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

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

CORE Security Form Website Link: http://www.ok.gov/OSF/CORE/Security/index.html
Check the following boxes on the OSF Form 304 to receive the correct access:

Human Resources                                Time and Labor
View Position Data                                  Time & Labor Supervisor - Field

View Employee Data

View Job Data                                        Benefits

View Setup                                             View Only Transactions

HR Report Requestor                              View Only Benefits

                                                              Additional Pay View Only

Payroll

Agency Payroll View Only                       Miscellaneous
Payroll Report Requestor                        Run Queries
General Navigation Information
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The Navigation is on the left side of the screen.

Notice the Tab links are also at the bottom of the screen.

The Update Display mode shows only the current and future records.

To view additional data click [image: image3.png]) Include History



.

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

Personal Information

Personal / Biographical Data

· Biographical Details

· Contact Information

· Regional

· MDC Review Qualifications

· Search by National ID (Social Security Number)

Biographical Details

Navigation:  Workforce Administration > Personal Information > Biographical > Modify a Person
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All previously entered names can be viewed. Each entry will have a separate effective date.  Use the arrows on the Name Title Bar to page through previous names.

Date of Birth – Required.  Used for Benefits and Payroll Processing.

Gender – Required.   Used for EEO Reporting.

National ID – Required.  Must be entered from the Social Security Card.

Contact Information Tab
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Various Address Types are available.
The As Of Date shows the effective date of each address.

Up to five (5) addresses can be viewed on the same page.  The addresses are listed by the As Of Date column.

If the employee has more than five (5) addresses, use the arrows on the Current Addresses bar to page through them or click View All link to display them all on one page.

Various Phone Types are available to record several Telephone Numbers.

Various E-Mail Addresses can be recorded.

Regional Tab 
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Ethnic Group – Used for EEO Reporting

Effective Date – Required

I-9 Completed and E-Verify Process Complete – Required per HB 1804

Each agency should choose a consistent method of designating the Employment Eligibility Proof Fields, i.e., (I-9 Documents).  For example: 1st Field always used for DL# and 2nd Field used for SS#.  Following are examples of a few other accepTable documents to use, however, this list is not the complete list:  US Passport, Certificate of US Citizenship, Certificate of Naturalization, Birth Certificates, and Military IDs.
MDC Review Qualifications Tab
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This is an Office of Personnel Management, (OPM) tab.  All Qualification Reviews are available through this tab.  The agency can review this Tab to see if promotions, or Job changes have been Accepted.

The Office of Personnel Management enters the determined Job Code for all agencies with exception of Department of Human Services, OK Department of Transportation, and JD McCarty Center.

Search by National ID

Navigation:  Workforce Administration > Personal Information > Biographical > Search by National ID
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Enter the Social Security Number in the National ID field.  You do NOT have to type in the dashes.

Click [image: image9.png]Search.
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If the employee exists in the system, their EmplID and Name will be displayed.
Job Information

Work Related Data

· Work Location Tab

· Job Information Tab

· Payroll Tab

· Salary Plan Tab

· Compensation Tab

· MDC Job Data Tab

· Employment Data Link

· Time Reporter Data Link

· Job Earnings Distribution Link

· Benefit Program Participation Link

Work Location Tab

Navigation:  Workforce Administration > Job Information > Job Data
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Select [image: image12.png]) Include History



 to see all Job transactions.  Legacy history is available on the system, however, if a new hire is currently in PeopleSoft, history will be available only to the new agency.

Location – Indicates where the employee is physically located within the agency.

Note the effective Sequence number.  If it is greater than 0, more than one row of data was entered with the same Effective Date.  Use the arrows on the Work Location bar to page through the records.

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

Empl Class – Valid values include Permanent, Probation, Trial Period or Unclassified

FLSA Status – Valid values are either Nonexempt or No FLSA

EEO Class (Equal Employment Opportunity Class) – Valid values for the State of Oklahoma are:  None = No Special Class or Exclude = Excluded from EEO Reporting

Payroll Tab
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Pay Group – Valid values include Monthly (MN1, etc.), Bi-Weekly (BE1, etc.), Military Salary (ML1, etc.), and Supplemental payrolls (SN1, etc.)

