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VIEW ONLY SECURITY 
 

 
 

• 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.gov/OSF/documents/osf304.pdf 
 

• Check the following boxes on the OSF Form 304 to receive the correct 

access: 
 

Human Resources Time and Labor 

View Position Data Time & Labor Supervisor - Field 

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 Run Queries 

Payroll Report Requestor 
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PERSONAL DATA INFORMATION 
 

PERSONAL DATA TABS 

 
• Name History Tab 
 

• Address History Tab 
 

• Personal History Tab 
 

• Identity / Diversity Tab 
 

• MDC Qualification Tab 
 

• Search for National ID – (Social Security Number) 
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NAME HISTORY TAB 
 

 
 

• Use the arrows on the Name Type Title Bar to page through the various names, i.e., 

preferred and or maiden names. 
 

• 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. 
 

• 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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ADDRESS HISTORY TAB 
 

 
 

• 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. 
 

• 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. 
 

• At the bottom of the screen you can click the  Link to view additional 

data. 
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PERSONAL HISTORY TAB 
 

 
 

• Effective Date Field – required. 
 

• Gender Field – required. Field used for EEO Processing. 
 

• Military Status Field – required. 
 

• I-9 and E-Verify Process Fields – required per HB 1804. 
 

• Each agency should choose a consistent method of designating the 

Employment Eligibility Proof Fields, i.e., (I-9 Documents).  For example: 1
st
 

Field always used for DL# and 2
nd

 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 
 

 
 

• Date of Birth Field – required for payroll to process. 
 

• Social Security Number – must be entered from the SSN Card. 
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MDC REVIEW QUALIFICATIONS TAB 
 

 
 

• 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 
 

 
 

• Type in the Social Security Number in the National ID Field, only if the 

employee is currently employee within your agency. 
 

• Click the   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 
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WORK LOCATION TAB 
 

 
 

• Select  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. 
 

• Location Field – where the employee is physically located within the 

agency. 
 

• 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. 
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JOB INFORMATION TAB 
 

 
 

• 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. 
 

• FLSA Field – valid values are either Nonexempt or No FLSA. 
 

• 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 
 

 
 

• Pay Group Field – valid value includes Monthly, Bi-Weekly, Military 

Salary, and various supplemental payrolls. 
 

• Employee Type Field – valid value includes Salary or Hourly. 
 

• Tax Location Code – valid value is OK STATE. 
 

• Holiday Schedule Field – valid values are Paid Holiday or None. 
 

• FICA Status Field: – valid value includes Subject or Exempt. 
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SALARY TAB 
 

 
 

• 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. 
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COMPENSATION TAB 
 

 
 

• Compensation Rate is entered as an Annual rate for salary employees, or an 

hourly rate for hourly employee. 
 

• Click the arrow by Pay Rates to see other Pay rate which includes Daily, 

Weekly, Monthly and Annual. 
 

• Use the arrows on the Compensation Title Bar to page through the Salary 

records. 
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MDC JOB DATA TAB 
 

 
 

• Division Field – is agency defined. 
 

• Worker’s Comp Code Field – used for Worker’s Comp Reporting. 
 

• Special Use Fields – Each Agency has a different reason for each field. 
 

• Cost Center Fields are used by Agencies that require breakdown for the 

Budget. 
 

• 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 
 

 
 

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

hires. 

• Terminology 

Hire Date = State EOD (entered on duty) 

Termination Date = First Day NOT Worked 

Company Seniority Date = Agency EOD 

Service Date = Leave Accrual Start Date 

Probation Date = Last Day of Probation or Trial Period 

Expected Return Date = Reinstatement Eligibility Date 

Longevity Date = Longevity Date 
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TIME AND LABOR LINK 
 

 
 

• View different Effective Dates using the arrows. 
 

• Work Group Field consists of Agency Number plus 2 Zeros and ‘01’ for 

Regular Salary Employee or ‘02’ for Temporary Employee. 
 

• Task Group is always “PSNONTASK”. 
 

• Click  or the  button at the bottom the Screen and the 

application returns you to the Employment Data Page. 
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JOB EARNINGS DISTRIBUTION LINK 
 

 
 

• Account Code Field = HR Account Code which consist of Class Field, 

Budget Reference and Department. 
 

• Distribution Percent Field(s) – MUST total up to 100%, whether one 

funding row or multiple rows. 
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BENEFIT PROGRAM PARTICIPATION LINK 
 

 
 

• Employee Benefits Council, (EBC), data will be loaded on the employee 

records nightly for all employees entitled to the Regular Benefits Program. 
 

• The Employee Record Numbers MUST match with Benefits Record 

Number = (0). 
 

• 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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INQUIRY DATA INFORMATION 
 

POSITION, JOB AND BUDGET SUMMARY TABS 
 

• Position Data Summary – General Tab 
 

• Position Data Summary – Work Location Tab 
 

• Position Data Summary – Payroll Information Tab 
 

• Position Data – Job Information Tab (Unclassified Cite Code) 
 

• Position Data – Specific Information Tab 
 

• Position Budget Status Tab 
 

• Job Summary – General Tab 
 

• Job Summary – Job Information Tab 
 

• Job Summary – Work Location Tab 
 

• Job Summary – Compensation Tab 
 

• Report Screen Shot 
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POSITION DATA SUMMARY – GENERAL TAB 

 

 
 

• 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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POSITION DATA SUMMARY – WORK LOCATION TAB 
 

 
 

• The Location Field – identifies the different locations within the agency a 

position has resided. 
 

