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Working with Browser-Based Applications

OVERVIEW

This section describes the basics for accessing and using PeopleSoft Human Resources
Management System Version 8.3.

OBJECTIVES

After completing this section, you will be able to:
1. Understand PeopleSoft 8.3 terminology.

2. Understand how to log into and navigate through your PeopleSoft application.
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PeopleSoft is a table-driven database application designed to meet each organization’s business
processing and information needs. Sorting information into tables ensures data integrity and
minimizes data redundancy. The tables are then organized into a relational database.

PeopleSoft is designed to integrate all Human Resource, Benefits, Payroll and Time & Labor
applications. That is, the applications share the same relational data structure, data tables, user
interfaces, reporting tools, and customization capabilities. PeopleSoft pages also display the
same familiar table-driven and effective date-driven designs throughout its applications.

PeopleSoft offers a compliment of applications that cover most human resources needs.
PeopleSoft Education and Government Human Resource Management System consists of the
following applications (modules):

= Human Resources

= Base Benefits
= Time and Labor

= Payroll

BROWSER BASED APPLICATIONS

In PeopleSoft Version 8.3, applications are in a purely internet environment. This new
environment is called PeopleSoft Internet Architecture (PIA). PeopleSoft Internet Architecture is a
server-centric architecture that requires the installation of only a web browser on individual user
machines and you access PeopleSoft applications by logging into a standard web browser as you
would if you wanted to open your favorite website.
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SIGNING INTO YOUR SYSTEM

Open your Internet web browser — Explorer.

Press “enter.”
Click on “PeopleSoft 8.30 Training.”

o~

The PeopleSoft sign-in page will appear:

2} PeopleSoft 8 Sign-in - Microsoft Internet Explorer
J File Edit “iew Favorites Tools Help

Enter http://www.discovernd.com/connectnd.html in the URL address box.

PeopleSoft8.

@ 2000 FeopleSott Incorporated. All rights resenced
> A

J daBack ~ = - Q) 7 ‘ Qusearch  [GlFavorites  @fMedia &4 | B &b -

uman Resources

Language: Enalish Espafiol  Frangais
taliana Deutsch  Frangais du Canada
BFE Portugués  Mederlands
EBPE  guenska

User ID:

Password:

CUSTOMERS - EMPLOVEES - SUPPLIERS

People power the intemet’ W

5. Enter your User ID and Password.

Your User ID and Password are case sensitive. Passwords always appear as asterisks in the
display as you type them. For your specific User ID and Password refer to your classroom

instructor.

6. Click .

The PeopleSoft online system will validate your User ID and Password. If, one is invalid, the
system will display an error message below the Sign In button. You'll need to reenter both the

User ID and Password.

COR301 PeopleSoft Navigation
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INTERNET ARCHITECTURE TERMINOLOGY

There are some basic terms used throughout the PeopleSoft Internet Architecture. Prior to using
you application you will need to become familiar with these terms.

Navigation The header area in PeopleSoft
Header Internet Architecture will remain static
as you navigate through your pages.
The navigation header contains: link
back to your Homepage, help button,
and a Sign-off button.

Breadcrumbs A small horizontal menu of links. This
creates a visual path for where you
currently are in the system. You can
click on any part of the Breadcrumb
path to return to a previous location.

Menu Group Represent functional categories, such
as: Administer Workforce.
Menus A column navigation list that contains

menu headings and links that guide
you from page to page throughout
your system.

Menu ltem Menu items vary from menu to menu
but consist of Use, Setup, Process,
Report and Inquire.

Components Components are associated with
menu items that allow you to perform
specific actions. These can contain
single or multiple pages.

Pages Are windows into your data tables.
Users are authorized through security
to perform various actions within each

page.

COR301 PeopleSoft Navigation Page 8 of 49
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Menu Group

Menu

CORE Oklahoma

Fil=  Edit  Wiew  Favorites  Tools

Help

= Back -~ = - @ it | @Search [Fe] Favorites @Media @ | %v = @ylgtﬁﬂ
Header

—

<2 Develop Workrnlé

}'Qﬁdminister'\-'\forkrorce

& Compensate Employ
&2 Monitor WWorkp

=2 Defing iness Rules
TSemnvice

& Define Integration Rules

«® Packaging

«» FPeopleTools

Administer Workforce (GBEL)

& Capture Tirme and Lakor

2 Manage Labor Relations
(SHEL)

< Monitor Absence (GBL)
S Flan Salaries (GBL)

& Track Global Assignments
(GBL)

2 Use

@ Use Ll
& Setup

& Setup Lol
D Process
D Proc Ll
& Inguire
& Report

Home = Administer Workforce = Administer Workforce {GBL)

82 administer Flexible Service

Menu
Items

Fle Edt View Favotites Tooks Help

Bk - S - @[] 4 | Qsearch [Favorites Freda 1 | B-SE-2F%

-

Home = Administer Waorkforce = Admindster Workforce (GBL) = Use

@ Adrminister Flexible Service [d Use
& Administer Workioree (GBL) @ Use Lel
& Capture Time and Labor O Setup
© Manage Lahor Relations & Setup Ll
(GBL)
O Frocess

& hionitor Absence (GAL) Bk
@ Plan Galaries [(GBL) Qi
& Track Global Assionments TG
(GAL) © Repart

Components

Hire
Add Mon-Emploves
Add Concutrent Job

Personal Data

Job Data

Current Job

Pay Rate Change
Confract Data
Disability

Emplovee Checklist
Badge

Prior Work Experience
Company Property
Credit Card Data
Business Expenses
Etnetgency Cantact
Identification Diata
Driver's License Data
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Fle Edt View Favorkes Tagk  Help

wBack - =& - (D 2] A} | Qoeach GFavortes Preda (BB S - " Links >

Harme = Administer Workforce = Administer Workforce (GBL) > Use = Personal Data NewWindow

4 Sign Out

Tlame History \_Address Histary | Personal History | IdeniDiversity

EmpliD: 0000013 Employes
“Type of Name:  {RAikly] = =1
[Name History
“Effective 4rmzi984 [ =1
Date:
Page romatusing.  [VA U Urited States Refresh the Name Field
Prefix: £
First: [cinay Middle: [
Last: [Braay Suffix: [ Q
Name: Brady,Cindy
BT T T TS @ FESTER) () (R vyt ) T

Mame History | Address Histary | Personal History | |dentitDiversity

NAVIGATING THROUGH PEOPLESOFT

Now that you have learned the navigational terms, let’s take a minute to review them.

