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Objectives

At the completion of this course you will be able to:

1. HR Data Load Process

· Review Error messages

2. Hire a new person of interest (employee) in PeopleSoft and enter information into the following pages:

· Personal Information, including Name, Address, and SSN

· Job Information, including position, work location, and compensation
· Benefit Program Participation

· Savings and Retirement Plans

· Tax Information

· Direct Deposit

3. Add a concurrent job to an existing employee (Multiple Job)

4. Make Changes to Personal Information
· Name Change

· Address Change

5. Viewing Employee Information

· Inquiry

· Multiple Jobs

· Search by National ID

HR Data Load Process

Load HR Data
Before data is “permanently” loaded into HR, it needs to be reviewed for accuracy.  The file should first run in Edit Mode which will perform all edits and return a report that will list any errors/inconsistencies within the load file.  Review the report and correct any errors as necessary.  The Edit can be performed as many times as needed to ensure the file is loaded completely and correct.

Navigation: OK Custom Reports/Processes > Higher Ed Processes > Higher Ed HR File Upload(0022) 
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Enter  Agency Number in the Company field.

Check [image: image2.png]


  FTP File from IBM.

Enter file name.  (Only the ’E’ number).

Or Click the [image: image3.png]ADD
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 and select the file to be uploaded.
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 .
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Edit Only?  Y for edit, N for update.
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 .  You will be taken to the ‘Process Scheduler Request’ page 
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Make sure the Server Name is set to PSUNX.

In the ‘Process List’ group:

· Check box should be checked next to Higher Ed Interface File Upld
· Type should be set to (None)
· Format should be set to (None)
Click [image: image10.png]


 .  You will be taken back to the Higher Ed HR Interface File Upload parameters page.  In the top right hand side of the page a Process Instance number will now be shown.  This process instance number is what you will use to monitor the completion of this job on the Process Monitor.

When screen goes back to the Higher Ed HR Interface File Upload parameters page, take note of the Process Instance number and click the Process Monitor link.
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When the run status column shows Success and the Distribution Status column shows Posted.  Click the OCP0022J link under Process Name.
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To view the error report, click xxxxxx – OCPY0022 link.  Click the View the Log/Trace link.
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In the ‘File List’ group box select the file with the .csv extension (ocp0022 xxxxxxx.csv).

Review the report and correct errors on the load file.

Repeat the above steps as often as necessary until all errors have been resolved.

Hiring a Person of Interest

The Hire component is used for a new person of interest; a person of interest who has never been in the PeopleSoft System for the State of Oklahoma.  To determine if a person has been hired into the Oklahoma PeopleSoft System, use the Statewide Employee View.  
If the look up indicates the person has an employment record in PeopleSoft, use the Other Payee (Concurrent Job) process on page 34 of this manual.

Overview

Essential person of interest data must be entered into the system before processing payroll.

The following is a summary of the components to be used during the hiring process.  Most required fields are preceded by an asterisk in the system and must be filled in before saving the component.

To hire a person of interest you will progress through the Biographical, Job Data, Employment Data, and Benefits Program Participation pages.  You will save your data only after you have completed all the pages.

The following tables describe the components that will be used during the hire process.

	Page Name
	Page Description

	Biographical
	

	Biographical Details
	Employee’s Primary Name, Social Security Number

	Contact Information
	Home address

	Organization Relationships
	Add Organizational Relationship

	Job Data
	

	Work Location
	HR Status, Payroll Status, Effective Date, Job Indicator, Action/Reason, Position Number, Company, Department, Location, and Establishment ID.  

	Job Information
	Job Code, Regular/Temporary, Full/Part, Employee Class, Standard Hours, Work Period,  FTE, FLSA Status, Work Day Hours, Classified Indicator, Adds to FTE

	Payroll
	Pay Group, Holiday Schedule, Employee Type, Tax Location Code, FICA Status

	Salary Plan
	Salary Administration Plan, Grade and Step

	Compensation
	Rate Code, Comp Rate, Currency and Frequency

	Employment Data
	

	Employment Information
	Organizational Instance Record, Original Start Date, Company Seniority Date, Benefits Service Date,  Reinstatement Date 

	Benefits Program Participation
	

	Benefit Program Participation
	Effective Date and Benefit Program


Step I – Navigate to the Hire Components

Navigation:  Workforce Administration > Personal Information > Add a Person

The system will display the following:
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Person ID:   Leave blank - the system automatically assigns the next available Employee ID.

Click the Add the Person link to continue.  The Biographical pages will be displayed (Biographical Details, Contact Information, Regional, and Organizational Relationships).

[image: image246.png]( Biouraphical Detals | Comtact formation \_Regional ) Organizational Relationships

Name: Ben Frankin Pers

NEW

ystomize | Find | 8

oo g B st





NOTE:  When accessed through the Hire process, this component is grouped together with the Job Data component.  However, any of these components may be accessed individually at any time.

The Biographical component is used to record and access personal information about the person.  Many components and processes elsewhere within PeopleSoft reference the data stored on the Biographical component.
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Step II – Entering Personal Information

Biographical Details Tab

[image: image13.png]Biographical Detaits
Personid:  NEW

Name o

“Effective Date: 0972472008
FormatType:  [Enolish =

Display ame: g Name
Dateormime [ 0 Yews 0 Wouths

Bith oz [USA Q. United States.

