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HubMenu ~ B 15 Collections ~ >

Hub Favorites ¥

Employee Hub Help? | ¢

Manager Hub

Payable Time Summary

Select Employee
Employee Selection

Employee Selection Criteria
Selection Criterion Selection Criterion Value

‘Time Reporter Group

Employee ID

Last Name

First Name

Department

Reporis To Position Number

Refresh Timesheet
Start Date 03/28/2017 |[5] End Date |04/03/2017

Employees For' Manager's Hame

Time Reporters | Demographics
Last Name First Namea Employee ID
Last Name

Manager Self Semvice

Time Management

£7start J Lmg J = Payable Time Summa...

Mgr Hub Nav Collection ¥

o

Team Absence/Time Management ¥

Get Employees

Clear Criteria

Save Criteria

PR L L LA

Hours Approved or

Hours to be Approved ‘Submitted

0.000000

0.000000

|BuEDe @ &k

Training Guide

Payable Time St

All -~ | Search Bl Advanced Search [ Last Search Results

New Window | Help | Personalize Page |

Personalize | Find |2 First 4 10f1

Denied Hours Exception

0.000000

Step

Action

72.

Click in the Employee ID - Selection Criterion Value field.

73.

T,

Enter the desired information into the Selection Criterion Value field. Enter

74.

Click in the Start Date field.

037282017

75.

Enter the desired information into the Start Date field. Enter "12/12/2016".

76.

[

To retrieve the payable time for the date entered,

Click the Refresh Timesheet button.

77.

The Selection Criteria returns the Employee 1D requested.

78.

Click the Employee Last link.
Employee Last

To view the employee's Payable time detail.

79.

being used.

Time Reporting Code - TRC acronym where time worked is being allocated.

Description - The description field provides a brief description of the TRC code
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Step Action
80. Total Quantity/Type - Total number of hours and minutes allocated to the TRC.

81. Days of the Week - Total hours and minutes worked on a specific day.

Hub Favorites ¥ HubMenu ~ [0l jons ¥ > Mar Hub Nav Collection ¥ Team Absence/Time Management ~ Payable Time Summary & Home

"/ 7, 7 _-_ Al ~ | Search Rl Advanced Search

Employee Hub Manager Hub Help? | 3%

New Window | Help | Personalize Page | i
Payable Time Summary
Employee Hame Employee ID
Employee Job Title Employment Record 0
Actions =
Start Date 12122016 | Previous Week Mext Week
End Date | 12/18/2016
Payable Time From 12/12/2016 To 12/18/2016 (2
Time d
. . Total Mon Tue Wed Thu Fri Sat
E:‘;g"'"" Dencription Quantity T¥P® 1212 12113 1214 1215 1216 12M7
oTX15 Overtime X 1.5 .00 Hours 200
REG Regular 40.00 Hours 800 8.00 8.00 8.00 200

Detail Page
Return to Select Employee

4 3

Step Action

82. Click the Return to Select Employee link.
Eeturn fo Select Employed
83. Congratulations you have completed this lesson.

End of Procedure.

View Payable Time Detail
View Payable Time Detail

Use the Payable Time Detail page to view one week’s payable time.

Procedure

In this lesson you will navigate to the Payable Time Details page to view the details of an
employee’s payable time.

Navigation: Manager Hub > Team Absence/Time Management > Payable Time Detail
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Step Action

84. Using the Manager Hub tab, note the updated navigation now includes a Team
Absence/Time Management menu bar.

Hub Favorites ¥ Hub Menu ¥
Al ~ Search B Advanced Search B
Employee Hub Manager Hub Help? *
Team HR HR/Payroll Pending Approvals < @~ My Recruitin
Desktop
Personalize
Today's Inter
Team Career & Approval Name Effective Date Approval Receipt Date
Succession No interview
Plans Manage Payable Time NIA 0313172017
- 8 interview
Team Profiles Manage Payable Time NIA 033172017
Management
Manage Payable Time NiA 0373172017 Team Perfon
Team
AbsencefTime | My Job Openings 2 ev §
Management y P ) (Critical Alert
Team No data exists for selected criteria. Select Pagelet Settings, then Personalize to change filters. =
Performance ~ My Job Openings Analyfics 5
Team Job Direct Line Reports S ev g
Opening .
Personalize | Find | View All | 2] B3 13014
Quick Links & &~ summary || Job Details | Contact | CareerPlan || Performance || Time || Succession
Performance  Compa
Name Job Title o /s Alerts
a HR/Payroll [Eatp el
~ Actions 103
You have no
e ~ Actions 109
0o ~ Actions 3
~ Actions . a7
NDPERS
Employer Self
Semica. 261 Headcount Analytics
[ start J Lm 2 J & Employee-facing regi... J ERNINe) GBE =l

Step Action

85. Click the Team Absence/Time Management link.

Team
Absence/Time
Management

86. Click the scrollbar.

87. Click the Payable Time Detail link.

Payable
Time

88. Use the Payable Time Detail page to view the details of an employee's payable
time.

89. Search for the specific employee using any of the Selection Criterion Values
such as Employee ID, then select the search button. Note: You can use the Get
Employees button to retrieve all employees who report to you.

You can also use a combination of Selection Criterion Values when using the
Get Employees button.
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Hub Favorites ¥ Hub Menu ~ n ations Collections ¥ Mgr Hub Nav Collection ¥ > Team Absence/Time Management ¥ >  Payable Tim

"'/ 7Y -‘_ All - | Search Bl Advanced Search [l Last Search Resulis

Employee Hub Manager Hub Help? | 3%
New Window | Help | Personalize Page | i
Payable Time Detail
Select Employee
Employee Selection
Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value
Clear Criteria

Time Reporter Group

@ Save Criteria
Employee ID a
Last Name Q,
First Name Q
Department a
Reports To Position Number Q.
Employees For Manager's Hame Personalize | Find | First (4" 10f1
Demographics
Last Name First Name Employee ID Farliost Chande  pepartment ID Department Reports To
Last Name

Manager Self Semvice

Time Management

Drstart] | S m @[S Payable Time Detail-... |BuE0e GE ®ds

Step Action

90. In this example, you will perform a search by Employee ID.

Click in the Employee ID - Selection Criterion Value field.

91. Enter the desired information into the Selection Criterion Value field. Enter
"TITTITT".

92. Click the Get Employees button.
| Get Employees |

93. The search results display below.

94, Click the Employee Last link.
Employee Last

95. The Payable Time Detail displays the option to view one week's payable time.
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Hub Favorites ¥ Hub Menu ~ n afions Collections ¥ >  Mgr Hub Nav Collection ¥ Team Absence/Time Management ¥ Payable Tim # Home

m STRT All -~ | Search Bl Advanced Search [ Last Search Results

Employee Hub Manager Hub Help? | ¢

| New Window | Help | Personalize Page | I

Payable Time Detail
Employee Hame Employee ID

Employee Job Title Employment Record 0

Actions =
Start Date [EPEPIEE |5
End Date |04/03/72017 |[5] ]

There is no time returned for the selected date range. (03/28/2017 - 04/03/2017)
Payable Status Filter

Payable Time (7
Overview | Time Reporting Elements || Task Reporting Elements || Costand Approval

Date Status Reason Code e Reportin - uantity TRC Type Estimated Gross

Approval
Monitor

Return to Select Employee

£7start JL =2 J & Payable Time Detail - . J B ok [ e L@ s

Step Action

96. Click in the Start Date field.
Start Date

97. Enter the desired information into the Start Date field. Enter "12/12/2016".

StartDate ]

98. Enter the desired information into the End Date field. Enter "12/19/2016".

End Date |aERIEN Y]

99. After changing the Start Date or End Date use the refresh button to update the
content displayed on details page.

Click the Refresh button.

4

100. Reviewing Payable Time Details

The Overview tab displays each row of payable time along with its date, status,
reason code, time reporting code (TRC), and quantity of TRC units.

101. Date - Day worked or leave time taken.
Status - Current Time Administration processing status.

102. Time Reporting Code (TRC) - Acronym for TRC where time worked or leave
time taken is allocated.

Quantity\TRC Type - Total hours and minutes allocated to the TRC.
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Step Action
103. Click the Return to Select Employee link.

Feturn to Select Employee

Hub Favorites ¥ Hub Menu ~ n afions Collections ¥ >  Mgr Hub Nav Collection ¥ Team Absence/Time Management ¥ Payable Tim # Home

"/ Lzt STRT Al ~ | Search BN Advanced Search B Last Search Resulis

Employee Hub Manager Hub Help? | ¢

New Window | Help | Personalize Page |
Payable Time Detail

Select Employee

Employee Selection

Employ lection Criteria g Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q.
Save Criteria
Employee ID il Q
Last Name Q.
First Name Q.
Department Q
Reporis To Position Number (s}
Employees For |Manager's Hame Personalize | Find |2 First (4 1of1
Demographics
Last Name First Name Employee ID E:[‘;E“C"E"B" Department ID Department Reports To
Employee Last  Employee First I 01012017 000000 Management 000000

Manager Self Service

Time Management

|BuEDe @ &8k

Step Action

104. Click the Time Management link.

[[ime Managemeni

105. Congratulations you have completed this lesson.
End of Procedure.

How to Approve Payable Time
How to Approve Payable Time

The Approve Payable Time page displays all time reporters based on entries placed in the
Employee Selection Criteria and date range fields who have time with a Payable Status of
'‘Needs Approval' status.

Use the Approve Payable Time page to Approve, Pushback or Deny Payable
Time. Payable Time must be approved before it can be processed in payroll.

Procedure
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In this lesson you will navigate to the Payable Time page to review and approve a timesheet.

Navigation: Manager Hub > Team Absence/Time Management > Approve Payable Time

Step Action

106. The Manager Hub dashboard provides multiple ways to access the Approve
Payable Time page.

107. The HR/Payroll Pending Approvals section list the employees that have time
pending approval.

108. It can also be accessed using the Team Absence/Time Management menu bar.

Hub Favorites ¥ Hub Menu ¥
" l Z = Al ~ | Search Bl Advanced Search B
Employee Hub Manager Hub Help? *
S = =
Team Career & HR/Payroll Pending Approvals S #~v My Recruitin
Succession
lans Personalize
Today's Inter
Team Profiles Approval Name Effective Date i v
Management = No inferview
Manage Payable Time NIA 0372212017 :‘
L 8 interview
eam ’ 1 1227
AbsencelTime Manage Payable Time NIA 032212017
Management Manage Payable Time NiA 0312212017 U0 P
Performance Manage Payable Time NIA 0372212017 )
Critical Alert
Manage Payable Time NIA 032212017 ﬂ
Team Job L]
Opening Training Pending Approvals s ov 5
Team Learning No Pending Approvals Found n
Quick Links& &~ (& Maintain Approvals
i ) & Alerts
k a HR/Payroll My Job Openings S o~
No data exists for selected criteria. Select Pagelet Settings, then Personalize to change filters. You have no
Learning ~My Job Openings Analytics
Home
Direct Line Reports S o~
[+] Personalize | Find | View All| 2] [ 1404
JDO
Summary || Job Details | Contact | CareerPlan || Performance || Time || Succession
Performance  Compa
Name Job Title Rating T
~ Actions 103
L7start J Lm 2 J & Employee-facing regi... J ERI] BE &

Step Action

109. In this lesson, use the menu bar option.

Click the Team Absence/Time Management link.

Team
Absence/Time
Management

110. Click the Approve Payable Time link.

Approve
Fayable
Time
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Step Action
111. Use the Approve Payable Time page to refine your search for employees by

including groups, employee IDs, a certain date range, or many other criteria. You
can also return all the employees for whom you have approval authority and who
have Payable time that needs approval.

Approve Payable Time
Approve Time for Time Reporters

BETT EN

Hub Favorites ¥ Hub Menu ~ n ans Collections ™ Mar Hub Nav Collection ¥ Team Absence/Time Management ¥ Approve Payab

FI 7Y -‘_ All - | Search Bl Advanced Search [l Last Search Resulis

Employee Hub Manager Hub Help? | ¥
New Window | Help | 5 |

Employee Selection
Employee Selection Criteria Get Employess

Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group
Save Criteria
Employee ID
Last Name
First Name

Department

PR L L LA

Reporis To Position Number

Change Time in View
Start Date 03/04/2017 |5 End Date 04/09/2017 [§] L

Employees For 2 Personalize | Find | View All |2 First 4 1071 ' Last
Time Summary | Demographics

Select Last Name First Name Employee ID Total Payable Hours

- Last Name 0.000000

Approve Deny Push Back

[Fig0e @ @

Step Action

112. Click in the Employee ID -Selection Criterion Value field.

113. Enter the desired information into the Selection Criterion Value field. Enter
“TTTTITT".

114, Enter the desired information into the Start Date field. Enter "12/05/2016".
StartDate[ ]

115. Enter the desired information into the End Date field. Enter *12/09/2016".
End Date[ ]

116. Click the Refresh Summary Page button.
[Fd

117. Click the Last Name link.
| Employee Last Hame |

118. After selecting an employee, the Approval Details are displayed. Select the time

you wish to process, then select a button to take the desired action.
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Hub Favorites ¥ Hub Menu ~ n ans Collections ™ Mar Hub Nav Collection ¥ Team Absence/Time Management ¥ Approve Payal

"'/ 2L -‘_ All - | Search Bl Advanced Search [l Last Search Resulis

Employee Hub Manager Hub Help? | 3%
| New window | Help |

Approve Payable Time

Employee Hame Employes ID 7777777
Employee Job Title Employment Record 0
Actions =

Start Date 12/05/2016
End Date 12/09/2016

Approval Details (7 Personalize | Find | View Al | 1] B First (4 15015 ® Last
Overview || Time Reporting Elements || Cost || Task Reporting Elements
Tim
Select  Date Reporting  Status Quantity Type Accounting Date Adjust Reported Time Add Comments
i= 121052016 REG Needs Approval 8.00 Hours (g Adjust Reported Time o]
O 1210672016 REG Needs Approval 8.00 Hours [ Adust Reported Time ]
[l 1210772016 REG Needs Approval 8.00 Hours 5 Adjust Reported Time e}
O 1210872016 REG Needs Approval 8.00 Hours [ Adust Reported Time ]
[l 1210972016 REG Needs Approval 8.00 Hours 5 Adjust Reported Time e}
Select All Deselect Al
Approve Deny Push Back

Retur o Approval Summary

Lostart Jia =2 J  Approve Time by Gro... J BuEde GE @y

Step Action

119. Click the Select checkbox.
(1

120. The Adjust Reported Time link will open the employee timesheet.

121. You can Add Comments to any row. You will see how to enter a comment later
in this topic.

122. To select all rows for the desired date range,

Click the Select All link.
Select All

123. The process buttons enable you to take the desired action on the selected rows.

Approve - The Payable time as been approved and will be sent to Payroll for
payment.

Deny - The Payable time has been denied and is not sent to Payroll for payment.

Push Back - Payable time requires additional information from the employee
before it can be approved.

For each of these actions an email notification will sent to the employee.

Page 89



Training Guide ORACLE’
Error! No text of specified style in document. USER PRODUCTIVITY KIT

Step Action

124. Click the Approve button.
| Approve |

125. Click the Yes button.

....................................

Hub Favorites ¥  Hub Menu ~ s Collections ~ Mar Hub Nav Collection ~ Team Absence/Time Management ~ Approve Payat & Home
"'/ 7Y -‘_ ANl ~ | Search Bl Advanced Search [l Last Search Resulis
Employee Hub Manager Hub Help? | 3%
New Window | |
v |
Save Confirmation
& The save was successtul
....... s
frstane| | 5, & |EBanE0e B@ &y

Step Action

126. Click the OK button.

127. After the Save Confirmation is successful.

The employee will receive an email notification of the status of their payable time
request.
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Huomenu ~ I8 sns Collections ~

Hub Favorites ¥

F’; ! All

Employee Hub Manager Hub Help? | ¢

Approve Payable Time
Employee Hame
Employee Job Title

Actions =
Start Date 12/05/2016
End Date 12/09/2016

£7start J w2 J = Approve Time by Gro...

Mgr Hub Nav Collecion ¥ >

~ | Search >

Training Guide

Team Absence/Time Management ¥ >  Approve Payah # Home

Advanced Search 8] Last Search Results

| New Window | Helj

Employee ID 777777

Employment Record 0

|BoEDe @ @k

Step Action

128.

Eeturn fo Approval Summary

Click the Return to Approval Summary link.

129.

Now walk through the process to Deny or Pushback a time approval request.

Huomenu ~ [ ctions ~ >

Hub Favorites ¥

Employee Hub

4 ! All

Manager Hub Help? |
Approve Payable Time

Approve Time for Time Reporters

Employee Selection

Employee Selection Criteria
Selection Criterion Selection Criterion Value

‘Time Reporter Group

Employee ID T

Last Name

First Name

Department

Reports To Position Number

No employees were returned for the time period specified.
Change Time in View
Start Date E]

Manager Seff Service
Time Management

£ostart J w2 J = Approve Time by Gro...

Mgr Hub Nav Collection ¥

~ | Search >

End Date 121092016 |[ L

Team Absence/Time Management ¥ ‘Approve Payable Time # Home

Advanced Search [ Last Search Results

New Window | Heip | &

Get Employees

Clear Criteria

Save Criteria

FAV-RY Ry -RV-Ry<]

|BuEDe @ &8k
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Step

Action

130.

Enter the desired information into the Start Date field. Enter "12/12/2016".

Start Date ]

131.

Enter the desired information into the End Date field. Enter *12/16/2016".

Ena Date[ ]

132.

Click the Refresh Summary Page button.

[

133.

Click the Last Name link.
Employee Last Hame |

134.

In this example, the time approval request for 12/12/2016 will be processed as a
Deny.

£7start Jz =2 J & Approve Time by Gro.. J HulEOe GE ®ds

Hub Favorites ¥ Hub Menu ~ n cions ¥ >  Mgr Hub Nav Collection ¥ Team Absence/Time Management ¥ >  Approve Payable Time

"'/ y % All = | Search Pl Advanced Search [ Last Search Resulls

Employee Hub Manager Hub Help? | ¢
| Mew Window | Help | &
Approve Payable Time

Employee Hame Employee ID 7777777
Employee Job Title Employment Record 0

”Slarl Date 12/12/2016
End Date 12/16/2016

Approval Details (7 Personalize | Find | View Al | 1] B First (¢ 15015 * Last
Overview || Time Reporting Elements || Cost || Task Reporting Elements
Time
Select  Date »égg:nmg Status Quantity Type Accounting Date Adjust Reported Time ‘Add Comments
[ 121212016 REG Meeds Approval 2.00 Hours 5 Adjust Reported Time (]
[T 12132018 REG Needs Approval 200 Hours bl Adjust Reported Time ]
[T 1211412016 REG Needs Approval 8.00 Hours [ Adjust Reported Time o
[T 12152016 REG Needs Approval .00 Hours 5 Adjust Reported Time ]
[T 12182018 REG Needs Approval 200 Hours Bl Adjust Reported Time o]
Select Al Deselect All
Approve Deny Push Back

Return to Approval Summary

Step

Action

135.

Click the Select checkbox.
=

136.

To provide more detail on why the approval request was Denied,

Click the Add Comments button.

.
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Action

137.

NOTE: Comment history cannot be altered or removed. Please do not place
confidential or personal information in the comment box.

Hub Favorites HubMenu + I8 ctions Mgr Hub Nav Collection

Employee Hub Manager Hub Help? | ¢

Team Absence/Time Management

Approve Payable Time

| New Window | Help | B

Apl TR Comments
Help
Comments
Employee Name Employee |D 777777
Employee Job Title Employment Record 0
Actions »
API | Note
O¥ | Gomment history cannot be altered or removed. Once you select OK to leave the page or select Apply for one or more entered comment, you
will not be able to alter or remove those comments later.
S
Comments related to time entered for 12/12/2016 Personalize | Find | View Al | 2| B First (4 10f1
Include in
Date: User ID DateTime Created Source Approval Comment
Comments
04/05/2017
112122016 @ND.GOV eyt Approvals (]
& Add Comment
=l oK Cancel Apply
Reful « | i

£7start J LmE J (= Approve Time by Gro...

e @E0e |60 &G

Step

Action

138.

Click in the Comment field.

139.

Enter the desired information into the Comment field. Enter "*Comment related

to time entered".

140.

Click the button.
oK
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Huomenu + I8 ctions ~

Hub Favorites ¥ Mgr Hub Nav Collection ¥

,- .q All = | Search
Employee Hub Manager Hub Help? | ¢
Approve Payable Time
Employee Hame: Employee D 1177177
Employee Job Title Employment Record 0
Actions+
Start Date 1212/2016
End Date 12/16/2018
Approval Details (7
Overview || Time Reporting Elements | Cost | Task Reporting Elements
Time
Select Date Reporting Status Quantity Type
Code
~ 12/12/2016 REG Needs Approval 8.00 Hours
- 12H32016 REG Needs Approval 8.00 Hours
m 12/14/2016 REG Needs Approval 8.00 Hours
[l 12152016 REG Needs Approval 8.00 Hours
- 12M62016 REG Needs Approval 800 Hours
Select All Deselect All
Approve Deny Push Back
Return to Approval Summary
£ start J Loma J = Approve Time by Gro...

Team Absence/Time Management ¥

OoORACLE
USER PRODUCTIVITY KIT

Approve Payable Time # Home

Bl Advanced Search [ Last Search Results

| New Window | Help | &

Personalize | Find | View Al | 2| BB First (4 15015 b Last

Accounting Date Adjust Reported Time: Review Comments

5 Adjust Reported Time &
5 Adjust Reported Time (@]
Bl Adjust Reported Time o
[ Adjust Reported Time (o]
5 Adjust Reported Time @]

|BoEiDe @ @3k

Step Action

141. Click the Deny button.

| Deny |

142. Click the Yes button.

Hub Favorites ¥ Hub Menu ~ K

Employee Hub

ctions ¥
! Al
Help? | 3%

Mar Hub Nav Collection ¥
~ | Search

Manager Hub

Save Confirmation

& The save was successtul

L start J LE2 J Approve Time by Gro.

Team Absence/Time Management ™

Approve Payable Time #& Home

Bl Advanced Search [l Last Search Resulfs

New window | B
et |

[Figie @ &k
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Step

Action

143.

Click the OK button.

144.

After the Save Confirmation is successful.

The employee will receive an email notification of the status of their payable time
request.

145.

Next, in this example, the time approval request for 12/13/2016 will be processed
as a Push Back.

Hub Favorites ¥ Hub Menu ~ n clions ¥ >  Mgr Hub Nav Collection ¥ Team Absence/Time Management ¥ >  Approve Payable Time

"'/ ', All = | Search Pl Advanced Search [ Last Search Resulls

Employee Hub Manager Hub Help? | ¢
| Mew Window | Help | &
Approve Payable Time

Employee Hame Employee ID 177777
Employee Job Title Employment Record 0
Actions~ !