= Navigation Header
= Breadcrumbs
= Menu Group

=  Menu

= Component

= Page

USING MENU NAVIGATION

PeopleSoft's browser-based interface provides an intuitive way of updating or viewing data in the
database. The menu columns are set up as lists of links that enable you to navigate to the
desired component or page. The navigation header remains constant, containing links to Home
and to Signoff.

The three-column menu structure is the primary means of getting around PeopleSoft. This menu
structure consists of up to three columns that collapse and expand based on your selections.

The main column or the first column, also known as Home, contains a general list of the areas
you can link to in that application.

COR301 PeopleSoft Navigation Page 10 of 49
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A plus sign % before a listing indicates that there are sub-levels to view under that heading.
Click the plus sign “+”or the heading name to view the sub-levels. A minus sign = pefore
a listing indicates that the heading is already expanded to show its sub-levels.

EXPANDING AND COLLAPSING COLUMNS
Starting from the ‘Home’ position. Let’s use the PeopleSoft navigation with the plus and minus
signs to view an employee personal data record.

1. Click the plus sign “+”or the heading name next to it, to expand the first column.
Menu Group - Administer Workforce. Notice the second column Menu list will appear.

File Edit ‘Wiew Favorites  Tools  Help |

dmEBack - = - () it | fChsearch [EdFavorites SfMedia O | - é

S —

Horme = Administer YWorkforce

—— S

& Develop Workforce | @ Administer Flexible Service

{'g Adrminister Workforce &2 AdministerWorkforce (GBL)

& Capture Tirme and Labor
@ Manage Labor Relations (GBL)
& hMlonitor Absence (GBL)

W Compensate Employees
@ Maonitor Workplace
w2 Define Business Rules

& Self Senice @ Plan Salaries {(GBL)
& Diefine Integration Rules & Track Global Assignments (GBL)
& Packaging

& PeopleTools

2. Click the plus sign “+” or the heading name next to it, to expand the second column.

The second column contains the sub-levels to the main category you chose.
Menu — Administer Workforce GBL. Notice the third column of Menu ltems will appear.
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Revised: April 15, 2008



CORE Oklahoma

File Edit ‘“iew Favorites Tools  Help

GBack - = - &) fa) | Qhsearch [Favortes GMeda 4 | By S5 B

2 d

Home = Administer Workforce = Administer Workforce (GBL)

—
& administer Flexible Service | @ Usze

r
!

T —
& Develop Waorkforce

| @ Administer Workforce (@ administer Workiorce (oBL)  © V%8 L
ks Q Setup
© Compensate Employees & Capture Time and Labaor L
LT i’Manage Labor Relations a Pe e
< Define Business Rules (GEL) rocess
Qorthrhie © Monitor Absence (GBL) :Pmc -l
& Define Integration Rul Inguire
=i _negramn HEs & Plan Salaries (GEL) A
& Packaging @ Report
& Track Glohal Assignments
{GBL
& PeopleTools

The third column typically contains Menu Items that lead you to different components, depending
on the type of activity you want to complete. In most applications, the basic activities you can
choose are Use, Setup, Process, Inquire, and Report. Each of these activities present a different
type of category defined as follows:

Use Contains all the transactions in your database
where you can update/display, correct, or add
past, current, and future data to the system.

Setup Contains all the base tables for your data from
which transactions are built. Use these pages to
edit or add data to base tables.

Process Contains pages that enable you to schedule or
run a process request.

Inquire Contains pages that will be displayed as read-
only pages. You will not be able to edit or update
any of the data in these pages.

Reports Contains pages that enable you to produce
reports or queries.

COR301 PeopleSoft Navigation Page 12 of 49
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Depending on which Menu Item you choose from the second column, you may notice that some
of these choices have a number or abbreviation after them, such as a 2 or Lcl.

The number 2 indicates that the list of components in that category is broken into two lists
because it was too long to fit on one page. (Not shown)

The abbreviation Lcel indicates that the components under that category are for locality-specific
contexts (such as for a specific country) rather than for global use.

T3]

3. Click the plus sign “+” or the heading name next to it, to expand the Component
column.

Menu Item — Use. Notice the fourth column of Components will appear and the first column
(Menu Group) collapses.

Fi\r\ Edit wiew Favorites Tools  Help

WHBack - = - @ a4 | @Search [He] Favorites @Medla 8 | %' & b

Haorne = Administer Warkforce = AdministerWorkforce (GBL) = Use

@ Home

|
& Administer Flexible Service |[/0U59 Hire
[ @ #dminister Workdoree (GBL) 3 Add Non-Employee
& Capture Time and Labar [ ©Q Setup sl
W Manage Labor Relations @ setup Lal
(GBL) Personal Data
@ Process
& Monitor Absence (GBL) © Proc Lol Job Data
&2 Plan Salaties (GHL) : Current.loh
. & Inguire e
w3 Track Global Assignments Pay Rate Chande
Pay Rate Change
(AL W Report

Contract Data
Disahility

Employee Checklist
Badae

Prior Waork Experience

After Home, the menus expand to up to three levels. The Home column will collapse to
accommodate the fourth column, as we just learned. You can bring this column back by:

= Pressing the “back arrow” under home ﬂ

- CAlAantinAa Anis mrAvsiAaiia Antian An thA lhvaadAviimmhha Atk

Home = Administar Wokitece = Sdminister Workforee (GBL = Uss

Use the breadcrumbs to return quickly to a particular level of the menu. They also serve as a
quick reference indicating where you are in the system.

=  Selecting the minus sign = to collapse to the selected level.
The final menu column (Components) will consist of underlined links, that when clicked, will

replace the menus with the search window that you will use to define the specific page you are

COR301 PeopleSoft Navigation Page 13 of 49
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looking for.
SEARCH PARAMETERS

To find existing data, you must use a search dialog box. In our example — Finding an employee’s
Personal Data information, continue with the next step.

4. Click on the link Personal Data and the following search dialog box will appear:

Fil= Edit View Favorites Tools Help

¢aBack » = - D) il | {QSearch [GFavorites @iMedia £% | EE=F |

H

Home = AdministerWorkforce = Administer Workforee (GBL) = Use = Personal Data

Personal Data

Find an Existing Value

ErmpliD: M

Marme: |

Last Narme: |1

Departrment SetlD: l—ﬂ

Department: l—ﬂ

Alternate CharacterName:l

Personnel Status: | j

[ Spacerimage
™ Include History [~ Correct History

Basic Search

Typically, you will have various field values that complete a search. Values you enter identify the
data rows you want to display on the selected page. The more fields or characters you enter, the
more specific your search results. How to enter search information is discussed in greater detail
in section “Using Keys and Search Pages.

