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PeopleSott3

User ID:

JirOBARDS

Password:

The View Only users will be able to scroll through History.

A security form must be completed called OSF Form 304 before View Only
Access will be provided. Send the completed form to the CORE Security
Lead, (contact and directions provided on the last page of the OSF Form
304).

CORE Security Form Website Link:
http://www.ok.eov/OSF/documents/osf304.pdf

Check the following boxes on the OSF Form 304 to receive the correct
access:

Time and Labor
Time & Labor Supervisor - Field

Human Resources
View Position Data

View Employee Data Benefits

View Job Data View Only Transaction
View Setup View Only Benefits

HR Report Requestor Additional Pay View Only
Payroll Miscellaneous

Agency Payroll View Only
Payroll Report Requestor

COR107 HRMS View Only Manual
Revised: April 7, 2008
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PERSONAL DATA INFORMATION

PERSONAL DATA TABS

e Name History Tab

e Address History Tab

¢ Personal History Tab

¢ Identity / Diversity Tab
e MDC Qualification Tab

e Search for National ID — (Social Security Number)

COR107 HRMS View Only Manual Page 7 of 62
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NAME HISTORY TAB

PeopleSoft.

2 Home S Sign Out

Horne = Administer Workforce = Adrminister Workforee (GBL) = Use = Personal Data Mew Yyindoty

[ Narne History | Address History | Personal History | IdendityDiversity | MDC Review Qualificatians |

EmpliD: 157704 Employves

First (40 1 of 1 (] Last

‘Type of Name: I Frimary j

‘Hfective  [p10172008 =]
Date: 3

Format Using: IUSA g Urited States Refrest the Marme Field |
Prefix: | 'l
First: |Jane Middle: |
Last: [Doe Suffic I Q
Name: Doe Jane

ﬁ Save -QR.etLllrn to éearch) Next {;ab) ‘3 R.e"fresh ) /B @ Include History) @Correct His{ory)

Mame History | Address History | Personal History | |dentityDiversity | MDC Review Qualifications

¢ Use the arrows on the Name Type Title Bar to page through the various names, i.e.,
preferred and or maiden names.

e All previously entered names can be viewed. Use the arrows on the Name History
Title Bar to page through previous names.

¢ Notice the navigation is at the top of the screen.
e Notice the tab links are also at the bottom of the screen.

¢ PeopleSoft is a web based application, however, DO NOT use the BACK Button! The
links will not always remain connected.
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1907

ADDRESS HISTORY TAB

PeopleSoft.

& Home

Horne = Administer Workforce = AdministerWarkforce (GBLY = Use = Personal Data Mesw Window

j_ Name Histany 4" Address History " Bersonal History  IdentityDiversity | MDC Review Qualifications |

100307 Employee Employves EmpliD: 100307

First (4] 102 D Last

e T — EE>

‘Effective Date: 030112004 B status: Active 7
Country: Wﬂ United States

Address 1:  |100307 Emplayee Way

Address 2: |

Address 3: I

City: |Elethany

County: oo Postal: [3008
State: IOK QJ okiahoma

First (4] 1.2 0t 2 [M] Last

‘Phone Type Telephone

[Home =] [+0si7er-T456 =]

[main =] [+05i7a7-7458 =

Email Addresses First [0 101 [ Last

‘Email Type ‘Email Address

| =l =]
& savel  [CLRetum to Search ] (45 NextinList] [+5 Previous inList | (&) Previous tab | [ Next tab ] [ Refresh | B Updatesbisplay) [ ] [ Correct History)

Mame History | Address History | Personal History | [dentityDiversity | MOC Review Gualifications

e Various address types are available. Use the arrows on the Address Type, (Blue Title
Bar) to page through the various addresses or Click @ and use the scroll bar.
e All previously entered addresses can be viewed. Use the arrows on the Address

History Title Bar to page through the previous addresses or Click @ and use
the scroll bar.

¢ Note various Phone Types can be recorded.
¢ The Update Display mode shows only the current and future records.

e At the bottom of the screen you can click the A nclude Histqry) ink to view additional
data.
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PeopleSoft.
& wiorklist
Home = Adrminister Workforce = Administer Workforce (581 = Use = Personal Data Mew 'Window
_ MameHistory  Address History (" Fersonal History Y |dentity/Diversity ~ MDC Review Qualifications
100307, Employes Employes EmpliD: 100307
Perer=zi yaia v First [ 1.0t 1 [ Last
‘Effective Date: |03rnmnn4 &l *1[=]
"Gender: IFE"”E”B :l'
glternate Employee ID: I
*Highest Education Lever—r = e
Language Code: I :I'
‘Marital Status: I Unknown =] As of:
I Full-Time Student ™ Smoker As of:
v E=ysa
Military Status: [Motindicated =]
Date Entitled to Medicare: Bl
¥ 1.9 Completed ¥ E-Verify Process Complete
1 I s
& save]  (QRetumn to Search | @i Previous tab | Next tab] [ g Refresh | =) £l Include History| [ Correct History ]
Mame History | Address History | Personal History | [dentityDiversity | MOC Review Qualifications

e Effective Date Field — required.

¢ Gender Field — required. Field used for EEO Processing.

e Military Status Field — required.

¢ [-9 and E-Verify Process Fields — required per HB 1804.

e Each agency should choose a consistent method of designating the
Employment Eligibility Proof Fields, i.e., (I-9 Documents). For example: 1*
Field always used for DL# and 2" Field used for SS#. Following are
examples of a few other acceptable documents to use, however, this list is not
the complete list: US Passport, Certificate of US Citizenship, Certificate of
Naturalization, Birth Certificates, and Military ID’s.
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IDENTITY/DIVERSITY TAB

PeopleSoft.

& Home

Home = Administer Workforce = Administer Workforce (381 = Use = Personal Data Mew 'Window

. Mame History  Address History " Bersanal History | IdentityDivers ity eview Clualifications

et T BT 026 L EmpliD: 100307
Date of Birth: [03i07/1957 [ Bith condyy: > [ &)
e ige: Years 51 Months 0 I— =Y
Date of Death: | Birth Location: |
[ Waive Data Protection Original Hire Date: Im Bl

USA

¥ Referral Source | First [4] 101 [M] Last

|
*Effective Date: 031202008 [ F=]
Referral Source: IUnknoWn j' Referral Source Subcategory: I Ql

Employee Referral ID: I ﬂ

Specific Referral Source: I

[ Applicant is a family member
™ Previously Employed by Co

st (4] q0p 4 [P] Last
Country )e v Description National ID Primary ID
uss QUFR @] social Security Mumber [011-10-0307 2 =]
Ethnic Group
Regulatory Region: [V5A Q] United States Ethnic Group: ["WHITE [ iwihite I Primary
& save) (QReturn to Search | [+SNesxtinList ] |45 Previous in List ) (&2 Previous tab | (58 Next tab ] (% Refresh | 2] UpdaterDisplay) [ ) [ Cortect History

Mame History | Address History | Personal History | IdentityDiversity | MOC Review Qualifications

¢ Date of Birth Field — required for payroll to process.

e Social Security Number — must be entered from the SSN Card.
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MDC REVIEW QUALIFICATIONS TAB

PeopleSoft.

