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Personal Data Information

o The following screen shots will be discussed
e Name History Tab
e Address History Tab
e Personal History Tab
e ldentity/Diversity Tab
e MDC Review Qualification Tab
e Use Inquiry for Social Security Number




What you see with View Only Security

o When in View Only, you will not be
able to use the Drop Down Menus
for tables or translate values

o You will, however, be able to scroll
through History
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= Horme
Haome = Administer Waorkforce = Administer Workforce (GHLY = Use = Personal Data
/ TMame History ' Address History ~ Personal History  ldentitgDiversity ~ MDC Review Qualifications [
EmpliD: FLURFLE11 Employee

First (] 1 o1 1 [¥] La=

‘Type of Name: |F'riman.r

Name History

‘Effective (03701 /2 oo =1=1
Drate: :

Format Using: IUSA 3| United States Eefrestitte HName BEeld I
Prefix: I "I ,
First: |Elvis Middle: o
Last: @Iev )’lx: [ =\
Name: Fresley Elvis W

(& cave) (CLRetumn to Search] (@ o ioo- 120 ) (28 Next tab ) (5 Refresh | (2] pdaie Disoiay )| [0 Include History | ([ Correct History

Mame History | Address History | Personal History | ldentiteDiversity | MDC Review Clualifications

e Nicknames can be entered in addition to name on SS card. Use the
arrows on the Name Type Title Bar to page through the various
names.

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

e Don’t use the BACK Button! 3
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Home = Administer Wworkforce = Administer Wworkforce (GHLY = Lise = Personal Data

= Horme

/ BElame History " Address History % BPersonal History v IdentibDiversity © MDGC Review Gualifications

Fresley,Elvis v EmpliD: FURFLEN

Employeaea

‘ABildress Type: IH':'mE’

Address History

‘Effective Date: |DEID1I2EI
Country: IU Al United States

1115 Haollvwood Dirive

Address 1:

|oKlahoma City

Address 2:

Address 3

Citwe:
County: I[:]l{lahl:lma I?3555
State: A oklahorma

First (4] 1.2 or = [®] Last

|~ hone Twe elephondg
[Home =~ |4D§\EDB—2233 + | =1
| main ;||4)6|:|5-2233 + | =1
S
—— ———

e Various address types are available. Use the arrows on the Address Type
Title Bar to page through the various addresses or click View All 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
View All and use the scroll bar.

e Various phone types available.



Personal Data - Microsoft Internet Explorer

Fil=  Edit View Faworites

Tools

Help

| @

Qe - O - 1] 12

D o= [ 0

Address I@ https: [ icorehrtrg. oklaosF. state. ok, usiservletsficlientservlet fhrtrgf 7 crnd=start 2

H B0 |Links >

Favorites *

add... [ organize...

@ HRMS Bug Tracker

T Links

@ MSM. com

@ PeopleSoft 8 Sign-in

4] Radio Station Guide

@ Office of Personnel Management
@ PeopleSoft & Sign-inhrit

@ Oklahoma Employees Credit U,
@ htkps--corehr, oklaosf, state ok, .,
e Behr.com Explore Color

@ Core Oklahoma - Development. ..
@ PeopleSoft YWebsite Log In Page
&] HELPDESKCRM

@ Soonersports.com - The offici,
#&] CORE Official Website <
@ MewsChannel 4 - Home - Okla...
@ Buving a House - M3M Real Es...