Birth Location: Walve Data Protection [~

- Uninown =
ioron P - —|
“Marital Status: [Uninown =] asor [ ®

jis—— r =
-

T~ Full-Time Student
Country  ‘National ID Type MNational ID. Primary ID
[0sA Q. [Sovia Securmyomber =] | 3

=





The Biographical Details Tab allows you to enter your new employee’s personal information.

Name
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Person ID: – This field is display only. The Person ID will appear as NEW and will become the employee identification number assigned automatically by PeopleSoft after an organizational relationships has been selected.

Effective Date: – Reflects the date the employee’s name and address becomes effective.  For the hire process, the first day the employee will be compensated is the Date of Hire.

Format Type: – Defaults to 'English'

Click the Add Name link.
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Prefix: – This field has a dropdown list.  You may choose a pre-defined prefix title - options include Miss., Mr., Mrs., Ms., or Dr. (Optional).

Enter the person’s First, Middle and Last Names in the edit boxes.  When entering Name information, DO NOT USE PUNCTUATION.  PeopleSoft requires only that a first and last name be entered.  Prefix, middle name or initial, and suffix is optional. Do not put a comma after the last name (i.e.: Smith, Jr.); the junior should be entered in the Suffix field and PeopleSoft will automatically format the name appropriately.

Suffix: – This field has a dropdown list.  You may choose a pre-defined suffix title - options include DVM, II, III, IV, Jr., Sr. (Optional).
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 populates the Display Name, Formal Name and Name fields.  Click [image: image16.png]


.
National ID
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Country – Defaults to ‘USA’

National ID Type – Defaults to 'Social Security Number'

National ID – Enter the person’s social security number.  If the system issues a message that another person has the same National ID, Critical Information STOP!  Use the Other Payee process.
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NOTE:  PeopleSoft will allow only one specific social security number per person.
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Primary ID – Defaults to check.

Contact Information Tab

The Contact Information page will contain the person’s address, phone, and email information.
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Current Addresses
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Click the Add Address Detail link.
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Click the Add Address link.
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Enter information in the following fields:

Enter the person’s street Address, City, State, and Postal information.  Do not use punctuation in abbreviations (i.e.: use St or NW instead of St. or N.W.).  Address information should be entered in mixed case, the same as Name information.

County: – Enter the numeric County ID (see Oklahoma County Number Codes table below)

	Oklahoma County Number Codes

	01  Adair

02  Alfalfa

03  Atoka

04  Beaver

05  Beckham

06  Blaine

07  Bryan

08  Caddo

09  Canadian

10  Carter

11  Cherokee

12  Choctaw

13  Cimarron
14  Cleveland

15  Coal

16  Comanche
	17  Cotton

18  Craig

19  Creek

20  Custer

21  Delaware

22  Dewey

23  Ellis

24  Garfield

25  Garvin

26  Grady
27  Grant

28  Greet

29  Harmon

30  Harper

31  Haskell

32  Hughes
	33  Jackson

34  Jefferson

35  Johnston

36  Kay

37  Kingfisher

38  Kiowa

39  Latimer
40  LeFlore

41  Lincoln

42  Logan

43  Love

44  McClain

45  McCurtain

46  McIntosh

47  Major

48  Marshall
	49  Mayes

50  Mayes

51  Muskogee

52  Noble

53  Nowata

54  Okfuskee

55  Oklahoma

56  Okmulgee

57  Osage

58  Ottawa

59  Pawnee

60  Payne

61  Pittsburg

62  Pontotoc

63  Pottawatomie

64  Pushmataha
	65  Roger Mills

66  Rogers

67  Seminole

68  Sequoyah

69  Stephens

70  Texas

71  Tillman

72  Tulsa

73  Wagoner

74  Washington

75  Washita

76  Woods

77  Woodward
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  (twice) until you are back on the Contact Information page.

Enter Phone Information and E-Mail Addresses.

Organizational Relationships Tab
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Check  [image: image21.png]I~ Person of Interest



.  Once this field is checked a drop down box will appear.  Select Other 

Payee, the Empl Rcd Nbr field is pulled in defaulting to ‘0’.
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Click [image: image23.png]Add the Relationship



 .
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NOTE:  Clicking [image: image24.png]Add the Relationship



 will assign the Person ID (see next page).

DO NOT click [image: image25.png]


 at this time.  Complete all required fields first (Job Data, and Benefits Program Participation).
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If all required information has been entered, the system will automatically take you to the Job Information pages.  But if required information is missing you may receive one or more of the following warning messages:
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NOTE:  If you receive any or all of the above warnings, click [image: image28.png]Cancel



.

Do NOT click [image: image29.png]


.  Enter the missing information and click [image: image30.png]Add the Relationship



 again.
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Congratulations – you have completed the personal information pages.  It is now time to enter the new Person of Interest’s job information.

Step III – Entering Job Data Information

The Job Data component consists of the following pages: Work Location, Job Information, Payroll, Salary Plan, and Compensation.
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Work Location Tab

Enter information in the following fields:

*Effective Date: – When an employee is hired, the effective date entered here becomes the hire date.

Sequence: – Defaults to “0”.  Use this number to track multiple transactions that occur on the same day.