• The Department Field – identifies the different departments a position has 

been located. 
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POSITION DATA SUMMARY – PAYROLL INFO TAB 
 

 
 

• 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. 
 

• Note that each entry is Effective Dated. 
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POSITION DATA – JOB INFORMATION TAB (UNCLASSIFIED CITE CODE) 
 

 
 

• The Unclassified Cite Code Field auto-populates the record of any employee 

assigned to an unclassified position. 
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POSITION DATA – SPECIFIC INFORMATION TAB  
 

 
 

• 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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POSITION BUDGET STATUS TAB  
 

 
 

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

• The links provided on the Total Budget Amount and Amount Variance fields 

can provide additional detailed information. 
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JOB SUMMARY – GENERAL TAB  
 

 
 

• 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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JOB SUMMARY – JOB INFORMATION TAB  
 

 
 

• 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  



 

COR107 HRMS View Only Manual  Page 34 of 62 
Revised: April 7, 2008 

CORE Oklahoma 

JOB SUMMARY – WORK LOCATION TAB  
 

 
 

• 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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JOB SUMMARY – COMPENSATION TAB 
 

 
 

• 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. 
 

• The Components Link provides additional detail. 
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RUN HR REPORTS 
 

STEP 1 – SELECT REPORT 
 

 
 

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. 



 

COR107 HRMS View Only Manual  Page 37 of 62 
Revised: April 7, 2008 

CORE Oklahoma 

STEP 2 – SET UP RUN CONTROL ID 
 

 
 

Click the  button. 
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STEP 3 – SELECT RUN CONTROL ID 
 

 
 

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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Enter the appropriate parameters and click the  button. 
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If the Process Type is Crystal, go to Server Name and select PSNT. 
 

Go to Format and select PDF and click . 
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STEP 4 – SELECT PROCESS MONITOR 
 

 
 

Click the Process Monitor link. 
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The Process Monitor shows the progress of the process.  Click the  

button repeatedly until Run Status indicates Success. 
 

Click the Details link to view the report. 
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STEP 5 – SELECT VIEW LOG/TRACE 
 

 
 

Click the View Log/Trace link. 
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STEP 6 – CHOOSE REPORT 
 

 
 

Choose the link with the PDF or TXT extension. 
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RUN PAYROLL REPORTS 
 

STEP 1 – SELECT REPORT 
 

 
 

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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STEP 2 – SELECT RUN CONTROL ID 
 

 
 

Select a ‘Run Control ID’. 
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STEP 3 – ENTER PARAMETERS 
 

 
 

Enter the appropriate parameters and click the  button. 
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If the Process Type is 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 . 
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STEP 4 – SELECT PROCESS MONITOR 
 

 
 

Click on the Process Monitor link. 
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The Process Monitor shows the progress of the process.  Click on the  

button repeatedly until Run Status indicates Success. 
 

Click on the Details link to view the report. 
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STEP 5 – SELECT VIEW LOG/TRACE 
 

 
 

Click on the View Log/Trace link. 
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STEP 6 – CHOOSE REPORT 
 

 
 

Choose the link with the PDF or TXT extension. 
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RUN QUERIES 
 

STEP 1 – LIST QUERIES 
 

 
 

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

 

Enter GO in the text box and click . 
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STEP 2 – SELECT QUERY 
 

 
 

Select a query and click on the Run link. 
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STEP 3 – ENTER PARAMETERS – VIEW RESULTS 
 

 
 

Enter the appropriate parameters and click . 
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STEP 4 – DOWNLOAD TO EXCEL SPREADSHEET 
 

 
 

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. 
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HRMS RESOURCES  

 

• CORE Website Link 

http://www.ok.gov/OSF/CORE/HRMS/index.html 
 

• 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) 
 

• CD HR Navigation Tool (upon request) 
 

• 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/ 
 

 

Select Notifications Sign Up 

 

 

 

 

 

 

1) Select the group(s) 

desired. 

2) Enter your first 

3) Enter last name. 

4) Enter your e-mail 

address. 

5) Re-enter your 

email address 

6) Left Click Submit 
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A confirmation screen will automatically populate your email address used to sign up. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will receive a message that reads,  

“Your e-mail address has been subscribed!  Thank you”. 
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STEP 2 – UNSUBSCRIBE 
 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

1) Enter your email address 

2) Left Click Unsubscribe. 

 

 

 

 

 

 

 

 

 

 

 

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. 
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STEP 3 – MANUALLY UNSUBSCRIBE 
 
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. 

 

 

 

 

 

 

1) Enter your name 

2) Enter e-mail address 

3) Select “Unsubscribe 

from Notification 

Groups 

4) In the Message box, 

identify the group(s) 

you would like to 

unsubscribe. 

5) Left Click Send 

Message 

 

 

 

 

 

 

 

 

 

 

 

 

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