Start Date 12/12/2016

End Date 12/16/2016
Approval Details (7 Personalize | Find | view Al | 21| First ‘& 1-40f4 b/ Last
Overview | Time Reporting Elements || Cost || Task Reporting Elements

Time

Select Date léegnnmg Status Quantity Type Accounting Date Adjust Reported Time Add Comments
ode
[T 12132016 REG Needs Approval 200 Hours Adjust Reported Time (]
[T 1211412016 REG Needs Approval 8.00 Hours [ Adjust Reported Time ]
[T 12152016 REG Needs Approval 2.00 Hours 5 Adjust Reported Time ]
[T 12182018 REG Needs Approval 200 Hours ) Adjust Reported Time ]
Select Al Deselect All
Approve Deny Push Back

Return to Approval Summary

[start J% = E J 2 Approve Time by Gro... J HulHEOde LE

Step

Action

146.

Click the Select checkbox.
-

147.

To provide more detail on why the approval request was pushed back.

Click the Add Comments button.

.
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Hub Favorites Hub menu ~ I ctions Mgr Hub Nav Colleciion Team Absence/Time Management Approve Payable Time
Employee Hub Manager Hub Help? | ¢
| New Window | Help | B
Apl TR Comments X
Help
Comments
Aclio Employee Hame Employee |D THITTT
Emplayee Job Title Employment Record 0
Actions =
APH |Note
O¥ | Comment history cannot be altered or removed. Once you select OK to leave the page or select Apply for one or more entered comment, you
wil not be able o alter or remove those comments later
S
Comments related to time entered for 12/13/2016 Personalize | Find | View Al | 21| B Fist (4 10f1
Include in
Date User ID DateTime Created Source Approval  Comment
omments
: 041052017
o | 1720132016 {@ND.GOV oo Approvals (|
O Add Comment
Retul [ oK Cancel Apply
2l ]
£ start J Lm 2 J 2 Approve Time by Gro... J HiuEe GBE =Bl

Step Action

148. Click in the Comment field.

149. Enter the desired information into the Comment field. Enter "Comment related
to time entered".

150. Click the button.
oK
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Huomenu + I8 ctions ~

Hub Favorites ¥

N2

Employee Hub

Mgr Hub Nav Collection ¥

Al ~ | Search

#

Manager Hub Help?

Approve Payable Time

Employee Hame

Employee Job Title

Actions =
Start Date 12/12/2016
End Date 12/16/2016

Approval Details (7

Overview | Time Reporting Elements || Cost | Task Reporting Elements
Time
Select  Date Reporting Status Quantity
Code
Il 1211312016 REG Needs Approval
- 1211412016 REG Needs Approval
[m 12/115/2016 REG Needs Approval
m| 12/16/2016 REG Needs Approval
Select All Deselect All
Approve Deny. Push Back

Retur o Approval Summary

£ “start J Lm2 J = Approve Time by Gro...

Employment Record 0

Training Guide

Team Absence/Time Management ¥ ‘Approve Payable Time # Home

Bl Advanced Search [ Last Search Results
| Mew Window | Help | &

Employee ID 1177177

Personalize | Find | View Al | 1] B First (¢ 14014 * Last

Type Accounting Date Adjust Reported Time Review Comments
2.00 Hours ) Adjust Reported Time [
8.00 Hours 5 Adjust Reported Time (@]
2.00 Hours ] Adjust Reported Time o
8.00 Hours [5) Adjust Reported Time (®]

|BuEiDe @ @3k

Step Action

Click the Push Back button.
| Push Back |

151.

152. Click the Yes button.

Hub Favorites ¥ Hub Menu ~ K

ML

Employee Hub

ctions ¥ Mar Hub Nav Collection ¥

Al

#*

~ | Search

Manager Hub

Help?

Save Confirmation

& The save was successtul

£ 7start J e

Team Absence/Time Management ¥ Approve Payable Time #& Home

Bl Advanced Search [l Last Search Resulfs

New window | B
et |

[Figie @ &k

Page 97



Training Guide ORACLE’
Error! No text of specified style in document. USER PRODUCTIVITY KIT

Step Action
153. Click the OK button.

154, After the Save Confirmation is successful.

The employee will receive an email notification of the status of their payable time
request.

Hub Favorites ¥ Hub Menu ~ n clions ¥ Mgr Hub Nav Collection ¥ >  Team Absence/Time Management ¥ Approve Payable Time

"'/ 7Y -‘_ All - | Search Bl Advanced Search [l Last Search Resulis

Employee Hub Manager Hub Help? | 3%
| New window | Help |
Approve Payable Time

Employee Hame Employee ID TITTITT
Emplayee Job Title Employment Record 0
Actions =

Start Date 1211212016

End Date 121612016
Approval Details (7 Personalize | Find | View Al | 1] B First (0 13013 & Last
Overview || Time Reporting Elements || Cost || Task Reporting Elements

Select Date ger%ur\mg Status Quantity Type Accounting Date Adjust Reported Time Add Comments
ode
[C 1211412016 REG Needs Approval 8.00 Hours [ Adjust Reported Time ]
[T 12152016 REG Needs Approval .00 Hours 5 Adjust Reported Time ]
[T 12182018 REG Needs Approval 200 Hours Bl Adjust Reported Time o]
Select Al Deselect All
Approve Deny Push Back

Return fo Approval Summary;

Lestart Jiz =2 J 2 Approve Time by Gro... J BuEde GE ®ds

Step Action
155. Click the Return to Approval Summary link.
Return to Approval Summany

156. Click the Home link.
#& Home

157. Congratulations, you have completed this lesson.
End of Procedure.

Leave of Absence Unpaid

Leave of Absence - Unpaid

Procedure
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In this lesson, you will walk-through the business process steps to perform an Unpaid Leave of
Absence.

Navigation: HR/Payroll > HR/Payroll Menu > Workforce Administration > Job
Information > Job Data

Hub Favorites ™ Hub Menu ¥

Al ~ | Search Bl Advanced Search
Employee Hub Manager Hub Help? | %%
Personalize Content | Lay
Personal Information Agency News =) 52 533 State Employee Directol

Browser for Windows 10 is Chrome or Edge

Search by Name

Pay Recommended Browser for Windows 10 is Chrome or Edge
date Chrome
to update Chrome to be on the newest version 8 My Profile
Time \ Leave Recommended Browser for Mobile Devices is Chrome =
New JDQ System- Live Now!
Recommended Browser for Mobile Devices is Chrome

Career UPDATED: Delta Airlines Discount Program offering deeper chck out 3 video of the new
discounts effective Oct 1, 2015
Detta Airlines Discount Program, Good for Business & Personal Travel Naow Live!
Performance Instructions to add Delta.com to Trusted Sites and Clear Cache in IE
If you cannot get into Delta.com add them to your Trusted Sites and Clear Cache. OMB Safe Operating
. UPDATED: Delta Airlines Discount Link Overview Doc e Click to Re
Tutorials Defta Airiines Discount FAQ's
Keep Your Employees Up To Date with Specific Agency News
Quick Links s v ‘:r'iams‘phEEc‘gi‘-tgﬁgﬂgﬁngzzl:;:é?geHC\ES now have the ability to add news aricles that
Agency News
HRIPavrol + Employee Travel Email Nofification \ Travel Reimbursements On-Line
More...
- View All Aricies and Sections
JDO
HR/Payroll News T av
View All Aricies and Sections
. NDPERS Employer Self Service
PERS News T o

. NDPERS Member Self Service View ANl Articles and Sections

[ostart J Lm 2 J & Employee-facing regi... J E e GBE =l

Step Action

1. Click the HR/Payroll link.
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HR/Payroll Favorites ¥ >ayroll Menu Add to Favorites \ A& Home
ORACLE’
Personalize Content | Layou
Quick Links S &y uick Links = ompany Directo
« o o Backto Employee Hub (;9 RSQ ftink ’ é_g_hc ” yD ! Y
TR Takes user back o Enterprise Portal (BB Extemal Careers St Search by Name )
% Search Job Openings .
2. My Profile Advanced Sea|
% Create Job Opening
E Search Applications
Applicant Lists
Eﬁ Interview Calendar
Generate Recruitment Letters
539 Teams
@%j Routing Response
/& Evaluate Open Ended Questions
Q Pending Approvals
5 Interview Evaluations
® Query Viewer
Dston] |5 & [[Svwy rage - windows L [Hi@Ele & &
Step Action
2. Click the HR/Payroll Menu link.
3. Click the Workforce Administration menu.
| [ Workforce Administration rl
4, Click the Job Information menu.
| 3  Job Information Fl
5. Click the Job Data menu.
| El  JobData |
6. The search page requires you to enter criteria so PeopleSoft can locate the

employee information in the database. If you know the employee ID, enter it in
the Empl ID field. If you do not know the ID, you can use the employee's first or
last name to narrow the search and select the desired ID from the displayed list.

In this example, you will enter the employee ID.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE’ STHT

New window | Help | &
Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empi 10 begins vith =] |

EmplRecord[= 7]
Namelm
Last Name] begins with [v]
Second Last Name[begins with =]
Alternate Character Name | begins with =]
Miiddie Name{ begins with =]
Preferred Namebegins with v

[T Include History T Correct History [ Case Sensitive

Search Clear_| Basic Search &' Save Search Criteria

£ start Jﬁﬁ =2 J 2 Job Data - Windows I... J EHolEde @ wyds

Step Action

7. Enter the desired information into the Empl ID field. Enter "7031063".
Empl ID| begins with =] |

8. Click the Search button.
Search

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Job Information ¥ Job Data Add to Favorites ‘ #& Home
ORACLE" STHT
New Window | Help | Personalize Page | I =
Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test EXS Empl ID 7031063
Employee Empl Record 0
Waork Location (2 Find First ‘& 1of1 (& Last
*Effective Date [11/21/2016 = Go To Row [#[=]
Effective Sequence 0 *Action [Hire =
HR Status Active Reason [Fire =
Payroll Status Active *Job Indicator [ Primary Job =l
Current (]
Position Number (00001452 Q ASST DIR, STATE LIBRARY
Override Posilion Data
Position Entry Date 11/21/2016
I~ Position Management Record
Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 25000 State Library
Department 250 State Library
Department Entry Date 11/21/2016
Location 25000 State Library Office
Establishment ID a Date Created 02/28/2017
Last Start Date 11/21/2016
Expected Job End Date =
Job Data Employment Data Eamings Distribution Benefits Program Participation o
Arstan | S B @ Job Data - Windows L. |BnE0e GE ®ds
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Step

Action

9.

Click the Add a new row (+) button.
sl

10.

The Effective Date field defaults to the current date.

The *Effective Date identifies when the selected Job Data record went into
effect. It is used to store historical, current and future information.

11.

Click the Action dropdown arrow.

L=

The Action field defaults to the last action used.

HR/Payroll Favorites v HR/Payroll Menu ~ Workforce Administration ¥ Job Information ~ Job Data

ORACLE" STHT

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation

Test EXS Empl ID 7031063

Employee Empl Record 0
Work Location (2
*Effective Date 05/22/2017 5
Effective Sequence 0
HR Status Aclive
Payroll Status Active

Position Number 00001482 Q ASST DIR, STATE LIBRARY
Override Posttion Data

Position Entry Date 11/21/2016
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakola
Business Unit 25000 State Library
Department 250 State Library
Department Entry Date 11/21/2016
Location 25000 State Library Office
Establishment ID Q

Last Start Date 11/21/2016
Expected Job End Date =

Job Data Employment Data Eamings Distribution

[7start J Lme J 2 Jab Data - Windows L.

New Window | Help | Personalize Page | I =

Find First (&) 1012 (&

Add to Favorites | ¢ Home

Go To Row

*Action

Hire

Reason

*Job Indicator |

Add Contingent Worker
Add Person of Interest
Additional Job

Change of Pay System
Completion of Probation
Data Change

Demotion

Family Status Change
Hire

Job Reclassification

[Leave of Absence H

0Id Part Time
Paid Leave of Absence
Parental Leave

Pay Rae Change

Person Reclassification
Position Change

Probation

Promotion

Rank Change

Recall from Suspension/Layoff
Rehire

Retirement

Retur from Leave

Status Change

Suspension

Temporary ERE

Termination

Transfer

Benefits Program P;

articipation

|EnEle |BE &6

=E

Step

Action

12.

Click the Leave of Absence list item.
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HR/Payroll Favorites ¥

ORACLE’

Work Location Job Information

TestEXS

Employee
Work Location (2

*Effective Date

HR Status.
Payroll Status

Position Number

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date

Location
Establishment ID

Last Start Date
Expected Job End Date

Expected Return Date

Last Date Worked

£ start J w2

HR/Payroll Menu ~

STHT
Job Labor || Payrol
0572212017 El

Effective Sequence| 0

Active

Leave of Absence

00001492 Q

Overide Position Data

1112172016

I~ Position Management Record

USA

ND

25000

250
1112172016
25000

1112172016

05/2172017

J 2 Job Data - Windows I...

‘Workforce Administration ¥

Salary Plan

Training Guide

Job Information ¥ Job Data # Home

Add to Favorites |

New Window | Help | Personalize Page | i <]
Compensation

Empl D 7031063
Empl Record 0
Find  First ‘¢

10f2 \* Last

=EE

Go To Row

*Action

Reason

*Job Indicator [ Primary Job

Current
ASST DIR, STATE LIBRARY

United States
State of North Dakota
State Library
State Library

State Library Office
Date Created 05/22/2017

I” Override Last Date Worked

|BoEDe @ @Sk

Step

Action

13.

=

Click the Reason dropdown arrow.

HR/Payroll Favorites ¥ HR/Payroll

ORACLE"

Work Location Job Information

TestEXS

Employee

Work Location (2

*Effective Date
Effective Sequence
HR Status

Payroll Status

Position Number

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date

Location
Establishment ID

Last Start Date
Expected Job End Date

Expected Return Date

Last Date Worked

£ start J w2

Menu ¥

STHT
Job Labor || Payrol
0572212017 El
0
Active

Leave of Absence

00001492 Q

Overide Position Data

1112172016

I~ Position Management Record

USA

ND

25000

250
1112172016
25000

1112172016

05/2172017

J 2 Job Data - Windows I...

‘Workforce Administration ¥

Salary Plan

Job Information ¥ Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]
Compensation
Empl ID 7031063
Empl Record 0
Find First ‘4

10f2 \* Last

=EE
=

Go To Row

“Action [Leave of Absence

Reason

oD INAICAMON | ¢ gian Forces

Education
Family and Medical Leave Act
Health Reasons
Military Service
arent of Critically Il Chil

ASST DIR, STATE LIBRARY

United States
State of North Dakota
State Library
State Library

State Library Office

Date Created 05/22/2017

I” Override Last Date Worked

|BoEDe @ &Sk
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Step Action

14. Click the Personal Reasons list item.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data

Add to Favorites | 4 Home

ORACLE" STHT

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test EXS Empl D 7031063
Employee Empl Record 0

Work Location (2 Find First &) 10f2 (' Last

“Effective Date 05/22/2017 [ Go To Row # =]
Effective Sequence L] ‘Acl\olllL j
HR Status Active Reason
Payroll Status Leave of Absence “JobIndicator [Frimary Job =]

Current
Position Number (00001492 Q ASST DIR, STATE LIBRARY

Overide Position Data

Position Entry Date 11/21/2016
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 25000 State Library
Department 250 State Library
Department Entry Date 11/21/2016
Location 25000 State Library Office
Establishment ID Q

Date Created 05/22/2017

Last Start Date 11/21/2016
Expected Job End Date 5 =

Expected Retur Date E] I” Override Last Date Worked

Last Date Worked 05/21/2017

£7start Ji -2 J & Job Data - Windows I... J EHuolEde @ wmyds

Step Action

15. Click the scrollbar.

16. Click the Employment Data link.
Emolovment Datd
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | i
Employment Information

Test EX_S_ Empl ID 7031063
Employee Empl Record 0

Organizational Instance (7

Organizational Instance Red 0 Original Start Date 11/21/2016 Dverride
Last Start Date 11/21/2016 First Start Date 11/21/2016
Termination Date Years Months  Days
Org Instance Service Date 1112112015 ™ override Y0 6 1

Organizational Assignment Data (7

Instance Record

Last Assignment Start Date 11/21/2016 First Assignment Start 11/21/2016
Assignment End Date
Home/Host Classification Home Years Months  Days Time Reporter Data
Company Seniority Date 11/21/2016 ™ override P o 6 1
Benefits Service Date[11/012016 | ¥ override v 6 21
Seniority Pay Calc Date 11/21/2016 I~ override w 0 6 1
Probation Date |05/21/2017 |[5]
Professional Experience Date [ Last Verification Date =
Business Title ASST DIR, STATE LIBRARY Position Phone
Job Data Employment Data Eamings Distribution Benefits Program Participation
[Elsave |[EF Retumto Search | [ Nolify || Refresh ] Update/Display | [ J& Include History | (27 Correct History

£ start Ji =2 J & Job Data - Windows I... J EHolEde @ wyds

Step Action

17. Click the Time Reporter Data link.
Mime Reporter Daid

HRIPayroll Favorites ) Workforce Adminisiration Job Information Job Data Add to Favorites

Time and Labor Data

Help
Riize Page | &
Employmentinfors| 1€StEXS Empl ID 7031063 Empl Record 0

TestEXS
Employee Time Reporter Data Find | View Al First 4 10f1 ‘» Last
Organizational Iy “Effective Date [1121/2016 [[si"™ “Status [Active =
Organizati “Time Reporter Type [Elapsed Time Reporter Payroll
Elapsed Time Template [NDSE_TD  |Q piapsed - Time Dist Task Rty 7' send Time to Payroll
| Punch Time Template Q Commitment Accounting
Time Period ID [NDSWEEK QU week: Sunday to Saturday = For Taskgroup
Organizational Al “Workgroup [EXS Q Exempt Salaried / Sun - Sat [¥ For Department
“Taskgroup [NDS_TD QA% Time Dist Task Rplg
Instance Record Task Profile ID Q
Last Assil TCD Group Q
Asg Restriction Profile ID Q
Homer oT/ Comp Q
Comp Rule Element 2 a
B Rule Element 3 a
£ Rule Element 4 a
professiond Rule Element 5 a
Time Zone [CST Q Central Time (US)
o0 Date oK Cancel || Refresh

[E Ret

-

£ start Jﬁﬁ m 2 J 2 Job Data - Windows J EHuolEde @ ®ds
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Step Action

18. Click the Add a new row (+) button.
4]

19. Confirm the *Effective Date is the same date used on the Job Data page.

20. Updating the *Status field to *Inactive', will no longer allow an employee to
enter hours on the timesheet.

Click the Status dropdown arrow.

[

HRiPayroll Favorites HR/Payroll Menu Workforce Adminisiration Job Information Job Data Addto Favorites | & Home
ORACLE’ s
Time and Labor Data
Hel
P bize Page | B
Employment Infor{  Test EXS Empl ID 7031063 Empl Record 0
TestEXS
Emp
S Time Reporter Data Find | ViewAll  First ' 10f2 2 Last
Organizational |
rganizationa” T “Effective Date [05/22/2017 |[5)% “Status ==
. cive
Organizaty *Time Reporter Type [Elapsed Time Reporter Rl inacive fasy ol

. [ send Time to Payroil
Elapsed Time Template[NDSE_TD | japsed - Time Dist Task Relg v

org Ins Punch Time Template Q Commitment Accounting
Time Period ID [NDSWEEK Q week Sunday to Saturday ¥ For Taskgroup
Organizational A| “Workgroup [EXS Q Exempt Salaried / Sun - Sat I¥ For Department
“Taskgroup [NDS_TD Qv o
Instance Record Time Dist Task Rplg
Task Profile ID Q
Last Assil T Group a
As:
Restriction Profile ID Q
Home!|
OT / Comy
e Rule El 12 g
ule Elemen
Be
Rule Element 3
Seni a
Rule Element 4 Q
Professiong Rule Element 5 Q
Time Zone [CST
Q. Gentral Time (ws)
Job Data OK Cancel Reiresh
ST

£ ”start Ji |2 J & Job Data - Windows I... J E ] @ wyds

Step Action

21. Click the Inactive list item.

Inactive

Page 106




ORACLE' Training Guide
USER PRODUCTIVITY KIT

HR/Payroll Favorites il Menu Workforce Adminisiration Job Information Job Data Add to Favo # Home

Time and Labor Data
Help

Riize Page | &
| Employmentinfor{ Test EXS Empl ID 7031063 EmplRecord 0
TestEXS
Enzr= Time Reporter Data Find | ViewAl  First ' 1of2 P Last
Organizetionall “Effective Date [05/22/2017 |5 “status [inactve _ v] [#[=]
Organizat “Time Reporter Type [[Elapsed Time Reporter Payroll

. [ send Time to Payroil
Elapsed Time Template[NDSE_TD | japsed - Time Dist Task Relg v

Org Insf Punch Time Template @ Commitment Accounting
Time Period 1D [NDSWEEK Q week Sunday to Saturday ¥ For Taskaroun
Organizational Al “Workgroup [EXS Q Exempt Salaried / Sun - Sat I¥ For Department
“Taskgroup [NDS_TD Qv oo
Instance Record Time Dist Task Rptg
e Task Profile ID Q
Last Assi D Group N
Asg -
Restriction Profile ID Q
Home!l
OT/ Comy
Compl P Q
Rule Element 2 a
Bei
Rule Element 3
seni Q
Rule Element 4 a
Profession Rule Element 5 a
Time Zone [CST
Q. Gentral Time (ws)
Job Data 0K Cancel Refresh
[ Re :I

£ start Jﬁﬁ m| 2 J & Job Data - Windows I... J EHuolEde @ wyds

Step Action

22. Click the OK button.
oK

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE" STHT

New Window | Help | Personalize Page | i
Employment Information

Empl ID 7031063
Employee Empl Record 0

Organizational Instance (7

Organizational Instance Red 0 Original Start Date 11/21/2016 ™ override
Last Start Date 11/21/2016 First Start Date 11/21/2016
Termination Date Years Months  Days
Org Instance Service Date 1112112015 ™ override Y0 6 1

Organizational Assignment Data (7

Instance Record

Last Assignment Start Date 11/21/2016 First Assignment Start 11/21/2016
Assignment End Date
Home/Host Classification Home Years Months  Days iTime Reporter Data
Company Seniority Date 11/21/2016 ™ override P o 6 1
Benefits Service Date[11/012016 | ¥ override v 6 21
Seniority Pay Calc Date 11/21/2016 I~ override w 0 6 1
Probation Date |05/21/2017 |[5]
Professional Experience Date El Last Verification Date El
Business Title ASST DIR, STATE LIBRARY Position Phone
Job Data Employment Data Eamings Distribution Benefits Program Participation
[Elsave |[EF Retumto Search | [ Nolify ||z Refresh ] Update/Display | [ J& Include History | (27 Correct History

£ start Ji =2 J 2 Job Data - Windows I... J EHolEde @ wyds
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Step Action

23. Click the Save button.
[Flsave |

24, Congratulations, you have completed this lesson.
End of Procedure.

