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Personal Data Information

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

• Don’t use the BACK Button! 3



• 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.

• Various phone types available. 4



• Gender
• Marital Status (not used for tax calculations)
• Each Agency should choose a consistent method of 

designating I-9 documents
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I-9 Info ->



• Birthdates – must enter field for payroll to process

• Social Security Number – from SSN Card
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• All Qualification Reviews are available: Job 
Code, Company, Date and Review Status

• OPM will enter Job Codes – with exception of 
the following agencies: DHS, ODOT, and JD 
McCarty Center
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• How to use Inquiry to look for Social 
Security Number (National ID)
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Job Data Information
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
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• 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)

• Position Identification Number (PIN)
• 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 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

• Department Field CANNOT be all zeros or a two (2) digit department
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• The employee’s actual job; Underfill, Supervisor, 
Temporary ,Probation or Trial Period

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

• EEO information is located on the Job Code Table
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• Payroll System Defaults to “Payroll for North America”
• Pay Group MUST be selected on all records - Employee 

type ‘defaults’ from Pay Group
• Tax Location Code MUST be selected on all records
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o Salary Plan Tab

• If Unclassified, No Grade Level 

• If Classified, must have a Grade Level
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• 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
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• Worker’s Comp Code Field
• FMLA cannot be tracked at this time, however, this feature will be 

available later 
• Special Use Fields; each Agency may use these fields differently, 

however, BE CONSISTENT in the use of fields
• Cost Center fields used by Agencies that require breakdown for 

Budget, must equal total of 100%
• Remarks will be printed on the OPM-14
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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
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If Applicable 

If Applicable

When rehired



• Effective Date Field Must be completed
• Elapsed Field is ALWAYS Regular
• 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

• Task Group is ALWAYS “PSNONTASK”
• CLICK OK at the bottom of the Screen and the application 

returns you to Employment Data Page
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• Earnings Distribution Type Field MUST ALWAYS be “By 
percent”

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

• Distribution Field(s) MUST ALWAYS total 100%, whether 
one row or multiple rows
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• EBC (Employee Benefits Council) data will be loaded 
on employee records which have the Regular 
Benefits Program

• Empl Record Numbers MUST Match
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Inquiry Data Information

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

• 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



• Department Field CANNOT be all zeros or two (2) 
digits

• Location Code should be populated
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• Payroll Information includes Effective Date, 
Regular/Temporary, Full/Part Time
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• Unclassified Cite Code Field auto-populates the record of 
any employee assigned to the position

• Path: Develop Workforce > Manage > Positions > Use > 
Position Data > Job Information 24



• Drop down box on Education and Government 
Title Bar section shows whether the position 
counts, or does not count toward FTE
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• The Budget and Incumbents Tab shows the position 
incumbent, if any

26



• 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.

• 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



• 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



• 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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• 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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• Reports available from HR include: Employee 
Listing, Years of Service, Employee Birthdates 
and Employee Job Code 31



CORE HRMS Resources

CORE Website:   
http://www.ok.gov/coreoklahoma/

Terms Cross Reference
Quick Tips
Latest News
A Navigation CD Tool is available at each Group 
4B Agency – ask your Communication Liaison
OSF HelpDesk email address;  
helpdesk@osf.ok.gov or call (405) 521-2444
or Toll Free: (866) 521-2444
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Questions

Let us know how can we be helpful?
CORE Main Phone Number

405 522-1700
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