Employee Type – Valid values include Salary or Hourly

Tax Location Code – Valid value is OK STATE

Holiday Schedule – Valid values are Paid Holiday or None

FICA Status – Valid values include Subject or Exempt

Salary Tab
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If the employee is in a Classified Position, the Grade (Pay Band) is determined by the Job Code and the Grade field must be completed.

If the employee is in an Unclassified Position, the Grade Field will be empty.
Compensation Tab
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Compensation Rate is entered as an Annual rate for salary employees, or an hourly rate for hourly employee.

Click the arrow by Pay Rates to see other Pay rate which includes Daily, Weekly, Monthly and Annual.

Use the arrows on the Compensation Title Bar to page through the Salary records.

MDC Job Data Tab
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Division – Agency defined field

Worker’s Comp Code – Used for Worker’s Comp Reporting

Special Use Fields – Each Agency has a different reason for each field
Cost Center fields are used by Agencies that require breakdown for the Budget
Remarks entered in the Remarks Field, will be printed on the Office of Personnel Management OPM-14 Form.
Employment Data Link
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Terminology
· Original Start Date and First Start Date = State EOD (Entered on duty)

· Termination Date = First Day NOT Worked

· Company Seniority Date = Agency EOD

· Benefits Service Date = Leave Accrual Start Date

· Probation Date = Last Day of Probation or Trial Period

· Reinstatement Date = Reinstatement Eligibility Date

· Longevity Date = Longevity Date

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

Time and Labor Link
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View different Effective Dates using the arrows.

Workgroup consists of Agency Number plus 2 Zeros and ‘01’ for Regular Salary Employee or ‘02’ for Temporary Employee.

Taskgroup is always “PSNONTASK”.

Click [image: image20.png]


 or [image: image21.png]Cancel



 at the bottom of the screen to return to the Employment Information page.
Job Earnings Distribution Link
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Combination Code – HR Account Code which consist of Class Field, Budget Reference and Department

Distribution Percent – MUST total 100%, whether the employee has one or multiple funding rows
Benefit Program Participation Link
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Employee Benefits Council (EBC) data will be loaded on the employees’ records nightly for all employees entitled to the Regular Benefits Program.

The Employee Record Numbers MUST match the Benefit Record Numbers

NOTE: The Benefit Program Participation is Effective Dated.  Changes to the Benefit Plan will require a change in the Effective Date.  Use the arrow to scroll through all effective dated rows.

Data Inquiry

Position, Job and Budget Summary Tabs

· Position Data Summary – General Tab

· Position Data Summary – Work Location Tab

· Position Data Summary – Payroll Information Tab

· Position Info – Description Tab (Unclassified Cite Code)

· Position Info – Specific Information Tab

· Position Info – Budget and Incumbents Tab

· Workforce Job Summary – General Tab

· Workforce Job Summary – Job Information Tab

· Workforce Job Summary – Work Location Tab

· Workforce Job Summary – Salary Plan Tab

· Workforce Job Summary – Compensation Tab

· Reports
Position Summary – General Tab

Navigation: Organizational Development > Position Management > Review Position/Budget Info > Position Summary
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Action Reason Codes for the change in positions include: Allocation, Direct Reclassification, Position Inactivated, Level Change, New Position, Position Creation for Payroll Maintenance, Position Status Change, Position Data Update, and Transfer.

Position Summary – Work Location Tab
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Location – Identifies the locations a position has resided within the agency

Department – Identifies the departments in which a position has been located

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

Note that each entry is effective dated.

Position Info - Description Tab (Unclassified Cite Code)

Navigation: Organizational Development > Position Management > Maintain Position/ Budgets > Add/Update Position Info
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The Unclassified Cite Code field auto-populates the Job record of any employee assigned to an unclassifed position.
Position Info – Specific Information Tab

[image: image28.png]( Descriation  Specific nformation \(_BUGGEl and Incurbents

ISpecific information

Position Numbe 58500213
Headcount Status:  Filled Current Head Cot foutof 1
Effective Date: 070112008 Status: Active

I™ Update Incumbents.
I Include Salary Plan/Grade

Max Head Co

Mail Drop 10: r
Work Phion — ¥ Budgeted Position
Health Certificate: l—_[ I Confidential Position
Signature Authority: I~ Job Sharing Permitted

~ Education and Government
Position Pool ID: Q
“Pre-Encumbrance Indicator: [Immediate v Calc Group (Flex Service): Q

“Encumber Salary Optior

Salary Step >]  Academic Rank: Q

FIE: 1.000000 [~ Adds to FTE Actual Count





FTE – FTE, (Full Time Employee), indicates whether the position counts toward the agency’s FTE limits.
Position Info – Budget and Incumbents Tab
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The Budget and Incumbents Tab shows the current incumbent information.