5. Enter the Employee ID in the EmplID box. Your classroom instructor will provide you with an
employee number.

COR301 PeopleSoft Navigation Page 14 of 49
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Congratulations! You are now in an employee’s Personal Data Component consisting of 4
pages: Name, Address, Personal Profile and Eligibility/Identity.

File Edt ‘iew Favortes Took Help

e ) 2 | Doearch Garavores Bmeda B | B S E - 2
Home > AdministerVorkfarce > Administer yorkioree (GBL) > Use » Persanial Data

(Tiamne Histor \( AHATESS Histary ) PErSanal Histan / [Sentionersiy

EmpiD: 0000013 Employes

New Window

*Effective 0470211984 [5)] =
Date:
Format Using:  [U5A Q rited States Reftesh the Name Field

Prefix: =

First: [cingy Middle: [
Last: [Brady Suffix: [ (=]
Name: BradyCindy

En) ()

B Qe (@ ) (@ ) (@ reneh

MName History | Address History | Personal History | |dentity/Diversity
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Components consist of several pages within the same window. Usually these are pages that are
related and need to be completed together.

As you finish with one page, click the folder tab of the next page to open it. In addition to
clicking folder tabs, you can also click the links at the bottom of each page in the
component to move to the next page.

Fle Edt Vew Favortes Tods Help

Eoak - = - (@ [9) A Qoeach v Dreda B| B S E - H Links

Horne > Admiriister Workforce = Administer Workforce (GBL) » Use = Personal Data HewWindow =

Addl‘eSS Tab—} [ Waiie HiStafy Y Address History \(JPEiBnalHistony aeHiDerei

Brady Cindy Employee EmpliD: 0000013
!

*Address Type: | HOME i ==
“Effective Date: [ramznees E status: [pve =] =
Country: [U8 Q@ United states

Address 1 123 Collins Ave Search

Address 2

Address 3 Address Field 3

Numbergggress 4 | Number 2 House Typel H
1

City Mandan
County Burleioh Postal Code |58354
State ND & Norh Dakota
First [0 1011 [} Last
“Phone Type Telephone
Email Addresses First (4 1.0t 4 [F] Last
“Email Type “Email Address
C ¢ I =) =
O ponen B save) (QiRetunto Search Previous tab HNesxt tab) (2 Refresh & UpdaterDisplay ) | £ Include History)
Pa e Links blame History | Address Histary | Personal History | IentityiDiversity
g >

All pages in a group have the same search record so the prompt in the initial search dialog box is
the same regardless of which page you access first—and you won't be prompted to enter new
search criteria as you move from page to page in the component.

Pages in a group are treated as a single entity when you try to save data. When you click the
Bl ==v=] Save button, data on all the pages is committed to the database.

When saving, you may be prompted to enter data in required fields, if the system has not
prompted you to do so already.

Occasionally you will see pages that, in addition to having links to other pages in the component,
have links to related components or pages. The component shown below, for example, contains
three related links at the bottom of the page.

You may click any one of these links to access that page or component for the employee record
you currently have open. This convenience allows you to move easily to related transactions to
enter data without going through the search process again.
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We will use the employee Job Record as an example.

+-2 - QERdaagad-agl

# Hely S Sign Out

& Home

First [{ 101 1 [F] Last [
Employee Status: ~ Active Date Created: 06/2472004 =1
*Effective Date: par2111981 Effective Sequence: |0 *Job Indicator: | Primary Joh :I'
Action / Reason: |H\re j CHY QY Conversion from Cert Nbr: I
Legacy Systerm
Current
it . |osooo0ss Q)
Position Number: ql positonEnypate: | B
Slse Fusiion Dat | T ffed Cite Code: @] [T position Management Record
*Regulatory Region: US4 @/ United States
Compariy: 080 Office of State Finance
*Business Unit: 09000 ﬂ Office of State Finance
*Department: 10000 Q) Administration Department Entry Date; |04/21/1381 B

Location: DCAR-TR Q) 040
Reports To: Y

1Dz
Establishment ID; |000001 Q@ state of Oklahoma
ted
Job Dala Employment Data  Eagnings Distribution Benefits Program Participation | ]

Fs;ve] ﬁﬁgﬁ.ckmks | (3 e tab | (2 Retresh |
1

= Ir\c\rde H\ilil

NOTE: Job Data is not highlighted as a link. This is because Job Data is the component that
you are currently in. Work Location, Job Information, Job Labor, Payroll, Salary Plan, and
Compensation are all a part of the Job Data component. When you click a component link, you'll
notice that the new transaction contains the same component links, enabling you to return to the
original transaction if desired.
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There are essentially two ways you can navigate to a new page.

1. You can stay within the same window and follow the menu links, or breadcrumbs as we just
learned.
2. Open a New Window.

At the top of all pages you may notice the New Window hyperlink. Clicking this link will open a
new browser window, or child window, showing the menu navigation to your current position.

From this point you can open a new transaction to view or enter new data. You may open any
number of child windows as necessary.

OPEN A NEW WINDOW
Let’s take a few minutes and review the Related Components Link feature. Open a new window
and navigate to the Job Data record.

Navigation: Administer Workforce > Administer Workforce GBL > Use > Job Data

Click on the Related Component Page Links (Employment Data, Earnings Distribution and
Benefits Program Participation) to view the results.

There are certain rules of thumb to keep in mind when using PeopleSoft's New Window
feature:

Before opening a new window, save any changes made in the current window. If the session
times out while you are working in a new window, you may lose any unsaved changes.

After a certain length of inactivity in one of the child windows, your new window session will
timeout or expire. This does not invalidate your other current windows, but simply means this
expired window is no longer useable. Any unsaved changes will be lost.
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At the bottom of most pages you'll find the toolbar, which changes depending on the type of page
you are in. The toolbar may include search list navigation buttons, page navigation buttons, and
page action buttons. The toolbar changes depending on the type of page that's active. Not all
buttons shown below will display on every page. Likewise, some buttons may be grayed out,
indicating this action is not available to you at that time.

| & save] (QReturnto Search Hext tab

< Include History ] |G Correot tH\slmyl

If a gray button appears on your page,
that action is not available to you.

ﬁ Sawve

Sends the information you've entered on
the page to the database. You'll generally
save when you come to the end of a
component. The Save command always
updates the data for all pages in a group.
Upon save, the system displays the
"Saved" message in the upper right corner
of the page.

I-':Q,Return to Search

Returns you to the search page

+ENext in List)

Displays the data for the next data row in
your search results grid.

This button appears gray if you didn't
select the data row from a search results
grid, if there was only one row in the grid,
or if the data displayed is the last row in
the grid.

+& Previcus in Lstjl

Displays the data for the previous data
row in your search results grid.