1-9 Info ->

-

Home = Administer Workforce = Administer Waorkforce (GHL) = Use = Personal Data

£ \Home

Mew Window

/ Marme History  Address History " Personal History Yy ldentity/Diversity . MDC Review Qualifications

DOUGLAS MICHAEL Emplovee

|03m112005 [z
IMaIe 'I

‘Effective Date:

‘Gender:

«

Alternate Employee ID:
*Highest Education

Language Code:
*Marital Status: >

[

[ Smoker

arried As of:

Full-Time Student As of:

EmpliD: FURFLE

|nam1r2005 B
|nam1rzuua [Ex]

11

First (4] 1o 1 ] Last

=1

|Motindica B

Military Status:

Date Entitled to Medicare:

— \h‘sﬂigmle to Work in U.S.
q

2:|DL

———

= P PO I WP -— A S SO =V T I |

i€l
:ﬁ'startl | @ & & | (@ Leann Morrow - Inbox - ... |[&]Personal Data - Micro... 5 18M-3270 - EXTRA! i-tre. ..

e Gender

rr

e Marital Status (nhot used for tax calculations)
e Each Agency should choose a consistent method of
designating 1-9 documents

PR TR TR =S PP |

=l

o ran e
l_l_Elc Internet
|« ¥ (@ NH 9:31 am




Home = Administer Woarkforce = Administer Workforce (GBLY = Use = Personal Data

LB O B A RS S RS 39*?3;1;;5;_ \THERIDETS %@m ew Gualifications
Main Conkent

Fresley Elyvis iy Employee Emplin: FURFLET1

/ P —
q Date of Birth: |p4n:|5r1 FERRE Birth Country: |U5A < United States
Months 11

= Home

Age: e State: I =Y
Date of Death: I @ Birth Location: |
I waive Data Protection Original Hire Date: IIIISJ'IIH iz006 | [ B
 Referral Source Wia First (4] 108 14 [ Last
+
*Effective Date: [03r6z008 [ B | B3|
Referral Source: I LInknown jv Referral Source Subcategorny: | ey,

Employee Referral ID:; I g

Specific Referral Source: I

| | Applicant is a family member
| | Previoushy Employed by Company

 Mational ID Wi & First (4] 1 a1 [®] Last

Cowmtry _;_r;:gunal ] Description Maatki 110}

jusa  &Al|PR @curiw Mumber [44B6-20-4455

e Birthdates — must enter field for payroll to process

e Social Security Number — from SSN Card
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Home = Administer Workforce = Administer Workforce (GBL) = Use = Personal Data

| Name History * Adoress History | Personal History " IoentiyDiversity  MDC Review Qualfcafions |

Presley Elis W Ermployes EmpliD; PURPLET

Review Qualifications viewal Fiet [ o1 DY Lact

'‘Company 'Date 'Review Status

Q (03162008 & |Rejected v

I¥

e All Qualification Reviews are available: Job
Code, Company, Date and Review Status

e OPM will enter Job Codes — with exception of

the following agencies: DHS, ODOT, and JD
McCarty Center
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& Home k S Sign Out
Home = AdministerWorkforceﬁerv\mrkforce (ALY = Inguire = Search by National ID e Win o oy

earch by Mational ID\
NationallD: | )
; in: o =] Search... |

Lookup by M Wiew All First [0 4or 1 [ Last
HNational ID EmpliD Hame Country National ID Type

Type in the SSN and hit
search

e How to use Inquiry to look for Social
Security Number (National ID)



Job Data Information

o The following screen shots will be discussed
Work Location Tab

Job Information Tab

Payroll Information Tab
Salary Plan Tab
Compensation Tab

MDC Job Data Tab
Employment Information
Time Reporter Data

Jobs Earnings Distribution
Benefit Program Participation




&> EAQGBIB SH-EH [ - = x|

Home = Administer Workforce = Administer Workforce (GBLY = Use = Job Data Il e Wi o

@ Home S Sign Out

].( Work Location 3 Job Infarmation v Payroll 7 Salary Plan . Cornpensation . WMDC Job Data

Garrett,Mary Employee EmpliD: 110829 EmpLE

'ork Location First (1] 1014 3 Last ,
Employee Status:  Active Date Created: 02/09/2006 EI
*Effective Date: 08092006 Bl Effective Sequence: IU_ *Job Indicator: I P"W hd
Action | Reason: Appointment Change-Same fjmg Unclassified Cert Nbr: |
Current
a7a00ys4 Temporary Position Entry Date: IDSIDQIQDDE (]

| Use Position Data | Unclassifed Citg) Code: |TDDB Q] [T Position Management Record