Pay Rate Change

Pay Rate Change

Use the Pay Rate Change pages to enter a salary change for an employee that isn't related
to a change on the position.

For example: If the Salary Grade or Job Code fields change, this update is completed on
the Position Data pages. The Pay Rate Change pages should only be used to update the
Compensation.

Procedure
In this lesson, you will walk-through the business process steps to perform a Pay Rate Change.

Navigation: HR/Payroll > HR/Payroll Menu > Workforce Administration > Job
Information > Job Data

Hub Favorites ¥ Hub Menu ¥

Employee Hub Manager Hub Help? | %%

Personalize Content | Lay

=)
Personal Information Agency News elie 53‘.1, State Employee Directol
Recommended Browser for Windows 10 is Chrome or Edge

Search by Name

e

Recommended Browser for Windows 10 is Chrome or Edge

How to update Chrome
How to update Chrome to be on the newest version

Pay

%, My Profile

Time \ Leave Browser for Mobile Devices is Chrome

New JDQ System- Live Now!
Recommended Browser for Mobile Devices is Chrome

Career . e =
UPDATED: Delta Airlines Discount Program offering deeper Check out a video of the new

e

discounts effective Oct 1, 2015

Delta Airiines Discount Program, Good for Business & Personal Travel | Mow Live!
Performance Instructions to add Delta.com to Trusted Sites and Clear Cache in IE

If you cannot get into Deita.com add them to your Trusted Sites and Clear Cache OMB Safe Operating
UPDATED: Delta Airlines Discount Link Overview Doc ERm— Click to Re

Tutorials Delta Airlines Discount FAQ's
Keep Your Employees Up To Date with Specific Agency News
5 = With the new Employee Hub, Agencies now have the ability to add news articles that
Quick Links S ®Y | arespecific to their employees
Agency New:
HR/Payroll . Employee Travel Email Notification \ Travel Reimbursements On-Line
More.
o View All Articles and Sesfions
oo
HRIPayroll News T o~
View All Articles and Sections
NDPERS Employer Self Service
PERS News T o~

. NDPERS Member Self Service View Al Arbcles and Seclions

L 7start Jiﬁ =2 J 2 employee-facing regi... J HulEOo L@ wds

Page 108



ORACLE' Training Guide
USER PRODUCTIVITY KIT

Step Action

1. Click the HR/Payroll link.

HR/Payroll Favorites ™ P ull} Addto Favorites | 4 Home

ORACLE"

Personalize Content | Layou

Sl D clev (;) RS Quick Links ov 43, Company Directory
o o o Backto Employee Hub
Eﬂ% Takes user back to Enterprise Portal )

@,; External Careers Site Search by Name

% Search Job Openings .
%, My Profile Advanced Sea

ik

4 (Create Job Opening
Search Applications

Applicant Lists

Interview Calendar

W B el

Generate Recrutment Letters

Teams

=
8 358

Routing Response

R
3

Evaluate Open Ended Questions

Pending Approvals

Interview Evaluations

Query Viewer

GaeE

Lotet] |2 M D [[Errere v [HiEle & 8k

Step Action

2. Click the HR/Payroll Menu link.

HR/FPayroll Menu

3. Click the Workforce Administration menu.

| J  Workforce Administration rl

4, Click the Job Information menu.

| 3 Job Information >|

5. Click the Job Data menu.

| |j Job Data |

6. The search page requires you to enter criteria so PeopleSoft can locate the
employee information in the database. If you know the employee ID, enter it in
the Empl ID field. If you do not know the ID, you can use the employee's first or
last name to narrow the search and select the desired ID from the displayed list.

In this example, you will enter the employee ID.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE’ STHT

New window | Help | &
Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empi 10 begins vith =] |

EmplRecord[= 7]
Namelm
Last Name] begins with [v]
Second Last Name[begins with =]
Alternate Character Name | begins with =]
Miiddie Name{ begins with =]
Preferred Namebegins with v

[T Include History T Correct History [ Case Sensitive

Search Clear_| Basic Search &' Save Search Criteria

£ start Jﬁﬁ =2 J 2 Job Data - Windows I... J EHolEde @ wyds

Step Action

7. Enter the desired information into the Empl ID field. Enter "7031078".
Empl ID| begins with =] |

8. Click the Search button.
Search

HRiPayroll Favorites ~  HR/Payroll Menu ~ Workforce Administration ™ Job Information ¥ Job Data Add to Favorites | ¢ Home
ORACLE STHT
New Window | Help | Personalize Page | I =
Work Location || Job Information || JobLaber | Payroll | Salary Plan | Compensation
Test EXSsf Empl ID 7031078
Employee Empl Record 0
Work Location (2 Find First ‘&' 10f1 ‘*/ Last
“Effective Date [11/10/2016 e Go To Row #[=]
Effective Sequence 0 *Action [Hire =
HR Stafus Active Reason [Hire =l
Payroll Status Active *Job Indicator [ Primary Job =l
Current (]
Position Number [00004980 Q HUMAN RIGHTS DIRECTOR - DOL
Overide Position Data
Position Entry Date 11/10/2018
I~ Position Management Record
Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 40600 Labor Commissioner
Department 406 Labor Commission
Department Entry Date 11/10/2016
Location 40600 Labor Commission Office
Establishment ID Q Date Created 03/01/2017
Last Start Date 11/10/2015
Expected Job End Date =
Job Data Employment Data Eamings Distribution Benefits Program Participation =
= 5
Arstare| | S B2 |BnE0e GE ®ds
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Step Action

9. Click the Add a new row (+) button.

|

10.

The Effective Date field defaults to the current date.

The Effective Date identifies when the selected Job Data record went into effect.
It is used to store historical, current and future information.

11. Click the Action dropdown arrow.

=

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥

ORACLE" STHT

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test EXSsf Empl ID 7031078
Employee Empl Record 0
Work Location (2
*Effective Date 05/23/2017 &1
Effective Sequence 0
HR Status Aclive
Payroll Status Active
Position Number 00004920 Q

Overide Position Data
Position Entry Date 11/10/2016

I~ Position Management Record
usA
ND
Business Unit 40500

Regulatory Region United States

Company State of North Dakota
Labor Commissioner

Department 406 Labor Commission

Department Entry Date 11/10/2016
Location 40600 Labor Commission Office
Establishment ID Q
Last Start Date 11/10/2016
Expected Job End Date =

Job Data Employment Data Eamings Distribution

L7start J L2 J & Jab Data - Windows L...

Job Information ¥

*Action

Reason

*Job Indicator | Additional Job
Ci

HUMAN RIGHTS DIRECTOR - DOL

Job Data

New Window | Help | Personalize Page | I =

Find
Go To Row

Hire -

(Add Contingent Worker
Add Person of Interest

hange of Pay System
Completion of Probation
Data Change
Demotion
Family Status Change
Hire
Job Reclassification
Leave of Absence
Old Part Time
Paid Leave of Absence
Parental Leave
Person Reclassification
Position Change
Probation
Promotion
Rank Change
Recall from Suspension/Layoft
Rehire
Retirement
Return from Leave
Status Change

Temporary ERE
Termination
Transfer

Benefits Program Participation

[FiE0io & &k

Add to Favorites |

First ‘4 10f2 (' Last

==

& Home

Step Action

12. Click the Pay Rate Change list item.

Pay Hate Change
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Job Information

ORACLE’ STHT

Overide Position Data

Position Entry Date 11/10/2016
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 40600 Labor Commissioner
Department 406 Labor Commission
Department Entry Date 11/10/2016
Location 40600 Labor Commission Office
Establishment ID Q
Last Start Date 11/10/2016
Expected Job End Date 5

Job Data Employment Data Eamings Distribution

£7start J Lm2 J = Job Data - Windows I...

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test EXSsf Empl D 7031078
Employes Empl Record 0
Work Location (2 Find  First (4 10f2 ) Last
*Effective Date [05/23/2017 El Go To Row =
Effective Sequence| 0 *Action =
HR Status Active Reason =l
Payroll Status Active *Job Indicator [ Primary Job =1
Current
Position Number 00004930 Q HUMAN RIGHTS DIRECTOR - DOL

OoORACLE
USER PRODUCTIVITY KIT

v Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]

Date Created 05/23/2017

Benefits Program Participation

|BoEDe @ @3k

Step Action

13. Click the Reason dropdown arrow.

(=

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥

ORACLE" STHT

Regulatory Region USA
ND

40600

United States
State of North Dakota
Labor Commissioner

Company
Business Unit

Department 406 Labor Commission
Department Entry Date 11/10/2016
Location 40600 Labor Commission Office
Establishment ID Q
Last Start Date 11/10/2016

Expected Job End Date

Job Data Employment Data Eamings Distribution

£7start J L2 J = Job Data - Windows I...

Job Information ¥

Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test EXSsf EmplID 7031078
Employee Empl Record 0
Work Location (2 Find  First ‘¢ 10f2 ' Last
“Effective Date [06/23/2017 El Go To Row FH[=
Effective Sequence 0 “Action [Pay Rate Change =1
HR Status Active Reason| =
Payroll Status Active “JobIndicator | ity increase
Job Reciassification
FLeg/Gen " Performance
Position Number 00004930 Q HUMAN RIGHTS DIRECTOR - DOL  [Merit
= Other
Override Position Data Fromotion
Reduction in pay
Position Entry Date 11/10/2016 Responsibilty Increase
I~ Position Management Record Target Market Equily Increase
 Temporary Increase

Date Created 05/23/2017

Benefits Program Participation

|BoEDe @ &Sk
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Step Action

14. Click the Leg/Gen - Performance list item.

Leg/Gen - Performance

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE" STHT

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test EXSsf Empl D 7031078
Employes Empl Record 0
Work Locaion (2 Find  First (4 10f2 ) Last
“Effective Date 05/23/2017 El Go ToRow FH[=
Effective Sequence 0 “Action [Pay Rate Change =1
HR Status Active Reason =
Payroll Status Active *Job Indicator | Primary Job j.
Current
Position Number 00004930 Q HUMAN RIGHTS DIRECTOR - DOL

Overide Position Data

Position Entry Date 11/10/2016
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 40600 Labor Commissioner
Department 406 Labor Commission

Department Entry Date 11/10/2016
Location 40600 Labor Commission Office

Establishment ID Q Date Created 05/23/2017

Last Start Date 11/10/2016
Expected Job End Date 5

Job Data Employment Data Eamings Distribution Benefits Program Participation o

£7start Jﬁﬁ -2 J 2 Job Data - Windows I... J EHuolEde @ wyds

Step Action

15. Click the Compensation tab.

| Compensation |
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HR/Payroll Favorites ¥

ORACLE’

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation

Test EXSsf Empl ID 7031078

Employee Empl Record 0

Compensation (2 Find  First (¢ 1of2 * Last

Work Location | Job Infermation | Job Laber | Payroll | Salary Plan | Compensation

£ start J w2

OoORACLE

HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data

Add to Favorites \

# Home

STHT

New Window | Help | Personalize Page | i

Effective Date 05/23/2017 Go To Row

Effective Sequence 0
HR Status Active

Action Pay Rate Change
Reason Leg/Gen - Performance
Payroll Status Active Job Indicator Primary Job
Current

“Frequency

Compensation Rate M yionthty

Comparative Information (2

7,500.00000055]

Pay Rates (7

Default Pay Components

Pay Components (7 Personalize | Find | 2] B8 First (0 10f1 & Last

Amounts || Controls || Changes | Conversion
“Rate Code Seq Comp Rate Currency Frequency Percent Rate Code Group
1[NAMNTH |@ 0 7,500.000000/55 [USD Q M Q # =

Calculate Compensation

Job Data Employment Data Eamings Distribution Benefils Program Participation

[§lsave ||[E" Returnto Search ||[=]Motify || Refresh Update/Display | [ & Include History | [E5# Correct History

Step

Action

16.

Click the arrow to expand the Comparative Information section.

[

17.

When the Comparative Information is expanded, you can view the Change
Amount, Change Percent, Compa-Ratio and Job Ratio data.

18.

Click the arrow to expand the Pay Rates section.

[

19.

When the Pay Rate section is expanded you can see the compensation rate and
frequency information. The system calculates and displays the Hourly, Daily,
Monthly, and Annual rate for the employee.

20.

Remove the existing Comp Rate.

Press [Delete].

21.

Enter the desired information into the Comp Rate field. Enter "8000".

22.

Click the Calculate Compensation button.
| Calculate Compensation |

23.

Select the Work Location tab to enter a second pay increase, if needed. If not,
you can click Save to submit the Pay Rate Change.

In this example, you will enter a second pay increase.

24,

Click the Work Location tab.

| Work Location |
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HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’ STHT

Work Location Job Information Job Labor

Test EXSsf
Employee
Work Location (2
“Effective Date 5/23/2017
Effective Sequence| 0
HR Status Active
Payroll Status Aclive

Position Number 00004920

Position Entry Date 11/10/2016

Regulatory Region USA
Company ND
Business Unit 40600
Department 406
Department Entry Date 11/10/2016

Location 40600
Establishment ID

Last Start Date 11/10/2016
Expected Job End Date

Job Data Employment Data

£ start Ji -2

>  Workforce Administration ¥

Salary Plan

Overide Position Data

J 2 Job Data - Windows I..

» Job Information ¥ > .Job Data

New Window | Help | Personalize Page | i <]

Compensation

EmplID 7031078
Empl Record 0

Find First ‘4 10f2 ‘»' Last

Add to Favorites |

Go To Row
*Action [Fay Rale Change =l
Reason [Leg/Gen - Performance =l
“Job Indicator [Primary Job =l
Current

HUMAN RIGHTS DIRECTOR - DOL

I~ Position Management Record

United States

State of North Dakota
Labor Commissioner
Labor Commission

Labor Commission Office

Date Created 05/23/2017

Eamings Distribution Benefits Program Participation

|BoEDe @ @3k

Training Guide

# Home

®HE

Step Action

25. Click the Add a new row (+) button.

26. The Effective Sequence field is used to identify additional job data actions
occurring on the same Effective Date.

27. Enter the desired information into the Effective Sequence field. Enter "1".

28. Click the Action dropdown arrow.

[ =]
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HR/Payroll Favorites ¥

ORACLE’

Work Location

Test EXSsf

Employee

Work Location

Job Data

Department Entry Date

£ start J w2

HR/Payroll Menu ~

STHT

Job Information || Job Labor

z
“Effective Date [06/23/2017

Effective Sequence| 1
HR Status Active

Payroll Status Active

Position Number 00004920

‘Workforce Administration ¥

Payroll

I}

Salary Plan || Compensation

EmplID 7031078
Empl Record 0

~Job Indicator | Additional Job
c

HUMAN RIGHTS DIRECTOR - DOL | pemotion

Overide Position Data

Position Entry Date 11/10/2016

I~ Position Management Record

USA
ND
40600

Regulatory Region
Company
Business Unit
Department 406
111072016

Location
Establishment ID

40600

Last Start Date 11/10/2016

Expected Job End Date

Employment Data

J 2 Job Data - Windows I...

United States

State of North Dakota
Labor Commissioner
Labor Commission

Labor Commission Office

Eamings Distribution

Job Information ¥

OoORACLE
USER PRODUCTIVITY KIT

Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Paoe

Find First ‘4 10f3 '*' Last

=EE

Go To Row

*Action { Pay Rate Change a
(Add Contingent Worker
Add Person of Interest

Reason

hange of Pay System
Completion of Probation
Data Change

ion

Family Status Change
ire

Job Reclassification

Leave of Absence

Old Part Time

Paid Leave of Absence

Parental Leave

Rate Chang

Person Reclassification

Position Change

Probation

Promotion

Rank Change

Recall from Suspension/Layoft

Rehire

Retirement

Retur from Leave

Stalus Change

Suspension

Temporary ERE

Termination

Transfer

Benefits Program Participation

|BoEDe @ &8k

Step

Action

29.

Click the Pay Rate Change list item.
Pay Hate Change

HR/Payroll Favorites ¥

ORACLE"

Work Location

Employee

Work Location

Job Data

Department Entry Date

£ start J w2

HR/Payroll Menu ~

STHT

Job Information || Job Labor

-}
*Effective Date 05/23/2017
Effective Sequence 1
HR Status Active
Payroll Status Aclive

‘Workforce Administration ¥

Payroll

Salary Plan || Compensation

EmplID 7031078
Empl Record 0

Calculate Status and Dates

Position Number 00004920

Q

Find  First ‘4 10f3 ' Last
Go To Row [#[=]
*Action [Fay Rate Change |
Reason [Leg/Gen - Performance =l
*Job Indicator [ Primary Job =l
Current

HUMAN RIGHTS DIRECTOR - DOL

Overide Position Data

Position Entry Date 11/10/2016

I~ Position Management Record

Regulatory Region
Company
Business Unit
Department
111012018

Location 40600

Establishment ID

Last Start Date 11/10/2016

Expected Job End Date

Employment Data

J 2 Job Data - Windows

United States
State of North Dakola
Labor Commissioner

Labor Commission

Labor Commission Office

Eamings Distribution

Job Information ¥

Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]

Date Created 05/23/2017

Benefits Program Participation

|BoEDe @ @8k
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Step Action

30. Click the Reason dropdown arrow.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE" STHT

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test EXSsf EmplID 7031078
Employee Empl Record 0
Work Location (7 Find  First (4 10f3 ) Last
“Effective Date 05/23/2017 El Go ToRow =
Effective Sequence 1 “Action [Pay Rate Change =1
HR Status Aclive Reason { Leg/Gen - Performance -
Payroll Status Active “Job Indicator] e o increase
Calculate Stalus and Dates Job Reclassificalion
Leg/Gen - Performance
WMerit
Position Number (00004930 , Other
Q HUMAN RIGHTS DIRECTOR - DOL | proroson
Override Position Data Reduction in pay
Responsibility Increase
Position Entry Date 110/2016 Target Market Equity Increase

! [ Temporary Increase
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 40600 Labor Commissioner
Department 406 Labor Commission

Department Entry Date 11/10/2016
Location 40600 Labor Commission Office

Establishment ID Q Date Created 05/23/2017

Last Start Date 11/10/2016
Expected Job End Date = &

Job Data Employment Data Eamings Distribution Benefits Program Participation

£7start Ji =2 J & Job Data - Windows I... J E ] @ wmyds

Step Action

31. Click the Temporary Increase list item.

S ——
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥

ORACLE’ STHT

Work Location || Job Information || Job Labor | Payroll || Salary Plan § Compensaion

EmplID 7031078
Empl Record 0

Test EXSsf
Employee

Work Location (2
“Effective Date [05/23/2017 El

Effective Sequence| 1

HR Status Active

Payroll Status Active
Calculate Status and Dates

Position Number 00004920 Q
Overide Position Data
Position Entry Date 11/10/2016
I~ Position Management Record
United States
State of North Dakola

Regulatory Region USA
Company ND
Business Unit 40600 Labor Commissioner
Department 406
Department Entry Date 11/10/2016
Location 40600
Establishment ID Q

Labor Commission

Labor Commission Office

Last Start Date 11/10/2016
Expected Job End Date =

Job Data Eamings Distribution

£ start J w2

Employment Data

J 2 Job Data - Windows I...

Job Information ¥

*Action [Fay Rale Change
Reason |Temperary Increase

*Job Indicator [ Primary Job

HUMAN RIGHTS DIRECTOR - DOL

OoORACLE
USER PRODUCTIVITY KIT

Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]

Find First ‘& 10f3 (' Last
Go To Row [#[=]

Lo 1« 1]

Current

Date Created 05/23/2017

Benefits Program Participation

|BoEDe @ &k

Step Action

32. Click the Compensation tab.

| Compensation |

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥

ORACLE" STHT

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation

Calculate Compensation

Job Data Employment Data Eamings Distribution

[Flsave |[E Retum to Search 2 Refresh

7| Notify

Work Location | Job Infermation | Job Laber | Payroll | Salary Plan | Compensation

L7start J Lmg J 2 Job Data - Windows I..