£ Home

Homme = Adrminister Workforee = AdministerWorkforce (GBLY » Use = Personal Data T yind oo

| Narne History " Address Histary " Fersonal History " IdentityDiversity " MDC Review Qualifications \L

100307 Emplayee

Emplayee - 100307

Review ~::=!fications

‘Review Status

1|E1?A Q Adinistrative Assistant |185 @l [osnsr2007 [ |Approved
2[ErTE (@) Agy [3s0 /& [ormerzon7 B [Approved =]

Meturn to Search) Previous tab) 2 Refresh ]

“Company 'Date

inistrative Assistant

@ Include History) @Correct History)

Marme History | Address History | Personal History | [dentityDiversity | MOC Review Qualifications

e This is an Office of Personnel Management, (OPM) Tab. All Qualification
Reviews are available through this tab. The agency can review this tab to
see if promotions, or job changes have been Accepted.

¢ The Office of Personnel Management enters the determined Job Code for all
agencies with exception of DHS, ODOT, and JD McCarty Center.
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SEARCH FOR NATIONAL ID

PeopleSoft.

& Home & Worklist

Home = Administer Workforce = Administer Warkforce (GBLY = Inguire = Search by National ID e \Wind o
{ Search by Mational D

National ID: I
*Search in: | Employees = Search... |

Al First [0 1051 [ Last
Mational ID EmpliD Name Country Mational ID Type

e Type in the Social Security Number in the National ID Field, only if the
employee is currently employee within your agency.

e Click the ##21th | button.
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JOB DATA INFORMATION

WORK RELATED TABS

Work Location Tab

Job Information Tab

Payroll Information Tab
Salary Plan Tab

Compensation Tab

MDC Job Data Tab
Employment Information Link
Time Reporter Data Link

Job Earnings Distribution Link

Benefit Program Participation Link

COR107 HRMS View Only Manual
Revised: April 7, 2008
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WORK LOCATION TAB

PeopleSoft.

Home = Administer Workforce = AdministerWorkforce (GBLY = Lise = Job Data Pl Wi nd o
J.f Wiark Location W Job Information  Payroll  SalaryPlan | Corpensation | MDC Job Data ,

EmpliD: 100307

Employee

100307 Emplovee

Employee Status:  Active Date Created: 1171212007
*Effective Date: 1170152007 Bl Effective Sequence: ID_ +*Job Indicator: | Primary Jod

Action { Reason: Data Change ;"ﬁg Change Depattment  cert Nbr: Ii

Current
Position Number: |34000852 | [Q Administrative Assistant Position Entry Date: [o7r00i2007 &
Use Fosition [Data | Unclassifed Cite Code: I— Q] I Position Management Record

*Regulatory Region: W ﬂ United States

*Company: lﬁ ﬂ State Dept of Health

‘Business Unit: W (=Y} Department of Health Department Entry Date: IW B
‘Department: |5555004 Q Consumer Health Services

Location: 216 Ql 340 Initials: Review Date:

Comments: OPM-14 Audit -

Reports To: I =y

EmpliD: LI
‘Establishment ID: [000001 Q] state of Oklahoma Initiator: 127008

| Jaob Data Ermployiment Data  Earnings Distribution Benefits Program Patticipnation

&l save L Return to Search:] Mext tab) 4 Refresh ) | Update.fDlsplay:] =) [# Correct Hlstory)

Wark Location | Jab Information | Payrall | Salary Plan | Compensation | MOC Job Data

o Select !@neutetisty) button to see all Job transactions. Legacy history is
available on the system, however, if a new hire is currently in PeopleSoft,
history will be available only to the new agency.

e [ocation Field — where the employee is physically located within the
agency.

e NOTE the Effective Sequence Number. If it is greater than 0, more than one
row of data was entered on the stated effective date. Use the arrows on the
Work Location Bar to page through the records.

COR107 HRMS View Only Manual Page 15 of 62
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PeopleSoft.

@ Home & wiorklist

e Window

Home = Adrminister Workforce = Administer Workforce (GRLY = Use = Job Data

/iigrK Cogafion " Job Information % PBayoll / SalaryPlan " Compensation ' MDC Job Data

100307 Employee Employvee Emplip: 100307 EmplRcds: U

Job Information First (4] 1 or 15 D Last

Effective Date: 110142007 Fffective Sequence: 0 Job Indicator:  Primary Job

Data Change Change Department

Action / Reason:
Current

*Job Code: |E17E| Q] administrative Assistant Entry Date: 070912007 Bl planned Exit: I &

™ End Job Automatically
Supervisor Level: | =y
‘Regular Temporary: I Regular :l' ‘FullPart: Full-Time :l'
Empl Class: I Perm Classjv ‘Officer Code: | Mone j'
‘Regular Shift: i, hd Shift Rate: !

Standard Hourss: |4U-UU FTE: 0.00
Work Period: IW Gl wieekly

Contract Number: I ﬂ Contract Type:
[Hext Caontract Murmber

v Eusa
'FLSA Status: | Monexempt = |
'EEQ Class: I MNone hd
Work Day Hours: g.00
| Job Data Ermployment Data  Earnings Distributian Benefits Program Participation I
B 5ave)  [QLRetum to Search | [ Previous tab | [ Next tab ] (2 Refresh | ] Update/Display | [ ] [ Correst Histary |

work Lacation | Job Information | Eayroll | Salary Plan | Compensation | MDC Job Data

e Job Information Tab concerns the employee’s actual job type; Under Fill,
Supervisor, Temporary, Probation or Trial Period.

¢ Empl Class Field — valid values include Permanent, Probation, Trial Period
or Unclassified.

e FLSA Field — valid values are either Nonexempt or No FLSA.

e EEO Class Field — (Equal Employment Opportunity, EEO), field valid
values are None = No special class, Exclude = from EEO Reporting.
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PAYROLL TAB

PeopleSoft.

£ Home

Horne = Administer Workforce = AdministerVWorkforee (GBL) = Use = Job Data Plen Wind oy

| Work Location | Joh Information y" Fayroll Y SalaryPlan | Compensation | MDC Job Data |

100307 Employee Employee EmpliD: 100307 EmplRedz: 0
First (4] 1cf 15 D Last
Effective Date: 11razoar Effective Sequence: 0 Job Indicator:  Primany Job
Action / Reason: Data Change Change Department
Current

Payroll System: Payrall for Morth America

Pay Group: |ME1 QJ 340 Manthly Exempt Salary Holiday Schedule: IPDHOL Q] Holidays

Employee Type: IS_ ﬂ Salaried

Tax Location Code: |OK STATE Q] oK State FICA Status: | Subject o~ l

GL Pay Type: I

Account Code:

I Job Data Employiment Data  Earnings Distribution Benefits Program Participation |
& save CI Return to Search) Frevious tah) Hext tah) 4 Retfresh ) 2| UpdateIDisplay] i [ Correct History)

Work Location | Job Infarmation | Payrall | Salary Plan | Compensation | MOC Jab Data

e Pay Group Field — valid value includes Monthly, Bi-Weekly, Military
Salary, and various supplemental payrolls.

¢ Employee Type Field — valid value includes Salary or Hourly.
e Tax Location Code — valid value is OK STATE.
¢ Holiday Schedule Field — valid values are Paid Holiday or None.

e FICA Status Field: — valid value includes Subject or Exempt.
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..
SALARY TAB

PeopleSoft.