*Job Indicator: – Defaults to ‘Primary Job’ and indicates whether this is the employee's primary or secondary job.
*Action: – Defaults to ‘Add Person of Interest’.  Every person will have a HIRE row.
*Reason: – Enter the appropriate value. The following reason codes are active for a Hire action:

	Action
	Reason (Transaction/Code)

	Add Person of Interest
	Higher Ed Hire

	
	Higher Ed Hire Retiree (1099)


Position Number: – Use the mouse to position the cursor in the Position Number field.  Enter the appropriate position number.  When you tab out of the Position field, the system automatically defaults related fields throughout the Job Data component pages which include the following pages:

Work Location Page

· Company

· Business Unit

· Department

· Location

· Position Entry Date

· Department Entry Date

Establishment ID (This is a required field and MUST be populated.)

Job Information Page

· Job Code

· Reg/Temp

· Full/Part Time

· Standard Hours

· FLSA

Salary Plan Page

· Salary Administration Plan

· Grade and Grade Entry Date if the position is classified

· Step and Step Entry Date if applicable

Unclassified Cite Code: – This field is required for all ‘Unclassified’ hires.  The value for this field will default from the Position Number.  This field can be overridden if needed.

*Establishment ID: – This is a required field and must be populated.
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NOTE:  When working in a new row, the Override Position Data button on the Work Location Tab will be illuminated.  Clicking on this button allows changes to the fields that defaulted from the position information.  The button is displayed only on the Work Location page, even though some of the information that may be overridden is entered on subsequent pages.

If the button is labeled Use Position Data, this indicates that the Override function has been invoked in a previous row.

The Override Position Data function remains in effect in subsequent rows until the Use Position Data function is invoked or the position number is changed.

Job Information Tab


Enter information in the following fields:

Job Code: – Defaults from the ‘Position Number’ selected earlier, make the appropriate change.

Regular/Temporary: – Defaults from the Position Number, make the appropriate change.

Full/Part: – Defaults from the Position Number.

Empl Class: – From Drop Down Menu select Unclass.

Standard Hours: – Defaults from the position number.

Work Period: – Defaults from the Position Number
FTE: – Defaults from the Position Number

Payroll Tab


*Payroll System: – Defaults to ‘Payroll for North America’.  DO NOT change this value.

Enter information in the following fields:

Pay Group: – Enter the appropriate ‘Pay Group’ for your agency. Use the Lookup (magnifying glass), if necessary, to find the available values. Ensure the Pay Group matches the type of FLSA status for the position (i.e., HMN {Monthly Non-exempt} or HME {Monthly Exempt}).

Available values are:

Bi-Weekly payrolls (COMP_FREQUENCY = ‘B’)
	Pay Group
	Description
	Type

	HBE
	HE Bi-Wk Exempt Salaried
	S

	HBN
	HE Bi-WK Non-Exempt Salaried
	S

	HB1
	He Bi-Wk Hrly w/o BB
	H

	HB2
	HE Bi-Wk Hrly w/BB
	H


Monthly payrolls (COMP_FREQUENCY = ‘M’)

	Pay Group
	Description
	Type

	HME
	HE Monthly Exempt Salaried
	S

	HMN
	HE Monthly Non-Exempt Salaried
	S

	HM1
	He Monthly Hrly w/o BB
	H

	HM2
	HE Monthly Hrly w/BB
	H


Supplemental Monthly payrolls (COMP_FREQUENCY = ‘M’)

	Pay Group
	Description
	Type

	HSE
	HE Supp Monthly Exempt Salaried
	S

	HSN
	HE Supp Monthly Non-Exempt Salaried
	S

	HS1
	He Supp Monthly Hrly w/o BB
	H

	HS2
	HE Supp Monthly Hrly w/BB
	H


Holiday Schedule: – Defaults from ‘Pay Group’.
Employee Type: – Defaults from ‘Pay Group’.
*Tipped: – Defaults to ‘Not Tipped’, change only when applicable.

Tax Location Code: – Select “OK STATE” from Lookup.

FICA Status: – Defaults to ‘Subject’, change only when applicable.

Salary Plan Tab



NOTE:  Information in the fields on this page defaults from the Job Code.


Compensation Tab


Compensation

Compensation Rate (Display only)

*Frequency – Indicates the frequency the employee will be paid.  Enter the appropriate value:

· M – Employees paid Monthly

· B – Employees paid Bi-weekly

Pay Components

*Rate Code – Select the appropriate value from the Lookup and tab out:

· NAANNL – Salaried Employees (paid either Monthly or Bi-weekly)

· NAHRLY – Hourly employees

Comp Rate – Enter the appropriate dollar value, either the Annual Salary or Hourly Rate.

Currency – ‘USD’ (US Dollar) auto-populates when the Rate Code is selected from the Lookup.

Frequency – Indicates the frequency of the salary.  The Frequency defaults from the Rate Code selected (NAANNL = A; NAHRLY = H).

Changes Tab - This tab will show you the amount in dollars how much the salary changed on the last salary adjustment action and it will show you the percentage of change.  If you want to change the salary by a percentage or amount you can put it on the change tab and calculate compensation.

Conversion Tab - This tab will show you the annual or hourly amount as a monthly or bi-weekly salary, and will split compensation amounts if more than one Rate Code is entered (e.g., NAANNL and a Training Pay or Shift Pay).