Job Information ¥

Test EXSsf Empl ID 7031078
Employee Empl Record 0
Compensation (2 Find  First (' 103 ‘* Last
Effective Date 05/23/2017 EIDEED
Effective Sequence 1 Action Pay Rate Change
HR Status Active Reason Temporary Increase
Payroll Status Active Job Indicator Primary Job
Current
Compensation Rate “Frequency W yionthty
Comparative Information (2
Pay Rates (7
Default Pay Components
Pay Components (7 Personalize | Find | (] & First ‘4 qof1 ‘¥ Last
Amounts || Controls | Changes | Conversion
“Rate Code Seq Comp Rate Currency Frequency Percent Rate Code Group
1[NAMNTH |Q 0 = [usD Q M Q [# =]

Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i

Benefils Program Participation

| Update/Display || & Include History | |5 Correct History

|BuEDe @ @Sk
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Step Action

33. Enter the desired information into the Comp Rate field. Enter "8100".

34. Click the Calculate Compensation button.

E Calculate Compensation |

35. Click the Employment Data link.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Job Information ¥ Job Data Add to Favorites ‘ #& Home

ORACLE" STHT

New Window | Help | Personalize P:

Employment Information

Test EXSsf Empl ID 7031078

Employee Empl Record 0

Organizational Instance (2

Organizational Instance Red ( Original Start Date 11/10/2016 I~ override
Last Start Date 11/10/2016 First Start Date 11/10/2016
Termination Date Years Months  Days
Org Instance Service Date 11/10/2016 ™ override v 0 6 13

Organizational Assignment Data (2

Instance Record

Last Assignment Start Date 11/10/2016 First Assignment Start 11/10/2016
Assignment End Date
Home/Host Classification Home Years Months Days
Company Seniority Date 11/10/2016 I override “ 0 6 13
Benefits Service Date (110112016 | 7 override L 6 2
Seniority Pay Calc Date 11/10/2016 I override “ 0 6 13
Probation Date 051012017 |[3i]
Professional Experience Date £ Last Verification Date e
Business Title HUMAN RIGHTS DIRECTOR - DOL Position Phone
Job Data Employment Data Eamings Distribution Benefits Program Participation
[Flsave ||[&" Returnto Search ||=]Notify ||&* Refresh Upd: & Include History || Correct History

Lrstart Jﬁﬂ mE J 2 Job Data - windows I... J HulEOe LE

Step Action

36. Click the Time Reporter Data link.
Mime Reporter Datd
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HRiPayroll Favorites HR/Payroll Menu Workforce Administration Job Information Job Data Add to Favorites #& Home
oS Time and Labor Data
Help
I EEEE Test EXSsf Empl ID 7031078 EmplRecord 0 fi Page | &
axiEn= st
Employee Time Reporter Data Find | View Al First (4 10f1 2 Last
Organizational I “Effective Date 11102016 |[5)"% “status[Actve =] +i=
Organizaty *Time Reporter Type [Elapsed Time Reporter =l Payroll
Elapsed Time Template NDSE_TD Q Eiapsed - Time Dist Task Rptg 7 send s to ol
Punch Time Template Q Commitment Accounting
Org Inst
Time Period 1D [NDS_W85 2 week Saturday to Friday ¥ For Taskgroup
Organizational A “Workgroup [EXS_SF | Q pxempt Salaried / Sat - Fri ¥ For Department
“Taskgroup |NDS_TD % Time Dist Task Rptg
Instance Record Task Profile ID Q
Last Assi| TCD Group Q
As! Restriction Profile ID Q
Homel| OT/ Comp Q
Comp{ Rule Element 2 Q
EX Rule Element 3 Q
e Rule Element 4 Q
Rule Element 5 Q
Protessiong Time Zone |CST Q,

Central Time (US)

OK Cancel Refresh
Job Data

" Rl l
£ start Jia |2 J & Job Data - Windows I... J EHuolEde @ wyds

Step Action

37. Click the Add a new row (+) button.
laall

38. Verify the *Effective Date matches the Job Data effective date.

39. Verify the *Workgroup information did not change (exempt vs non-exempt).

40. Click the OK button.
oK
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HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’

STHT

Employment Information

Test EXSsf

Employee

Organizational Instance (7

Probation Date |05/10/2017 |[3]
Professional Experience Date [

Business Title HUMAN RIGHTS DIRECTOR - DOL

>  Workforce Administration ¥

»  Job Information ¥

Empl ID 7031078

Empl Record 0

Last Verification Date

Position Phone

Job Data

New Window | Help | Personalize Page | i

Organizational Instance Red 0 Original Start Date 11/10/2016 ™ override
Last Start Date 1171012016 First Start Date 11/10/2016
Termination Date Years Months Days
Org Instance Service Date 11/10/2015 ™ override Y0 6 13
Organizational Assignment Data (7
Instance Record
Last Assignment Start Date 11/10/2015 First Assignment Start 11/10/2016
Assignment End Date
Home/Host Classification Home Years  Months Days  Time Reporter Daia
Company Seniority Date 1111012016 ™ override Y0 6 13
Benefits Service Date (110112016 | override v 0 6 2
Seniority Pay Calc Date 11/10/2016 I~ override v o0 6 13

Job Data

{ESave i/[E Retun to Search

Employment Data

Eamings Distribution

Benefits Program Participation

Training Guide

Add to Favorites |

# Home

EINotify | [ Refresh

£ UpdatelDisplay

=1 Include History

[3# Correct History

£ start J W2

J 2 Job Data - Windows I...

|BoEiDe @ &k

Step

Action

41.

Click the Save button.
5] save |

42.

End of Procedure.

Congratulations, you have completed this lesson.

Add Time Reporter Data

Time Reporter Data

Employees added to PeopleSoft HCM are not automatically added to the Time and Labor
module. You will use the Time Reporter Data page to enroll an employee as a time
reporter.

This information may be added or maintained using the Employee Data or the Create
Time Reporter Data page.

Procedure

In this lesson you will learn how to add Time and Labor Time Reporter Data using the:

1. Time and Labor Create Time Reporter Data page.
2. Workforce Administration Time Reporter Data page.
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Hub Favorites ™

Hub Menu ¥

Wiz

Al ~ | Search

Employee Hub Manager Hub Help?

Q

Personal Information Agency News

Browser for Windows 10 is Chrome or Edge

Recommended Browser for Windows 10 is Chrome or Edge

How o update Chrome
How to update Chrome to be on the newest version

Pay

Time | Leave Recommended Browser for Mobile Devices is Chrome

Recommended Browser for Mobile Devices is Chrome
Career

UPDATED: Delta Airlines Discount Program offering deeper
discounts effective Oct 1, 2015

Performance Instructions to add Delta.com to Trusted Sites and Clear Cache in IE

UPDATED: Deita nes Discount Link Overview Doc

Delta Airlines Discount FAQ's

Keep Your Emplovees Up To Date with Specific Agency News

With the new Emplayee Hub, Agencies now have the ability to add news artick

are specific to their emplayees

Agency News

+ Employee Travel Email Nolification \ Travel Reimbursements On-Line
More.

Tutorials
Quick Links.

E a HR/Payroll

JDO

. NDPERS Employer Self Service
. NDPERS Member Self Service

art J?ﬁ =2 J = Employee-facing regi..

View All Ariicles and Seclions

HRIPayroll News
View All Ariicles and Seclions
PERS News

View ANl Articles and Sections

Detta Airlines Discount Program, Good for Business & Personal Travel

If you cannot get into Delta.com add them to your Trusted Sites and Clear Cache

OoORACLE
USER PRODUCTIVITY KIT

Edl ~dvanced Search

#*

Personalize Content | Lay
583 State Employee Director

Search by Name

2wy Profile

New JDQ System- Live Now!

rcheck out avideo of the new
Mow Live!

(OMB Safe Operating
Sy

Click to Re

les that

[@iEno F&E

Action

Click the HR/Payroll link.

The following steps will walk-through the Time and
Create Time Reporter Data page.

Labor navigation to the

HR/Payroll Favorites ¥

ORACLE"

Add to Favorites |

Quick Links RS Quick Links

aa External Careers Site

% ‘Search Job Openings

. , . Backto Employee Hub
ﬂmﬂ Takes user back to Enterprise Portal

Create Job Opening

Search Applications
Applicant Lists

Interview Calendar

Generate Recruitment Letters

)
Teams

Routing Response
&) Evaluate Open Ended Questions

Pending Approvals

Interview Evaluations

@ Query Viewer

£ start J Y. Eel J ly Page - Windows I.

Personalize Content | Layoul

[Tgﬁ Company Directory

Search by Name

2, My Profile Advanced Sea|

|EBEnE0e « B

Page 122



ORACLE' Training Guide
USER PRODUCTIVITY KIT

Step Action
3. Click the HR/Payroll Menu link.
HR/Payroll Menu
4. Click the Time and Labor menu.
| 3O  Time and Labor >|
5. Click the Enroll Time Reporters menu.
| 31  Enroll Time Reporters Pl
6. Click the Create Time Reporter Data menu.
| El  Create Time Reporter Data |

HR/Payroll Favorites ¥ | HR/PayrollMenu 5 Time and Labor ¥ Enroll Time Reporters ¥ 5 Create Time Reporter Data Add to Favorites | iy Home

ORACLE’ STHT

New Window | Help | &
Create Time Reporter Data
Enter any information you have and click Search. Leave flelds blank for a list of all values.
Find an Existing Value

Search Criteria

Empl ID| begins with =] |
Empl Record|[= ~
Name| beqgins with x|

I case Sensitive

Search Clear | Basic Search \Q"u Save Search Criteria

£ start Ji - a J £ Create Time Reporter... J HuEQe « WY

Step Action

7. Enter the desired information into the Empl ID field. Enter "7031083".

8. Click the Search button.
Search

9. The Payable Time Start Date field is used to indicate when to start
creating payable time for
the time reporter.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ Time and Labor ¥ >  Enroll Time Reporters ™ Create Time Reporter Data Add to Favorites \ #& Home

ORACLE" STHT

New Window | Help | Personalize Page | &

Create Time Reporter Data

UPK Employee 1 ID 7021082 Employment Record 0
"""" Organizational Relationship Employee e Detsie
Payable Time Start Date (e
Time Reporter Data Find | View Al First ‘4 1of1 (¥ Last
*Effective Date 05/25/2017 ER “Status [Acive 7] ==
“Time Reporter Type [Elapsed Time Reporier =l Payroll
Elapsed Time Template Q

[ Send Time to Payroll
Punch Time Template :

Commitment Accounting
Time Period 1D
I~ For Taskgroup

“Workgroup ¥ For Department

o

“Taskgroup
Task Profile ID

TCD Group
Restriction Profile ID
OT/ Comp

Rule Element 2

Rule Element 3

Rule Element 4

Rule Element 5

PPPPPLPPLPPR PP

Time Zone [CST Central Time (US)

[Flsave |[E Retumnto Search |[=TNotify | [ Refresh

£ start Jia =2 J = Create Time Reporter... J BulEOde « By

Step

Action

10.

Enter the Hire Date of the employee.

Click the Choose a date button.

Ed

11.

Click the 25 link.

12.

The *Effective Date is the hire and the Time Reporter Data enrollment date.

13.

Confirm the Time Reporter *Status is set to Active.

14.

*Time Reporter Type will default to Elapsed Time Reporter.

15.

Elapsed Time Template will be the State standard of 'NDSE_TD'

Click the Look up Elapsed Time Template button.

&

16.

Click the NDSE_TD link.

17.

*Workgroup is determined by the employee's Agency.

Click the Look up Workgroup button.

&
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Step

Action

18.

Click the NEXH link.

19.

*Taskgroup is the State standard of 'NDS_TD".

Click the Look up Taskgroup button.

&

20.

Click the NDS_TD link.

21.

Click the Save button.
[Flsave |

22.

Click the Home link.
#& Home

HR/Payroll Favorites ¥

ORACLE"

@it = \’5) RS Quick Links
« o o Backto Employee Hub

618, Takes user back 1o Enterprise Portal e
M: External Careers Site

S’j Search Job Openings

5t

Create Job Opening

el

Search Applications

i B [

Applicant Lists
Interview Calendar
Generate Recruitment Letters

Teams

e
LAES

Routing Response

R
S

Evaluate Open Ended Questions

Pending Approvals

Interview Evaluations

GOO@’T‘\:‘

Query Viewer

[ 7start J Y. EC J {22 My Page - Windows Inte...

av

Add to Favorites |

#& Home

Personalize Content | Layou

n:TS‘h Company Directory

Search by Name

2. My Profile Advanced Sea

|EumE0o « ®ls

Step

Action

23.

Click the HR/Payroll Menu button.

HR/Payroll Menu

Next, you will walk-through the steps to add or update an employees Time
Reporter Data through the Workforce Administration navigation.
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Step Action

24, Click the Workforce Administration menu.

| 3  Workforce Administration rl

25. Click the Job Information menu.

| 3 Job Information Fl

26. Click the Job Data menu.
|5l Job Data |

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Job Information ¥ Job Data Add to Favorites ‘ #& Home

ORACLE" STHT

New Window | Help | &

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID[ begins with =] |

EmpiRecord[= 7]
Name [ Begine wit 5]
Last Name]begins with =]
Second Last Name [ begins with =]
Altemate Character Name|begins witn =]
Viddle Name| begins with =]
Preferred Name|begins with =]

™ Include History T~ Correct History [~ Case Sensitive

Search Clear | Basic Searcn B Save Search Criteria

o] (G & [[Sou v [@i@E0e |« &&

Step Action

27. Enter the desired information into the Empl ID field. Enter "7031062".

28. Click the Search button.

Search
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test NEXH Empl D 7031062
Employee Empl Record 0
Work Locaion (7 Find  First (4 10f1 & Last
“Effective Date P5/01/2017 El Go ToRow F[=
Effective Sequence 0 “Action [Pay Rate Change =l
HR Status Active Reason [Promotion |
Payroll Status Active *Job Indicator [ Primary Job =1
Current (]
Position Number 00000090 Q MAINTENANCE WORKER Il

Override Position Dafa

Position Entry Date 05/01/2017
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 11000 Office of Mgmt & Budget
Department 110130 OME Facilties Management
Department Entry Date 05/01/2017
Location 11000 Office of Management & Budget
Establishment ID Q Date Created 05/23/2017

Last Start Date 11/13/2016
Expected Job End Date 5

Job Data Employment Data Eamings Distribution Benefits Program Participation =3

Lstart Jﬁﬁ =2 J {2 Job Data - Windows I... J HulEOe « s

Step Action

29. Click the Employment Data link.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE" STHT

New Window | Help | Personalize Page | i
Employment Information

Empl ID 7031062
Employee Empl Record 0

Organizational Instance (7

Organizational Instance Red 0 Original Start Date 11132016 i Dveride
Last Start Date 11/13/2016 First Start Date 11/13/2016
Termination Date Years Months  Days
Org Instance Service Date 11/13/2015 ™ override Y0 6 12

Orga

tional Assignment Data (7

Instance Record

Last Assignment Start Date 11/13/2016 First Assignment Start 11/13/2016
Assignment End Date
Home/Host Classification Home Years Months  Days Time Reporter Data
Company Seniority Date 11/13/2016 ™ override P o 6 12
Benefits Service Date[11/012016 | ¥ override v 6 2
Seniority Pay Calc Date 11/13/2016 ™ override v 0 6 12
Probation Date |05/13/2017 |[5]
Professional Experience Date ] Last Verification Date £
Business Title MAINTENANCE WORKER Il Position Phone
Job Data Employment Data Eamings Distribution Benefits Program Participation
[Elsave |[E" Retumto Search | [ Nolify || Refresh ] Update/Display | [ J& Include History | (27 Correct History

Lstart J?, =2 J & Job Data - Windows J HiuEOe « s
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Step Action

30. Click the Time Reporter Data link.
Mime Reporter Daid

HRIPayroll Favorites HR/Payroll Menu Workforce Administration Job Information Job Data Add to Favorites # Home
ORACLE’
Time and Labor Data
Help
Riize Page | &
Employmentinfon]  TeStNEXH Empl ID 7031062 EmplRecord 0
Test NEXH
Employee Time Reporter Data Find | View Al First ‘4 1of1 & Last
Organizational I “Effective Date [p5/01/2017 |[5)% *Status [Active - [+l [=]
Organizat{ “Time Reporter Type [Elapsed Time Reporter =1 Payroll
. [ send Time to Payroil
Elapsed Time Template [NDSE_TD @, giapsed - Time Dist Task Rolg v
Punch Time Template Is§ Commitment Accounting
Org Inst
Time Period ID
Q [Z For Taskgroup
Organizational A Workaroup [NEXH_F-T O\pNonemmm Hourly / Fri - Thurs ¥ For Department
“Taskgroup [NDS_TD Q¥ Time Dist Task Rplg
Instance Record Task Profile ID a
Last Assil TCD Group Q
As: Restriction Profile ID Q
Hone OT/ Comp Q
Comp; Rule Element 2 [§
B Rule Element 3 a
£ Rule Element 4 a
_ Rule Element 5 Q
Professiond
Time Zone |CST
Q. Gentral Time (ws)
oK Cancel || Refresh
Jdob Data
owe | e i
£ start J Lmg J 2 Job Data - Windows I... J EHuolEHOe « W

Step Action

31. Click the Add a new row (+) button.
laall

32. Verify the *Effective Date is correct.

33. Click the Look up Workgroup button.

&

34. Click the NEXH_M-S link.

35. Click the OK button.
oK
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | i
Employment Information

Test NEXH Empl ID 7031062
Empl Record 0

Organizational Instance (7

Organizational Instance Red 0 Original Start Date 11/13/2016 I~ override
Last Start Date 11/13/2016 First Start Date 11/13/2016
Termination Date Years Months Days
Org Instance Service Date 1111312016 I override Y0 6 12

Organizational Assignment Data (7

Instance Record

Last Assignment Start Date 11/13/2016 First Assignment Start 11/13/2016
Assignment End Date
Home/Host Classification Home Years  Months Days  [Time Reporier Dais
Company Seniority Date 11/13/2015 ™ override Y0 6 12
Benefits Service Date (117012016 5 Qverride Y (1] 6 24
Seniority Pay Calc Date 11/13/2015 I~ override v o0 6 12
Probation Date [0513/2017 |5l
Professional Experience Date [ Last Verification Date =
Business Title MAINTENANCE WORKER Il Position Phone
Job Data Employment Data Earnings Distribution Benefits Program Participation
[§lSave ||[E" Returnto Search ||[=]Motify || Refresh | Update/Display || & Include History | [E5# Correct History

Lostart Jz =2 J & Job Data - Windows I... J HiuEOe « s

Step Action

36. Click the Save button.
[Flsave |

37. Congratulations, you have completed this lesson.
End of Procedure.

Promotion with Salary Change

Promotion with Salary Change
Procedure

In this lesson, you will walk-through the business process steps to promote an employee with a
salary change.

Navigation: HR/Payroll > HR/Payroll Menu > Workforce Administration > Job
Information > Job Data
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Hub Favorites ™

Pz

Hub Menu ¥
Al ~ | Search

Employee Hub Manager Hub

Personal Information Agency News

Help?

e

Browser for Windows 10 is Chrome or Edge

(<)

Pay
How o update Chrome
How to update Chrome to be on the newest version

Time | Leave Recommended Browser for Mobile Device:

Recommended Browser for Mobile Devices is Chrome

Career
oozl discounts effective Oct 1, 2015

e

Performance

UPDATED: Delta Airlines Discount Link Qverview Doc
Detta Airlines Discount FAQ's
Keep Your Employees Up To Date with Specific Agency News

Tutorials

Quick Links. ]

% HR/Payroll

JDO

. NDPERS Employer Self Service
. NDPERS Member Self Service

L7start J Lm2 J = Employee fating regi...

are specific to their emplayees
Agency News

More.

View All Ariicles and Seclions

HRIPayroll News
View All Ariicles and Seclions
PERS News

View ANl Articles and Sections

Recommended Browser for Windows 10 is Chrome or Edge

Chrome

Employee Travel Email Notification \ Travel Reimbursements On-Line

UPDATED: Delta Airlines Discount Program offering deeper
Delta Airlines Discount Program, Geod for Business & Personal Travel

Instructions to add Delta.com to Trusted Sites and Clear Cache in IE
Ifyou cannot get into Delta.com add them to your Trusted Sites and Clear Cache

With the new Emplayee Hub, Agencies now have the ability to add news articles that

OoORACLE
USER PRODUCTIVITY KIT

Edl ~dvanced Search

#*

Personalize Content | Lay

B 583 State Employee Directol

Search by Name

2. wmy Profile )

New JDQ System- Live Now!

Check out a video of the new

Mow Live!

(OMB Safe Opera

Click to Re

|Bu@EDo @ @k

Action

Click the HR/Payroll link.

HR/Payroll Favorites ¥

ORACLE"

Quick Links o

. o o Backto Employee Hub
SLGLG] Takes user back o Enterprise Portal

(;) RS Quick Links

@8 Extemal Careers Site

% Search Job Openings

Create Job Opening

Search Applications
Applicant Lists

Interview Calendar

Generate Recruitment Letters
Teams

Routing Response

Evaluate Open Ended Questions
Pending Approvals

Interview Evaluations

Query Viewer

£ "start J Lm 2

J & My Page - Windows I...

Add to Favorites |

#& Home

Personalize Content | Layoul

533 Company Directory

Search by Name

2. My Profile Advanced Seal

|BuEDe @ &8k
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Step Action

2. Click the HR/Payroll Menu button.

3. Click the Workforce Administration menu.

| 3  Workforce Administration rl

4, Click the Job Information menu.

| 3 Job Information Fl

5. Click the Job Data menu.
|5l Job Data |

HR/Payroll Favorites ¥ HR/Payroll Menu ~ > Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ #& Home

ORACLE" STHT

New Window | Help | &
Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl 1D begins vith =] |

EmpiRecord[= 7]
Name[Begine wit 5]
Last Name] begins with =]
Second Last Name [ begins with =]
Altemate Character Name|begins witn =]
Viddle Name| begins with =]
Preferred Name|begins with =]

™ Include History T~ Correct History [~ Case Sensitive

Search Clear | Basic Search B‘E‘ Save Search Criteria

Lrstart Jﬁﬂ = E J 2 J0b Data - windows I... J HulEOe L@

Step Action

6. Enter the desired information into the Empl ID field. Enter "7031062".
Empl 1D begins with =] [ |

7. Click the Search button.
Search
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test NEXH Empl D 7031062
Employee Empl Record 0
Work Location (7 Find  Fist (4 10f1 ) Last
*Effective Date [1/13/2016 El Go To Row =
Effective Sequence| 0| *Action [Hire =l
HR Status Active Reason [Hire =
Payroll Status Active *Job Indicator [ Primary Job =l
Current (]
Position Number 00001516 Q TEMP-NOT CLS-ADMIN SPT

Override Position Dafa

Position Entry Date 11/13/2016
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota

Business Unit 25000 State Library

Department 250 State Library

Department Entry Date 11/13/2016

Location 25000 State Library Office

Establishment ID Q Date Created 02/27/2017

Last Start Date 11/13/2016
Expected Job End Date 5

Job Data Employment Data Eamings Distribution Benefits Program Participation o

Lstart Jia =2 J 2 Job Data - Windows I... J HuEOe « @

Step Action

8. Click the Add a new row (+) button.

+

9. Click the Choose a date button.

[

10. Click the 1.

11. Click the Action dropdown arrow.

=
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HR/Payroll Favorites ¥ HR/Payroll

ORACLE’

Work Location Job Information

Test NEXH

Employee
Work Location (2
“Effective Date
Effective Sequence
HR Status

Payroll Status
Position Number

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date

Location
Establishment ID

Last Start Date
Expected Job End Date

Job Data

£ start J Y Ee

Employment Data

J 2 Job Data - Windows I...

I Menu ¥ ‘Workforce Administration ¥

STHT

Job Labor || Payroll || Salary Plan || Compensation
Empl D 7031062
Empl Record 0
05/01/2017 El
0 “Action
Active Reason
Active “Job Indicator

Calculate Status and Dates

00001516 Q

Overide Position Data

TEMP-NOT CLS-ADMIN SPT

111372016
I~ Position Management Record

UsA United States
ND State of North Dakola
25000 State Library
250 State Library
111372016
25000 State Library Office
Q
111372016
5]

Eamings Distribution

Job Information ¥

Training Guide

Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]

Find First ‘4 10f2 ‘»' Last

=EE

Go To Row

Hire

Add Contingent Worker
Add Person of Inferest
Additional Job

Change of Pay System
Completion of Probation
Data Change

Demotion

Family Status Change
Hire

Job Reclassification
Leave of Absence

0ld Part Time

Paid Leave of Absence
Parental Leave

Rale Chang
Person Reclassification
Position Change
Probation

Promotion

Rank Change

Recall from Suspension/Layoff
Rehire

Retirement

Return from Leave
Stalus Change
Suspension

Temporary ERE
Termination

Transfer

Benefits Program Participation

|BoEDe @ &Sk

Step Action

12.