£ Home

Horne = Administer Workforce = AdministerVWorkforee (GBL) = Use = Job Data Plen Wind oy

| Work Location | Joh Information  Payroll " SalaryFlan Y} Compensation | MDC Job Data |

100307 Employee Employee EmpliD: 100307 EmplRcdz: 0

First (4] 1cr 15 D Last

Effective Date: 1170172007 Effective Sequence: a ator:  PrimaryJob
Action /| Reason: Data Change Change Dy
e —_— Current
( Salary Administration ICLAS Ql 3 Grade: || Q% Gihde Enty Date |nmgrzun? 2
an:
\ Step: I_ Step Entry Date I El
Review Rating: Review Date:
Rating Scale: Rating Model: Matrix:
| Joh Data Employment Data  Earninas Distribution Benefits Program Paricipation |
ﬁ Save QReturn 1o Search) Previous tah) Mext tah) '45 Refresh ) 2| UpdateIDisplay) ) @Correct History)

Work Location | Job Information | Payrall | Salary Plan | Compensation | MODC Jab Data

e If the employee is in a Classified Position, the Grade Field, (= Pay Band) is
determined by the Job Code.

¢ If the employee is in an Unclassified Position, the Grade Level Field will be
empty.

COR107 HRMS View Only Manual Page 18 of 62
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COMPENSATION TAB

PeopleSoft.

ﬁ‘: Horne

Home = Administer Workforce = Administer Workforce (GBL) = Use = Job Data e Wi d o

I.f Work Location ‘)f Job Infarmation Y Bayroll Y Salary Plan Y Compensation Y MDC Job Data

100307 Employes Employee Emplip: 100307

Empl Redz 0
First (1] 1 of 15 I3 Last

Effective Date: 11012007 Effective Sequence: 0 Job Indicator;  FrirTs
Action | Reason: Data Change Change Departrnent
Current

Compensation Rate: 2,643.5000005F ‘Frequency: IM Q| Monthly

Change Amoung: 0.0000005F  USD Monthly Compa-Ratio: 0.95

<,’C\‘Iﬂ|‘ﬂ?ﬂ3§ 0.000
Daily 122007692 USD Monthly 26843500000 USD
Weekly 610.038462 USD Annual 31,722.000000 UsSD

Default Pay Components |

Pay Components First (0 4 o¢ 1 [ Last
Amounts Changes Conversion
‘Rate Code Seq Details Comp Rate Currency Frequency Percent

1[naanC Q) [0 Detals [3172z000000 G [UsDQ) & Q) =]

Caloulate Compensation |

I Job Data Employnent Data  Earnings Distribution Benefits Prograrm Patticipation |
&l save ) Return to Search) Frevious tab) Hext tab) % Refrash ) & Update.fDispIay) 2 [ Cormect Histoly)

Wark Location | Job Infarmation | Payrall | Salary Plan | Compensation | MDC Job Data

e Compensation Rate is entered as an Annual rate for salary employees, or an
hourly rate for hourly employee.

e C(lick the arrow by Pay Rates to see other Pay rate which includes Daily,
Weekly, Monthly and Annual.

e Use the arrows on the Compensation Title Bar to page through the Salary
records.
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MDC JoB DaTA TAB

PeopleSoft.

£ Home (2 worklist

Haorne = Adrinister Warkforee = Adtminister Workforce (GBLY = Use = Job Data P Wi d o

| Work Location | Job Information ~ Payroll " SalaryPlan \ Compensation " MDG Job Data \_

100915 Employee Emploves EmpliD: 100915 EmplRedz: O
State of Oklahoma Job Data First (4] 1065 O Last
Effective Date: 03r04i2007 Effective Sequence: ] Job Indicator:  Primary Job
Action / Reason: Data Change Change of Funding Source
Current
Division: IDD Special Use 1: |45200439 Special Use 2: I
Worker's Comp Code: IBB‘I 0 ﬂ Special Use 3: I Special Use Date: I @
Cost Center Information First (4 106 1 [ Last
Cost Center 1 Cost Center 2 Cost Center 3 Cost Center 4 Cost Center Percent
1 |oo {31000 [ [ [100.00 =1
Remarks:
=l
|
|J0b Data Employment Data  Earnings Distribution Benefits Program Participation |
ﬁ Save QReturn to Search] Pravious tab] 1’; Refresh ) & Update.l’DispIay) ] @Correct Histor\,r)

‘Work Location | Job Information | Payrall | Salary Plan | Compensation | MODC Job Data

¢ Division Field — is agency defined.
e Worker’s Comp Code Field — used for Worker’s Comp Reporting.
e Special Use Fields — Each Agency has a different reason for each field.

e Cost Center Fields are used by Agencies that require breakdown for the
Budget.

e Remarks entered in the Remarks Field, will be printed on the Office of
Personnel Management — OPM-14 Form.
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EMPLOYMENT INFORMATION LINK

PeopleSoft.

S Sign §

Wew Window

@ Home
arme = Adrminster Workforee = Administer Warkforee (GALY = Use = Job Data
{ Employment Infarmation
100140 Employee Employee Emplin; 100140 Empl Redé: 0
*HomeHost: IHUE‘t :I' Time Reporter Data

|Cemﬂed Public Accountant |

——

Business Title:

Work Phone:

Hire Date: 0610171989 Probation Date: &

Termination Date: 1014i2005 Last Date Worked: 101412005 [l

Relire Date: 0510172005 Expected Return Date: 092512012
Years Months Days

Company Seniority Date: 06162004 B 9] 1 3

Service Date: 0EMEA892 B B 13 3

Date Last Increase:

07i01i7005 ]
]

06ME1992

Last Verification Date: Longevity Date:
rE s
| Job Data Employment Data  Earnings Distribution Benefits Program Particination |

Save Fisturn to Search | |4 Fiefresh
B Q 2

& @Inc\ude History] @Conect History)

e If Applicable, Probation Date and Longevity Date should be entered for new

hires.

e Terminology
Hire Date
Termination Date
Company Seniority Date
Service Date
Probation Date
Expected Return Date
Longevity Date

COR107 HRMS View Only Manual
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= State EOD (entered on duty)

= First Day NOT Worked
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TIME AND LABOR LINK

PeopleSoft.

@ Home

Home = Administer Warkfaree = Administer Warlforce (GBLY = Use = Job Data e \Wind o

Time and Labor Data
100307 Employee ID: 100307 Empl Rcd Nbr: 0

Employee

Time Reporter Data

o, -
‘Effective Date: IU”UQQUU? @—d ‘Time Reporter Status: IACtIVe :l'
Time Reporter Type  Time Reporting Termplate
“Eapsed  [REGULAR Q) Regular
" Punch I QJ

Time Period ID: I g

“Workgroup: I34UUU—U1 =y Department af Health
*Taskgroup: IF'SNONTASK ﬂ_@ Mon Task Taskgroup
Task Profile ID: | =Y

TCD Group: I ﬂ

Restriction Profile ID: | =Y

Rule Element 1: I Ql

Rule Element 2: I g

Rule Element 3: I g

Rule Element 4: I g

Rule Element 5: I g

Time Zone: ICST Q Central Tirme

Send Time to Payroll
o osmunting

=]

™ For Taskgroup
™ For Department

e View different Effective Dates using the arrows.

e Work Group Field consists of Agency Number plus 2 Zeros and ‘01’ for
Regular Salary Employee or ‘02’ for Temporary Employee.

e Task Group is always “PSNONTASK”.
e C(Click or the button at the bottom the Screen and the

application returns you to the Employment Data Page.
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CORE Oklahoma

.
JOB EARNINGS DISTRIBUTION LINK

PeopleSoft.