Region: IUSA (=Y}

*Companmys. IQ?S g| Okla Turnpike Authaority

*Business Unit: IQ?BDD (=Y Traiﬁr‘[ation Authority Department Entry Date: Iggmg;ggga ezt
7a

United States

*Department: I1 3000186 =N BErng
W Joto11z1e

Reports To:

Initials: Review Date:
OFh-14 Audit

Comments:

EmpliD:

Establishment ID: | al .
| Job Data Ermployment Data  Earnings Distribution Benefits Program Participation J

= Update."Display] =) '

e Select ‘Include History’ to see all Job Data entries, (no legacy history will be available
on the system initially, however, if new hire is currently in PeopleSoft, history will be
available to the new agency)

e Position ldentification Number (PIN)

e Location will be Warrant Sequence at Go-Live — later the location field will be used for
the mail drop

« Note the Effective Sequence number — if it is greater than O, 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

e Department Field CANNOT be all zeros or a two (2) digit department

& save Q) Return te Search | (45 Mext in List | [+S Prewious in List ) Mext tab | [ 2 Refresh |

Wark Location | Job Information | Pavroll | Salary Plan | Compensation | MDC Jdob Data

10
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Home = Administer Workforce = Administer Workforce (GHLY = Use = Job Data Pl Wi
(R o> " Tmalon e, S L O N ST,
Main Conkenk

Presley, Elvis v Ernployee Emplin: FURFLE11 Empl Rod#: 0

Current

Job Information First (4] 1o 1 [ Last
Effective D s 112006 Effecti (quence: u] Job Indicator: Frirmary Job
Actih Reason: Hire Unclassified Termporany

>
4 “Job Code: IDUQU Sl TempNary Entry Date: |U3IU“2005 El  planned Exit: I E|

o isor Level I =Y ™ End Job Automatically
upervisor Level:

‘Regular Temporany: ITEmDDI’aW "’I
Empl Class: I Unclass 'I

‘Full’Part: I Full-Time "'I
‘Officer Code: INUHE vI

‘Regular Shift: Pi, = Shift Rate: | ! |
N Standard Hours: I‘“:'-':":| FTE: 1.00

ork Period: IW L=

Comtract Number: | Contract Type:

_— ToTEmT E T U rkasT
L~

B s
'FLSA Status: I Monexempt vI
‘EEQ Class: I Mone vI

e The employee’s actual job; Underfill, Supervisor,
Temporary ,Probation or Trial Period

e FLSA Field will have to be reviewed and updated
after conversion by the agencies

e EEO information is located on the Job Code Table

11
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= Home
Homme = Administer Workforce = Administer Workforce (GBL) = Lise = Job Data
R R ORI ey o Main chtentF@'P lan_~ Compensation = MDC.Job Data
Fresley Elvis W Employee EmpliD: FPURPLETY Empl Redg: 0

First (4] 1081 [P Last

Effective Date: 03/01/2008 Effective Sequence: g Job Indicator:  Frimary Job

W Hire Uncla%sified Temporary
ot

—
~~Eayroll Systein: Fawroll for Morth Arnerica )

T Pay Grou: [5H1 Q) 477 Supple Fm Holiday Schedule:  [NONE Q| None
FICA Status: | Subject |

Current

Employee Type: IH_ ﬂ Haurly

Tax Location Code: IOK STATE Q)

GL Pay Type:
Account Code: | Q)

e Payroll System Defaults to “Payroll for North America”

e Pay Group MUST be selected on all records - Employee
type ‘defaults’ from Pay Group

e Tax Location Code MUST be selected on all records

12
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Home = Administer Workforce = Administer Workforce (GHLY = Lise = Job Dat

| WorkLocafion ~ Job Infarmation

Prasley,Elvis W

Salary Plan

Employee

& Home

jipensation ~ MDC Joh Data |

EmpliD:; FURFLET

Empl Rcd#: 0
First [ 1 ¢ 1 ] Last

03012006
Hire

Effective Date:

Action / Reason:

Effective Sequence:

]

Job Indicator:

LInclassified Temporary

Frirmary Joh

Current

Salary Administration IUNCL Q| %
Plan:

Grade:

Step:

[ aligl
Y

Grade Entry Date

Step Emtry Date

[ =
=

Rating Scale:

Review Rating:

Rating Model:

Review Date:

Matrix:

o Salary Plan Tab

If Unclassified, No Grade Level

If Classified, must have a Grade Level

13




<2} Job Data - Microsoft Internet Explorer

File Edit Wi Favorites Tools Help

Back - &Y - » = \] ] Search 3"“" Favarites < _'\v ..1_. - »
ol | - g Bl s &

Address I@ https:jicorehrtrg. oklaosf. state. ok, us/servlets/iclientservletfhrtrgf7omd=stark

% & Haorme

Home = Administer Workiorce = AdministerWorkforce (GEL) = Lse = Job Data

J \aork Location y Job Information .~ Payroll " Salary Plan " Compensation W MDC Job Data

DoeJane Employee EmpliD: PURFPLEZ Empl Rod#: ul
First (4] 1064 ] Last

Compensation

Effective Date: 03r01 2006 Effective Sequence: o Job Indicator: Frimary Job
Action / Reason: Competitive Certificate Action
Current
2.816.666667 5] *Frequency: |M QJ monthly

i W _@fhversion

tof 1 [Pl |ast

Pl e Windl orey

‘Rate Code Seq Detal Comp Rate Frequency Percent

[raartC @)fo Detalls [35,000.000000 = Jusofal [~ =1 ==

ormpensation

(

I Joh Data Employment Data Earnings Distribution Benefits Program Participation I
El save 3 Return to Search) Frewvious tab) Hext tab) 4 Refrash ) 2= 2 Include Historv) [ Correct Historv)
wyork Location | Job Information | Bayroll | Salary Plan | Compensation | MDC Jdob Data
o'/ Start J & @‘ @ J @ Mews Memo - Lotus MNotes I @ MSM.com - Microsoft Ink, .. II@ Job Data - Microsoft 1. Microsoft Waord I

=

I_ I_ I_ I_ E |' Inkernsk

[« W% NEVEL 9:15 am

Pay [Comp Rate] is entered as an Annual Amount for

Monthly Salary Employees

If an Hourly employee, will be entered as Hourly
Click the arrow by Pay Rates to see the Monthly Amount
Use the arrows on the Compensation Title Bar to page

through the Salary records

14
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Home = Administer Workforce = Administer Workforce (GHLY = Use = Job Data Pl e Wi d oo

| Wiork Location  Job Information  Payroll ~ SalaryPlan | Compensation ~ MOG Job Data

Presley,Elvis Wy Employves Emplin: FURFLE11 Empl Rcdz: a
State of Oklahoma .Job Data

First [*

A £= k=1
Effective Date: 0350120068 Effective Sequence: a - ¥ Lok
Action ! Reason: Hire classified Termporary
- syrrent

SI0N: Special Use 1: I Special Use 2: I
< Worker's Comp Code: |881 a g epecial Use 3: I Special Use Date: I @l
Cox: “anter Information e 1oi LB Last

Cost Center 1 Cost Center 2 Cost Center 3 Cost Center 4 Cost Center Percent
. | | , | | =]

/ \

Remarks: \
Temporary not to excees 9949 hours/ A|

I Jdob Data Employiment Data Earnings Distribution Benefits Frograrm Padicipation |

e Worker’s Comp Code Field

 FMLA cannot be tracked at this time, however, this feature will be
available later

e Special Use Fields; each Agency may use these fields differently,
however, BE CONSISTENT in the use of fields

e Cost Center fields used by Agencies that require breakdown for
Budget, must equal total of 100%0

e Remarks will be printed on the OPM-14

15
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Haome = Administer Workforce = aAdminister Workforce (GHLY = Lse = Job Data