Click the Pay Rate Change list item.
Pay Hate Change

HR/Payroll Favorites ¥ HR/Payroll

ORACLE"

Work Location Job Information

Employee

Work Location (2

*Effective Date
Effective Sequence
HR Status

Payroll Status

Position Number

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date

Location
Establishment ID

Last Start Date
Expected Job End Date

Job Data Emp

£ start J w2

Menu ¥ ‘Workforce Administration ¥

STHT

Job Information ¥

Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]

J 2 Job Data - Windows

Job Labor || Payroll || Salary Plan || Compensation
Empl D 7031062
Empl Record 0
Find  First ‘¢ 10f2 ' Last
05/01/2017 El Go To Row FH[=
0 Qe Py RateChange |
Aclive Reason l—;[
Aclive *Job Indicator [Primary Job
Current
00001518 Q TEMP-NOT CLS-ADMIN SPT

Overide Position Data

111312016
I~ Position Management Record

UsA United States
ND State of North Dakota
25000 State Library
250 State Library
111312016
25000 State Library Office
Q Date Created 05/31/2017
111312016
)
loyment Data Eamings Distribution Benefits Program Participation o

|BoEDe @ @3k
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Step Action

13. Click the Reason dropdown arrow.

w

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE" STHT

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test NEXH EmplID 7031062
Employee Empl Record 0
Work Location (2 Find  First ‘¢ 10f2 ' Last
“Effective Date [05/01/2017 El Go To Row =
Effective Sequence 0 “Action [Pay Rate Change =1
HR Status Active Reason| =
Payroll Status Active “Job Indicator | e ity increase
Job Reclassification
_ Leg/Gen - Performance
Position Number 00001516 Q TEMP-NOT CLS-ADMIN SPT Merit

Other
FPromotion
Reduction in pay
Responsibilty Increase
Target Market Equily Increase
 Temporary Increase

Overide Position Data

Position Entry Date 11/13/2016
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 25000 State Library
Department 250 State Library
Department Entry Date 11/13/2016
Location 25000 State Library Office
Establishment ID Q Date Created 05/31/2017

Last Start Date 11/13/2016
Expected Job End Date 5

Job Data Employment Data Eamings Distribution Benefits Program Participation o

£7start Ji |2 J & Job Data - Windows I... J E NN @ wmyds

Step Action

14. Click the Promotion list item.

Page 134



ORACLE' Training Guide
USER PRODUCTIVITY KIT

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | i <]

Work Location | Job Information || Job Labor || Payroll | Salary Plan || Compensation
Test NEXH EmplID 7031062
Employee Empl Record 0
Work Location (2 Find  First ‘' 1072 * Last
“Effective Date [05/01/2017 El Go To Row &=
Effective Sequence 0 “Action [Pay Rate Change -
HR Status Actve Reason R I -|
Payroll Status Active *Job Indicator [ Primary Job -
Current
Position Number 00001516 Q TEMP-NOT GLS-ADMIN SPT

Overide Position Data

Position Entry Date 11/13/2016
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 25000 State Library
Department 250 State Library

Department Entry Date 11/13/2016
Location 25000 State Library Office

Establishment ID Q Date Created 05/31/2017

Last Start Date 11/13/2016
Expected Job End Date 5

Job Data Employment Data Eamings Distribution Benefits Program Participation o

£7start Ji -2 J & Job Data - Windows I... J EHuolEde @ wyds

Step Action

15. Click in the Position Number field.
00001516

16. Enter the desired information into the Position Number field. Enter "00001506".
Position Number | |

17. Click the 00001506 list item.

DO001504

18. Verify the following information: Position Entry Date, Department Entry
Date, Company, Department, and Location.

19. Click the Job Information tab.

| Job Information |

20. Verify the following information: Job Code (and associated title),
Regular/Temporary, Full/Part, Reports To and, FLSA Status (found by
clicking the USA Flag)

21. Note: The Job Labor tab is NOT used.

Page 135



Training Guide

Error! No text of specified style in document.

HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’ STHT

Work Location || Job Information || Job Labor || Payrol

Test NEXH

Employee
Job Information (7

Effective Date 05/0172017
Effective Sequence 0
HR Status Active
Payroll Status Active

Job Code CL0042
Entry Date 05/01/2017
Supervisor Level
Supervisor ID
Reports To 00001492
Regular/Temporary Regular
Empl Class -
Regular Shift Not Applicable
Classified Ind Classified
Standard Hours (2

standard Hours
FTE

40.00
1.000000
¥ Adds to FTE Actual Count?
Contract Number (2
Contract Number Q

Contract Type

£7start J L2 J {2 Job Data - Windows I...

‘Workforce Administration ¥

Salary Plan

Job Information ¥ Job Data

Compensation

Empl ID 7031062
Empl Record 0

Action Pay Rate Change
Reason Promotion

Job Indicator Primary Job

ADMIN ASSISTANT Il

ASSTDIR, STATE LIBRARY 7031063 TestEXS
Full/Part Full-Time

*Officer Code | None B
Shift Rate
Shift Factor

Work Period W Weekly

I~ Encumbrance Override

Next Contract Number

OoORACLE
USER PRODUCTIVITY KIT

Add to Favorites |

#& Home

New Window | Help | Personalize Paoe

Find First ‘&) 1072 b/ Last

Go To Row

Current

|BoEDe @ @3k

Step Action

22. Click the Payroll tab.

23.

Verify the following information is correct: Pay Group,
Location Code, Holiday Schedule and FICA Status.

Employee Type, Tax

HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE STHT

Work Location || Job Information || Job Labor || Payroll || Salary Plan
TestNEXH

Employee

Payroll Information (2

Effective Date 05/01/2017
Effective Sequence 0
HR Status Active
Payroll Status Active

Payroll System Payroll for North America

Payroll for North America |7

Pay Group PG2
Employee Type H Q Hourly

Tax Location Code BURLEIGH | Burleigh County

GL Pay Type

Combination Code

Job Data Employment Data

[Slsave ||[3" Returnto Search || Motify || Refresh

£ start J Lmg

‘Workforce Administration ¥

Eamings Distribution

Job Information ¥ Job Data

Compensation

Empl ID 7031062

Empl Record 0

Find

Action Pay Rate Change
Reason Promotion

Job Indicator Primary Job

Absence System | Other B

@ Hourly Monthly Employees

Holiday Schedule NONE

FICA Status | Subject B

Edit ChartFields

Update/Display.

Benefits Program Participation

=1 Include History

Add to Favorites |

& Home

New Window | Help | Personalize Page |

First ‘4 1072 (' Last

Go To Row

Current

Q_ None

[Z# Correct History

Work Location | Jeb Infermation | Job Labor | Payroll | Salary Plan | Compensation

|BnEOe « W
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Step Action

24,

—

Click the Absence System dropdown arrow.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥

ORACLE" STHT

Work Location || Job Information || Job Labor || Payroll | Salary Plan || Compensation

Empl ID 7031062
Empl Record 0

Test NEXH

Employee
Payroll Information (2
Effective Date 05/01/2017

Effective Sequence 0
HR Status Active
Payroll Status Active

Payroll System Payroll for North America
Apsence System
———
‘Absence Nlana<emenl f
Pay Group |PG2 Q. Hourly Monthly Employees
Q Hourly
Q Burleigh County

Payroll for North America | ?|

Employee Type [H

Tax Location Code [BURLEIGH
GL Pay Type
Combination Code

Job Data Employment Data Eamings Distribution

=iNotify | [£ Refresh

Work Location | Jab Information | Job Labor | Payroll | Salary Plan | Compensation

[Flsave ||[E Retum to Search

£7start J LmE J Job Data - Windows

Job Information ¥

Job Data

New Window | Help | Personalize Page | &

Find  Fist (& 10f2 ¥/ Last
Go To Row
Action Pay Rate Change
Reason Promotion
Job Indicator Primary Job
Current

Holiday Schedule NONE Q None

FICA Status | Subject B

Edit ChartFields

Benefits Program Participation

Update/Display || & Include History

Add to Favorites |

[ Comect History

& Home

|EBEnE0o « W

Step Action

25.

Absence Manageme!

Click the Absence Management list item.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’

Tax Location Code [BURLEIGH
GL Pay Type
Combination Code

Absence Management System

STHT

>  Workforce Administration ¥ > Job Information ¥ >  Job Data

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test NEXH EmplID 7031062
Employee Empl Record 0
Payroll Information (7 Find  Fist (0 10f2 P Last
Effective Date 05/01/2017 EILES
Effective Sequence 0 Action Pay Rate Change
HR Status Active Reason Promotion
Payroll Status Active Job Indicator Primary Job
current 0
Payroll System Payroll for North America
Absence System [Absence Management -
Payroll for North America (2
Pay Group [PG2 @ Hourly Monthly Employees
Employee Type|H @ Hourly Holiday Schedule NONE Q None

Q Burleigh County

FICA Status | Subject B

Edit ChartFields

Add to Favorites |

OoORACLE
USER PRODUCTIVITY KIT

# Home

£ start J g

Pay Group a
Setting
Eligibility Group Q
% Use Pay Group Eligibility
I use Pay Group Rate Type Exchange Rate Type Q
= Use Pay Group As Of Date Use Rate As O'I LI

[ 30b Data - windoms1.. |BunE0e @l s

Step

Action

26.

Click the Look up Pay Group button.

&

27.

Click the PGL1 link.

28.

Click the OK button.

29.

Click the Look up Holiday Schedule button.

&

30.

Click the STATEL link.

31.

Click the Look up Pay Group button.

&l

32.

Click the PG1 link.

33.

Click the Salary Plan tab.
Salary Plan

34.

Verify the following information is correct: Salary Admin Plan and Grade.
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Step Action

35. Click the Compensation tab.

| Compensation |

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data

ORACLE" STHT

Comparative Information (2
Pay Rates (7

Default Pay Components

Pay Components (7 Personalize | Find | 1 [

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test NEXH Empl ID 7031062
Employee Empl Record 0
Compensation (2 Find  First (¢ 1of2 * Last
Effective Date 05/01/2017 COlIgHow)
Effective Sequence 0 Action Pay Rate Change
HR Status Active Reason Promotion
Payroll Status Active Job Indicator Primary Job
curent (1
Compensation Rate 26000000005 *Frequency WM yionthty

Amounts || Controls || Changes || Conversion
*Rate Code Seq Comp Rate Currency Frequency Percent Rate Code Group
1[NAHRLY |@ 0 15.00000053 [USD Q [H Q
Calculate Compensation
Job Data Employment Data Eamings Distribution Benefis Program Participation
[Flsave ||[E Retunto Search ||=]Notify ||#* Refresh | UpdateiDisplay || & Include History

Add to Favorites |

# Home

New Window | Help | Personalize Page | i

First ‘4 10f1 ‘& Last

F =

%7 Conect History

Work Location | Job

£ 7start J g

| Job Labor | Payroll | Salary Plan | C
J [ & 30b Data - Windows 1...

|BonE0e D6 S

Step Action

36. Click the Look up Rate Code button.

&

37. Click the scrollbar.

38. Click the NAMNTH link.

39.

Enter the desired information into the Comp Rate field. Enter "3000".

40. Click the Calculate Compensation button.

Calculate Compensation

41. Click the Employment Data link.

mployment Dat
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£ start J L g

HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’ STHT

Employment Information

Test NEXH

Empioyee
Organizational Instance 7
Organizational Instance Red 0
Last Start Date 11/13/2016
Termination Date

Org Instance Service Date 11/13/2016

Organizational Assignment Data (7

Instance Record

Last Assignment Start Date
Assignment End Date

111312016
Home/Host Classification Home
Company Seniority Date 11/13/2016
Benefits Service Date [11/01/2016 |[5]
Seniority Pay Calc Date 11/13/2016
Probation Date |05/13/2017 |[5]
Professional Experience Date [

™ override
" override
I~ override

Business Title ADMIN ASSISTANT Il

Job Data Employment Data

[Flsave |[EF Retumnto Search |[=]Notify || Refresh

J & Job Data - Windows I...

‘Workforce Administration ¥

Original Start Date 11/13/2016

™ override

Job Information ¥ Job Data

Empl ID 7031062
Empl Record 0

Override
First Start Date 11/13/2016
Months  Days
v o0 6 20

Years

First Assignment Start 11/13/2016

Years Months  Days
v o0 6 20
v 0 7 1
v 6 20
Last Verification Date

Position Phone

Eamings Distribution

] UpdatelDisplay

=1 Include History

OoORACLE

USER PRODUCTIVITY KIT

Add to Favorites |

# Home

New Window | Help | Personalize Page | i

Time Reporier Daia

Benefits Program Participation

3 Correct History

FEEN I

Step

Action

42.

[[ime Reporter Daid

Click the Time Reporter Data link.

£ 7start J Y. E<]

roll Menu Workforc

Time and Labor Data

Administration

Job Information Job Data

[ Emplopmentiniord Empl ID 7031062
Test NEXH
Employee Time Reperter Data Find | View Al
Organizational Iif “Effective Date [11/132016 |5 “Status | Active =
Organizat{ “Time Reporter Type [Elapsed Time Reporier =l
Elapsed Time Template [NDSE_TD | £iape4 - Time Dist Task Rolg
Punch Time Template [}
Org Insf
Time Period 1D Q
Organizational Al "Workgroup [NEXH O\pNonexemp( Hourly / Sun - Sat
“Taskgroup [NDS_TD Q¥ Time Dist Task Rplg
Instance Recerd Task Profile ID Q
Last Assil TCD Group Q
Asg Restriction Profile ID Q
Homer oT/ Comp Q
Comp| Rule Element 2 @
B Rule Element 3 a
£ Rule Element 4 a
: Rule Element 5 a
Professiong
Time Zone [CST
Q Central Time (US)
oK Cancel Refresh
Job Data
[ Ret

Add to Favo

# Home

D
Riize Page | &
Empl Record 0

Fist 4 1011 ‘M Last
=
Payroll

[ send Time to Payroil
Commitment Accounting

¥ For Taskgroup
¥ For Department

J & Job Data - Windows I...

|BoEDe @ &k
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Step

Action

43.

Click the Add a new row (+) button.

44,

Data page.

Confirm the *Effective Date matches the Promotion effective date on the Job

45.

Click the Choose a date button.

[d

46.

Click the 1.
1

47.

Click the Look up Workgroup button.

&

48.

Click the Nonexempt Salaried / Mon - Sun link.

Monexempt Salaried / Mon - Sur

49.

Click the OK button.

HR/Payroll Favorites v HR/Payroll Menu ~ Workforce Administration ¥ Job Information ~ Job Data

o= STHT

Employment Information

Test NEXH

Employee

Empl ID 7031062
Empl Record 0

Organizational Instance (2

Add fo Favorites |

& Home

New Window | Help | Personalize Page | &

Probation Date [05/13/2017 |[3]
£l

Business Title ADMIN ASSISTANT Il

Professional Experience Date

Job Data Employment Data

[Flsave ||[E Retumnto Search ||=]Notify ||#* Refresh

£ start J Lma J (2 Job Data - Windows I...

Organizational Instance Red 0 Original Start Date 11/13/2016 I~ override
Last Start Date 11/13/2016 First Start Date 111312016
Termination Date Years  Months  Days
Org Instance Service Date 11/13/2016 I~ override v o0 6 18
Organizational Assignment Data (2
Instance Record
Last Assignment Start Date 11/13/2016 First Assignment Start 11/13/2016
Assignment End Date
Home/Host Classification Home Years  Months Days  fime Reporier Daig
Company Seniority Date 11/13/2016 I override v 0 6 18
Benefits Service Date [11/01/2016 5] ¥ override LI 6 £
Seniority Pay Calc Date 11/13/2016 I override v 0 6 18

Last Verificafion Date

Position Phone

Eamings Distribufion

] UpdateiDisplay || & Include History

Benefils Program Participation

|EBuE0e GE &b

%7 Conect History

Step

Action

50.

Click the Earnings Distrib

Eamings Distribufion]

ution link.
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Step Action

51. The Job Earnings Distribution earnings code must be verified for each
employee.

52. The Earnings Code for the PG1 (& MJ1) pay group for salaried employees is
defaulted to earnings code SO1 for regular earnings. If the employee is to receive
temporary earnings, the earnings code needs to be changed to S02.

53. The Earnings Code for the PG2 pay group for hourly employees is defaulted to
earnings code S02 for temporary earnings. If the employee is to receive regular
earnings, the earnings code needs to be changed to SO1 for regular earnings.

54, If the earnings code needs to be changed, you must perform the following:

Earnings Distribution Type = Percent.
Earnings Code = S01 or S02 (regular or temporary, respectively)
Percent of Distribution = 100%

This will ensure that your employee's salary for hourly base pay is paid using the
correct earnings code.

HRiPayroll Favorites ™ HR/PayrollMenu ¥ > Workforce Administration ¥ > Job Information ™ > Job Data Addto Favorites | i Home
ORACLE STHT
New Window | Help | Personalize Page | & 2|
Job Earnings Distribution
Test NEXH Empl 1D 7031062
Employee Empl Record 0
Earnings Distribution Type (2 Find First ‘4 10of1 (¥ Last
Effective Date 05/0172017 GoToRow
Effective Sequence 0 Action Pay Rate Change
HR Status Active Reason Promotion
Payroll Status Aciive Job Indicator Primary Job
current u]
Compensation Rate 3,000.0000005] Work Period Weekly
Standard Hours 40.00 Compensation Frequency Monthly
*Earnings Distribution Type | None B
Job Earnings Distribution (2 Find  Fist (0 1of1 & Last
Position Number Business Unit » H[=
Department o Job Code LA
Regular Shift|Not Applicable =
“Eamings Code S01 Requiar Pay General Ledger Pay Type
Compensation Rate : Standard Hours
Percent of Distribution
Eamings Chartfields (7
Combination Code
Job Data Employment Data Eamings Distribution Benefits Program Participation )
£7start J Lmg J & Job Data - Windows T... J EHuolHOe @ wyds
Step Action
55. Click the scrollbar.
56. Click the Save button.
=] € qye
57. Congratulations, you have completed this lesson.
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Rehire

Rehire
Procedure

This lesson will show you how to rehire an employee using the Recruiting Solutions Manage
Hires process.

Navigation: HR/Payroll > HR/Payroll Menu > Workforce Administration > Personal
Information > Manage Hires

Hub Favorites | HubMenu +
Al ~ | Search Bl Advanced Searcn
Employee Hub Manager Hub Help? | %
Personalize Content | Lay
=
Personal Information Agency News elie ﬁ%j State Employee Directol
Browser for Windows 10 is Chrome or Edge
] Search by Name
Pay Recommended Browser for Windows 10 is Chrome or Edge
How to update Chrome
5 How to update Chrome to be on the newest version 9 My Profile
Time \ Leave Browser for Mobile Devices is Chrome
New JDQ System- Live Now!
Recommended Browser for Mobile Devices is Chrome
Career . irines Di =
UPDATED: Delta Airlines Discount Program offering deeper = .
discounts effective Oct 1, 2015 Check out 8 video of the new
Deita Airlines Discount Program, Good for Business & Personal Travel Now Live!
Performance Instructions to add Delta.com to Trusted Sites and Clear Cache in IE
If you cannot get into Delta.com add them to your Trusted Sites and Clear Cache OMB Safe Operating
Tutoril UPDATED: Delta Airlines Discount Link Overview Doc R Click to Re
utorials Delta Airlines Discount FAQ's
Keep Your Emplovees Up Ta Date with Specific Agency News
——— = With the new Employes Hub, Agencies now have the ability to add news ariicles that
Quick Links S ®¥ | are specific to their employees
Agency News
HR/Payroll = Employee Travel Email Notification \ Travel Reimbursements On-Line
More.
4 2 View Al Articles and Sections
Joa
HR/Payroll News s a-
View All Arficles and Sections
NDPERS Employer Self Service
PERS News T 8~
. NDPERS Member Self Service View All Arficles and Sections
frstart] | S B @[S Employee-facing reoi.. |EBEuE00 GE ®ds

Step Action

1. Click the HR/Payroll link.

Page 143



Training Guide ORACLE’

Error! No text of specified style in document.

HR/Payroll Favorites ¥ HR/Payroll Menu ¥ Add to Favorites \ A& Home
ORACLE’ STHT
Personalize Centent | Layout
Quick Links S 8y uick Links - ompany Directo!
égﬂﬁTEaCKlL) Employee Hub (;> RSQ ftink ’ é_g_hc " yD ! Y
shes user back fo Enterprse Pora! % Extemal Careers Site Search by Name
-
% Soaren Job Gpenngs 2. My Profile Advanced Seal
% Create Job Opening
E; Search Applications
Applicant Lists
Eﬁ Interview Calendar
Generate Recruitment Letters
§33 Teams
@%j Routing Response
E’f} Evaluate Open Ended Questions
Q Pending Approvals
6 Interview Evaluations
® Query Viewer
Dston] |5 & [[Svwrage - windowsL [HigEle @ &
Step Action
2. Click the HR/Payroll Menu link.
HR/Fayroll Menu ~
3. Click the Workforce Administration menu.
| 3  Workforce Administration 3
4, Click the Personal Information menu.
[d  Personal Information k
5. Click the Manage Hires menu.
| 5l Manage Hires
6. The Manage Hires page displays the transactions from Recruiting Solutions that
are ready to process.
7. The Manage Hires section enables you to select the type of what Hire

Transactions to display.

The *Select Transactions Where and *Equals field default to Source and
Recruiting Solutions, respectively.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥ Manage Hires Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | I
Manage Hires
The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.
Manage Hires
*Select Transactions Where ~
“Equals [Recruiting Solutions - Refresh
Hire Transactions
Select Start Date Status Name Person ID Type of Hire Source Submitted By
O 04252016 Requested Employee A Hire Recruiting Solutions
r 06/02/2016 Requested Employee B Hire Recruiting Solutions
C 0713172016 Requested Emplayee C Transfer Recruiting Solutions
(] 07/03/2016 Requested Employee D Rehire Recruiting Solutions
r 07/31/2016 Requested Emplayee E Transfer Recruiting Solutions
(| 0713172016 Requested Emelovech Transfer Recruiting Solutions
i 08/28/2016 Requested Emplayee & Transfer Recruiting Solutions
(] 08/23/2016 Requested Employee H Transfer Recruiting Solutions
r 08/15/2016 Requested Employee | Hire Recuiting Selufions
I 09012016 Requested S Transfer Recruiting Solutions | o
£7start J Lm2 J & Manage Hires - Windo.. J EHuolEOde @ wmyds

Step

Action

Click the Employee D link.
Employee D

The Manage Hires Details page displays the Job and Hire Information from
Recruiting Solutions.

Confirm the Job information including the *Desired Start Date is accurate.

10.

Note: The Start Date entered on this page will be used as the Effective Date for
Job.

11.