The Job Data link provides additional detail.
Workforce Job Summary – General Tab
Navigation: Workforce Administration > Job Information > Review Job Information > Workforce Job Summary
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The General Tab reflects, in a one page format, the following elements of a position:  Effective Date of each HR action, Sequence, type of Action taken, and Reason.

The Job Data link provides additional detail.

Workforce Job Summary – Job Information Tab
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The Job Information Tab reflects, in a one page format, the following elements of a position:  Effective Date, Sequence, Job Code, Employee Type, Employee Status, Full or Part-Time, Regular or Temporary, Standard Hours and Work Period.
Workforce Job Summary – Work Location Tab
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The Work Location Tab reflects, in a one page format, the following: Position, Effective Date, Sequence, Position, Company, Department, Location, and Reports To columns.

Workforce Job Summary – Salary Plan Tab
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The Salary Plan Tab reflects, in a one page format, the following elements of a position:  Effective Date, Sequence, Salary Plan, Grade, Step, Pay Group and Pay Frequency.

Workforce Job Summary – Compensation Tab
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The Compensation Tab reflects, in a one page format, the following elements of a position:  Effective Date, Sequence, Annual, Monthly, Daily and Hourly Compensation Rate, Currency Type, and Change Percentage.

The Components link provides additional detail.

Run HR Reports

Step 1 – Select Report

Navigation:  OK Custom Reports/Processes > OK Reports > HR
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Thirteen (13) HR Reports are currently available including Agency Listing by Job Code, Agency Employees by Job Code, Employee by Job Code, and Unclassified Positions by Agency.

Click the Report link to run the report.
Step 2 – Select Run Control ID

The Run Control ID is a database record that provides saved values for specific Parameters.  So instead of Entering the same values each time, you can create and save a specific Run Control.  When you Run a Report using that Run Control ID the Parameters will already be filled in and only valued that need to be changed have to be Entered.  It is important to use a unique Run Control ID with letters and numbers included.
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Select a Run Control ID
Step 3 – Enter the Report Parameters

[image: image39.png]Employee By Job Code (0070)

Run Contol ;. ReFORTS Renortanaaer prosessMonor Rt

Report Parameters

*Beginning Jobcode: [E174
*Ending Jobcode: [E24A

“Beginning Company: [585 Q.
“Ending Company: [585





Enter the appropriate Parameters and click [image: image40.png]
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Step 4 – Enter the Processing Parameters
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Server Name – If the Process Type is ‘Crystal’, Select ‘PSNT’.

Format – Select ‘PDF’

Click [image: image43.png]


.
The system takes you back to the Parameters page.

Step 5 – Process Monitor
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Note that a ‘Process Instance’ has been assigned, which further identifies the Report.

Click the Process Monitor link.
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The Process Monitor shows the progress of processes and Reports.  Click [image: image46.png]Refresh



 (repeatedly) until the Run Status for your Report shows ‘Success’.
Step 6 – View Log/Trace
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When the Distribution Status shows ‘Posted’, click on the Details link.
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Click the View Log/Trace link.
Step 7 – View the Report
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Click the link with the PDF or TXT extension to open the Report.

Run Payroll Reports
Step 1 – Select Report

Navigation:  OK Custom Reports/Processes > OK Reports > Payroll
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Six (6) Payroll Reports are currently available, including Longevity Pay Eligibility, Workers Comp Reports, and Funding Distribution Report by Dates.

Click the Report link to Run the Report.