This button appears gray if you didn't
select the data row from the search results
grid, if there was only one row in the grid,
or if the data displayed is the last row in
the grid.

Mext tab

Displays the next page in the current
component. If you are in the last page of
the component, this button is gray.
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(B Previous tab | Displays the previous page in the current
component. If you're in the first page of
the component, this button is gray.

<2 Update/Display Accesses existing rows of data on the
database. If data is effective-dated,
displays only current and future rows.

2 Include History ) Displays all rows of data: current, future,
and history.
[ Comrest History Accesses existing rows of data in the

database and displays all effective-dated
rows. Will allow you to update all rows,
including history rows.

2 Refresh | Appears for expert users only that are in
Expert Entry mode. When clicked,
validates the data entered in certain fields.

Inserts a new row.
=

Deletes a row.

DATA ENTRY: FIELD FORMATS

Upper vs Lower Case

Many data fields are case sensitive. It is important that the information is entered using proper
capitalization. PeopleSoft does not convert data to one case or the other unless the field requires
the entry to be all capitalized, i.e. State. In these cases, the system will automatically convert the
entry to the correct format.

Names

Names are stored in the PeopleSoft database in the following format: Last name,(no space)First
name (space with no punctuation) Middle initial. When hiring a new employee in PeopleSoft 8.0
the name format will automatically populate in the Name field on the Personal Data page after the
employees First Name and Last Name fields have been entered.

Dates

Type dates as MMDDYY. PeopleSoft will enter the slashes and fill the year to four places after
pressing Tab, i.e. 020199 becomes 02/01/1999. If the year being entered is 1950 or before, the
system will automatically format the year as 2000 i.e. May 5, 2030 entered as 050530 =
05/05/2030. If the year being entered is from 51 to 99 the system will automatically format the
year as 1900. ie. May 5, 1968 entered as 050568 = May 5, 1968.

COR301 PeopleSoft Navigation Page 20 of 49
Revised: April 15, 2008



CORE Oklahoma

Dollar Amounts
Type in the dollars with the decimals if there are cents to be keyed. The system will automatically
insert commas for long numbers.

Social Security Numbers
Type SSN numbers as # # # # # # # # #. PeopleSoft will insert the dashes after pressing the Tab
key. i.e. 123456789 becomes 123-45-6789.

Zip Codes
Type zip codes as either five or nine digit numbers. PeopleSoft will insert the dash after pressing
the Tab key. i.e. 981011015 becomes 98101-1015.

Phone Numbers
Type phone numbers with ten digits (area code + phone number). PeopleSoft will insert a slash
and a dash after pressing the Tab key. i.e. 2062961000 becomes 206/296-1000.
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Using Keys and Search Pages

OVERVIEW

This section describes keys and search pages.

OBJECTIVES

After completing this section, you will be able to:

= Understand the definition of keys and search pages.
= Understand how to use keys and search pages.
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KEYS AND SEARCH PAGES

A field, or a combination of fields, uniquely identifies every table in the PeopleSoft database. For
example, the Employee ID field uniquely identifies employee records.

The display-only fields that uniquely identify data are keys. To display a page, you'll enter the
keys to search for on the Search page so that the system can retrieve the correct row of data. For
instance, if you want to retrieve the Personal Data page for Jim Smith, you must specify the key
data in the search record for that employee.

A search record is the list of defined search keys that help you locate data. These are the fields
you are prompted for on a search page. Every transaction page, or component listed in the menu
columns, has a search record associated with it. If you select other pages that have a common
search record, such as pages within a component or an associated link, you will not be prompted
to enter search criteria again. You'll be prompted for new search keys only when you select a
new page outside of the component with a different search record.

SEARCH BUTTONS

The following search related buttons are located on Search pages of all types.

Processes the search once you have entered
search criteria in the key fields above the
Search button.
Clears entered text from all fields on the page
C L
SO you can enter new criteria.
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SEARCH PAGES

There are two types of search pages: the basic search page and the advanced search page.
When you select a page to navigate to, the system will often display an advanced search page,
such as the Personal Data page shown below. The advanced search page generally offers
several keys by which you may search for your record. It allows you to narrow down your search
by entering in more than one type of criteria. The Personal Data advanced search page below
contains seven fields starting with the EmplID (Employee ID) field.

Navigation
Home > Administer Workforce > Administer Workforce GBL > Use > Personal Data

Fie EQt Wew Favortes Toos  Help ,-
GBack v = - @) 2] A} | Doearch [iFavortes Gteda (|- S - T B | ks

o

Home = Adrinister Workiorce = Administer Workdnree (GBL) » Use = Personal Data Mew Window

Personal Data

Find an Existing Value

EmplD: 1

Name: [

Last Name 1
Department SetiD: [ s

Depariment  «

Alternate Chardyer Name:

Personnel Status I |
I™ Spacerimage

I Inelude History T Correct History

Basic Gearch

Click the blue Basic Search hyperlink.

If the search page offers a basic search option, it will appear as a link next to the search action
buttons. In general, a basic search page offers just one or two fields by which you may perform
your search. However, you may designate which key field you would like to search by from the
Search By drop-down list box.
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J File Edit View Favorites Tools  Help

J ¢aBack - = - ) at | Qhsearch [EFavorites fMedia ¢4 | BN ”|JLinks 7

Home = Administer Wiorkforce » Administer Workforce = Use = Personal Data Meve \Window

Personal Data

Find an Existing Value

Search El\,r:lEmpIID j

EmplID: I

[T Include History I~ Correct History

Advanced Search

Click on the drop-down arrow of the Search By field:

/3 Personal Data - Microsoft Internet Explorer

=10l x|

J File Edit Wiew Fawvorites Tools  Help

J ¢ Back v = - @ a | @Search [Ge] Favarites @Media @ | %v »|JLinks 22

"

Home = Administer Waorkforce = Administer Workioree = Use = Personal Data MNew 'Windovw

£ Hom

Personal Data

Find an Existing Value

Search By: | EmpllD

. |Alternate Character Mame
EmpllD:
" Department
[ Include|Departrment SetiD

Las Nme

Mame
FPersonnel Status
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Many search pages, both the advanced and the basic, contain the Include History and Correct
History check boxes as page action options. You can select what type of action you want to
perform for your record before retrieving that record by selecting the appropriate check box. Or, if
you are unsure, you may leave the check boxes clear. You will again have an opportunity to
select the page action once you open the page you are searching for.