The Empl ID defaults from the employees prior hire record.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥

ORACLE’ STHT

Manage Hires
Manage Hires Detail

The Start Date entered on this page will be used as the Effective Date for Job

Job

Recruiter Name

Job Opening ID .....o.coemmeamno..
Job Opening DIRECT CARE ASSOCIATE |
Position DIRECT CARE ASSOCIATE |
Job Code DIRECT CARE ASSOCIATE
BusinessUnit _______ ...

Department

Applicant Type External - Previous Employee

“Type of Hire | TN ~

*Desired Start Date 09/19/2016 [
Empl ID View Person Org Summary

Employee |D Verified

Org Instance

€ Create new Org Instance

@ Use existing Org Instance i =
Employment Record

© Create New Assignment

- —

£ start J Lmg J & Manage Hires - Windo...

OoORACLE
USER PRODUCTIVITY KIT

Manage Hires

Add to Favorites |

# Home

New Window | Help | Personalize Page | I |

|BoEDe @ &k

Step

Action

12.

Click the scrollbar.

13.

Click the Add Person button.

Add Person

To pull the person's personal data information from Recruiting Solutions,

14.

from Recruiting Solutions.

Confirm the information is accurate.

The Biographical Details page displays the employee's personal information
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥ Manage Hires Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | & |
Biographical Details || Contact Information || Regional

Person ID
Name Find | View Al  First ‘4 10f2 »' Last
*Effective Date [09/19/2016 Bl #=

*Format Type [English 2

Display Name Edit Name

Biographic Information
Date of Birth 0digr Years r  Months =
Date of Death B

Birth Country USA @ United States
Birth State Q

Birth Location I~ Waive Data Protection
Biographical History Find | View All First (4 10f2 ‘¥ Last
*Effective Date [09/19/2016 5 F[E=
*Gender[Wale 7]
“Highest Education Level [G-HS Graduate or Equivalent v]
‘Marital Status[Singe =] As of [06/0472016 _|[5]
Language Code [English  |v]

Alternate ID
I~ Full-Time Student

National ID Personalize | Find | view Al | 21| B8 Fist (4 10f1 ) Last

*Country *National ID Type National ID Primary ID

UsA @, [Social Security Number - Click to Wiew Masked Data = [+ [=]
L7start JL =2 J & Manage Hires - Windo.. J EHuolEde L@ ®ds

Step Action

15. Click the Contact Information tab.

| Contact Information |

16. The Contact Information page displays the employee's personal address, phone
and email information from Recruiting Solutions.

Update any information that is necessary.

17. Next, confirm the Regional information.

Click the Regional tab.

18. The Regional page enables you to enter country specific personal information.

19. Enter the employee's Ethnic Group and Military Status.

20. Click the OK button.

21. The Work Location page is used to enter position and location information for a
person's job,
including the regulatory region, company, department, and location.
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Step

22. Confirm the following fields are accurate on the Work Location page:

Action

*Effective Date - the effective date defaults from Personal Information pages.
Effective Sequence - For the new hire row this value will always default to 0
(zero).

*Action - Defaults to Rehire.

Reason - Defines the reason for the Action. The entry will be Rehire.

*Job Indicator - This defaults to Primary Job.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Personal Information ¥ >  Manage Hires

Add to Favorites | ¢ Home

ORACLE" STHT

New Window | Help | Personalize Page | i =
Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation

Empl ID

Employee

Work Location (7

Effective Sequence| 0

HR Status Active
Payroll Status Active

Position Number |00002538 Q
Position Entry Date 09/19/2016
Regulatory Region USA

Company ND
Business Unit 32500

*Effective Date 09/18/2016 51

‘Override Position Data

Empl Record 0

Find First ‘4 1of2 ‘b Last

Go To Row [+ [=]
“Action [Renire =l
Reason]| =
“Job Indicator [Primary Job =l
History

DIRECT CARE ASSOCIATE |

I Position Management Record

United States
State of North Dakota

Human Services

Department
Department Entry Date 0919/2016

Location
Establishment 1D Q Date Created 05/24/2017
Last Start Date 09/19/2018
Expected Job End Date £l

Termination Date

Job Data Employment Data Eamings Distribution Benefis Program Participation

|EnE0o |[BE &6

L start J L2 J {2 Manage Hires - Windo...

Step Action

23. Click the Reason dropdown arrow.

—=]
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥ Manage Hires Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | I |

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID
Employee Empl Record 0
Work Location (7 Find First (4) 10f2 ‘¥ Last
*Effective Date 09/19/2016 ] Go To Row [+ [=]
Effective Sequence i *Action [Renire |
HR Status Active Reason |

Payroll Status Active Job Indicator | ¢, my Retire Employment FRA
NH Cumu Refire Employement FRA
Position Number (00002538 a DIRECT GARE ASSOCIATE |

Override Position Data

Position Entry Date 09/19/2016
I™ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 32500 Human Services
Department

Department Entry Date 09/19/2016
Location
Establishment ID Q Date Created 05/252017
Last Start Date 091972016 Termination Date
Expected Job End Date

Job Data Employment Data Eamings Distribution Benefis Program Participation

£7start Ji =2 J & Manage Hires - Windo.. J E =N L@ ®ds

Step Action

24, Click the Rehire list item.
Rehire

25. The Position Number defaults from Recruiting Solutions.

26. The following information defaults from the Position Number data:

Regulatory Region - USA

Company - ND

Business Unit - your agency business unit.

Department - the department the employee belongs

Department Entry Date - date which the employee begins work for the
department.

Location - physical location where the employee will perform their job.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥ Manage Hires Add to Favorites ‘ # Home

ORACLE’ STHT

New Window | Help | Personalize Page | I

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID
Employee Empl Record 0
Work Location (7 Find First (4 10f2 '}/ Last
*Effective Date 09/19/2016 ] Go To Row [+ [=]
Effective Sequence i *Action [Renire =l
HR Status Active Reason | I ~ |
Payroll Status Active *Job Indicator | Primary Job — =l
Current
Position Number |00002538 Q DIRECT CARE ASSOCIATE |

Override Position Data

Position Entry Date 09/19/2016
I™ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 32500 Human Services
Department

Department Entry Date 09/19/2016
Location
Establishment ID Q Date Created 05/252017
Last Start Date 091972016 Termination Date
Expected Job End Date

Job Data Employment Data Eamings Distribution Benefis Program Participation

£7start Ji -2 J & Manage Hires - Windo.. J EHolEde @ wyds

Step Action

27. Click the Job Information tab.

| Job Information |

28. The Job Information page is used to enter information about a person's job,
including status, job code and standard hours.

29. The following information is based on the Position Number:

Job Code

Entry Date

Reports To
Regular/Temporary
Full-time/Part-time

30. Verify the FLSA Status and Work Day Hours information is correct.

31. Click the Payroll tab.

32. The Payroll page is used to enter payroll and absence management processing
data.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥

Training Guide

Personal Information ¥ Manage Hires

Add to Favorites |

# Home

ORACLE’ STHT
Work Location | Job Information || Job Labor || Payrol || Salary Pian
Empl ID
Employee Empl Record 0
Payroll Information (7
Effective Date 09/19/2016
Effective Sequence 0
HR Status Active
Payroll Status Active
*Payroll System | Payroll for North America B
Absence System | Other =

Payroll for North America (7
Pay Group PG1 Q4 salaried Monthly Employees
Q salaried
Tax Location Code STUTSMAN  |Q Stytsman County
GL Pay Type

Employee Type |S

Combination Code

Job Data Employment Data

oK Cancel Apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

£7start J L2 J {2 Manage Hires - Windo...

Compensation

Eamings Distribution

New Window | Help | Personalize Page | I

Find First 4

102 & Last
..... s —-
Action Rehire
Reason Rehire
Job Indicator Primary Job
Current
Holiday Schedule [STATE1 Q@ statutory
FICA Status [Subject

Edit ChartFields

Benefits Program Participation

£ Refres|

|BoEiDe @ &k

Step

Action

33.

=

Click the Absence System dropdown arrow.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥

Personal Information ¥

Manage Hires

Add to Favorites |

# Home

ORACLE" STHT
New Window | Help | Personalize Page | |
Work Location | Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID
Employee Empl Record 0
Payroll Information (7 Find First (4 10f2 ‘¥ Last
Effective Date 08/1972016 EDED
Effective Sequence 0 Action Rehire
HR Status Active Reason Rehire
Payroll Status Active Job Indicator Primary Job
Current
*Payroll System | Payroll for North America B
Absence Systemiother 0 =
Payroll for North America | jp sy s
Pay Group PG1 QL Salaried Monthly Employees
Employee Type |S Q salaried Holiday Schedule STATE1 Q Statutory
Tax Location Code [STUTSMAN |, Stutsman County
GL Pay Type FICA Status | Subject
Combination Code

Job Data Employment Data Eamings Distribution

oK Cancel Apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

£7start J Lmg J {2 Manage Hires - Windo...

Edit ChartFields

Benefis Program Participation

£ Refres|

|BoEDe @ &Sk
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Step Action

34. Click the Absence Management list item.

Absence Management

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥

ORACLE"

STHT

Manage Hires

Add to Favorites |

# Home

New Window | Help | Personalize Page | I |
Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID
Employee Empl Record 0
Payroll Information (7 Find First (4 10f2 ‘¥ Last
Effective Date 091912016 CrilRoW
Effective Sequence 0 Action Rehire
HR Status Active Reason Rehire
Payroll Status Active Job Indicator Primary Job
Current
*Payroll System | Payroll for North America B
Absence System [Absence Management ~
Payroll for North America (7
Pay Group PG1 Q4 salaried Monthly Employees
Employee Type |S Q salaried Holiday Schedule STATE1 Q Statutory
Tax Location Code [STUTSMAN |, Stutsman County
GL Pay Type FICA Status | Subject A
Combination Code Edit ChartFields
Absence Management System
Pay Group Q
Setting
Eligibility Groug
[ Use Pay Group Eligibility aioility P Q
[ use Pay Group Rate Type Exchange Rate Type Q -
I¥ Use Pay Group As Of Date Use Rate As Of =
£7start J Lmg J & Manage Hires - Windo... J EHolHde L@ ®ds

Step Action

35. Click the Look up Pay Group (Alt+5) button

&

36. Click the PGL1 link.

37. Click the Salary Plan tab.

Salary Plan

38.

Confirm the information is accurate.

The Salary Plan page is used to enter information about the employee's salary.

39. Click the Compensation tab.

| Compensation |

40. Confirm the Salary information is accurate.

41. Click the Employment Data link.

mployment Dat
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Step Action

42. Verify the Company Seniority Date.

The Company Seniority Date is the continuous service date and is used for
service award recognition. Once the record is saved you can go back in and
change this date by clicking on the Override button next to the date, change the
date and then save. Leave the box checked next to override.

43. Verify the Benefits Service Date.

The Benefits Service Date is used for leave accrual. If the hire date is not the
first of the month, you should enter the first day of the month of hire to accrue the
appropriate accrual of leave hours. Do this by clicking the Override button next
to the date; change the date and then save. Leave the box checked next to
override.

44, Click the Time Reporter Data link.
[[ime Reporter Datd

45, The Time and Labor Data page enables you to enter the Time Reporter Data.

HRJPayroll Favorites ¥ HR/Payroll Menu ~ Workforce Administration ¥ Personal Information ¥ >  Manage Hires Add to Favorites \ #& Home

Time and Labor Data

Empl ID EmplRecord 0 piize Page | B
Employment Inform)
Payable Time Start Date | 5
Time Reporter Data Find | View All First ‘4 1of1 & Last
Organizational In *Effective Date ikl *Status [Active - [+ [=]
E Payroll
Time Reporter Ty -
) ime Reporter Type [ Elapsed Time Reporter =l -
Elapsed Time Template a Send Time to Payroll
Punch Time Template @ Commitment Accounting
Org Inst
& Time Period ID Q.
I~ For Taskgroup
“Workgroup @ I~ For Department
‘Organizational A:
19 *Taskgroup Q'
Instance Record Task Profile ID Q
Last Assi TCD Group Q
Assi Restriction Profile ID Q
Home/H| Rule Element 1 Q
Compd Rule Element 2 Q
Ben| Rule Element 3 a
Seniof Rule Element 4 [}
Rule Element 5 Q
Professional .
Time Zone|CST R Central Time (Us)
oK Cancel Refresh
Job Data
£ start J amE J = Manage Hires - Windo... J BulEOde « By

Enter the desired information into the Payable Time Start Date field. Enter
"09/19/2016".

Payable Time Start Date |:|
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Step Action
47. The *Effective Date is the hire and the Time Reporter Data enrollment date.

48. Confirm the Time Reporter Status is set to Active.
49. *Time Reporter Type will default to Elapsed Time Reporter.
50. Elapsed Time Template will be the State standard of 'NDSE_TD'
Click the Look up Elapsed Time Template (Alt+5) button.
&
51. Click the NDSE_TD link.
52. *Workgroup is determined by the employee's Agency.
Click the Look up Workgroup button.
&l
53. Click the NEXS link.
REXS
54, *Taskgroup is the State standard of 'NDS_TD".
Click the Look up Taskgroup button.
€
55. Click the NDS_TD link.
56. Click the OK button.
oK
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New Window | Help | Personalize Page | I
Employment Information
Empl ID
Employee Empl Record 0
Organizational Instance (7
Organizational Instance Rcd 0 Original Start Date 04/18/2016 I override
Last Start Date 09/19/2016 First Start Date 04/13/2016
Termination Date Years Months  Days
Org Instance Service Date 04/13/2016 [~ override L 1 6
Organizational Assignment Data (7
Instance Record
Last Assignment Start Date 09/19/2016 First Assignment Start 04/18/2016
Assignment End Date
Home/Host Classification Home Years Months  Days Time Reporter Data
Company Seniority Date (04/18/2016 I” override o 1 1 6
Benefits Service Date [04/012016 |5 ¥ override LTI 1 2
Seniority Pay Calc Date 04/18/2016 I~ override k4 1 1 6
Probation Date [10/18/2016 |[5{
Professional Experience Date 5] Last Verification Date 5]
Business Title DIRECT CARE ASSOCIATE | Position Phone
Job Data Employment Data Eamings Distribution Benefits Program Participation
OK Cancel Apply & Refresh|
£ start J Lom 2 J {2 Manage Hires - Windo... J HuEIe BE S

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Personal Information ¥ Manage Hires Add to Favorites ‘ # Home

ORACLE’ STHT

Step

Action

57.

Click the Earnings Distribution link.

Eamings Distribution]

58.

The Job Earnings Distribution earnings code must be verified for each
employee.

59.

The Earnings Code for the PG1 (& MJ1) pay group for salaried employees is
defaulted to earnings code SO1 for regular earnings. If the employee is to receive
temporary earnings, the earnings code needs to be changed to S02.

60.

The Earnings Code for the PG2 pay group for hourly employees is defaulted to
earnings code S02 for temporary earnings. If the employee is to receive regular
earnings, the earnings code needs to be changed to SO1 for regular earnings.

61.

If the earnings code needs to be changed, you must perform the following:

Earnings Distribution Type = Percent.
Earnings Code = S01 or S02 (regular or temporary, respectively)
Percent of Distribution = 100%

This will ensure that your employee's salary for hourly base pay is paid using the
correct earnings code.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’

STHT

Job Eamnings Distribution

Eamings Distribution Type (7
Effective Date 09/19/2016
Effective Sequence 0
HR Status Active
Payroll Status Active

Compensation Rate 2,533.0000003]
Standard Hours 40.00

*Earnings Distribution Type [ By Percent B

Job Eamings Distribution (2

Position Number Q
Department Qb
Regular Shift [Not Applicable -

*Eamings Code[S01 |, Ragyiar pay
Compensation Rate
Percent of Distribution 100.000

Earnings Chartfields (7

Combination Code

Job Data Employment Data

:"Slart J Lmg J {2 Manage Hires - Windo...

>  Workforce Administration ¥ >

Personal Information ¥

Empl ID

Empl Record 0

Action Rehire
Reason Rehire
Job Indicator Primary Job

Work Period Weekdy

Compensation Frequency Monthly

Business Unit 32500

Job Code

General Ledger Pay Type

Standard Hours

Edit ChartFields

Eamings Distribution

OoORACLE
USER PRODUCTIVITY KIT

Manage Hires

Add to Favorites |

# Home

New Window | Help | Personalize Page | & |

Find First ‘4 10f2 ‘*' Last
Go To Row

Current

Find  Fist (4 10f1 * Last
Qb ==
QL

Benefiis Program Participation
-
|BuEle |« &8k

Step

Action

62.

Click the scrollbar.

63.

Click the OK button.
oK

64.

Click the OK button.

....................................

65.

End of Procedure.

Congratulations, you have completed this lesson.

Return from Leave of Absence

Return from Leave of Absence

Procedure

In this lesson, you will walk-through the steps to process a Return from Leave of Absence.

Navigation: HR/Payroll > HR/Payroll Menu > Workforce Administration > Job
Information > Job Data
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Hub Favorites ™

Pz

Hub Menu ¥

Personal Information
Pay
Time | Leave
Career
Performance
Tutorials

Quick Links

% HR/Payroll

JDO

NDPERS Employer Self Service

. NDPERS Member Self Service

£ start J LE 2

J & Employee-facing regi...

Al ~ | Search

Employee Hub Manager Hub Help? | %%

Agency News S av

Browser for Windows 10 is Chrome or Edge

Recommended Browser for Windows 10 is Chrome or Edge

How o update Chrome
How to update Chrome to be on the newest version

Recommended Browser for Mobile Devices is Chrome

Recommended Browser for Mobile Devices is Chrome

UPDATED: Delta Airlines Discount Program offering deeper

oozl discounts effective Oct 1, 2015

Delta Airlines Discount Program, Geod for Business & Personal Travel
Instructions to add Delta.com to Trusted Sites and Clear Cache in IE

Ifyou cannot get into Delta.com add them to your Trusted Sites and Clear Cache
UPDATED: Delta Airlines Discount Link Qverview Doc

Delta Airiines Discount FAQ's

Keep Your Employees Up To Date with Specific Agency News

With the new Employee Hub, Agencies now have the ability to add news arficles that
are specific to their employees

Agency News

Employee Travel Email Notification \ Travel Reimbursements On-Line

More.

View All Ariicles and Seclions

HRIPayroll News T o~
View All Ariicles and Seclions
PERS News T o~

View ANl Articles and Sections

|Bu@EDo @ @k

Training Guide

Edl ~dvanced Search

Personalize Content | Lay
583 State Employee Director

Search by Name

2. wmy Profile )

New JDQ System- Live Now!

Check out a video of the new

Now Live!
(MB Safe Opera
g e Click to Re

Action

Click the HR/Payroll link.

HR/Payroll Favorites ¥

ORACLE"

Quick Links

. o o Backto Employee Hub
SLGLG] Takes user back o Enterprise Portal

£ start J Lm 2

J & My Page - Windows I...

6) RS Quick Links
@B External Careers Site

% Search Job Openings

Create Job Opening

Search Applications

Applicant Lists

Interview Calendar

Generate Recruitment Letters
Teams

Routing Response

Evaluate Open Ended Questions
Pending Approvals

Interview Evaluations

Query Viewer

|BuEDe @ &8k

533 Company Directory

Search by Name

2. My Profile

Add to Favorites |

#& Home

Personalize Content | Layoul

Advanced Sea
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Step Action

2. Click the HR/Payroll Menu button.

HR/FPayroll Menu

3. Click the Workforce Administration menu.
| [ Workforce Administration rl
4, Click the Job Information menu.
| 3  Job Information Fl
5. Click the Job Data menu.
| |j Job Data |
6. The search page requires you to enter criteria so PeopleSoft can locate the

employee information in the database. If you know the employee ID, enter it in
the Empl ID field. If you do not know the ID, you can use the employee's first or
last name to narrow the search and select the desired ID from the displayed list.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Job Information ¥ Job Data Add to Favorites ‘ #& Home

ORACLE" STHT

New Window | Help | &
Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID[ begins with =] |

EmpiRecord[= 7]
Name[Begine wit 5]
Last Name] begins with =]
Second Last Name [ begins with =]
Altemate Character Name|begins witn =]
Viddle Name| begins with =]
Preferred Name|begins with =]

™ Include History T~ Correct History [~ Case Sensitive

Search Clear | Basic Search EF Save Search Criteria

£ 7start J% E 2 J 2 Job Data - Windows L. J HulEde L@ mdy

Step Action

7. Enter the desired information into the Empl ID field. Enter "7031063".
Empl ID| begins with =] |

8. Click the Search button.

Search
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HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’ STHT

Work Location || Job Information || Job Labor || Payrol
TestEXS
Employee
Work Location (2
“Effective Date 572212017 El
Effective Sequence| 0

HR Status Active

Payroll Status Leave of Absence

Position Number 00001492 Q

Position Entry Date 11/21/2016

Regulatory Region USA
Company ND
Business Unit 25000
Department 250
Department Entry Date 11/21/2016

Location 25000
Establishment ID Q

Last Start Date 11/21/2016
Expected Job End Date 5

Expected Return Date El

Last Date Worked 05/21/2017

£ start J L2 J 2 Job Data - Windows I...

‘Workforce Administration ¥

Salary Plan

Override Position Dafa

Training Guide

Job Information ¥ Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]
Compensation

Empl D 7031063
Empl Record 0

Find First ‘&' 1071 /' Last

Go To Row =
*Action [Leave of Absence =l
Reason [Personal Reasons =l
*Job Indicator [Primary Job =l
Current [

ASST DIR, STATE LIBRARY

I~ Position Management Record

United States

State of North Dakota
State Library

State Library

State Library Office
Date Created 05/22/2017

I” Override Last Date Worked

|BuEiDe @ @3k

Step Action

9. Click the Add a new row (+) button.

B3

10.

*Effective Date ||

Enter the desired information into the Effective Date field. Enter "06/10/2017".

11.

|

Click the Action dropdown arrow.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Job Information ¥

ORACLE’ STHT

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test EXS Empl D 7031063
Employee Empl Record 0
Work Location (2

“Effective Date [06/10/2017 El

OoORACLE
USER PRODUCTIVITY KIT

Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]

Find First ‘4 10f2 ‘*' Last

=EE

Go To Row

Effective Sequence L] *Action

Leave of Absence

Reason

HR Status Active

Leave of Absence *Job Indicator |

Calculate Status and Dates

Payroll Status

Position Number 00001492 Q

Overide Position Data

ASST DIR, STATE LIBRARY

111212016
I~ Position Management Record

Position Entry Date

£7start J L2 J = Job Data - Windows I...