J.'" Employment Informatian “'.I_

Presley Elvis v Employee EmpliD: PURFLET1 Empl Rodz: 0
*Home Host: i Titme Reporter Data

Business Title: ILEW Enfarce Marcatics Agent

.
Work Phone: | If A I l Cab l e
g —

Hire Date: 030172006 Probation Date: I AD

Termination Date: Last LS 2 I

Rehire Date: When rehired Expected Return Date: I )

Years Months Days
| 0 0

Company Seniority Date: |U3-"U'| r2o006 B

[ 15
v [ozrotizooe B (%l o » If 5A|DD|ICC|b|€
Date Last Increase: IE'3-"E"I rzooe B4
Last Verification Date: I [Ex] @ Date: [ (x|

Hire Date = State EOD

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

16



File Edit Wiy Fawori tes Tools Help | ".;'

Qo - =] [B] b e Jormes @)L o- L om - 3

Address [@] https:fcorehrirg.oklansf .state. ok, usiserviets ficientservlet fhrirgf ?emd=starte: =1 Go | Links **

DoeJane

ID: PURPLEZ EmplRcd Nbr: 0 =l

Employee

First [4] 1 o8 1 [P] Last
3, -
‘Effective Date: |U3ID1 f2006 @Jﬂ “TiINh Reporter Status: I’Q‘Ct“"E j’  Send Time to Payroll ==

Tirme Reporter Type  Time Reporting Tasfipiate Cormrmitment Accounting Flaos
. 1 T Al rRegul , I~ For Taskgroup

e Al

— =2 ar
= punch I a I~ For Departiment

- - ———
Time Boriosllis > =Y

mﬂﬂllﬂ 47 700-01 =1 Marcotics/Dangerous Drug Sontr
N *“Taskgroup: IF'SNONTASK gﬂ Mon Task Taskgroup

TCD Group: <

|
Restriction Profile 1D: | <l
Rule Element 1: [ <l
Rule Element 2: I gl
Rule Element 3: I gl
Rule Element 4: I gl
Rule Element 5: | =Y
Time Zone: F =Y Central Time

[ ok | [Cancel |
[:&] Done &) o Internct
Et;rstartl | & [ & | @) New Memo - Lotus Motes | &9 MSh.com - Micrasoft Int... |[&] Job Data - Microsoft I... B8] Document2 - Microsoft ... | « W% REE i1s aM

e Effective Date Field Must be completed

e Elapsed Field is ALWAYS Regular

e Work Group is Agency Number + 2 Zeros and “01” for Regular
Salary Employee or “02” for Temporary Employee — this Field
can be completed with Lookup

e Task Group is ALWAYS “PSNONTASK”

e CLICK OK at the bottom of the Screen and the application

returns you to Employment Data Page
17
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Home = Administer Worlkdorce = Administer Workforce (GBL)Y = Use = Job Data

= Home

J."' Job Earnings Distribution “'.I_

Fresley,Elvis Wy Employvee Emplin: FURFLE11 Empl Rod#: u}

Earnings Distribution Type First (1 101 [ Last
Effective Date: 03/01r2006 Effective Sequence: 0 Job Indicator: Frirmary Job
Action / Reason: Hire Unclassified Temparary

Current

Standard Hours: 40.00
1.733.233233F

Compensation Rate:

. aEl

arnings Distribagion Type:

work Period: Uiy e ekly
Comp Freq: fut Ml anthly
Job Earnings Distribution

FPosition Linit Department Job C Shirt ‘Earn Code

[ | 47700 2| [zozooo =i~ = INIA - IHHG Al Hr
L Pay Tvp

L& ccount Code Compensation Rate StulHrs Distrb %
| |oooot 3174 =Y | w=| {100,000