File Edit “iew Favorites Tools Help

Correct History Mode GiBack + = - () ﬁ| Qisearch [GFavortes  SdfMedia ®| BN S B
used by CORE Team ;
only %

Home = Administer Workforce = Administer Workforce (GBL) = Use = Personal Data

Personal Data

Find an Existing Value

EmpliD: ||

Mame |

Last Mame: |
Department SetlD: I—ﬂ

Department I—g
Alternate CharacterName.l

Pergonnel Status: | j

™ Spacerimage
™ Include History [ Correct History

Basic Search \

Include History and Correct History

Include Includes future, current, and
History historical dated rows.

Correct Allows a user to make a correction
History without creating an effective dated

row. This function should be
available to authorized personnel
only.
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You can enter a full or partial value for any key field. Based on what you enter in the dialog box,
the system uses the search record to present you with a list of possible matches, or if there is
only one match, the page you requested. Often, however, you don't have all the information you
need. For example, if you are searchina for all employees that have a last name of Smith, you
can enter their last name and click .

Navigation: Home > Administer Workforce > Administer Workforce GBL > Use > Personal Data

On the Personnel Status line, click the drop down arrow and select ‘Employee’. Click

[Search |

The system will display a list of all employees in the Search Results grid. You may be able to
determine which employee is the correct one based on the additional information displayed in the
Search Results grid. To access the employee’s data, click any of the underlined hyperlinks in the
Search Results grid.

-5 PRhdeEeB N SaE

g

Home = AdministerWarkfarce = Administer Wiorkforce (GBL) » Use - Personal Data Blesw Window. i

& Home 2 Help 4 sign Out

Personal Data

Find an Existing Value

ErmpliD: |

MName: |

Last Name: [

Department SetiD: l_g

Depariment; |—g

Altemnate Character Name |

Personnel Status: [Emplayes =

™ Case Sensitive
™ Include History

Clear | Basic Search

Search Results

iew Al 1100 of 142 (] Last
EmpliD Empl Rcd Nbr Name Last Name Department SetlD Department Alternate Character Name Personnel Status
1000020 100002 Employee 100002 nsooo 10000 (lank) Emploves
100005 0 100005 Employee 100005 08000 10000 (blank Emploves

If you are not sure how to spell an employee’s name you can enter the first letter of the last name
and the system will return a list of all employees with the last name that begins with the letter you
entered.

The system will do a partial search when you enter the first initial of the last name and click

|

That logic works for the Emp ID and Department Number fields. You do not need to know the
exact ID or Department number.
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The search function will display up to 300 retrieved entries from the database in the Search
Results list. Use your browser's scroll bar to view all listings on the current page. If the list is
subdivided, click the right-pointing arrow above the [¥ grid, or press Alt (+) to view the
next set of listings.

If your search retrieves more than the maximum 300 listings, the Search Results will indicate 1-
100 of 300, as shown below. You should then attempt to narrow your search in another way, if
you are not able to retrieve the data you need on the first attempt.

e -=» - ORldamB 3 B-S5gE

S

Home = Administer Workforce = Administer Wiorkforce (GBL) > Use = Personal Data ey Window =

S Sign Out

Personal Data

Find an Existing Value

EmpliD —

MName: |

Last Name |

Department SetiDr l_g

Department: l—ﬂ

Altemate Character Name: |

Personnel Status: [Emplavee =

™ case sensitve
I~ Include History

Clear | Basic Search

Search Results
Wiew All

1-100 of 148 [B] Last

EmpliD_Empl Rcd Nbr Name Last Name Department SetiD Department Alternate Character Name Personnel Status
100002 0 100002 Employee 100002 asnon 10000 blank] Emploves
1000050 100005 Employee 100005 0go0o 10000 hlank) Emploves

NOTE: To display all the records that have been retrieved you can click the View All link.

From these search results, a single click on any column in a row retrieves the employee’s
Personal Data record with the latest information on that employee.
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Working With Pages

OVERVIEW

This section describes the various parts of Pages and how to use Pages to enter and store data.

Pages are the primary graphical interface (window) by which you view and alter data in the
PeopleSoft system. Pages are representations of rows of data in the database tables. They are
used to view, enter, and update data stored in application tables. Each page display also provides
features in the form of buttons, or links to help you navigate through the system. As you make
changes, or add to the database, you'll need to be familiar with effective-dating logic, as well as
the various page action options used with historical, current, and future data.

It will also be helpful if you familiarize yourself with the types of page elements you will encounter
on pages and how they work. There are many different types of elements to organize information
on pages that enable you to enter data, including aesthetic elements, data-entry elements, and
functional or data processing elements.

If at anytime you have a question while working on a page, press the Help button in the
navigation header. This action will open PeopleBooks that explains the particular page in
which you are currently working

OBJECTIVES

After completing this section, you will be able to:
= Use Pages to enter and store data effectively and efficiently in your PeopleSoft system.

= Understand effective dated row logic.
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When you update existing information, you do not want to lose or overwrite the data already
stored in the system. To retain history, you can add a new data row identified by the date when
the information goes into effect: an effective date. An effective date is a date listed in the column
of a table that is a key, but it is not a search key.

PeopleSoft's effective-dating logic enables you to maintain an accurate history of information in
the database. Effective dating allows you to store current data, historical data (changes in your
data over time), and future data in tables.

The PeopleSoft system categorizes effective-dated rows into the following basic types:

Future Data rows that have effective dates greater than the
system date. There can be more than one row.

Current The data row with the most recent effective date less
than or equal to the system date. Only one row is the
current row.

History Data rows that have effective dates less than the
effective date of the current data row. There can be
more than one row.

CENTURY DATES

When you enter a two-digit year in a date field, PeopleSoft sets the century to 20’ if the year
entered is less that 50. Otherwise, it sets the century to ‘19’ for years 51 or greater.

Century defaults to For dates ranging 0-50
2000
Century defaults to For dates ranging 51 +
1900

For example: 011560 in the date field would translate to January 15, 1960 — 01/15/1960. While
011549 in the date field would translate to January 15, 2049 — 01/15/2049.
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PAGE ACTION TYPES

PeopleSoft has four general options that you can use within the system when accessing
information. Based on the user and their level of security, not all of the four options may be
available.

The action you select tells the system the type of activity (action) you want to perform in the
database.

Search Buttons Action
Dialog Box Displayed
on a Page

Add a New Value B add ) Add actions add a new row of
Add a New Value information to the database
with a new high-level, primary
key.

Example found under the
Setup Menu ltem list.

Default Value /= UpdatesDisplay The default when you enter a
page is Update/Display.
Displays current and future
rows of data.

To update information, insert a
new row of data by using the
Insert Row button.

[ Include Histary Elnclude History | This action works is similar to

Update/Display, except it
includes viewing history data
row.