Regulatory Region USA United States Person Reclassification
Company ND State of North Dakota Position Change
Probation
Business Unit 25000 State Library Promotion
Rank Change
Department 250 State Library Recall from Suspension/Layoff
Department Entry Date 11/21/2016 ﬁzﬂ;gﬁm
Location 25000 State Library Office AEsMn e e
Status Change
Establishment ID Q Suspension
Temporary ERE )
Termination
Last Start Date 111212015 Transter
Expected Job End Date =
Expected Return Date [ ™ Override Last Date Worked
Last Date Worked 05/21/2017

Add Contingent Worker
Add Person of Inferest
Additional Job

Change of Pay System
Completion of Probation
Data Change

Demotion

Family Status Change
Hi

Job Reclassification
Leave of Absence

0ld Part Time

Paid Leave of Absence
Parental Leave

Pay Rate Change

|BoEDe @ &Sk

Step Action

12. Click the Return from Leave list item.

Feturn from Leave

HR/Payroll Favorites ¥ HR/Payroll Menu ~ ‘Workforce Administration ¥ Job Information ¥

ORACLE" STHT

Job Data

Add to Favorites |

# Home

New Window | Help | Personalize Page | i <]

Regulatory Region
Company

Business Unit
Department
Department Entry Date

Location
Establishment ID

Last Start Date
Expected Job End Date

Job Data

£ start J w2

Employment Data

J 2 Job Data - Windows

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Empl ID 7031063
Employee Empl Record 0
Work Location (2 Find First (&) 10f2 (' Last
*Effective Date [06/10/2017 Bl Go To Row [+ [=]
Effective Sequence 0 'AC(\OIll Retumn from Leave
HR Status Active Reason 5|
Payroll Status Active *Job |\\diCalDl|Frlmary Job
Future
Position Number 00001492 Q ASST DIR, STATE LIBRARY
Override Positien Data
Position Entry Date 11/21/2016

I~ Position Management Record

USA United States
ND State of North Dakota
25000 State Library
250 State Library
112172016
25000 State Library Office
a Date Created 05/25/2017
111212016
)

Eamings Distribution Benefits Program Participation

|BoEDe @ @3k
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Step Action

13. Click the Reason dropdown arrow.

|

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE" STHT

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test EXS EmplID 7031063
Employee Empl Record 0
Work Location (2 Find  First (¥ 1or2 ) Last
“Effective Date [06/10/2017 ] Go To Row =
Effective Sequence 0 “Action [Retum from Leave =1
HR Status Active Reason| =]
Payroll Status Active Bl Reiumm From Leave
Fulure
Position Number 00001492 Q ASST DIR, STATE LIBRARY

Overide Position Data

Position Entry Date 11/21/2016
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 25000 State Library
Department 250 State Library
Department Entry Date 11/21/2016
Location 25000 State Library Office
Establishment ID Q

Date Created 05/25/2017

Last Start Date 11/21/2016
Expected Job End Date

Job Data Employment Data Eamings Distribution Benefits Program Participation o

£7start Ji |2 J & Job Data - Windows I... J E NN @ wmyds

Step Action

14. Click the Return From Leave list item.
Feturn From Leave

Page 161



Training Guide
Error! No text of specified style in document.

HR/Payroll Favorites ¥

ORACLE’ STHT
Work Location || Job Information || Job Labor | Payroll || Salary
TestEXS
Employee
Work Location (2
*Effective Date 06/10/2017 [
Effective Sequence 0
HR Status Active
Payroll Status Active
Position Number 00001492 Q

Job Data

£ start J w2

HR/Payroll Menu ~

‘Workforce Administration ¥

Job Information ¥

Plan || Compensation

Empl D 7031063
Empl Record 0

Job Data

New Window | Help | Personalize Page | i <]

*Job Indicator [ Primary Job

Find  First ‘4 1of2
‘Go To Row
*Action [Retur from Leave =l
Reason [Retum From Leave =l
Future (]

ASST DIR, STATE LIBRARY

Overide Position Data

Position Entry Date 11/21/2016

I~ Position Management Record

USA

ND

25000

250
1112172016
25000

Regulatory Region
Company

Business Unit
Department
Department Entry Date

Location
Establishment ID

Last Start Date
Expected Job End Date

1112172016

Employment Data

J 2 Job Data - Windows I...

United States

State of North Dakota

State Library

State Library

State Library Office

Eamings Distribution

Date Created 05/25/2017

Benefits Program Participation

|BuEDe @ &8k

Add to Favorites |

y

=EE

OoORACLE
USER PRODUCTIVITY KIT

# Home

Last

Step

Action

15.

Click the Employment Data link.

HR/Payroll Favorites ¥

ORACLE"

HR/Payroll Menu ~

STHT

Employment Information

TestEXS

Employee

Organizational Instance (7

Orga

Organizational Instance Red 0
Last Start Date 11/21/2016
Termination Date
Org Instance Service Date 11/21/2016

tional Assignment Data (7

Instance Record

Job Data

[Flsave |[E Retum to Search

£ start J L g

Last Assignment Start Date 112112016
Assignment End Date
Home/Host Classification Home
Company Seniority Date 1112112016
Benefits Service Date [11/01/2016 |5
Seniority Pay Calc Date 11/21/2016
Probation Date (052172017 |5

£l

Business Title ASST DIR, STATE

Professional Experience Date

Employment Data

=1 Notify

‘Workforce Administration ¥

Job Information ¥

Empl ID 7031063
Empl Record 0

Original Start Date 11/21/2016

™ override

™ override
" override
I~ override

LIBRARY

2 Refresh

J & Job Data - Windows

First Start Date 1172112015
Months
v o0 6

Years

First Assignment Start 11/21/2016

Years Months
v o0 6
v oo 6
v 6

Last Verification Date

Position Phone

Eamings Distribution

£ UpdatelDisplay

Job Data

New Window | Help | Personalize Page | i

i Dveride

Days
4

Days
4
24
4

Time Reporier Daia

Benefits Program Participation

=1 Include History

Add to Favorites |

[# Correct History

# Home

|BuEDe @ &k
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Step Action

16. Click the Time Reporter Data link.

[[ime Reporter Daid

HRIPayroll Favorites HR/Payroll Menu Workforce Administration Job Information Job Data Add to Favorites # Home
ORACLE’
Time and Labor Data
Help
Riize Page | &

Employment Infor|  1€SLEXS Empl ID 7031063 EmplRecord 0

TestEXS

Employee Time Reporter Data Find | View Al First ‘4 1of1 & Last

Organizational I “Effective Date [p5/222017 |5 *Status [Inactive - [+l (=]

Organizati “Time Reporter Type [Elapsed Time Reporier =l Payroll
. [ send Time to Payroil
Elapsed Time Template [NDSE_TD | £iape4 - Time Dist Task Rolg v
Punch Time Template @ Commitment Accounting
Org Ins

Time Period ID [NDSWEEK R week Sunday to Saturday ¥ For Taskgroup
*Workgroup |[EXS n
Organizational Al Q Exempt Salaried / Sun - Sat I¥ For Department

*Taskgroup |NDS_TD
Task Profile ID

¥ Time Dist Task Rplg
Instance Recorq

2L

Last Assi| TCD Group Q

As: Restriction Profile ID Q

Homer OT/ Comp Q

Comp, Rule Element 2 a

E= Rule Element 3 [sY

£ Rule Element 4 a

— Rule Element 5 Q
Time Zone |CST Q.

Central Time (US)

OK Cancel Refresh

Job Data
" Ret i
Lsten| | Gm & |BunE0e GE ®d

J & Job Data - Windows I...

Step Action

17. Click the Add a new row (+) button.

18. Update the Effective Date to match the Leave of Absence return date.

19. Enter the desired information into the Effective Date field. Enter "06/10/2017".

*Effective Date |:|

20. Click the Status dropdown arrow.

=

21. Click the Active list item.

| Active I

22, Verify the Workgroup is correct.

23. Click the OK button.

OK
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data

ORACLE’ STHT

OoORACLE
USER PRODUCTIVITY KIT

Add to Favorites | #i Home

Employment Information

TestEXS Empl ID 7031063

Employee Empl Record 0

Organizational Instance (7

Organizational Instance Red 0
Last Start Date 11/21/2016 First Start Date 11/21/2016
Termination Date Years Months Days

Org Instance Service Date 11/2112016 I~ override Y0 6 4

Organizational Assignment Data (7

Instance Record

Last Assignment Start Date 11/21/2016 First Assignment Start 11/21/2016

Assignment End Date

Business Title ASST DIR, STATE LIBRARY Position Phone

Job Data Employment Data Eamings Distribution

ave ||[of Return to Seart =7] Noti = esl ipdate/Display.
E T Retum to Search Notify | [ Refresh Updale/Displ

Original Start Date 11/21/2016 I~ override

Home/Host Classification Home Years Months  Days iTime Reporter Data
Company Seniority Date 11/21/2016 ™ override P o 6 4
Benefits Service Date[11/012016 | ¥ override v 6 24
Seniority Pay Calc Date 11/21/2016 ™ override v 0 6 4
Probation Date |05/21/2017 |[5]
Professional Experience Date [ Last Verification Date =

Benefits Program Participation

=1 Include History | |3 Correct History

New Window | Help | Personalize Page | i

£ start J Lmg J {2 Job Data - Windows I...

[EiEne A8

Step Action

24, Click the Save button.
[Flsave |

25. Congratulations, you have completed this lesson.
End of Procedure.

Termination

Termination
Procedure

In this lesson you will terminate an employee job record.

Navigation: HR/Payroll > HR/Payroll Menu > Workforce Administration > Job

Information > Job Data
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Hub Favorites ™

Pz

Hub Menu ¥

Personal Information
Pay
Time | Leave
Career
Performance
Tutorials

Quick Links

% HR/Payroll

JDO

NDPERS Employer Self Service

. NDPERS Member Self Service

£7start J L2 J = Employee facing regi...

Agency News

Al ~ | Search

#*

Employee Hub Manager Hub Help?

e

Browser for Windows 10 is Chrome or Edge

Recommended Browser for Windows 10 is Chrome or Edge

How o update Chrome
How to update Chrome to be on the newest version

Recommended Browser for Mobile Devices is Chrome

Recommended Browser for Mobile Devices is Chrome

UPDATED: Delta Airlines Discount Program offering deeper

oozl discounts effective Oct 1, 2015

Delta Airlines Discount Program, Geod for Business & Personal Travel
Instructions to add Delta.com to Trusted Sites and Clear Cache in IE

Ifyou cannot get into Delta.com add them to your Trusted Sites and Clear Cache
UPDATED: Delta Airlines Discount Link Qverview Doc

Delta Airiines Discount FAQ's

Keep Your Employees Up To Date with Specific Agency News

With the new Employee Hub, Agencies now have the ability to add news arficles that
are specific to their employees

Agency News

Employee Travel Email Notification \ Travel Reimbursements On-Line

More.

View All Ariicles and Seclions

HRIPayroll News T o~
View All Ariicles and Seclions
PERS News T o~

View ANl Articles and Sections

av

Training Guide

Edl ~dvanced Search

Personalize Content | Lay
583 State Employee Director

Search by Name

2wy Profile

New JDQ System- Live Now!

Check out a video of the new

Now Live!
(MB Safe Opera
g e Click to Re

[@iEno F&E

Action

Click the HR/Payroll

link.

HR/Payroll Favorites ¥

ORACLE"

Quick Links

. o o Backto Employee Hub
CLGLGh Takes user back o Enterprise Portal

£ start J Lmg J & My Page - Windows I...

6) RS Quick Links
@B External Careers Site

% Search Job Openings

Create Job Opening

Search Applications

Applicant Lists

Interview Calendar

Generate Recruitment Letters
Teams

Routing Response

Evaluate Open Ended Questions
Pending Approvals

Interview Evaluations

Query Viewer

533 Company Directory

Search by Name

2. My Profile

Add to Favorites |

#& Home

Personalize Content | Layoul

Advanced Sea

[EiEie A&
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OoORACLE
USER PRODUCTIVITY KIT

Step Action

2. Click the HR/Payroll Menu button.

HR/FPayroll Menu

3. Click the Workforce Administration menu.

| 1 Workforce Administration rl
4, Click the Job Information menu.

| L1 Job Information Fl
5. Click the Job Data menu.

| |j Job Data |

6. The Search Criteria requires you to enter criteria so PeopleSoft can locate the

In this example, you will search by Empl ID.

employee information in the database. If you know the employee ID, enter it in
the first field. If you do not know the ID, you can use the employee’'s first or last
name to narrow the search and pick the right ID from the list returned.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data

ORACLE’ STHT

Add to Favorites | #i Home

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empi 10 begins vith =] |

EmplRecord[= 7]
Name[begins with =]
Last Name[begins with (=]
Second Last Name|begins with =]
Altemnate Character Name[begins with =]
widale Name| begins with =]
Preferred Name| begins with =]

[T Include History T Correct History [ Case Sensitive

Search Clear | Basic Search \QJ‘H Save Search Criteria

£7start J Lm2 J = Job Data - Windows I..

New Window | Help | &

[EiEie A&

Step Action

7. Enter the desired information into the Empl ID field. Enter "7031064".

Empl ID| begins with =] |
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Step Action

8. Click the Search button.
Search

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ # Home

ORACLE" STHT

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test NEXS Empl D 7031064
Empioyee Empl Record 0
Work Locaion (7 Find  First ‘¢ 1of1 ) Last
“Effective Date [11/29/2016 El Go To Row &=
Effective Sequence 0 'ACI\OIIllee =l
HR Status Active Reason [Hire |
Payroll Status Active *Job Indicator [Primary Job =l
Current (]
Position Number 00000007 Q ADMIN ASSISTANT, GOV OFFICE

Override Position Dafa

Position Entry Date 11/29/2016
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 10100 Govemor's Office
Department 101 Govemor's Office

Department Entry Date 11/29/2016
Location 7037001000 CAPITOL - GROUND FLOOR

Establishment ID Q Date Created 02/28/2017

Last Start Date 11/29/2016
Expected Job End Date

Job Data Employment Data Eamings Distribution Benefits Program Participation o

Lostart Jz =2 J & Job Data - Windows T... J HiuEOe « s

Step Action

9. Click the Add a new row (+) button.
laall

10. The Effective Date field defaults to the current date. This field preserves the
history of the changes by keeping the previous information in a separate record.

The effective date for a Termination must be set to the day after the last day
worked.

11. Click the Action dropdown arrow.

=
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HR/Payroll Favorites ¥

ORACLE’

Work Location Job Information

Test NEXS

Employee
Work Location (2
“Effective Date
Effective Sequence
HR Status
Payroll Status

Position Number

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date

Location
Establishment ID

Last Start Date
Expected Job End Date

Job Data Emp

£ start J Y. Eel

HR/Payroll Menu ~

‘Workforce Administration ¥

STHT

Job Information ¥

OoORACLE

USER PRODUCTIVITY KIT

Job Data

Add to Favorites |

#& Home

New Window | Help | Personalize Page | i <]

Find First ‘4 10f2 ‘*' Last

=EE

Go To Row

Hire

Job Labor || Payroll || Salary Plan || Compensation
EmplID 7031064
Empl Record 0

I

o *Action
Active Reason
Active “Job Indicator |
00000007 Q ADMIN ASSISTANT, GOV OFFICE

Overide Position Data

1172912016
I~ Position Management Record

UsA United States
ND State of North Dakota
10100 Governor's Office
10 Governor's Office
1172912016
7037001000
a
1172012016
)
loyment Data Eamings Distribution

J 2 Job Data - Windows I...

Add Contingent Worker

Add Person of Inferest

Additional Job

Change of Pay System

Completion of Probation

Data Change

Demotion

Family Status Change
ire

Job Reclassification

Leave of Absence

Old Part Time

Paid Leave of Absence

Parental Leave

Pay Rale Change

Person Reclassification

Position Change

Probation

Promotion

Rank Change

Recall from Suspension/Layoft

Rehire

Retirement

Retur from Leave

Stalus Change

Suspension

Temporary ERE

Transfer

Benefits Program Participation

[@i@ie <&

Step

Action

12.

Click the Ter

mination list item.

erminatio

HR/Payroll Favorites ¥ HR/Payroll

ORACLE

Work Location Job Information

Test NEXS

Employee

Work Location (2

*Effective Date
Effective Sequence
HR Status

Payroll Status

Position Number

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date

Location
Establishment ID

Last Start Date
Expected Job End Date

Last Date Worked

Job Data

£ start J w2

Emos

Menu ¥ ‘Workforce Administration ¥ Job Information ~

STHT

Reason

Job Data

Add to Favorites |

#& Home

New Window | Help | Personalize Page | i <]

Find First ‘4 10f2 ‘*' Last

=EE

Go To Row

Job Labor || Payroll || Salary Plan | Compensation

EmplID 7031064

Empl Record 0
05/25/2017 5
0 “Action

Inactive
Terminated
00000007 Q ADMIN ASSISTANT, GOV OFFICE

Override Position Data
1172912016

I~ Position Management Record
UsA
ND
10100

United States
State of North Dakota
Govemor's Office

101 Governor's Office
1172912016
7037001000 CAPITOL - GROUND FLOOR
a
1172012016 Termination Date 05/24/2017
)
I” Override Last Date Worked
0572412017
ovment Data Eaminos Distribution

J & Job Data - Windows

*Job Indicator [Primary Job

Current

Date Created 05/25/2017

Benefits Proaram

|HBumie |« 8k
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Step Action

13. Click the Reason list.

|

HR/Payroll Favorites ¥ HR/Payroll Menu ~ >  Workforce Administration ¥ > Job Information ¥ >  Job Data Add to Favorites ‘ #& Home

ORACLE" STHT

New Window | Help | Personalize Page | i <]

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
Test NEXS EmplID 7031064
Employee Empl Record 0
Work Location (2 Find  First ‘4 10f2 ' Last
“Effective Date [06/725/2017 El Go To Row F[=
Effective Sequence 0 “Action [Termination
HR Status Inactive Reason id
Payroll Status Terminated “Job Indicator |, .y,
Discharge
Dissalisfied w/Work Gonditions
Position Number 00000007 Q ADMIN ASSISTANT, GOV OFFICE  |Dissatisfied with Pay

Elimination of Position
End Temporary Employment
Health Reasons

Overide Position Data

Position Entry Date 11/29/2016 PartialTolal Disability
I~ Position Management Record Personal Reasons
Relocation
Regulatory Region USA United States Al ;
9 v Reg ignation-Other Employment
Company ND State of North Dakota Return to School
Business Unit 10100 Govemors Office
Department 101 Govemors Office

Department Entry Date 11/29/2016

Location 7037001000 CAPITOL - GROUND FLOOR
Establishment ID Q Date Created 05/25/2017
Last Start Date 1172972016 Termination Date 05/24/2017

Expected Job End Date
I” Override Last Date Worked
Last Date Worked 05/24/2017

Job Data Emplovment Data Eaminas Distribution Benefits Proaram

£7start Jﬁﬁ |2 J 2 Job Data - Windows I... HE nEE0oS

« Bl

Step Action

14. Click the Resignation list item.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’

Work Location || Job Information || Job Labor || Payroll
Test NEXS
Employee
Work Location (2

*Effective Date 05/25/2017 [

Effective Sequence 0
HR Status Inactive
Payroll Status Terminated
Position Number 00000007 Q

Overide Position Data

Position Entry Date 11/29/2016

USA

ND

10100

101
1112972016

Location 7037001000
Establishment ID Q

Regulatory Region
Company

Business Unit
Department
Department Entry Date

Last Start Date 11/29/2016
Expected Job End Date 5

Last Date Worked 05/24/2017

Job Data Emplovment Data

£7start J L2 J 2 Job Data - Windows I...

‘Workforce Administration ¥

Salary Plan

Job Information ¥

Compensation

EmplID 7031064
Empl Record 0

Job Data

Add to Favorites |

#& Home

New Window | Help | Personalize Page | i <]

Find First ‘4 10f2 ‘*' Last

=EE

Go To Row

“Action [Termination

Reason

*Job Indicator | Primary Job

ADMIN ASSISTANT, GOV OFFICE

I~ Position Management Record

United States

State of North Dakota
Govemnor's Office
Govemnor's Office

CAPITOL - GROUND FLOOR

Termination Date 05/24/2017

I” Override Last Date Worked

Eaminas Distribution

Current

Date Created 05/25/2017

Benefits Proaram

|Hum0e |« 8k

Step

Action

15.

Click the scrollbar.

16.

Emnlovment Natd

Click the Employment Data link.

HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE

STHT

Employment Information

Test NEXS

Employee

Organizational Instance (7

‘Workforce Administration ¥

Job Information ¥

Empl ID 7031064
Empl Record 0

Job Data Add to Favorites # Home

New Window | Help | Personalize Page | i

Organizational Instance Red 0 Original Start Date 11/29/2016 i Dveride
Last Start Date 11/29/2016 First Start Date 11/29/2016
Termination Date 05/24/2017 Years  Months Days
Org Instance Service Date 1112012015 ™ override Y0 5 2%
Organizational Assignment Data (7
Instance Record
Last Assignment Start Date 11/20/2016 First Assignment Start 11/20/2015
Assignment End Date 0572472017
Home/Host Classification Home Years  Months Days  Time Reporter Daia
Company Seniority Date 1112012015 ™ override Y0 5 2%
Benefits Service Date (110112016 | override v 0 6 24
Seniority Pay Calc Date 11/20/2016 I~ override v o0 5 2

Probation Date |05/20/2017 |[]
Professional Experience Date [
Business Title

Job Data Employment Data

[Flsave |[E Retunto Search |[=]Notify || Refresh

£ start J Lmg J {2 Job Data - Windows

ADMIN ASSISTANT, GOV OFFICE

Last Verification Date
Position Phone

Eamings Distribution

£ UpdatelDisplay

Benefits Program Participation

=1 Include History

[EiEne A8

[5# Correct History
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Step Action

17. Click the Time Reporter Data link.
Mime Reporter Daid

HR/Payroll Favorites HR/Payroll Menu Workforce Administration Job Information Job Data Add to Favorites # Home

ORACLE"

Time and Labor Data

Help
Riize Page | &

Employment inforn| €St NEXS Empl ID 7031064 EmplRecord 0

TestNEXS
Employee Time Reporter Data Find | View Al First ‘4 1of1 & Last
Organizational I “Effective Date [11/292016 |5} *Status [Active - [+l [=]
Organizat{ “Time Reporter Type [Elapsed Time Reporter =1 Revinll
. [ send Time to Payroil
Elapsed Time Template [NDSE_TD | £iape4 - Time Dist Task Rolg v
Punch Time Template Is§ Commitment Accounting
Org Ins
Time Period 1D [NDSWEEK R week Sunday to Saturday  For Taskgroup
NEXS ,
Organizational A O:. Salaried / Sun - Sat ¥ For Department
“Taskgroup [NDS_TD Q¥ Time Dist Task Rplg
Instance Record Task Profile ID
Last Assi TCD Group
As: Restriction Profile ID
Home oT/Comp
Comp Rule Element 2
Bei

Rule Element 3
sen Rule Element 4

N Rule Element 5
Professiong

Poopppoop

Time Zone [CST Central Time (US)

OK Cancel Refresh
Job Data

" Rl i
Lostart Jia m 2 J 2 Job Data - Windows I... J HiuEOe « s

Step Action

18. Click the Add a new row (+) button.
4]

19. Verify the Effective Date matches the effective date on the Job Data page.

20. Updating the *Status field to *Inactive’, will no longer allow an employee to
enter hours on the timesheet.

Click the Status dropdown arrow.

o
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HRIPayroll Favorites Workforce Administration Job Information Job Data

Time and Labor Data

Employment Infor]  Test NEXS Empl 1D 7031064
TestNEXS

Bz Time Reporter Data Find | View Al
(@pEnEEr “Effective Date [05/252017 | “status

ctive

Organizati “Time Reporter Type [Elapsed Time Reporter B3 finacive
Elapsed Time Template[NDSE_TD | japsed - Time Dist Task Relg
| Punch Time Template [}

Time Period IDNDSWEEK __|Q, wyeeic Sunday to Saturday

Organizational Al “Workgroup |NEXS @ Nonexempt Salaried / Sun - Sat

“Taskgroup [NDS_TD Qv oo
Instance Record Time Dist Task Rplg
- Task Profile ID Q
Last Assi| D Group N
Asy o
Restriction Profile ID Q
Home/!
OT/Com)
Comp P Q
Rule Element 2 [+
Bel
Rule Element 3
seni Q
Rule Element 4 [sY
Professiond Rule Element 5 [sY
Time Zone [CST
Q. Gentral Time (ws)
Job Data 0K Cancel Refresh

[ Ret

OoORACLE

USER PRODUCTIVITY KIT

HelP Live page |

EmplRecord 0

P Last

FE=

| First ‘4" 1of2

Payroll
[ send Time to Payroil
Commitment Accounting

¥ For Taskgroup
I For Department

£ ”start J Lmg J = Job Data - Windows I...

|[@amoe |- &

Step

Action

21.