Step 2 – Select Run Control ID
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Select a Run Control ID
Step 3 – Enter the Report Parameters
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Enter the appropriate Parameters and click [image: image55.png]
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Step 4 – Enter the Processing Parameters

[image: image57.png]Process Scheduler Request
Run Control ID: REPORTS

Sorvrtiame: [P0 2 =] punoaer i 8
recmence, | =T runtme: R Resstourertoaertne |

Time Zone Q
Process List
Select Description

¥ MDC Allocations Tt Fil (0320

ProcessName  ProcessTvpe  ‘Type “Format istribution

0CP320HR PSJoh (Nons) 7] [(None) 7] Distribution




Server Name – If the Process Type is NOT ‘Crystal’, Select ‘PSUNX’.

Click [image: image58.png]



The system takes you back to the Parameters page.

Step 5 – Process Monitor

[image: image59.png]WDC Alloc Text File (0320)

Run ControlID:  REPORTS

“Company: 090 Q.
“From Date:[1010172008 )
“To Date: [1053172008. ()
Division: OPTIONAL FELD
Employee I0: OPTIONAL FELD

Renort Manager

Process Monitor

Run





Note: the Process Instance Number.  If a help desk case must be filed, the Process Instance number identifies which report to review.
Click the Process Monitor link.
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The Process Monitor shows the progress of processes and reports.  Click [image: image61.png]Refresh



 (repeatedly) until the Run Status for your process shows ‘Success’.
Step 6 – View Log/Trace
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In this example the Process Type is ‘PSJob’.  When the Distribution Status shows ‘Posted’, click the Process Name link to display all of the components of the Job.
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When you Run a ‘PSJob’ the system assigns a Process Instance to the Job and each process and/or Report within the Job.   In this example Process Instance 776310 is the Job and 776311 is the actual process.

Click the process link.
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Click the View Log/Trace link.
Step 7 – View the Report
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Click the link with the PDF or TXT extension to open the report.

Run Queries

Step 1 – List Queries

Navigation:  Reporting Tools > Query > Query Viewer
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Enter GO in the text box and click [image: image67.png]Search



.

Step 2 – Select Query
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The system will display only a certain number of queries on one page.  Click View All link to show all queries OR click [image: image69.bmp] to go to the next page(s).

Select the query you want to Run.
Step 3 – Enter Parameters and View Results

[image: image70.png]Query Viewer
Enter any informatian you have and click Search. Leave fields blank fr a st af all values.

*Search By: [QueryName =l vegnswin  [oo

Search | agvanced Search

Search Results

“Folder View: IIFolgers

Adto
Query Name Descri Owner Folder Favorites
50_PY_COMPENSATION SHiR i, Tran Pay, on call Pusic WL Excel Schedue Favare
50_PY_COMPENSATION_SETUR Comp rates by Company and Loc Publc HTML Excel Schedue Favaie
50_PY_COUNT_PAYSHEETS Couriing Payehees Pudic ML Excel Schede Favaie
0_PY_GROSS_TO_NET_W_SALARY  Gross o Netby Ageny &FIE  Publc HTML Excel Schedue Favaie
60_PY_JOB_EARNS_DIST Job Eams DistAccount Codes  Fublic =l HTML Excel Sthedule Eavotte

GO_PY_LOC_MAILDROP_MISMATCH Joh Loc notequalto MailDrop  Public HTML Excel Schedule Favorite




To Run the query directly to your screen, click HTML link.
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Enter the appropriate Parameters and click [image: image72.png]View Results.
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To view all results click the View All link or click [image: image74.bmp] to go to the next page(s).
Step 4 – Download to Excel Spreadsheet

The query results can be downloaded into an Excel Spreadsheet.  You have two (2) options:

1. Click the Excel SpreadSheet link after you have Run the query to HTML.

(If you receive an error message, use the CSV Text File link instead.  This link allows you to download files that are too large to be handled by the Excel SpreadSheet link.)
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OR

2. Run the query directly to Excel by clicking the Excel link on the Query Viewer page.
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HCM Resources

CORE Website Link:
http://www.ok.gov/OSF/CORE/HCM/index.html
CORE Website – What you will find

· Full Suite of HCM Manuals

· HCM Module News

· HCM Query Toolkit – (Provides all the Reports and Queries available including a brief description and Navigation Path)

· Training Schedule - (provided on the CORE Calendar)

CD HR Navigation Tool (upon request)

OSF Help Desk

· E-Mail: helpdesk@osf.ok.gov

· Phone Numbers: 405 521.2444 or Toll Free 866 521.2444
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