& Home

Horne = Administer Workforce = AdministerWaorkforce (GBLY = Use = Job Data Mesw Window

J( Job Earnings Distribution \L

100307 Employee Employee Emplip: 100307 EmplRedz: 0
Earnings Distribution Type First (4 1 cf 15 I Last
Effective Date: 11012007 Effective Sequence: 0 Job Indicator: ~ Primary Job
Action / Reason: Data Change Change Depattment
Current
Standard Hours: 40.00 Work Period: W Weekly
Compensation Rate: 2,643.500000%7] Comp Fred: i tanthly
‘Earnings Distribution Type: I By Percent =l
Job Earnings Distribution el
Position Unit Department Job Code Shift *Earn Code El
[ Q) ag000 P | Qg | Qg [ra = [REc’ @) Regular
GL Pay Type ‘Account Code Compensation Rate  Std Hrs Distrb %
| |oooo77asz QJ | | |z0.000
Position Unit Department Job Code Shift *Earn Code El
[ Q) ag000 B | Qe | AN =l [FEG &l Regular
GL Pay Type ‘Account Code Compensation Rate  Std Hrs Distrb %
| |oo0077904 QJ | | |55.000
Position Unit Department Job Code Shift *Earn Code El
[ QJ a4000 %] [0240040 Qg | @B [rn =l [Rec’ @) Regular
GL Pay Type ‘Account Code Compensation Rate  Std Hrs Distrb %
| |oooo77ae0 QJ | | |25.000
Job Data Employment Data  Earnings Distribution Benefits Prograrm Padicipation |
l ﬁ Save 'QReturn to Search ‘3 Refresh £ UpdateIDisplay] £ @ Correct History)

e Account Code Field = HR Account Code which consist of Class Field,
Budget Reference and Department.

e Distribution Percent Field(s) — MUST total up to 100%, whether one
funding row or multiple rows.
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CORE Oklahoma

BENEFIT PROGRAM PARTICIPATION LINK

PeopleSoft.

@ Home & Worklist

Horne = Administer Workforce = AdministerVWorkforee (GBL) = Use = Job Data Plen Wind oy

J( Benefit Program Participation \L
100307 Emplayee mployes Emplip: 100307 EmplRcdz: O
v

Benefit Record Number: IU_ Deductions Taken: MoOverride Deduction Subset ID:

Do Status First (4] 101 45 D Last
Effective Date: 11/01/2007 Effective Sequence: a

Action / Reason: Data Change Change Departrment

Current
‘Benefits System: I Base Benefits =l Benefits Employee Status:  Active
Annual Benefits Base Rate: I ﬂ uso

First (4] 1oz D Last

Benefit Program Participation

‘Effective Date ‘Benefit Program Currency Cinlg
IDTIDQIEDD? B IREG QJ Regular Classified Employees LsD
| Job Data Employment Data  Earnings Distribution Benefits Program Padicipation |
ﬁ Sawe QReturn to Search ‘f; Refresh Zl Update.l’DispIay) < @’Correct History:]

¢ Employee Benefits Council, (EBC), data will be loaded on the employee
records nightly for all employees entitled to the Regular Benefits Program.

e The Employee Record Numbers MUST match with Benefits Record
Number = (0).

e Note the Benefit Program Participation is Effective Dated. Changes to the
Benefit Plan will require a change in the Effective Date.
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CORE Oklahoma

INQUIRY DATA INFORMATION

POSITION, JOB AND BUDGET SUMMARY TABS

e Position Data Summary — General Tab

e Position Data Summary — Work Location Tab

e Position Data Summary — Payroll Information Tab

e Position Data — Job Information Tab (Unclassified Cite Code)
e Position Data — Specific Information Tab

e Position Budget Status Tab

e Job Summary — General Tab

e Job Summary — Job Information Tab

e Job Summary — Work Location Tab

¢ Job Summary — Compensation Tab

e Report Screen Shot
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CORE Oklahoma

POSITION DATA SUMMARY — GENERAL TAB

Home = Develop Workforce = Manage Positions = [nguire = Position Data Summary Dlees \Wind o

Position Data Summary
Position Number: 54800012  Admin Programs Officer %

First (4 1.2 012 [P] Last

& Home S Sign Out

General " work Location Payrall Info

Effective Date Action Reason Status Status Date Max Head Count  Budgeted \/
08252004 Level Chan Approved 050452004 1 hd

0140151951 Approved 050452004 1 Ay
) Return to Search

e Action Reason Codes for the change in positions include: Allocation, Direct
Reclassification, Position Inactivated, Level Change, New Position, Position
Creation for Payroll Maintenance, Position Status Change, Position Data
Update, and Transfer.
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CORE Oklahoma

POSITION DATA SUMMARY — WORK LOCATION TAB

s

& Home A Sign Out
Home = Develop Workforce = Manage Positions = lnquire = Position Data Summary IMew Wind ow
{ Position Data Summany

Position Number: 47700002 Secretary

' Wark Location
Effective Date Reports To
1211101882
010111851

General

Unit
47700
47700

Location
477
477

Jobcode Dept

Enforcemen

Enfarcemen

'.QReturn to Search

e The Location Field — identifies the different locations within the agency a
position has resided.

e The Department Field — identifies the different departments a position has
been located.
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CORE Oklahoma

POSITION DATA SUMMARY — PAYROLL INFO TAB

& Home S Sign Out

Horme = Develap Warkforce = Manage Positions = Inguire = Position Data Summary Mewr Windoy

{ Position Data Summary

Position Number: 47700002 Secretary

General ‘Work Location Payrall Info
Effective Date RegTemp FullPart Default Hr -~ Work Period Shift
12111511882 Regular Full-Time 40.00 Weekly A
0110151851 Regular Full-Time 40.00 Wieekly Pl
QReturn to Search

e The Payroll Info Tab provides a summary of whether a position is Regular
or Temporary, Full or Part Time as well as providing the Work Period
designation.

e Note that each entry is Effective Dated.
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CORE Oklahoma

POSITION DATA — JOB INFORMATION TAB (UNCLASSIFIED CITE CODE)

PeopleSoft.

& Home

Horne = Develop Workforce = Manage Positions = Use = Position Data Mesw Window

| Descrigtion  ‘Work Location | Joh Inforrnation 'y Specific Infarmation | Budget and Incurbents

Position Number: 34000081 Program Grant Consultant

Headcount Status: Filled Current Head Count: 1 out of 1

First [0 101 [ Las
Effective Date: 02112118493 Status: Active
Classified Indc: Unelassifd Job Family:
Job Code: 6254 Program Grant Consultant Manager Level:  All Other Positions
RegTemp: Regular
FullPart Time: Full-Time
Regular Shift: Mot Applicable
Union Code:
Salary Plan: UMCL Grade: Step:
Standard Hours: 40,00 Work Period: W Weekly
Mon Tue Wed Thu Sat
Setlp: 34000 Unclassifed Cite Code:  FOO04 FEDERAL OR OTHER GRANT FUNDS
& ) Return to Search) +E Hextin List) +E Previous in List) Previous tab) Nest tab) Eradd) [E llInclude History) =]

Description | YWork Location | Joh Information | Specific Information | Budget and Incumbents

e The Unclassified Cite Code Field auto-populates the record of any employee
assigned to an unclassified position.
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CORE Oklahoma

POSITION DATA — SPECIFIC INFORMATION TAB

PeopleSoft.