Click the Inactive list item.

Inactive

roll Menu Workforce Administration Job Information Job Data

Time and Labor Data

Test NEXS

Employmentinfom|  Test NEXS
TestNEXS
Employee

Empl ID 7031064

Time Reporter Data Find | View All

Organizational I

*Effective Date |05/25/2017 @':‘ *Status {[f

Organizaty “Time Reporter Type [Elapsed Time Reporter
Elapsed Time Template[NDSE_TD | japsed - Time Dist Task Relg
| Punch Time Template [}

Time Period ID|NDSWEEK | Q week: Sunday to Saturday

Organizational Al “Workgroup |NEXS @ Nonexempt Salaried / Sun - Sat

“Taskgroup [NDS_TD Qv oo
Instance Record Time Dist Task Rplg
- Task Profile ID Q
Last Assil D Group a
Asg o
Restriction Profile ID Q
Home!|
OT / Comy
Compl P Q
Rule Element 2 @
Be
Rule Element 3
seni Q
Rule Element 4 @
Professiond Rule Element 5 Q
Time Zone [CST
Q. Central Time (us)
Job Data 0K Cancel Refresh

[ Ret

Add to Favo

# Home

HelP Live page |

EmplRecord 0

P Last

FE=

First ‘4" 1of2

Payroll
[ send Time to Payroil
Commitment Accounting

¥ For Taskgroup
I For Department

I

£ start J Lmg J = Job Data - Windows I...

[@amoe |- &6
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Step Action

22. Click the OK button.

oK

HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE"

STHT

Employment Information

TestNEXS

Employee

Organizational Instance (7

Organizational Instance Red 0
Last Start Date

Termination Date

Org Instance Service Date

1112912016
0512412017
1112912016

Organizational Assignment Data (7

Instance Record

1112912016
0512412017
Home
1112912016
11/01/2016

Last Assignment Start Date
Assignment End Date
Home/Host Classification
Company Seniority Date
Benefits Service Date B
Seniority Pay Calc Date 1172012016
Probation Date (052072017 |5

]

Professional Experience Date
Job Data

Employment Data

[Flsave |[E Returnto Search | =] Notity

>  Workforce Administration ¥ >

Job Information ¥ > .Job Dala

Add to Favorites |

# Home

New Window | Help | Personalize Page | i

Empl ID 7031064
Empl Record 0

Original Start Date 11/29/2016 I override
First Start Date 11/29/2016
Years Months  Days
I Override Y0 5 2%
First Assignment Start 11/29/2016
Years Months  Days iTime Reporter Data
I override Y0 5 2%
 override v 0 6 u
I Override v o0 5 2%

Business Title ADMIN ASSISTANT, GOV OFFICE

2 Refresh

£ start J Lmg J {2 Job Data - Windows I...

Last Verification Date

Position Phone

Eamings Distribution Benefits Program Participation

| Update/Display || & Include History | [E5# Correct History

[EiEie [F&E

Step Action

23. Click the Save button.

[S]save |

24. Click the Home link.

& Home

25.

Next, the terminated employee's final pay will be accompanied by a printed Direct
Deposit Payment Advice (DDP) Advice.

This lesson continues to walk-through the steps to produce a printed Advice.

Page 173




Training Guide ORACLE’

Error! No text of specified style in document.

HR/Payroll Favorites ¥

Addto Favorites | 4 Home

ORACLE’

Personalize Content | Layouf
Quick Links S 8y (;) RS Quick Links o Ll‘_g_\anmpany Directory
PTTR ek B oo canr st
Q
% Soaren Job Gpenngs 2. My Profile Advanced s:
f55. Create Job Opening
E Search Applications
Applicant Lists
=i} interview Calendar
Generate Recruitment Letters
§3 Teams
@? Routing Response
E’f} Evaluate Open Ended Questions
Q Pending Approvals
5 Interview Evaluations
® Query Viewer
£ 7start J w2 J & My Page - Windows L.. J’mm
Step Action
26. Click the HR/Payroll Menu button.
27. Click the Payroll for North America menu.
| L1 Payroll for North America Pl
28. Click the Employee Pay Data USA menu.
| 3 Employee Pay Data USA Fl
29. Click the Request Direct Deposit menu.
| E Request Direct Deposit |
30. Notice the Empl ID entered to terminate the employee may prepopulate in this

field. If the field is blank, enter the desired employee ID.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~ »  Payroll for Morth America ¥ > Employee Pay Data USA ™

Request Direct Deposit Add to Favorites | i Home

ORACLE’ STHT

New window | Help | &
Request Direct Deposit

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Emp ID[Degins with =] [f031064
Name[egis vl =]
Last Name[Degins with =]
Second Last Name [ begins with =]
Second Last Name[begins with =]
Alternate Character Name | begins with =]

[T Include History T Correct History [ Case Sensitive

Search Clear_| Basic Search @& Save Search Criteria

£ start Jia - e J = Request Direct Depos... J HuEDe « WY

Step Action

31. Click the Search button.
Search

32. The Request Direct Deposit page is used to update the employee's direct deposit
information.

HR/Payroll Favorites ¥ HR/Payroll Menu ~ Payroll for North America ™ Employee Pay DataUSA ™ >  Request Direct Deposit Add to Favorites | ¢k Home

ORACLE" STHT

New Window | Help | Personalize Page | & 2|
Request Direct Deposit

Test NEXS Person ID 7031064

Deposit Information (7 Find | View All First ‘&' 1of1 (&) Last

“Effective Date [1129/2016 |3 =status [Active ~ ==

¥ Suppress DDP Advice Print

Distribution Information Find | View All First (4" 10f1 ‘» Last
Your Bank Information (7 E3=]
Country Code[USA |@_  united States Add New Bank
Bank ID|011001742 Q

Bank Name BANK OF AMERICA, N.A
Address PO BOX 27025

RICHMOND
VA 23261-7025
I Intemnatienal ACH Bank Account [ Prenctification Required
Distribution (2
*Account Type | Checking > *Deposit Type | Percent -
Net Pay Percent 100.00 Net Pay Amount
“Priority f Account Number 000012345678
Prenote Date Prenote Status Mot Submid
This data was last updated by Online User Data last updated on 05/25/2017

£ 7start J L2

|EBnEOe « B
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Step

Action

33.

Click the Add a new row (+) button.
(4]

34.

Add an effective dated row (1st day of the termination month)

35.

Uncheck the Suppress DDP Advice Print checkbox.
F Suppress DDP Advice Priml

36.

Click the scrollbar.

37.

Click the Save button.

38.

Congratulations, you have completed this lesson.
End of Procedure.

Change

Pay Group

Change Pay Group

Procedure

In this lesson you will change an employees Pay Group.

Navigation: HR/Payroll > HR/Payroll Menu > Workforce Administration > Job
Information > Job Data

Hub Favorites ¥ Hub Menu ¥

Employee Hub Manager Hub Help? | %
Personalize Content | Lay
Personal Information Agency News o [av 53‘.1, State Employee Directol

Recommended Browser for Windows 10 is Chrome or Edge

Search by Name

e

Recommended Browser for Windows 10 is Chrome or Edge

How to update Chrome
How to update Chrome to be on the newest version

Pay

%, My Profile

Time \ Leave Browser for Mobile Devices is Chrome

New JDQ System- Live Now!
Recommended Browser for Mobile Devices is Chrome

e

Career UPDATED: Delta Airlines Discount Program offering deeper F .
discounts effective Oct 1, 2015 . — Check out a video of the new
ISt Deita Airlines Discount Program, Good for Business & Personal Travel Now Live!
Performance Instructions to add Delta.com to Trusted Sites and Clear Cache in IE
If you cannot get into Delta.com add them to your Trusted Sites and Clear Cache OMB Safe Operating
N UPDATED: Delta Airlines Discount Link Overview Doc ERm— Click to Re
Tutorials Delta Airlines Discount FAQ's
Keep Your Emplovees Up To Date with Specific Agency News
Quick Links Sias :ur'lellwséheeul%i»:fntz‘;ﬂ::og:;:;:é:\genc\ea now have the ability to add news articles that
Agency News
% HR/Pavroll . Employee Travel Email Nofification \ Travel Reimbursements On-Line |
More..,
o View All Articles and Sesfions
JDa
HR/Payroll News T o~

View All Arficles and Sections
NDPERS Employer Self Service
PERS News T a8~
NDPERS Member Self Service View Al Arbcles and Seclions
Tor e TR AV F TS T RERTTR Py BF BoeTh ] )

mJ 2 Employee-facing reg... J ENNE d o « Bl

T ———]

£ 7start J i i &
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Step Action
1. Click the HR/Payroll link.
HR/Payroll Favorites ~ HR/Pa: Addto Favorites | iy Home
ORACLE’
Personalize Content | Layout
Quick Links e e~ & uick Links - ompany Directol
ﬁﬁﬁgackloEmployeeHuq \5) S Quick nk ° 'i‘_g_‘jc pany Directons
"akes user back to Enterprise Portal “’JE External Careers Site ‘Search by Name
-
% SSRrEn Job Cpenincs 2. My Profile Advanced Sea
@# Create Job Opening
B Search Applications
Applicant Lists
E@ Interview Calendar
Generate Recruitment Lefters
835 Teams
ﬁ,‘g Routing Response
&) Evaluate Open Ended Questions
@ Pending Approvals
5 interview Evaluations
@ Query Viewer
}‘Slart Jiz;@ “W IEXT E!D@I « B
Step Action
2. Click the HR/Payroll Menu button.
3. Click the Workforce Administration menu.
| 3  Workforce Administration >|
4, Click the Job Information menu.
| (3  Job Information Fl
5. Click the Job Data menu.
| |j Job Data |
6. The Search Criteria requires you to enter criteria so PeopleSoft can locate the

employee information in the database. If you know the employee ID, enter it in
the first field. If you do not know the ID, you can use the employee’s first or last
name to narrow the search and pick the right ID from the list returned.

In this example, you will search by Empl ID.
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£ “start J Lm 2

HR/Payroll Favorites ¥

ORACLE’

Job Data

HR/Payroll Menu ~

‘Workforce Administration ¥

STHT

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empi 10 begins vith =] |

EmplRecord[= 7]
Namelm
Last Name] begins with [v]
Second Last Name[begins with =]
Alternate Character Name | begins with =]
Miiddie Name{ begins with =]
Preferred Namebegins with v

[T Include History T Correct History [ Case Sensitive

Search Clear

Basic Search (& Save Search Criteria

J 2 Job Data - Windows I...

Job Information ¥

OoORACLE
USER PRODUCTIVITY KIT

Job Data

Add to Favorites |

# Home

New window | Help | &

[EiEie A&

Action

Enter the desired information into the Empl ID field. Enter "7031081".

Empl ID| begins with =]

Search

Click the Search button.

ORACLE"

HR/Payroll Favorites ¥

Work Location || Job Information

Test NEXSms

Employee

Work Location (2

*Effective Date [11/18/2016

Effective Sequence 0
HR Status Aclive
Payroll Status Active

Position Number 00001220

HR/Payroll Menu ~

-Job Laber

‘Workforce Administration ¥

STHT

Payroll | Salary Plan || Compensation
Empl ID 7031081
Empl Record 0
Find First ‘& 1of1 (& Last
El Go To Row HE
'A::ImlllHye ;I
Reason [Hire =l
*Job Indicalo[l Primary Job ;I
Current (]
Q DATA PROC COORD Il

Override Posilion Data

Position Entry Date 11/18/2016
I~ Position Management Record

Regulatory Region USA United States
Company ND State of North Dakota
Business Unit 19200 Public Employees Refire System
Department 192 Public Employees Relirement
Department Entry Date 11/13/2016
Location 19200 Pub. Emp. Retirement SysOffice
Establishment ID Q
Last Start Date 11/13/2016

Expected Job End Date

Job Data

Employment Data

."'Slart J i‘a = @.

Job Information ¥

Eamings Distribution

Job Data

Add to Favorites |

& Home

New Window | Help | Personalize Page | I =

Date Created 03/01/2017

Benefits Program Participation
pd
|EBnEOe « B
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Step Action

9. Click the Add a new row (+) button.
+]

10. The Effective Date field defaults to the current date. The effective date identifies
when the changes went into effect (or will go into effect). It preserves the history
of the changes by keeping the previous information in a separate record.

11. Click the Choose a date button.

e

12. Click the 1.

13. Click the Action dropdown arrow.

14, Click the Data Change list item.

| Datar[:h ange

15. Click the Reason dropdown arrow.

16. Click the Change Pay Group list item.
kchange PavGrowp I

17. Click the Payroll tab.
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HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’

Work Location || Job Information

Test NEXSms

Employee

Payroll Information (7

Effective Date 05/01/2017
Effective Sequence 0
HR Status Active
Payroll Status Active

Payroll for North America (7.

Pay Group PG1
Employee Type S
Tax Location Code [BURLEIGH
GL Pay Type
Combination Code

Absence Management System
Pay Group |PG1
Setting

I use Pay Group Eligibility
% Use Pay Group Rate Type
¥ Use Pay Group As Of Date

Inh Mata

£ start Ji w2

STHT

Job Labor

Emnlnumant Nata

J 2 Job Data - Windows I..

>  Workforce Administration ¥ >

Payroll || Salary Plan || Compensation

EmpI 1D 7031081
Empl Record 0

Payroll System_Payroll for North America

Absence System] Absence Management =

Q, Salaried Monthly Employees
Q salaried
Q. Burleigh County

Find First ‘4 1072 !
Go To Row
Action Data Change
Reason Change Pay Group
Job Indicator Primary Job
Current
Holiday Schedule STATE1 @ Statutory

Q Pay Group 1

Eligibility Group

Exchange Rate Type

Job Information ¥ >

Job Data

Add to Favorites |

New Window | Help | Personalize Page | i <]

FICA Status | Subject -

Edit ChartFields

Use Rate As Of |

Eaminne Dictrikfinn

=

Banafite Braaram Darfirinatinn

PO

OoORACLE
USER PRODUCTIVITY KIT

# Home

Last

Step Action

18.
changed to Other.

Click the Absence System dropdown arrow.

|

For agencies on Absence Management the Absence System option must be

19. Click the Other list item.

COther |

20. Click the Look up Pay Group button.

&

21. Click the PG2 link.

e

22. Click the OK button.

FE— TR

23. Click the Look up Holiday Schedule button.

&

24, Click the NONE link.

25. Click the Compensation tab.

| Compensation |
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HR/Payroll Favorites v HR/Payroll Menu ~ Workforce Administration ¥ Job Information ~ Job Data

ORACLE" STHT

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation

Comparative Information (2
Pay Rates (7

Default Pay Components

Pay Components (7 Personalize | Find | £0] &

Amounts || Controls || Changes || Conversion
*Rate Code Seq Comp Rate Currency Frequency Percent
1[NAMNTH|@ 0 4,200.00000053 [USD QM Q

Calculate Compensation

Job Data Employment Data Eamings Distribution

[Flsave ||[E Retumnto Search |[=]Notify ||#* Refresh Update/Display

Test NEXSms EmplID 7031081
Employee Empl Record 0
Compensation (2 Find  First (4 1of2 ‘* Last
Effective Date 05/01/2017 EILES
Effective Sequence 0 Action Data Change
HR Status Active Reason Change Pay Group
Payroll Status Active Job Indicator Primary Job
Current
Compensation Rate 4,200 0000005 *Frequency MEE Monthlv

Rate Code Group

Benefis Program Participation

& Include History

Training Guide

Add fo Favorites |

& Home

New Window | Help | Personalize Page | &

First ‘4 10of1 ‘& Last

==

[» Comect History

Work Location | Jeb Infermation | Job Labor | Payroll | Salary Plan | Compensation

Baas reink it i A rmarkt o AR CAME EBEATERC ot |

L7start J Lmg J 2 Jab Data - Windows L...

|BEnEOe « W

Step Action

26. Click the Look up Frequency button.

&

27. Click the Hourly link.

Hourid

28. Click the Look up Rate Code button.

&

29. Click the scrollbar.

30. Click the Default NA Hourly link.

Jefault MA Hourly

31.

Enter the desired information into the Comp Rate field. Enter "25.00".

32. Click the Calculate Compensation button.

E Calculate Compensation |

33. Click the Employment Data link.

mployment Dat
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HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE’ STHT

Employment Information

Test NEXSms

Employee

Organizational Instance (7

Organizational Instance Red 0

Probation Date |05/18/2017 |[]
Professional Experience Date [

Business Title DATA PROC COORD Il

Job Data Employment Data

[Flsave |[EF Retumnto Search |[=]Notify | Refresh

£ start J L g

J & Job Data - Windows I...

‘Workforce Administration ¥

Original Start Date 11/18/2016

Job Information ¥ Job Data

Empl ID 7031081
Empl Record 0

Dverride

Last Start Date 11/18/2016 First Start Date 11/18/2016
Termination Date Years Months  Days
Org Instance Service Date 11/18/2015 ™ override Y0 6 13
Organizational Assignment Data (7
Instance Record
Last Assignment Start Date 11/18/2016 First Assignment Start 11/18/2015
Assignment End Date
Home/Host Classification Home Years  Months  Days
Company Seniority Date 11/18/2015 ™ override Y0 6 13
Benefits Service Date [11/012016 |5 override v 0 6 30
Seniority Pay Calc Date 11/18/2016 I~ override v o0 6 13

Last Verification Date

Position Phone

Eamings Distribution

£ UpdatelDisplay

Time Reporier Daia

Benefits Program Participation

=1 Include History

OoORACLE
USER PRODUCTIVITY KIT

Add to Favorites |

# Home

New Window | Help | Personalize Page | i

[# Correct History

|BuEDe @ &k

Step

Action

34.

[[ime Reporter Daid

Click the Time Reporter Data link.

roll Menu Workforce Admini

Time and Labor Data

Test NEXSms

Employment Inforn|

Test NEXSms

Empioyee Time Reporter Data

Organizational Ir| *“Effective Date [11/18/20

istration Job Information Job Data

Empl ID 7031081

Find | View Al

16 |5

*Status | Active

Add to Favo

# Home

plize Page
Empl Record 0 0e | &

First (& 10f1 &) Last

FE

Organizat]

*Time Reporter Type [Elapsed Time Reporter

= Payroll

[+ Send Time to Payroll

Elapsed Time Template NDSE_TD

@ Elapsed - Time Dist Task Rplg

Punch Time Template
Org Insf
Time Period 1D [NDS_W1

Organizational A
*Taskgroup |NDS_TD

Instance Record Task Profile ID
Last Assi TCD Group
Asg Restriction Profile ID
Homel| OT / Comp
Comp{ Rule Element 2
E= Rule Element 3
Seni Rule Element 4
Rule Element 5
Professiong
Time Zone [CST
oK Cancel Refresh
Job Data

[ Ret

*Workgroup [NEXH_M-S

Q

7 QU week: Monday to Sunday

Q. Nonexempt Hourly / Mon - Sun

Gl
A*¥  Time Dist Task Rotg

Ppppopppsese

Cenlral Time (US)

Commitment Accounting

¥ For Taskgroup
¥ For Department

£ start J Lmg J = Job Data - Windows I...

|BoEDe @ &k
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Step

Action

35.

Click the Add a new row (+) button.

36.

Update the *Effective Date to match the Job Data effective date.

Click the Choose a date button.

Ed

37. Click the 1.

1

38.

Confirm the *Workgroup information is correct.

39. Click the OK button.

OK

HR/Payroll Favorites ¥ HR/Payroll Menu ~

ORACLE" STHT

Work Location || Job Information || Job Labor || Payroll || Salary Plan

Test NEXSms

Employee
Compensation (2
Effective Date 05/01/2017
Effective Sequence 0
HR Status Active
Payroll Status Active

Compensation Rate
Comparative [nformation 2

25.0000005F)

Pay Rates (7
Default Pay Components

Pay Components (7

Amounts || Controls || Changes || Conversion
*Rate Code Seq Comp Rate Currency
1[NAHRLY | 0 25.000000]F [USD

Calculate Compensation

Job Data Employment Data Eamings

{Eisave 1|[&" Retumto Search || Notify || Refresh

Work Location | Job Infermation | Job Laber | Payroll | Salary Plan | Compensation

£ 7start J Lma J 2 Job Data - Windows L...

>  Workforce Administration ¥ >

Job Information ¥ > Job Data

Add o Favorites |

& Home

New Window | Help | Personalize Page | i

Compensation

Empl ID 7031081
Empl Record 0

Find  First 4 102 ‘* Last
Go To Row
Action Data Change
Reason Change Pay Group
Job Indicator Primary Job
Current
“Frequency HIS oury

Personalize | Find | 20 B First (0 10f1 & Last

Frequency Percent Rate Code Group
Q [H Q [+ =
Distribution Benefits Program Participation

Update/Dispiay || B Include History | |[%» Correct History

|EBuEle « ®ls

Step Action

40. Click the Save button.

[E] Save |

41.
End of Procedure.

Congratulations you have completed this lesson.
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