For All Employees:

Click [image: image31.png]Calculate Compensation



 .  The system will automatically calculate the Daily, Weekly, Monthly, and Annual Pay Rates.

Click the Pay Rates dropdown arrow to view the calculations.
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NOTE:  You can click [image: image33.png]Calculate Compensation



 to have the system recalculate the employee’s compensation without executing any rate code defaults or replacing any default value.  However, you cannot modify the employee’s pay components without recalculating the compensation.


Step IV – Entering Other Job Data

Employment Information

The Employment Information page is open to agency users and DOES NOT require a Help Desk case to change or correct.
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Select the Employment Data link.
Company Seniority Date:  The date of hire for the employee’s first time in PeopleSoft. This date is used as the date the employee joined your agency.

Benefits Service Date:  Enter the date of hire. This field is Required by the State of Oklahoma.


NOTE:  The system will automatically set the Company Seniority Date and the Service Date to the effective date that was entered on the ‘Work Location’ page on a new hire.  If the employee has had prior service, click the Override checkboxes to change the dates.


Benefits Program Participation

Click the Benefits Program Participation link at the bottom of the page.
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Enter information in the following fields:

Benefit Record Number: – Critical Message: The value in this field MUST ALWAYS MATCH the ‘Empl Rcd#’.  ALWAYS VERIFY THAT THEY MATCH BEFORE CONTINUING WITH DATA ENTRY.

*Benefit System – Defaults to ‘Base Benefits’

*Effective Date – Enter the date benefits will become effective - Defaults to HIRE effective date from Work Location page.  Benefits include leave and in the Hire process the Effective Date will be the Hire date.

*Benefit Program – Defaults from the Pay Group.  If an employee is not eligible for Benefits of any kind, the default will be ‘NBP’ for No Benefit Program.  The NBP Program still includes RET for retirement in the Deduction Subset.

Congratulations – you are now ready to SAVE your new employee information.
Click [image: image37.png]


 at the bottom of the page.  This will save the record.
After you have SAVED you will notice the following:

While the system is saving your information the word PROCESSING will appear in the upper right-hand corner of the page.

· After the system has completed saving all your information the word SAVED will briefly appear in upper right-hand corner of the page.

· The system will take you back to the Organizational Relationships page.  Note that the Person of Interest box is checked and grayed out making the assigned Person ID permanent.
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Step V – Crosswalk Table

Once the Job Data component is successfully saved, the person must be added to the Crosswalk Table.

Navigation:  OK Custom Reports/Processes > Higher Ed Processes > Higher Ed Update Crosswalk(0524)

The system will display the following:
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Click the Add a New Value link to continue.
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EmplID: – Enter the empl id of the record to which you will be adding to the Crosswalk.

Empl Rcd Nbr: – Defaults to 0, ensure correct and change if necessary.

Company: – Enter the company or select the Lookup [image: image41.png]


 to search for the company.

National ID: - Enter the Social Security number

Effective Date:  - Defaults to current date, ensure correct and change if necessary.

Click [image: image42.png]


 to continue.
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Higher Ed Employee ID: – Enter the Higher Ed empl id of the record to which you will be adding to the Crosswalk.

Higher Ed Employee Rcd Nbr: – Defaults to 0, ensure correct and change if necessary.

Click  [image: image44.png]



Other Payee (Concurrent Job)

Employees will sometimes be employed at two Higher Ed or State agencies at once.  In this case, the second agency will need to ‘add an Other Payee’.   Some agencies routinely assign one employee to more than one Job Code.  These agencies will also use the Other Payee to manage those multiple assignments.

Step I – Navigate to the Other Payee Component

Navigation:  Workforce Administration > Job Information > Other Payee

The system will display the following:
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EmplID: – Enter the empl id of the record to which you will be adding a multiple jobs to.  If you do not know the employee number, select the Lookup [image: image46.png]


 to search on the employee’s name.

Empl Rcd Nbr: – DO NOT ENTER A NUMBER.  The system uses employment record numbers to track data separately for each concurrent job.  Each job must have a unique employment record number.  The default number is the highest existing employment record number for that employee, plus 1.  For example, if the employee's highest existing employment record number is ‘0’, the system assigns ‘1’ as the new job employment record.  Follow the chart below for further clarification:

	Job
	Empl Rcd Nbr

	1
	‘0’

	2
	‘1’

	3
	‘2’


[image: image47.png](AddOther Payee |
&

Search for Watching Persons

J— [958 Q. senrankin
Empl Red Nbr 1

Person of Interest Type | Other Payee <!
Add the Relationship





Click [image: image48.png]Add the Relationship



 to continue.

Step II – Entering Job Data Information

The system will display the Job Data component pages.  Notice that these pages are the same pages that you used during the hire process.

*Effective Date: – Defaults to the current date.  Enter the actual Date of Hire for the additional job.

*Job Indicator: – Defaults to ‘Secondary Job’.  This employee already has a Primary Job with an Empl Rcd# of ‘0’.  If the additional ‘Other Payee’ (Empl Rcd# 1) is now the ‘Primary Job’, then change the Job Indicator for this job to ‘Primary Job’ and update the Job Indicator for Empl Rcd#  0 to ‘Secondary Job’.

*Action – Defaults to ‘Add Person of Interest’.  This is the only option.