£ Home

Horne = Develop Workforce = Manage Positions = Use = Position Data et Wind o

| Description /' Wark Location "~ Jok Informatian |~ Specific Information % Budget and Incumbents

Position Number: 34000852 Administrative Assistant
Headcount Status: Filled Current Head Count: 1 out of 1
Effective Date: 0212019493 Status: Active
Max Head Count: 1 - Update Incumbents
Mail Drop ID: = Budgeted Position
Work Phone: I~ Confidential Position
Health Certificate: [ Job Sharing Permitted
Signature Authority:

Position Pool ID:

Pre-Encumbrance Indicator:  Immediate Calc Group {Flex Service):

Encumber Salary Option: Salary Step Academic Rank:

FTE: 1.00 [¥ Adds to FTE Actual Count
=] L Return to Search | Pravious tab | Hext tab | Badd ) [ Update/Display) [ ] ] @’ ]

Description | Work Location | Job Information | Specific Infarmation | Buddet and Incumbents

e The Drop Down Box on Education and Government Title Bar indicates
whether the position counts toward the agency’s FTE limits.
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CORE Oklahoma

POSITION BUDGET STATUS TAB

PeopleSoft.

@ Home

Horne = Develop Workforee = Manaoe Positions = [nguire = Position Budget Status e Wi nd oy

(" Position Budget Status
Position Number: 34000852 Administrative Assistant
Position Status: Active Approved Status Date: 091 252006 = Budgeted
Business Unit: 34000 Department of Health
Job Code: E17B Administrative Assistant
Department: A555001 Health Resources Dey Sery
Max Head Count: 1
Actual Head Count: 1 Total Budget FTE: Total Budget Amount: k1] ,?22.000000@
Current Budget Head Count: 1] Current Budget FTE: Current Budget Amount:
Head Count Variance: 1 FTE Variance: Amount Variance: k1] ,?22.00@

¥ Current Incumbents First [4] 1011 [M] Last
EmpliD Hame Employee Status Paosition Entry Date
100307 100307 Employese Active arinarzoo7
Annual Rate FullPart Time RegTemp Standard Hours  FTE Sal Plan Grade Step
31,722.00057 Components  Full-Time Regular 40.00 CLAS |

QReturn to Search

e The Position Budget Status Tab shows the current incumbent information.

e The links provided on the Total Budget Amount and Amount Variance fields
can provide additional detailed information.
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CORE Oklahoma

JOB SUMMARY — GENERAL TAB

PeopleSoft.

@ Home & Worklist

Home = Administer Yaorkforee = Administer Warkdoree (GELY = Inguire = Job Summary e Wi nd oy
(" Joh Summary

100307 Emplayes Emplaoyee mplip: 100307 EmplRcdz: O

Job Information First [ 1.7 0t 15 DI Last

General Jok Information Wiork Locstion Compenzation

Eff Date Sequence Action Action Reason

110152007 u] Data Change Change Department

07merz007 2 Rehire TransferiPramaotion InterAgency

07merz007 1 Data Change QOFPM Interagency Activity

07/09r2007 0 Termination Transferred Out

Q712007 u] Fay Rate Change Equity Adjustment

0612007 u] Data Change Change in Location

110152006 u] Data Change Change Division

QReturn to Search

e The Job Summary — General Tab reflects in a one page format the following
elements of a position: Effective date for each HR action(s), Sequence,
Kind of action taken, and Reason.
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CORE Oklahoma

JOB SUMMARY — JOB INFORMATION TAB

PeopleSoft.

£ Home
Homme = Adrminister\Workforee = AdrinisterWorkforee (GBLY = Inguire = Job Summary T yind oo
(" Joh Summary
100307 Emplayee Employee EmpliD: 100307 Empl Reds: 1]

Job Information First [0 1701 15 D1 Last

Job Information ‘Work Location Compensation

Eff Date Sequence Job Code Empl Type Empl Status FullPart Time RegTemp Standard Hours  Work Period

112007 0 E17B Salaried Active Full-Time Regular 40.00 Wieakly
o7mesz00y 2 E17B Salaried Active Full-Time Regular 40.00 Wieakly
o7me2007 1 E17B Salaried Terminated  Full-Time Regular 40.00 Wieakly
o7me2007 0 E24C Salaried Terminated  Full-Time Regular 40.00 Wieakly
072007 0 E24C Salaried Active Full-Time Regular 40.00 Wieakly
0B/m12007 0 E24C Salaried Active Full-Time Regular 40.00 Wieakly
110152006 0 E24C Salaried Active Full-Time Regular 40.00 Wieakly
QReturn to Search)

e The Job Summary — Job Information Tab reflects in a one page format the
following elements of a position: Effective date, Sequence, Job code,
Employee Type, Employee status, Full or Part time, Regular or Temporary,
Standard hours and Work period
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CORE Oklahoma

JOB SUMMARY — WORK LOCATION TAB

PeopleSoft.

@ Home
Home = Administer Yaorkforee = Administer Warkdoree (GELY = Inguire = Job Summary e Wi nd oy
{ Job Summary
100307 Emplayee Employee EmpliD: 100307 Empl Reds: 1]
Job Information First [ 1.7 0t 15 DI Last
General Jok Information Wiork Locstion
Eff Date Sequence Position Company DeptiD SalPlan  Grade Pay Group Frequency
1150172007 1} 340 Cansumer H CLAS | ME1 Maonthly
Q7092007 2 340 Health Res CLAS | ME1 Monthly
Q7092007 1 340 Health Res CLAS | ME1 Maonthly
07merz007 1] Secretary 400 Cammunity CLAS H 1N Manthly
Q712007 1] Secretary 400 Cammunity CLAS H M1 Manthly
0612007 1] Secretary 400 Cammunity CLAS H 1N Manthly
110152006 1] Secretary 400 Cammunity CLAS H M1 Manthly
QReturn to Search

® The Job Summary — Work Location Tab reflects in a one page format the
following elements of a position: Effective date, Sequence, Position Name,
Company, which equals (Agency), Department, Salary Plan, Grade, Pay
Group and Pay Frequency.
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CORE Oklahoma

PeopleSoft.

£ Home
Haorne = Adrinister Warkforee = Adiminister Workforee (GBLY = [niuire = Job Summary Plesn Wi nd o
{ Job Summary
100307 Employee Employes EmpliD; 100307 Empl Redz: 1]

ViewAll  First 4] 170r15 O Last

[ General " Job Information " Work Location |~ Compensation ‘.I_

Eff Date Sequence Annual Rt Monthly Rt Daily Rt Hrly Rate Currency gg?(l;].g?t Components
1140152007 0 §31,722.000 $2643.500 §$122.008  §15250862  USD 0.000 Components
07092007 2 §31,722.000 §2 643.500 §122.008  §15230862  USD 21.021 Components
a7io9r2007 1 $26,211.960 $2184.330 $100.815  §12601804  USD 0.000 Caomponents
07092007 0 §26,211.960 $2184.330 §100815  §12601804  USD 0.000 Components
a7i01s2007 0 $26,211.960 $2184.330 §100.815  $12601804  USD 8.261 Components
Q60172007 0 §24,211.908 §2,017.659 93123 $11.640340  USD 0.000 Components
1140152006 0 §24,211.908 §2,017.659 $93.123 $11.640340  USD 0.000 Components
QRetum to Search

e The Job Summary — Compensation Tab reflects in a one page format the
following elements of a position: Effective Date, Sequence, Annual
compensation rate, Monthly compensation rate, Daily rate, Hourly rate,
Currency Type, and the Change percentage.

e The Components Link provides additional detail.
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CORE Oklahoma

RUN HR REPORTS

STEP 1 — SELECT REPORT

PeopleSoft.