I Correct History [ Conest History | Correct History is the most

powerful of the action types.
When you choose this option,
you can view, change, and
insert rows of data regardless of
the effective date. You want to
be very careful with who has
this option within your company.
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NOTE: When you insert a new row into an effective-dated table, the existing information is
copied over into the new row and identified by the system date — usually today’s date. Simply
change the data and enter the date on which you want the change to go into effect.

The Update/Display, Include History and Correct History page action buttons are located in the
toolbar at the bottom right of each page on which they are applicable. You can toggle between
these buttons by clicking on the desired action button. A grayed out button indicates the page is
currently in that mode. Notice the page below is currently in Update/Display mode.

Fle Edt Wew Favortes Tools  Help

GBack - = - (Q[3] A | Qoearch Grevortes imeds 3| By S - H B

‘ Links 1

-

Homne = Administer Workforee = Administer Workforce (GBL) » Use = Personal Data

{ Name History \(AdATESS Histary " Pereahal Histan Heritionersiy

EmplID: 0000013 Emplayee

Ty ot g

*Effective 0410211984 [l

Date:
Format Using:  |U5 Q) United States

First (0 1.0t 1 [M Last
FE=
First B 1.0t 1 [ Last
=

Refresh the Name Figld

Prefis: 2

First: [eindy Middle: [

Last: [Bracy Suffis: [

Name: Brady,Cindy

Bsave] (QRetunto Search] (45 NextinList) (15 Previou

Narme History | Address History | Personal History | IdenfitDiversity

ICT ) (@ v ) (& ) (2

) (B noute vstory) [ Conotiisory)

e Wingdow

9 Sign Out
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1_4__. 5,

DATA ENTRY FIELDS

On pages, you'll see several types of data-entry fields, each designed to offer different ways to
enter and maintain information. The different kinds of data-entry fields serve a common
purpose—to provide a simple way to enter and update data in the tables. You'll type data directly
into some fields, such as edit boxes and long edit boxes. Other data-entry fields (such as radio
buttons and drop-down list boxes) present you with a list of choices. Understanding how to use
each type of data-entry element will help you use the system more efficiently.

Data-entry elements, which are always associated with specific database fields, include the
following:

Check Box Small, square box that enables or disables an option.
Typically, you select the check box by clicking within it;
this adds a check mark and the option becomes
enabled. Click it again to clear the check box and the
option is disabled.

Drop-down list box Rectangular box similar to an edit box with a prompt
button within the box. Clicking the prompt button
expands the box to display a list of valid values from
which you can select a single option.

Edit Box Rectangular box into which you enter data. The size of
the edit box—the number of characters you can enter—
is determined by the length of the database field. Edit
boxes for fields with prompt tables have a prompt
button to the right.

Grid Entry fields arranged like a spreadsheet with a
navigation bar or footer and (Add) and/or (Delete)
buttons for each row.

Long Edit Box Long rectangular box into which you enter long text
items such as comments.

Radio Button Small round button that represents one option in a
group of mutually exclusive options. Only one radio
button in a group can be selected at one time (by
clicking it).

Scroll Areas An area where entry fields are arranged in a framed
area with a navigation bar or footer. Each row of data
may contain (Add) and/or (Delete) buttons.
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To move among the data-entry fields on a page, press the Tab key or click once on the field. The
Tab key moves you one field at a time in a sequence determined in the page definition. Tabbing
will also rest on prompts to give you the option of viewing the prompt table or calendar. To open a
prompt or calendar you can press the Enter key. Or, to get to the next field press the Tab key
again. Shift+Tab moves you back, rather than forward.

REQUIRED FIELDS

In most applications, an asterisk next to a data-entry field on a page indicates it’s a required field.
Unless deferred processing has been set for this page, data must be entered in that field if you
want to continue on to the next field, or to save the page. If you save the page before enterina
data, the field will turn red and an error message dialog will display on your page. Click JI
on the error message and enter the correct data in that field. Required fields are often drop-down
lists or are accompanied by a prompt button to assist you in entering the correct data. Make use
of these prompts to help you find the correct data.

COR301 PeopleSoft Navigation Page 34 of 49
Revised: April 15, 2008



CORE Oklahoma

—— /
N 1907

Wogking With Reports

OVERVIEW

This chapter describes how to run and view reports through the process monitor and report
manager.

OBJECTIVES

After completing this section, you will be able to:

= Run Reports.
= Review Reports through the Process Monitor.

= Review Reports through the Report Manager.

COR301 PeopleSoft Navigation Page 35 of 49
Revised: April 15, 2008



CORE Oklahoma

1_4__. 5,

RUNNING STANDARD REPORTS

In your day-to-day work, you run reports much more frequently than you define reports. Reports
are generally predefined by others, such as: PeopleSoft, department managers, or the technical
department. However, they can even be designed you.

Although much of your interaction with the PeopleSoft system involves working with the online
pages of a PeopleSoft application, you'll also execute off-line, or batch, processes that run in the
background while you are still using the application or even after you've left the office.

An off-line, or batch, process is a predefined process or program that runs independent of any
end user intervention. Some typical, off-line processes are payroll, journal posting, complex
mathematical calculations, or generating reports that you share with colleagues.

You run off-line (batch) processes in the PeopleSoft system using Process Scheduler Manager.
Process Scheduler Manager allows your organization to define processes, submit requests for
processes, and set up an "agent" that scans for submitted processes and runs them.

As an end-user you'll only need to be concerned with successfully submitting process requests,
monitoring their progress, and viewing their output in Report Manager. You can safely leave
Process Definitions and configuring the Process Scheduler Server Agent for the technical staff at
your site.

In this chapter, we cover the general procedure for running the standard reports that come with
your PeopleSoft applications. If you (or someone in your organization) have added custom
reports to the system, the procedure should be similar to the one we describe.

The following sections briefly introduce you to the fundamentals of submitting, monitoring, and
viewing your reports. We cover the following topics:

= Requesting Reports in PeopleSoft Applications
= Running Reports using the Process Scheduler
= Checking the Status of a Report

= Viewing Report Results

NOTE: The procedure described in this chapter applies to most standard reports, but not all of
them. Some PeopleSoft applications include reports that you run from outside the system, using
PS/nVision or a third-party application. The documentation for your application tells you which
application to use.
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Navigation: Administer Workforce > Administer Workforce GBL >Report > Years of Service

The Report Menu List will display several delivered reports that are available through PeopleSoft.
For our example we are going to use the Employee Birthdays report.

1. Follow the navigation listed above.

When you select a report from a menu, you will be prompted for a Run Control ID. Each run
control you create receives a unique Run Control ID. You may use any value for a Run Control

ID. If there is not a predefined Run Control ID, you can create one by clicking on the Add a New
Value link.