*Reason – Select the ‘Higher Ed Hire’.

For the remainder of the Work Location page, the Job Information, Payroll, Salary Plan, and Compensation Tabs and the Employment Data, and Benefit Program Participation links, follow the instructions given in the ‘Hire’ process.

Step III – Employment Dates

The Company Seniority Date and the Benefits Service Date will be automatically populated with the hire date of the secondary job when the record is saved.  No action is necessary.
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Step IV – Enter Benefits Data Information

In addition to an employment record number, each additional job will be assigned a benefit record number that tracks the employee's participation in benefit programs.  Jobs that share the same benefit record number also share the same benefit programs.

See screen shot below to review an example of a mismatched record between Empl Record and Benefit Record.

Refer to the table below to assign benefit record numbers.  The table below shows an example of an employee who has three concurrent jobs. THE EMPLOYEE RECORD AND BENEFIT RECORD MUST MATCH IN ORDER FOR PAYROLL TO RUN CORRECTLY.

	Description
	EmplID
	Job
	Empl Rcd #
	Benefits Record Number

	Job One
	000001002
	1
	0
	0

	Job Two
	
	2
	1
	1

	Job Three
	
	3
	2
	2



NOTE:  For employees with more than one job, the primary job will have the Benefit Program “REG”.


Congratulations – you are now ready to SAVE your information.

Click [image: image50.png]


  at the bottom of the page.

After you have SAVED you will notice the following:

While the system is saving your information the word PROCESSING will appear in the upper right-hand corner of the page.

· After the system has completed saving all your information the word SAVED will briefly appear in upper right-hand corner of the page.

· The system will take you back to the Add Other Payee page.  

If the primary and the secondary job are with the same agency, you will now have two employee records to choose from when you access the employee’s Job Information.
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Step V – Crosswalk Table

Once the Job Data component is successfully saved, the person must be added to the Crosswalk Table.

Navigation:  OK Custom Reports/Processes > Higher Ed Processes > Higher Ed Update Crosswalk(0524)

The system will display the following:
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Click the Add a New Value link to continue.
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EmplID: – Enter the empl id of the record to which you will be adding to the Crosswalk.

Empl Rcd Nbr: – Defaults to 0, ensure correct and change if necessary.

Personal Information Changes

Step I – Navigate to the Personal Information Component
Name Change

Navigation:  Workforce Administration > Personal Information > Modify a Person

The system will display the following:
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Search for the person of interest record by the EmplID, Last Name, etc.  Enter the parameters and click [image: image55.png]Search



 .  The person of interest’s Personal Information pages will be displayed.

Biographical Details Tab
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NOTE:  The person of interest’s most current row of information will be displayed.


Step II – Insert a New Row

Click [image: image57.png]


 to the right of the Effective Date.
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The system will make a copy of the existing record with the current date and allow changes to be entered.
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The menu bar will indicate there are now two (2) records (1 of 2).  Changes will be entered in the current record (1).  The historical record (2) is the original record.

Step III – Enter New Information

Name
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*Effective Date – Enter the date when your new information becomes effective in the system.  This should be the beginning of the current payroll period.   In this example September 1, 2008 will be entered.

Click the Edit Name link.  Enter the new Name.
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Click [image: image62.png]Refresh Name



 and the Display Name, Formal Name and Name fields will change to ‘Hazard’.
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 to return the Biographical Details page.

Address Change

Navigation:  Workforce Administration > Personal Information > Modify a Person

The system will display the following:
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Search for the person of interest record by the EmplID, Last Name, etc.  Enter the parameters and click [image: image66.png]Search



 The Person of interest’s Personal Information pages will be displayed.
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Click the Contact Information Tab.

Contact Information

Current Addresses
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Click the View Address Detail link.
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 to insert a row.
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*Effective Date - Defaults to the current date.  Enter the date the new address becomes effective.

*Country – Enter USA or search for correct country code.

Click Add Address link.
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Enter the address.
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 to return to Address History.  Click [image: image74.png]


 again to return to the Contact Information page.
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Click [image: image76.png]


 at the bottom of the page to save the new information.  
Once the information has been saved, the system will only display the most current address.  To view all addresses, click the ‘Include History’ checkbox when you enter the selection criteria to pull up the employee’s information.
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When the employee’s Personal Information pages come up, click Contact Information Tab.
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Click View Address Detail link and the employee’s address history will be displayed.
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Job Data – Rehire Person of Interest


Personal Information

Navigation:  Workforce Administration > Personal Information > Modify a Person

A rehired employee’s personal data may, or may not, have changed since they last worked for the State of Oklahoma.  Verify that the employee’s previous personal data is still valid.  Refer to the Personal Information Changes section of this manual.

Job Information

Navigation:  Workforce Administration > Job Information > Job Data

The search window will be displayed.
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Search for the person of interest’s record by EmplID, Last Name, etc.  Enter the parameters and click [image: image81.png]Search



 (only if rehiring to the same agency).

Be certain to select the correct Job Record, such as ‘0’ for primary job, ‘1’ for secondary job, also known as concurrent job.
Step I – Insert a New Row
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Click [image: image83.png]


 to the right of the Effective Date.  The system will make a copy of the existing record with the current date and allow changes to be entered into the new effective dated row.