@ Home S Sign Out

Home = Reports Menu = Ocp Reports = HR

— —
[oom Reports [QHR Ay Listing by Job Code (0067,
| Employee by Job Code (0070

QFY

Ermpl by Agcytlob Code (0072
Ay Empl by Job Code (007 3
Job Code Usage By Agy (0074)
Salary By Job Code (0075
Unclassified Employees (0076
Anency incurmbent by Pos (0077
Pos Allacation Date (0082
Unclass Positions by Agy (0117
Pos by EED Category (0083
Leqacy Data Warehouse (0131}

Navigation Path: Home > Reports Menu > Ocp Reports > HR

Over 30 HR Reports and or Queries are available including: Indented Position
Report, Position Status, Exception/Override Report, Vacant Positions by
Agency, Active/Inactive Positions, Employee Listings, Years of Service,
Employee Birthdates, and Employee Job Code.

Click on the report link.
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CORE Oklahoma

1907

STEP 2 — SET UP RUN CONTROL ID

PeopleSoft.

@ Home 9 Sigh Out

Horme = Reports Meny = Ocp Reports = HR = Employee by Job Code (0070) Hew Window

Employee by Job Code (0070)

Find an Existing Value

Run Cantrol 1D |

[™ Case Sensitive

Advanced Search

Add a New Value

Click the 52'¢h | button.
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CORE Oklahoma

1907

STEP 3 — SELECT RUN CONTRoOL ID

PeopleSoft.

@ Home S Sign Out

Horme = Reports Meny = Dop Reports = HR = Employee by Job Code (0070) Tl e iin ol o

Employee by Job Code (0070)

Find an Existing Value

Run Control 10|

7 Case Sensitive

Advanced Gearch

Add a Mew Yalue

Search Results

1-2 of 2

Run Control ID Language Code

FTERFT English
REFORTS English

Select a ‘Run Control ID’.

A Run Control is a database record that provides values for these settings.
Instead of entering the same values each time you run a report, you create
(and save) a run control with those settings.
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CORE Oklahoma

PeopleSoft.

£ Home S Sign Out
Home = Reports Menu = Ocp Reports = HR = Employee by Job Code (0070) MeweWWindow
{ Run Qcphri0?o
Run ControlID: REPORTS Eeport Manager Process Monitor Run

*Beginning Johcode: 0901
*Ending Jobcode: 0903

‘Beginning Company: (090 ﬂ
“Ending Company: (080 |3

(QUReturn to Searsh) (+= Hesctin List | (42 Previous in List) Bracd) (8 Updste/Display )

Enter the appropriate parameters and click the R | putton.
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CORE Oklahoma

PeopleSoft.

@ Home

Home = Reports Menu = Ocp Reports = HR = Employee by Job Code (0070) MeweWWindow
Process Scheduler Request

User ID: PAYTEST20 Run Control ID: REFORTS

Server Name: IPSNT :l' Run Date: 03i26/2008 B
Recurrence: I :l' Run Time: 9:53:49AM

Resetto Current DateiTime |

Time Zone: I :l'
‘Type ‘Format

Select Description Process Name Process Type
wen | [pOF =] EH

¥ OCHRO07D OCHROOTO Crystal

If the Process Type 1s Crystal, go to Server Name and select PSNT.

Go to Format and select PDF and click .
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CORE Oklahoma

1907

STEP 4 — SELECT PROCESS MONITOR

PeopleSoft.

Home = Bepods Mend = Otp Repotts = HE = Employee by Job Code (0070)

Run Ocphroo?o

Run Control ID: REPORTS Eeport Manager Process Monitor

@ Home

Run

*Beginning Jobhcode: (0901
"Ending Jobcode: (0503

‘Beginning Company: (050 @
*Ending Company: (050 g

B save) [CLRetumn to Search ] (4= Hewt in List | (15 Prewious in List )

Click the Process Monitor link.

COR107 HRMS View Only Manual
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CORE Oklahoma

PeopleSoft.

@ Home

Home = PeonleToals = Process Monitar = [nguire = Process Requests MeweWWindow

Process List

UserlD: [PAYTESTZ0 (Al process | “iast [ |[oas =] Reiresh_|

Type:
Server :l' Process | Lllnslance:l to |

Name: Run Status:
[ View Job tems [# Save On Refresh
Y y First (0 1o 1 M) Last
Instance Seq. Process Type Process Name User Run DateTime Run Status  Details
648415 Crystal QCHROOTO PAYTESTZ0 E:BS?_BQDDE S Success Details

Go backto Emplovee by Job Code (0070)

& save

Process List| Server List

The Process Monitor shows the progress of the process. Click the __FeTesh_
button repeatedly until Run Status indicates Success.

Click the Details link to view the report.
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CORE Oklahoma

STEP 5 — SELECT VIEW LOG/TRACE

PeopleSoft.

€ Home

Home = PeopleTools = Process Monitor = [nguire » Process Requests I i o

Process Detail

Instance: 649415 Type: Crystal
Name: OCHROOTO Description: 0CHROO70

Run Control ID: REPORTS e
Location: Server ®
o

Server:

FSMNT -
Recurrence: c
Request Created On: 03/26/2008 9:56:02AM CST Parameters Transfer
Run Anytime After:  03/26/2008 9:53:49AM CST Messade Log
Began Process At 03262008 9:56:08AM CST Batch Timings
Ended Process At:  03/26/2008 9:56:56AM CST View LogTrace

Click the View Log/Trace link.
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CORE Oklahoma

1907

STEP 6 — CHOOSE REPORT

[xl

Instance: 645415 Type: Crystal

Name: QCHEOOT0 Run Cnt] ID: REPORTE

Status: Success Submitted By: PAYTEST30

Server: PSNT Recwrence:

OCHRO070

Message Log 0 bytes Wed Mar 26 10:00:59 2008
OCHRO070 649415.PDF 13843 bytes Wed Mar 26 10:01:27 2008

Choose the link with the PDF or TXT extension.
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CORE Oklahoma

RUN PAYROLL REPORTS

STEP 1 — SELECT REPORT

PeopleSoft.

S Sigh Out

Home = Reports Menu = Ocp Repars = PY

[a o P QHR "Warkers Comp Reparts (0110)
‘[a Py FTE Activity Repart (0107}
1 MDC Alloc Text File (0320

Funding Dist Rpt by Dates{d 08

Navigation Path: Home > Reports Menu > Ocp Reports > PY

Five (5) Payroll Reports will be available: Budget Check, Funding
Distribution, Worker’s Comp Report, FTE Activity Report and MDC
Allocation Text File.

Click the report link.
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CORE Oklahoma

1907

STEP- 2 — SELECT RUN CONTROL ID

PeopleSoft.

@ Home S Sign Cut

Home = Repors Meny = Dop Reports = Py = MDC Alloc Text File (0320) Pl e Win el o

MDC Alloc Text File {(0320)

Find an Existing Value

Run Control 10|

7 Case Sensitive

Advanced Gearch

Add a Mew Yalue

Search Results

1-2 of 2

Run Control ID Language Code

FTERFT English
REFORTS English

Select a ‘Run Control ID’.