Hy Percent

e Earnings Distribution Type Field MUST ALWAYS be “By
percent”

e Account Code Number(s) Field = Funding Account where
employee is paid

e Distribution Field(s) MUST ALWAYS total 100%0, whether
one row or multiple rows

18




<3 Job Data - Microsoft Internet Explorer

File  Edit Wigw Fawvorites Tonols Help

== x|

eBack - o - |ﬂ @ g:j|‘//__:' Search *Favorites ﬁ‘}| [i_';v ..1___\,. - _J ﬁ

=

| &

Address I@ https:ffcorehrtrg.oklaosF, state .ok, us/servletsficlientserslet/hrtraj?cmd=starti

FlEYse |unks >

wane

Home = Administerworkforce = Administer Worl

& Horne

ce (GHL) = Use = Job Data

Employees EmpliD: PURPLE?( Empl Red#: 0 >

Deductions Taken: MoOverride

Ples WWind o

J( Benefit Program Farticipation \L

Doe.Jane

Benefit Record Humber: Ib
Beofit Status

Effective Date:

Deduction Subset ID:

First (4] 1011 M Last

Effective Sequence: o]

Action /! Reason: Competitive Cerificate Action

Current

‘Benefits System: [Base Benerts =l

| = uso

Benefits Employee Status:  Active

Annual Benefits Base Rate:

=m Participation

| First (4] 1ot 1 [P] Last
Currency Code [=1=1

‘Effective Date ‘Benefit Program

IDSIDUQDDE EI¥ REG ﬂ Regular Classified Emplovee LUsD
I Job Diata Employiment Diata Earnings Distribution Benefits Program Participation I
B save CLReturn to Search | [ Refresh | =] 1 Include History | |[[# Correct History |

|@ Done

S Sign Cut

’7 '7 ’7 ’7 E |° Inkternet

l’t;'startl J é @ @ J @ = Fwa: Wiew Only Draf... | @ MSM. com - Microsoft .. II@ Job Data - Microso... Documentz - MicrosoF., .. I Microsoft PowerPoint ... I | <€ gﬁ! 218 A

e EBC (Employee Benefits Council) data will be loaded

on employee records which have the Regular
Benefits Program

e Empl Record Numbers MUST Match

19



Inquiry Data Information

o The following screen shots will be discussed

Position Data Summary — General Tab
Position Data Summary - Work Location Tab
Position Data Summary — Payroll Information Tab
Unclassified Cite Code Field

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

20



™

Horme = Develop Warkforce = Manage Positions = [nguire = Position Data Summary

S Sign Out

NewWindov

]." Fosition Data Surmmary \L

Position Number: 54800012 Admin Progra

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

/ Payrall Info ™S
Status

Max Head Count
1
1

Status Date
05/0452004
0s5/0452004

Action Reason
0S§zai2004 Level Chan Approved
0111951 Approved

[ZLReturn to Search

e Click View All to see all rows of Position History or
page through the rows using the arrows on the
Title Bar

e Action Reason Codes include: Allocation, Direct
Reclassification, Position Inactivated, Level
Change, New Position, Position Creation for Payroll
Maintenance, Position Status Change, Position Data
Update, and Transfer 21



™

Home = Develop \Workforce = Manadge Positions = lnguire = Position Data Summary

J.f Paosition Data Summary ‘.I_
Paosition Number: AT700002  Secretary

F Wark Location

I e Wlin o o

Reports To

Location
477
477

Dept
Enfarcemen
Enfarcemen

1211118982
01/01M14951

i“c‘iRetum to Search

e Department Field CANNOT be all zeros or two (2)
digits
e Location Code should be populated

= Home S Sign Out

22



Home = Develop Workforce = Manage Positions = Inguire = Position Data Summary

[ Position Data Summary ,

Position Data First [ 1z ot 2 [F] Last
[ General | Work Logstio Payrall Info

£ Home S Sign Out

I ey Vi ooy

Effective Date Reg/Tenip FullPart Default Hr  Work Period Shift
120111158592 Regular T 40.00 Weekly [JA
014011851 Regular Full-Time 40.00 Weekly RIS