Step II – Entering Rehire Information

Work Location Tab
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Enter information in the following fields:

*Effective Date: – Defaults to current date.  Enter the first day the employee will return to work.

Sequence: – If the employee is being rehired at his previous Agency, leave this number as is.

*Job Indicator: – Verify the correct value defaulted.

*Action: – Add a Person of Interest.

*Reason: – Select Higher Ed ReHire.

Job Information Tab
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Enter information in the following fields:

Job Code: – Must be reviewed and updated if necessary.

Regular/Temporary: – Must be reviewed and updated if necessary.

Empl Class: – Select ‘Unclassified’

Payroll Tab
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*Payroll System: – Defaults to ‘Payroll for North America’.  Do NOT change this value.

Enter information in the following fields:

Pay Group: – Enter the appropriate ‘Pay Group’ for your agency. Use the Lookup (magnifying glass), if necessary, to find the available values. Ensure the Pay Group matches the type of FLSA status for the position (i.e., HMN {Monthly Non-exempt} or HME {Monthly Exempt}).

Available values are:

Bi-Weekly Payrolls (COMP_FREQUENCY = ‘B’)
	Pay Group
	Description
	Type

	HBE
	HE Bi-Wk Exempt Salaried
	S

	HBN
	HE Bi-Wk Non-Exempt Salaried
	S

	HB1
	HE Bi-Wk Hrly w/o BB
	H

	HB2
	HE Bi-Wk Hrly w/ BB
	H


Monthly Payrolls (COMP_FREQUENCY = ‘M’)

	Pay Group
	Description
	Type

	HME
	HE Monthly Exempt Salaried
	S

	HMN
	HE Monthly Non-Exempt Salaried
	S

	HM1
	HE Monthly Hrly w/o BB
	H

	HM2
	HE Monthly Hrly w/ BB
	H


Supplemental Monthly Payrolls (COMP_FREQUENCY = ‘M’)

	Pay Group
	Description
	Type

	HSE
	HE Monthly Exempt Salaried
	S

	HSN
	HE Monthly Non-Exempt Salaried
	S

	HS1
	HE Monthly Hrly w/o BB
	H

	HS2
	HE Monthly Hrly w/ BB
	H


Holiday Schedule: – Defaults from ‘Pay Group’. 

Employee Type: – Defaults from ‘Pay Group’.   

*Tipped: – Defaults to ‘Not Tipped’, change only when applicable.

Tax Location Code: – Select “OK STATE” from Lookup.

FICA Status: – Defaults to ‘Subject’, change only when applicable.

Salary Plan Tab
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NOTE:  Information in the fields on this page defaults from the Job Code.


Compensation Tab
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Compensation

Compensation Rate (Display only)

*Frequency – Indicates the frequency the employee will be paid.  Enter the appropriate value:

· M – Employees paid Monthly

· B – Employees paid Bi-weekly

Pay Components

*Rate Code – Select the appropriate value from the Lookup and tab out:

· NAANNL – Salaried Employees (paid either Monthly or Bi-weekly)

· NAHRLY – Hourly employees

Comp Rate – Enter the appropriate dollar value, either the Annual Salary or Hourly Rate.

Currency – ‘USD’ (US Dollar) auto-populates when the Rate Code is selected from the Lookup.

Frequency – Indicates the frequency of the salary.  The Frequency defaults from the Rate Code selected (NAANNL = A; NAHRLY = H).

Changes Tab - This tab will show you the amount in dollars how much the salary changed on the last salary adjustment action and it will show you the percentage of change.  If you want to change the salary by a percentage or amount you can put it on the change tab and calculate compensation.

Conversion Tab - This tab will show you the annual or hourly amount as a monthly or bi-weekly salary, and will split compensation amounts if more than one Rate Code is entered (e.g., NAANNL and a Training Pay or Shift Pay).

For All Employees:

Click [image: image89.png]Calculate Compensation



 The system will automatically calculate the Daily, Weekly, Monthly, and Annual Pay Rates.

Click the Pay Rates dropdown arrow to view the calculations.
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NOTE:  You can click [image: image91.png]Calculate Compensation



 to have the system recalculate the employee’s compensation without executing any rate code defaults or replacing any default values.  However, you cannot modify the employee’s pay components without recalculating the compensation.


Benefits Program Participation Tab
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Select the Benefits Program Participation link.

Benefit Record Number: – The value in this field MUST ALWAYS MATCH the ‘Empl Rcd#’.  
ALWAYS VERIFY THAT THEY MATCH BEFORE CONTINUING WITH DATA ENTRY.

*Benefit System – Defaults to ‘Base Benefits’.  Do NOT change this value.


NOTE:  Verify that the Benefit Program displayed is correct, if the Benefit Program is correct, DO NOT insert a row; otherwise you can add a row to change the program.
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 at the bottom of the page to save the information.


NOTE:  Refer to the Payroll and Benefits section of this manual for additional updates that may be required for rehiring an employee.


Job Data – Job Change 

Scenario:  Employee has employment with another agency and you need to change the primary job indicator to secondary.

Step I - Navigate to the Job Data Component

Navigation:  Workforce Administration > Job Information > Job Data or Current Job

The system will display the following search window:
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Search for the employee’s job record by the EmplID, Last Name, etc.  Enter the parameters for the search and click  [image: image95.png]Search



  The employee’s Job Data pages will be displayed.