COR107 HRMS View Only Manual Page 46 of 62
Revised: April 7, 2008



CORE Oklahoma

1907

STEP 3 — ENTER PARAMETERS

PeopleSoft.

@ Home S Sign Out

Horme = Repors Menu = Qcp Reports = Py = MDC Alloc Text File {0320) Mes Windome
Run Ocphr0320

Run ControlID: REFPORTS Report Manager Process Maonitor Run

‘Company: W =y
*From Date: |03/01/2008 E]
To Date: |[033112008 ]
Division: OPTIONAL FIELD
Employee ID; OPTIONAL FIELD

& save]  [ClRetun to Search ] [+= Hestin List | (15 Frewious in List) Bk add

Enter the appropriate parameters and click the __Run_ | pytton.
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CORE Oklahoma

PeopleSoft.
@ Home S Sign Out

e Window

Home = Reports Menu = Ocp Reports = PY = MDC Alloc Text File {0320)

Process Scheduler Request

PAYTESTI0 Run Control ID: REFORTS

User ID:

Server Name: IPSUNX :l' Run Date: 03/26/2008 B
I :l' Run Time: 10:37:214M

Recurrence:

Time Zone: I - Resetto Current DateiTime |

Select Description Process Name Process Type ‘Type *Format
OCPIZOHR PSdob I(None) 'I (None) VIEﬂ

¥ WDC Allocations Ta Fil (0320)
QCPHR320 SR Process Wieh | |FOF vlﬂ

MDC Allocations Ted Fil (0320)

If the Process Type 1s an SQR Process, go to Server Name Field and select

PSUNX with the drop down menu.
In the Format Field select PDF with the drop down menu and click [oK ]
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CORE Oklahoma

1907

STEP 4 — SELECT PROCESS MONITOR

PeopleSoft.

@ Home S Sign Out

Horme = Repors Menu = Qcp Reports = Py = MDC Alloc Text File {0320) Mes Windome
Run Ocphr0320

Run ControlID: REFPORTS Report Manager Process Maonitor Run

Process
Instance:649416,649417

‘Company: W =y
*From Date: |03/01/2008 E]
To Date: |[033112008 ]
Division: OPTIONAL FIELD
Employee ID; OPTIONAL FIELD

& save]  [ClRetun to Search ] [+= Hestin List | (15 Frewious in List) B

Click on the Process Monitor link.
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CORE Oklahoma

PeopleSoft.

@ Home

Home = PeonleToals = Process Monitar = [nguire = Process Requests MeweWWindow

Process List

UseriD: [FAYTEST30 QA process “lrast  [i[Days =] _Refresh

Tvpe:
Server :l' Process | Lllnstance:l to |

Name: Run Status:
[ View Job tems ¥ Save On Refresh
! First (4] 13003 [F] Last
Instance Seq. Process Type Process Name  User Run Date Time Run Status  Details
648416 FSJob QCP3I20HR FAYTEST30 gségarznns 2 Success Detailg
643417 1 SQR Process QCPHR320 FAYTEST30 gségarznns 1037 21AM Success Details
645414 Crystal QCHROOTO PAYTEST30 RS S Success Details

Go backto MDC Alloc Texd File (03203

& save

Process List| Server List

The Process Monitor shows the progress of the process. Click on the _Refresh |
button repeatedly until Run Status indicates Success.

Click on the Details link to view the report.
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CORE Oklahoma

Home = PeopleToadls = Process Manitor = Inguire = Process Requests Dl esn Wind o

Process Detail

Instance: 649417 Type: SGR Process
Name: OCPHR3Z0 Description: MDC Allocations Txt Fil {0320)

Run Control ID: REPORTS e
Location: Server 2
Server: PENT €

&
Recurrence: o

I3

Request Created On: 03/26/2002 10:32:38AM CST Parameters Transfar
Run Anytime After:  03/26/2008 10:37:21AM CST Messane Log
Began Process At:  03/26/2008 10:35:45AM CST Batch Timinos
Ended Process At:  03/26/2008 10:39:00AM CST View LogTrace

Click on the View Log/Trace link.
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CORE Oklahoma

1907

STEP 6 — CHOOSE REPORT

£l
Report/Log Viewer =]

Instance: 645417 Type: SQR Process

Name: OCPHEZ20 Run Cntl ID: EEPOETS

Status: Success Submitted By: PAYTEST30

Server: PSNT Recwrrence:

MDC Allocations Txt Fil (0320)

Trace File 308 bytes Wed Mar 26 10:43:34 2008

OCP 320 HR649417.TXT 277495 bytes  Wed Mar 26 10:43:36 2008

Message Log 1435 bytes Wed Mar 26 10:43:32 2008 %
Choose the link with the PDF or TXT extension.
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CORE Oklahoma

RUN QUERIES

STEP 1 — LIST QUERIES

PeopleSoft.
& Worklist
Home = PeopleTools = Query Manager = Use = Query Manager e Windo
Query Manager
Find an Existing Query
Search by: [Mame =l [veginswin =] [oco

Create Mew GQuery

Navigation Path: Home > PeopleTools > Query Manager > Use > Query Manager

Enter GO in the text box and click LSearch |,
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CORE Oklahoma

STEP 2 — SELECT QUERY

PeopleSoft.

Home = PeopleTools = Query Manager » Use = Guery Manager New \Window
Query Manager

Find an Existing Query

Search by: [Wame =l |eeanswin =] [eo

Search Results

GO_AGCY_EMPLOYEE_STATUS Agey Employee List-Status % %% Public  Run
GO_AGCY_EMPL_LIST_DIV_ Agey Employee List- Div- %%% Public  Run
GO_AGCY_EMPL_LIST_DINV_D Agey Employee List- Div- %%% Public  Run
GO_AGEMNCY_EMPLOYEE_LIST All employees by Location Public  Run
GO_AGEMNCY_EMPLOYEE_LIST_DATE All employees by Location Public  Run
GO_AGEMNCY_EMPLOYEE_LIST_LOC All emplovees by Location% %% Public  Run
GO_AGEMNCY_EMPLOYEE_LIST_STATUS Agency Employee List- Status Public  Run
GO_AGENCY_EMPLOYEE_STATUS_LOC Agency Emplovee ListStatus %% Public  Run
GO_AGEMNCY_EMP_LIST_STATUS_LEAY Agency Employee List- Leave Public  Run
GO_BB_LEAYE_WITH_SERY_DATE_LOC Leave with Serice Date -LOC% % Fublic  Run
GO_BEMEFIT_ALLOWANCE_BY_DATES  Benefit Allow. Paid Bit Dates Fublic  Run
GO_BLAMNE_JOB_EARM_ACCT_CD_LOC Blank Earns Dist by Agency®% %% Fublic  Run
GO_BLANE_JOB_EARM_ACCT_CODES  Blank Earns Dist by Agency Fublic  Run
GO_BLAMK_SERVICE_DATE Blank Service Dt by Agency Fublic  Run
GO_BLAMK_SERVICE_DATE_LOC Blank Service Dt by Agency® %% Fublic  Run
GO_CHECKS_PAID Checks paid for this payperiod Fublic  Run
GO_CHECK_METPAY_FOR_ZERO Check for a Metpay of zero Fublic  Run
GO_COMPEMSATION All Comp Rates by Agency Fublic  Run
GO_COMPEMSATION_LOC All Comp Rates by Agency% %% Fublic  Run
GO_COMPEMSATION_SHIFT_DIFF Shift Differential by Agency Fublic  Run
GO_COMPEMNSATION_SHIFT_DIFF_LOC  Shift Differential by Agency% % Fublic  Run
GO_COMP_BY_DMISION_LOGC Compensation by Division% %% Fublic  Run
GO_COMP_BY_DMISION_N_JOBCODE  Comp by Division and JobCode Fublic  Run
GO_COMP_BY_DIN_JOBCODE_WY_POSIT Compensation by Div and JobCd Fublic  Run
GO_COMP_BY_DIN_MN_JOBCODE_LOC  Comp by Division f JohCode% % % Fublic  Run
GO_COMP_DMN_JCODE_W_POSIT_LOC Comp by Div and JobhCd %% % Fublic  Run
GO_COMP_RATE_DIFF_ETC Shift Diff, Train Pay, On call Fublic  Run
GO_COMP_RATE_DIFF_ETC_X Shift Diff, Train Pay, On call Fublic  Run
GO_COMY_DIV_LOC_MAL_DROP Div-Loc-Mail Drop- Active-SSH Fublic  Run
GO_COMY_DIV_LOC_MAIL_DROP_ALL  Div-Loc-Mail Drop - All- 5N Fublic Run