Z“QRetum to Search

- Payroll Information includes Effective Date,
Regular/Temporary, Full/Part Time

23




& Home k S Sign Out

view sl First [ 1061 [ Last

Effective Date: 121111892 Status: Active
Classified Indc: Unclassifd Job Family:
JoRkDde. 1631 General Counszel Manager Level: Al Cther Positions
RegTemp: Regular
FullPart Time: Full-Time
Regular Shift: Mot Applicable

Union Code:

Salary Plan: LIMCL Grade: Step:

Standard Hours: 40000  Work Period: Wi Weekly

Mon Tue Wed Thu Fri Sat Sun
2.00 a.00 2.00 2.00 a.00

SetiD: 47700 < Unclassifed Cite Code:  E044 LICENSED ATTORNEYS >

PAGE 22

e Unclassified Cite Code Field auto-populates the record of
any employee assigned to the position

e Path: Develop Workforce > Manage > Positions > Use >
Position Data = Job Information 24
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Harme = Develap Warkforce = Manade Positions = Use = Position Data e Wit

£ Home

J Description " Wiork Location . Job Infarmation " Specific Information " Budget and Incumbents |

Pasition Number: 47700007 General Counsel
Headcount Status: Filled Current Head Count: 1 out of 1
First (4] 4 o 1 [¥] Last

Effective Date: 121111892 Status: Active
Max Head Count: 1 [T update Incumbents
Mail Drop 1D: , [¥ Budgeted Position
Work Phone; [T confidential Position

’Hﬁaﬂrcel tficate: = Job Sharing Permitted

1

Signature Authority:

= | =.QReturn to Searcl';j | +E Hextin List) [#E Previous in Lisﬂ | (2 Previous tab.jl | (58 Next tabj [...J_":ﬂ /) '_E.Include History)

Description | Work Location | Job [nformation | Specific Information | Budaet and ncumbents

PAGE 23

e Drop down box on Education and Government
Title Bar section shows whether the position
counts, or does not count toward FTE

k’—} Sign Out

25



it N e N Qe N (REEsS

o

‘.( Fosition Budget Status \\_

5. Metwork Mamt Specialist
Approved Status Date: O7iZ472006 ¥ Budgeted

Position Humber: SEE00005
Position Status: Active
G500 Tourism & Recreation Dept
B21c Info Sys Metwork Mamt Spec

Department: 6701101 Diata Processing

Max Head Count:
Actual Head Count: 1 Total Budget KTE: 1.00 Total Budget Amount: 40}79_340000@
Current Budget Head Count: o Current Budgel FTE: Current Budget Amount:

Head Count YWariance: FTE Wariance: 1.00 Amount Variance: 40}19_34@

’ Current Incumhbents

) Return te Search

e The Budget and Incumbents Tab shows the
incumbent, if any

Horme = Develop Workforce = Manage Positions = lnguire = Position Budget Status e Wind o

position

26



Home = Administer Workforce = Administer Waorkforce (S3BL)Y = Inguire = Job Sumimany Pl e WWind o

< { Jab Bummary %y >
T

) - mmormaiion WiEww All First (1] 1.2 or 3 [ Last
eeeee Jok Information work Locstion | Compensstion

Employee EmpliD: 100712 Empl Rcdz: o

Sequence Action Action Reason

u] Termination Resignation
010152005 o Fay Rate Change Costof Living Increase
04s2652001 o Hire Conversion from Legacy System

(€ Return to Search ) (4= Mexctin List ) (1= Previous inList |

[&] Done 1 e intemnet
e Job Information Summary
Consists of four (4) tabs: General, Job Information, Work
Location, and Compensation Tabs. This page shows the history
of the employee in a summarized form.
e General Tab: This tab shows the effective date of each HR

action; the sequence, what kind of action was taken, and the
reason for the action.