Step II – Insert a New Row
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 in the upper right hand corner of the page.  The system will make a copy of the existing job record and allow changes to be entered into the new effective-dated record.

Step III – Enter New Values in the Job Data Pages

Work Location Tab
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*Effective Date: – Watch the effective date because it defaults to the current date.  Change the date to when the new action becomes effective.

*Action: – Select the appropriate value from the dropdown list.

*Reason: – Select the appropriate value from the dropdown list.

	                       WITHOUT POSITION NUMBER CHANGE

	Action
	Reason (Transaction/Code)

	Data Change - Higher Ed
	Data Change

	
	HED Job Indicator Change

	Termination – Higher Ed
	Higher Ed Death

	
	Higher Ed Termination
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 at the bottom of the page to save your changes.

Job Data – Same Date Transactions with Effective Sequence

If more than one transaction is effective on the same day, the ‘Effective Sequence’ number allows them to be entered separately and distinctly.

Scenario:  Employee was hired on January 6, 2013 with the wrong pay group.  Update pay group the same date of hire.
Step I - Navigate to the Job Data Component

Navigation:  Workforce Administration > Job Information > Job Data or Current Job

The system will display the following search window:
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Search for the employee’s job record by the EmplID, Last Name, etc.  Enter the parameters for the search and click  [image: image101.png]Search



  The employee’s Job Data pages will be displayed.

Step II – Insert a New Row
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 in the upper right hand corner of the page.  The system will make a copy of the existing job record and allow changes to be entered into the new effective-dated record.

Step III – Enter the Transaction (Effective Sequence 1)

Work Location Tab
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*Effective Date: – Watch the effective date it defaults to the current date.  

Sequence: – Increase the number by one.  The default for the first transaction is always ‘0’ (on any day). The second transaction for that same day would be ‘1’; the third would be ‘2’, etc.

*Action: – Select the appropriate value from the dropdown menu.

*Reason: – Select the appropriate value from the dropdown menu.

Make additional changes, as required, on the remaining Job Data pages.

Click [image: image105.png]


 at the bottom of the page to save your changes.

Search by National ID (SSN)

Navigation:  Workforce Administration > Personal Information > Biographical > Search by National ID

Step I – Enter Search Criteria
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National ID: – Enter the Social Security Number

*Search in: – Defaults to ‘Employees / Contingents / POI.  You can also search under Dependents and Beneficiaries.

Click [image: image107.png]Search



 to retrieve the information.

Step II – View Results
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NOTE:  EmplID is the fastest method to access Personal Information, Job Information, or Payroll pages.  This method will only show employees that you have security to view, generally within your agency.


Using Statewide Employee View

This functionality can be used to find any person in PeopleSoft HCM. In addition to the Emplid and Name, the search results will display a row for each unique Company, Position, and Effective Date combination in the employee’s Job record and will not be restricted to the user’s security access.

Navigation:  Home > Workforce Administration > Personal Information > Statewide Employee View (0491)
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Enter the Employee ID, Name (or partial name), or Social Security Number.

Select [image: image110.png]Search



 to open the Results page.

Search Results
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The search results page will return all records that meet your criteria with a separate row for each unique Position, Department ID, or Effective Date that is part of the employee’s Job data history.  This allows you to see the Agencies an employee has worked at, the dates they were employed and whether they are currently active with an agency.

Additional Information

6. Even though an employee is included in your search results, you may not have security access to view the employee on any other pages or queries in PeopleSoft. The Search Match functionality does not override the security in other areas of the PeopleSoft application.

7. You should try to keep your Search Results as small as possible by entering as much information as you can in the Search Criteria page. If no results are returned, you can conduct another search with a little bit broader criteria.

8. Click the column heading in the Search Results to sort by that field. For example, if you click the Company field heading the records with 548 will display before 580.

9. This feature will be useful if you want to see that an employee once worked in your agency, but has moved to another agency.
Benefit Enrollment

Overview

SoonerSave Plans, OPERS and OLERS will be managed at the Higher Education level using PeopleSoft.  SoonerSave, OPERS and OLERS enrollments must be made in PeopleSoft so the correct payroll deductions can be taken.  Enrollment, changes and termination of these plans will be administered in the Base Benefits module of the PeopleSoft HRMS application.

Terminology

You will encounter some new terms as you work with PeopleSoft Base Benefits and the PeopleSoft system.  Below are the terms and their definitions:

Benefit Program – The Benefit Program contains all the benefit plans that an employee may be eligible to participate in.  All full-time employees and regular part-time employees with benefits will be associated with the Regular Program (REG).  A retired employee returning to the state as a temporary employee and employees not eligible for benefits will have the No Benefits Program (NBP).  The returning retired employees will also be required to pay retirement which is part of this NBP program.

Plan Type – The different categories of benefit plans.  Each category of benefits has a unique plan type.  The plan type is a two digit character field but is commonly displayed as a number.  For example, plan type 49 is the SoonerSave annuity and 4Z is the SoonerSave administrative fee.

Benefit Plan – The code used to identify each benefit plan within a given plan type.

Objective

The Base Benefits business processes to enroll participants consist of two parts. The first part is assigning an employee to the correct Benefit Program by using the Benefits Program Participation component during the hire process.

The second part is the enrollment into one or many benefit plans for SoonerSave and retirement benefits.