Select a query and click on the Run link.
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GO_AGENCY_EMPLOYEE_LIST - All employees by Location

Agency: D
Wiew Results

- Eff Hire Rehire Pay Job Name Eff
IHHM@EWHHM i

Enter the appropriate parameters and click |

Wiew Resulls
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STEP 4 — DOWNLOAD TO EXCEL SPREADSHEET

GO_AGENCY_EMPLOYEE_LIST - All employees by Location

Agency:

Dowinload results in: Excel97 SpreadShest CSWY Text File (89 kb)
Excel?k SpreadSheet

e All

. Empl ) . Pay
B N o e e e e e

S5 L

The query results can be downloaded into an Excel spreadsheet.

Click either the Excel97 SpreadSheet or the Excel2K SpreadSheet links
depending on which version of Excel is on your PC.

COR107 HRMS View Only Manual Page 56 of 62
Revised: April 7, 2008



CORE Oklahoma

HRMS RESOURCES

e (CORE Website Link
http://www.ok.gov/OSF/CORE/HRMS/index.html

e CORE Website — What you will find
o Full Suite of HRMS Manuals
o HRMS Module News
o HRMS Query Toolkit — (Provides all the Reports and Queries available
including a brief description and Navigation Path)
o Training Schedule - (provided on the CORE Calendar)

e (D HR Navigation Tool (upon request)

e OSF Help Desk
o E-Mail: helpdesk @osf.ok.gov
o Phone Numbers: 405 521.2444 or Toll Free 866 521.2444
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OSF NOTIFICATION GROUPS

To ensure the HRMS View Only Users receive all the current information about the
HRMS System, the Office of State Finance will enroll you in a Notification Group called

PeopleSoft HRMS (CORE).

STEP 1 — SUBSCRIBE

To sign up for notifications from the OSF Website go to http://ok.gov/OSF/

TTTIAT ATy

Open Books

News Releases

otifications Sign Up

IS AT S R, .

Select Notifications Sign Up

Employment
Opportunities ®

1) Select the group(s)
desired.

2) Enter your first

3) Enter last name.

4) Enter your e-mail

O Imaging

address.
5) Re-enter your @
email address First Name: |Drew
6) Left Click Submit

S v N [] OsF servers

[ PeopleSoft Financials - Procurement (CORE)

[ PeopleSoft Financials - Accounts Payable (CORE)
[J PeopleSoft Training {CORE)

[ OSF PC Support

O OSF nNetwork / Firewall

[ PeopleSoft Security (CORE)

[ PeopleSoft Financials - General Ledger (CORE)

[] PeopleSoft Budget (CORE)
Test Group Il

O PeopleSoft HRMS (CORE)
O PeopleSoft CRM (Help Desk)

.91—!3”

Last Nam

4
Enter your email addresg%ew hall@osf ok gov

5
Retype your email addresQFew' hall@osf.ok.gov

{6;
ubmit

Sy s
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CORE Oklahoma

A confirmation screen will automatically populate your email address used to sign up.

An email has been sent to you, so we can confirm your email address.

Once you receive the email, enter the code from the email below

Email Address: ||:Irew halli@osf.ok gov

Confirmation Code:

e M NPT TNt RS P S UL STt

Once you receive the confirmation code in your email address, enter the code or
copy/paste code from e-mail into the Confirmation Code Field. Left Click Confirm.

An email has been sent to you, so we can confirm your email address.;

Once you receive the email, enter the code from the email below

Email Address: ||:Irew hall@osf ok gov

Confirmation Code: !EE3hh2283 ]
i

You will receive a message that reads,
“Your e-mail address has been subscribed! Thank you”.
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CORE Oklahoma

Each time you receive an e-mail from OSF, the e-mail will afford you the opportunity to
unsubscribe from that particular group. Left Click the link provided with each message sent.

This 15 the generalized body of a test emadl that has gone cut. Normally there would be large volumes of \
non-descrpt jargon here that 172 of the recipients would read, the other would simply ditch i the round
file. Additionally vou could attach a file - which will boost readership, just far enough to see what you've

attached.
Dr. Zeuss i a non-rhyming mood.

This message was sent from the GoGow Notification system.

To unsubscrbe, wst hito:fwww. ol sowinton/medules/olmotfirunsub scribe. php Yid=65 36
PEN T AREN -s-“n-—‘-m..."‘“ as “I—“—AM Tt I ot

The link will take you to the unsubscribe area for that account.

Contact | Notifications | CORE Calendar

1) Enter your email address
2) Left Click Unsubscribe.

Home / MNotifications

You are about to remove your email from the following group:

Test Group Il

I T

Enter your email addr rewhall@osf ok gov
(E! iUnsuhscrihe Cancel

If the entered email address is in that group's database, the system will automatically
unsubscribe the e-mail from the group account and provide the confirmation message as seen

on the right.
Contact | Notifications | CORE Calendar
Home / Mofifications
Your email has been unsubscribed.
et it ot . i oo steieh et e, apisilin
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CORE Oklahoma

In the event you would like to unsubscribe, but you do not have an email from that group, Left
Click the Contact link at the top of the OSF web pages.

Contact | Notifications | CORE Calendar
Home / Contact
Office of State Finance

OSF Locations

Local: (405)521-2444
1) Enter your name

2) Enter e-mail address
3) Select “Unsubscribe

Toll Free: (866)521-2444

Fax: (405)521-2871

bl s Office Hours
from Notification 7-00AM to 5:30AM - Weekdays
24 Hour Emergency Support

Groups
4) In the Message box, ContactUs  _

identify the group(s) Your Name

you would like to Your Email & {Email is required to receive a response.)

unSUbSCfibe. Regarding @')iwuhscrihe from Motification Groups Vl

. il |Select an option I
5) Left Click Send S iCreate Help Desk Case ‘
|Job Opportunities
Message |Questions Regarding OSF Website

Unsubscribe from Notification Groups |

2 Send Message
- e

U limmasntaiba® aaiamatiinessiime s aiiifif .o =

B o afiamie ok o omabhan oo ban sk sk ks o et e e ot Bkt At uliah o e aak b

NOTE: Alternately, you may e-mail the OSF Help Desk. HelpDesk@Osf.Ok.Gov
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