27
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% Home S Sign Out
Home = Administer Workforce = Administer Warkforce (GHLY = Inguire = Job Sumimary e Window
{ Job Summary
Gibson,Mel Employee EmpliD: RED18 Empl Redz: 1]

.Jab Information iewall  First [ 1or1 [ Last
Jab Infarmation '} Wark Logatfan | Compensation

Eff Date 3 ode Empl Type Empl Status Full’Part Time RegTemp Standard Hours  Work Period

070172006 0 S11B Salaried Artive Full-Time Regular 40.00 Weakly

PAGE 26

Q Return to Search

e Job Information Tab: This tab shows the effective date,
sequence, the job code, the employee type, the employee
status, full-part-time, reg/temp, standard hours and work
period. 28




Sy —
.‘c 5 X

Q-© M Py - J3

S

Home = Administer Workforce = Administer Workforce (SHLY = Inguire = Job Sumimary

¢ Job Summary
Emplp: 100712 EmplRedz: 0

Py Wi o

Smith,mary C

e All First (1] 1.3 or s [®] Last

Job Information
Pay Group Frequency

DeptiD Sal Plan Grade

f I
Eff Date Sequence Pasitio Company

05022005 o Boll Weevi 039 Administra UL SH1 onthly
0170142005 o Boll Ve evi 039 Administra UrCL SH1 onthly
047262001 o Boll YWeevi 039 Administra UMCL SH1 faonthly

(L Return to Search‘:] (4= NextinList] 1= Previous in Lis‘i)

Iililili’ilc Internet

|éj Done

Work Location Tab: This tab shows the effective date, the
sequence, the position title, the company/agency, the
department ID, salary plan, grade/pay band, pay group,

and pay frequency.
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Horme = Administer Workforce = Administer Workforce (GBELY = Inguire = Job Summary [l e Wi oo
{ Job Summary
Gibson,Mel Employee EmpliD: RED13 Empl Redz: o

Job Information Wi A First (4] 1081 [ Last

j General y okinformation ) Wiork Loction " Compensation )
N - Change
Eff Date Sequence Annual Rt enthily Bt praily Bt Hrly Rate currency Percant Componems
O7/01/2006 1] $90,000.000 $7,500.000 $346.154 F43.269231 LISD 0.000 Companents
page 28
:Q"Retum to Search

Compensation Tab: This tab shows the history of compensation
for the employee. It shows the effective date; the sequence; the
annual compensation rate; monthly compensation rate; daily
rate; hourly rate, currency type; change percent; and the
components can be clicked on to see details of each action.
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& Home S Sign Qut

|+

Home = Administer Workforce = Administer Workforce (GBL) = Report

-
[a Administer Warkioree (GBL) © U358 Db patient adin gl gs
: @ Setup Personnel Actions History
& Capture Time and Labor ‘
W Process Emergency Contacts
&2 Inojuire Emplovee Horme Address Listing
[QREpDn Temporar Employees

| Passporhisa Expiration

Multiple Seniotity Components

CitiznshipfCountrytfisa Audit

Action Reasaon Tahle

Salary Grade Tahle
Salary GradefStep Table

Contract Information
Emplaves Listing

Temp Assignmtwiout End Date

Temp Assignmt due to Complete

Ermplovee Bithdays {0227 —
Employee Tutnover Analysis0218

Primary Job Audit (0210}

Etnp on Leave of Absence (0217 =l

e Reports available from HR include: Employee
Listing, Years of Service, Employee Birthdates
and Employee Job Code =



CORE HRMS Resources

o CORE Website:
http://www.ok.gov/coreoklahoma/
v Terms Cross Reference
v Quick Tips
v Latest News

v"A Navigation CD Tool is available at each Group
4B Agency — ask your Communication Liaison

v"OSF HelpDesk email address;
helpdesk@osf.ok.gov or call (405) 521-2444

or Toll Free: (866) 521-2444
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Questions

o Let us know how can we be helpful?

o CORE Main Phone Number
e 405 522-1700
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