[ -5 o d o= e ot o = 1

Home = A WWorkforce = A Waorkforce (GBLY = Renorl = Years of Service P Wi ow

Years of Service

Find an Existing Value

Run Control 10 ][
I case Sensitive
Basic Search

Add a hMew Value

2. Click on the Add a New Value link and enter a value for your Run Control ID. This value
can be used as often as you like. Select the Add button.

[«->-0dem® 3 B8

-

€ Hame

Home = AdministerWarkforce = Administer Wiorkforce (GEL) = Repart = Years of Service M Wind o

Years of Service

Find an Existing Value

Run Control 1D: [ACTIONS]

7 Caze Sensitive

Basic Search

Add a Mew Yalue

You are now ready to ‘Run’ your report through the Process Scheduler.
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RUNNING REPORTS USING THE PROCESS SCHEDULER

The following page will appear after you have added your Run Control ID.

[+ ->-0R0 3 Qa3 B-S5=E

Home = AdministerWorkforce = Administer Waorkforce (GBLY = Report = Years of Service

“ears of Service

ACTIONS

Run Control ID: Report Manager

& Home

FProcess Manitar

Blewy Wind o

Language:

As Of Date:

0a8r31/2005 G|
25

Years of Service:

B s=ve ) Return to Search

Bk rad

1. Fillin any parameters that are being requested. For example: the system is requesting a

Language. Select English.

2. Click ™|

The Process Scheduler Request page will appear:

|-+ - d/@=FB3 | B-S52E

o

Horne = Adrinister Workioree = Adrinister Workdoree (GEL) = Report = Years of Service Mew Windavy
Process Scheduler Request

User ID: HRTRAINDT Run Control ID: ACTIONS

Server Name: SN Run Date: 09101/2005

Recurrence: ~| Run Time: 41161 1PM

Time Zohe: - Resetto Current Date/Tirme |

Process List

Select Description Process Name Process Type “Type “Format

¥ ‘ears of Serice PEROOZ S0R Report Weh 2 FDF = ﬂ
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3. Enter the Server Name where your process is going to run. (PSUNX)

4. The ‘Type’ and ‘Format’ will default to the values set for the delivered report. These values
can be changed from this panel. ‘Web’ and ‘PDF’ are most commonly used.

5. Select the ‘OK’ button to continue, or the Cancel button to cancel the process.

6. The wording ‘Processing’ will appear in the top right-hand corner while processing. The word
‘Saved’ will briefly appear when done.

You are now ready to check the status of your report.
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CHECKING THE STATUS OF A REPORT

After you click on the previous page, you will return to the page listed below.

IR R EE I EE

o

Harne = Administer Workfarce = Administer Workforce (GBL) = Bepart = Years of Service Hew

£ Home 2 F

Years of Senice

Run Control ID;  ACTIONS

Language:

ReportManager  Process Montor  Run

As Of Date:

IDSISHQDDS Eil

Years of Service: IE

1. Click on the Process Monitor hyperlink. This will take you to the Process Request

page.

The Process Request page will display the Instance Seq, Process Type, Process Name, User,
Run Date/Time, Run Status and Details.

Instance Sequence

The order that your request is being processed.

Process Type

The process type that is being requested.
Examples: SQR Report, Crystal, COBOL,
Application Engine.

Process Name

The technical name for the report.

User

The User ID running the report.

Run Date/Time

The Date and Time of processed.

Run Status The status of the report: Queued, Initiated,
Processing, Posted, Success.
Details Link to view run logs and report results.
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|«-» QA AEIIBD5=5

o

Process List Y Server List

Horre = PeopleTools = Process Monitar = nguire = Process Requests T e Win o

UserlD: IHRTRAINM A process ] Last: |1_|Day5 | Refresh|

€ Home # Help

Type:
Server I 'l Process |
Hatnme: Run Status:
[ view Joh ltems

Instance Seq. Process Type Process Hame

12130 SQR Report PEROOZ

j Instance: | to |

¥ Save On Refresh
First (4 1081 (Y] Last

User Run Date/Time

Run Status  Details
HRTRAIND1 gaéiwznus TAESIPM occess Details

Various Run Status for reports are listed below:

Queued Report is waiting to start processing.
Initiated Report has begun processing.
Processing Report is processing.

Posted Report is posted in the Report Manager.
Success Report has completed successfully.

Depending on how much data you ask the system to retrieve, and depending on the system's
current processing load, your report might take only a few moments or considerably longer to run,

therefore you may not always see all of the processing stages.

Your user ID appears in the User list box. You can use the navigation arrows on the screen to
scroll through the list. Use the Server, Type, Run Status, Last, and Instance list boxes to limit

the processes that Process Monitor displays.

Click m to update this page with the latest system activity. If the Run Status
column says Initiated or Processing, the report is still running. When it says Success or Posted,

the system has finished running the report.
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From the Process Request page:

2. After you have received a run status of Success, click on the Details link and the
following page will appear:

Je-» 0 d@m@ B3| & SaE

Horme = PeopleTools = Process Monitor = Inguire = Process Requests Mevw Window

& Home

Process Detail

Instance: 12130 Type: SQR Report

Hame: PERDOZ Description: Years of Service

Run Control ID: ACTIONS L
Location: Server e
Server: PSUNK <
" pelete Request
Recurrence: ~
Request Created On:  08/31/2005 1:44:59FM COT Farameters Transfer
Run Amytime After:  02/31/2005 1:44:52PM CDT Message Log
Began Process At:  08/31/2005 1:45:05FM CDT Batch Timings
Ended Process At:  08/31/2005 1:45:23PM COT View LogTrace

From this page you can view the Parameters that you requested your process from, any message
logs and the actual report results.
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VIEWING REPORT RESULTS

1. Click on the View Log/Trace link and the Report Log Viewer page will appear.

2. Click on the PER003_12130.pdf file to view your report. To view file with the .PDF format
you must have Adobe Acrobat Reader loaded on your system.

[« » PRdoa@®3 Im- =

]
ReportiLog Viewer <
Instance: 12130 Type: SOE Report
Name: PERO03 Run Cntl ID: ACTIONS
Status: Success Submitted By: HETEATHO1
Server: PEUNX Recurrence:

Years of Service

Messaqge Log 1204 bytes | 2005-08-31 13:45:10
Trace File 158 bytes 2005-08-31 13:45:07

per003 12130.PDF 30760 bytes 2005-08-31 13:45:10

NOTE: The PER003 — is the Process Name that we requested earlier. The 12130 is the
Instance Seq. and *.PDF’ is the file format that we requested. The Message Log will display error
messages for runs that were not successful. The Trace File is used by technical staff.
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SAMPLE Report - PER003 — Years of Service

zmployes Hane

Loo014, Emplayes
LooTez, Emplayes
LO0d3 2, Enplayes
Lo00d6, Enplayses
Loooez, Emplayes
Loo3Ed, Emplayes
Loo0SE, Enplayes
LOCdET, Enplayses
L0443, Enplayss
Lo0344, Emplayes
LooE2S, Enplayes
LoO3TE, Enployss
LOOSTT, Enplayss
Lo0326, Enplayss
LODEDE, Enplayes
LoD0E3, Enplayes
LOO3ET, Enplayss
LOCdEd, Enplayes
LOD40Z, Enplayss
Loo034, Enplayes
LoDE4S, Enplayes

ssport ID:  PEROOI
reare Of Service:
ue Of Date: 08/31/2008

N - L R L R L L]

Rod# Hiras Date

a3/01/88
081881
05/15/82
a4/04/88
0g,/22 88
10/01/83
a1/04/70
a1/28/70
a5/28/70
08/17,/70
a1/08,/71
95/01,/71

0270173
02/18/73
97,/01/73
03/13/73
a8/04,/73
11/05/73
1172773

[P

"

W
BER RGN

[

racplascit
Tears of Ssrvics

-Zarviza-
¥ro

Hths Dspartment

Adminietraticn
trap & Drof Dewsl of Tsachers
Core Servicen
Administraticn
2znaral Opsraticne
Adminietraticn
Adminietraticn
Administraticn
Zsnsral Cpsraticne
Qors farvicse
opsraticne
opsrations

Motor Pool

Tore Ssrvioses
Zsnaral Opsraticne
Adminietraticn
Mussum Cpsraticns
Core Servicen
Zantral Printing
Adminietraticn
Zenaral Opsraticne

&
a
3
5
a
1
£l

Awo RO

1w & oo ma
T T A T T N R R -1

Page Ho. 1

Fun Dakte 08/31/200%

Fun Time 13 :45:0C

Job Titls

Tenporary

Tenporary

Executive Assistant te tH
Adninistrative Programs
gr adn iesk, ofc of Covar
Liquefied Petroleun Cas
Info Sys Operating Sys S
Exacutive Diractor, Boar
Business Hanager I
Adninistrative Trograns
Exacutive Seorstary
Hateriel Managenant Offi
Automotive/Engina Hachan
Oir of Cenkral Purchasin
Secretary-Treasurar, Rea
Information Eystems Hana
Temporary
Housskesping,/custodial we
offzet Preps Oparator
Eudget Amalyst (0SF)
Adninistrative Trograns
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B Save to a file

= Send report to the printer
@l Zoom In for larger view
= Zoom out for small view

| 4 4 b b Navigate through pages
EI Page actual size

Page fit in window

VIEWING PREVIOUS REPORTS

To check the status of your report, or view previously ran reports, you can navigation to two
different locations:

= PeopleTools / Process Monitor / Inquire / Process Request

= PeopleTools / Report Manager / Inquire / Report List

Report Manager is like your own personal "in box" of reports and processes that you have access
to. It provides a secured means to view report content, check the status of a job, and see content
detail messages.

Whether you are in the Process Monitor or the Report Manager your User ID will be displayed.

Depending on your security settings, you may be able to change the User ID listing. To limit the
results listed use one of the drop-down parameters and click the refresh button.
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Depending on the status of your report, you can cancel it or put it on hold. If the system is done
processing a report, you can delete its information from Process Monitor. Click Details to
display the options for canceling or holding a request.
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VIEWING AN EXISTING QUERY

Navigate: PeopleTools > Query Manager > Use > Query Manager

[+-> QR A QmIS B-5= 3

@ Home 2 Warklist ] Help

Home = PeopleTools = Query Manager = Use = Query Manager Plesw Window
Query Manager
Find an Existing Query
*Query Type:
Search by: |name x| |beginswith x| [oEDUCTION User -
Create Mew Query

Search Results

First (4 101 1 [M] Last

Frivate Delete Rename Run

DEDUCTION TBL deduction table

Click for a list of available queries if you do not know the name of the query you
are going to run. You can also narrow your search by entering the first few letters.

The query name will appear in the ‘Search Results’ as shown below:

NOTE: You can also enter the name of the Query in the search box.
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Key the partial name of the query in the empty box and click .

[« > - PR A QmII H-o5=

& Horme & YWorklist 2 Help

Horne = PeopleTools » Query Manadger = Use = Query Manager e Wind o
Key the name of
Gluery Manager the anerv here
Find an Existing Query
“Query Type:
Search by: |Name x| |beginswith =] [pEDUCTION User -
Create Mew Guery

Search Results

st (4] 10t 1 [ Last

DEDUCTION THL deduction table Frivate Delete Rename Run

Click ‘Run’ link for the query you are going to run (DEDUCTION TABLE) and a new window
will open displaying the results of the query.
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Results of the query

J¢«-» QRAQmdAI B-5= 1

DEDUCTION_TBL- deduction table

Download results in . Excel SpreadShest C5Y Text File (43 ki)

Wiew Al 1-1000f315 [ Last
[~ [Plan Tyn | Deducin it | EfDate | Descr | ShortDesc | Priorty | Tax Class |
[1 oo PREPAY 01/01/1900  |Pre-Payment Deductions PrePay Ded 9949 1
2 |00 AIDY 01/01/1901  |Blue Cross/Blue Shield Blue Cross 715 1
3 aa AlOZ 01/0141901 | Colonial Life Insurance Calaonial 725 1
4 oo Al03 001901 [American Family Life Insurance American Ti5 1
5 |00 AIDS 015011901 |American Public Life Insurance Public Lif 724 1
g |00 AIDG 01/01/1901  |Conseco Health Ins. Cormpary Conseca 715 1
7|00 AIOT 01/01/1901  |Mega Life & Health Ins. Co. Mega Life 735 1
2 oo Al0g 001901 |American Fidelity Assurance Co Fidelity 2830 1
g |00 A0 01/01/1901 | Citizen's Insurance Company Citizen's 724 1
10 |00 A4 015011901 |Aegon USA Aegon 715 1
11 |00 AIZ0 017011901 |Cceidental Life Ins. (AW LIE) Occidental 735 1
12 |00 Al22 01/01/1901 |Faramount Life Ing Paramount 725 1
13 |00 A2 01/01/1901  |Prepaid Legal Prepaid 724 1
14 |00 AIZY 01/01/1901  |Leader's Life Ing. C0O Leader's 715 1

NOTE: You may download the results of a query to an Excel Spreadsheet, if needed, by
clicking on the designated link.
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