10. Enroll a participant in a benefit program
The employee must be enrolled in the correct benefit program, because you can only enroll participants in specific benefit plans that are associated with their assigned benefit program.

11. Use individual benefit pages to enroll the participant in the appropriate annuity and retirement plans.

Benefits Program Participation

You can use this component to enroll an employee in a Benefit Program.  Once the employee is enrolled, they will be eligible for the benefit plans that are defined for the specified program only.  The Benefit Program will be assigned at the time the employee is hired into the database.  The following navigation would be used to make changes to the existing benefit program.

Navigation:  Benefits > Enroll in Benefits > Assign to Benefit Program
Benefit Program Page
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Effective Date - Specify the date the employee was originally enrolled in this Benefit Program.  This effective date would be the same date the employee was hired or the effective date of a job change.  For example, if an employee moved from a temporary position to a full-time position on August 4, 2008 then the effective date of the REG Benefit Program would be 08/04/2008.

Benefit Program - Select a Benefit Program from the list or type in the code.  All employees eligible for benefits will be enrolled in the REG program.

Employees that don’t qualify for benefits (temporary employees, hourly employees) will be enrolled in the NBP (No Benefits Program) program.  NBP also includes the retirement benefits for retirees that have returned to work as temporary employees.

For employees with more than one job, the primary job will have the benefit program as REG.  

Savings Plan Benefits

The State of Oklahoma offers employees the SoonerSave savings plans to aid in the employee’s long-term investment goals.  There are two plans, one each for Monthly and Biweekly employees.  The Savings Plan data may need to be manually setup, (enroll, update and terminate) within PeopleSoft.  This section will cover the Savings Plan Elections functionality.

Navigation:  Benefits > Enroll in Benefits > Savings Plans

Savings Plan Elections Tab
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	Plan Type
	Indicates the benefit plan type.  The State of Oklahoma uses Plan Type 49 (section 457) and 4Z Administrative Fee for the SoonerSave Annuity plan.



	Coverage Begin Date
	Change to the date the coverage for the savings plan should be effective.

	Deduction Begin Date
Participation Election

Refresh Icon 
[image: image114]
Election Date

Benefit Program

Benefit Plan

Option Code

Before Tax Investment

Flat Amount

Percent of Earnings

Annual Excess Credit

After Tax Investment
Flat Amount

Percent of Earnings

 SHAPE  \* MERGEFORMAT 


button
	This will default to the Coverage Begin Date.

Use to define whether the employee is electing, waiving, or terminating participation.  Select from the following valid values:

Elect:         If the employee is electing coverage.

Terminate:  If the employee is terminating coverage.

NOTE:  The Waive election is not used by the State of Oklahoma and should never be selected.
Indicates this field operated in deferred mode.  Deferred mode means the system does not automatically validate the field.  You can validate the field by clicking the 
[image: image116] icon or when you click  SHAPE  \* MERGEFORMAT 



Allow the system to default this field to the current date.  Please do not change election date; it assists with trouble shooting in the event of an issue.

This is a display only description of the employee’s Benefit Program at the time of the Deduction Begin Date.

Select the appropriate benefit plan – either SAST1 (Monthly) or SAST2 (Biweekly).  Only the benefit plans that are associated with the employee’s chosen Benefit Program as of the Deduction Begin Date appear in the selection list.

This field will remain blank.

Enter the amount the employee has chosen to invest on a pay period basis.  This must be done on the Before Tax Investment side (left side of the page).

The State is not using this field for SoonerSave.

The State is not using this field.

The State will not be using the fields in this group box.

The State will not be using the fields in this group box.

Click  SHAPE  \* MERGEFORMAT 


 to save the information to the database.





NOTE:  Add the Administration Fee.

The Savings Plan Administrative Fee must also be established.  The Plan Type is 4Z.  The election is made the same way as the SoonerSave Plan Type 49 elections.  However no amounts need to be entered.  The admin fee will be correctly processed through Payroll if the election is made here.
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To add the Administrative Fee, add a row at the Plan Type level.  Click [image: image120.png]


 at the blue Plan Type bar.

	Plan Type
	Indicates the benefit plan type.  The State of Oklahoma uses Plan Type 4Z for the SoonerSave Annuity administrative fee.

	Coverage Begin Date
	This will be the same date the SoonerSave election begins.

	Deduction Begin Date
	This will default to the Coverage Begin Date.

	Participation Election
	Select Elect to start the Administrative Fee deductions.

	Refresh Icon 
[image: image121]
	Indicates this field operates in deferred mode.  Deferred mode means the system does not automatically validate the field.  You can validate the field by clicking 
[image: image122]icon or when you click  SHAPE  \* MERGEFORMAT 




	Election Date
	Allow the system to default this field to the current date.  Please do not change this date; it assists with trouble shooting in the event of an issue.

	Benefit Plan
	Select the appropriate benefit plan – either SAST1 (Monthly) or SAST2 (Biweekly). 

	 SHAPE  \* MERGEFORMAT 



	Click  SHAPE  \* MERGEFORMAT 


to save the information to the database.


Processing Terminations

To terminate a benefit plan insert a new row by clicking the b
[image: image126]elow the blue Coverage bar.  Enter the Coverage Begin Date as the first of the next pay period following the termination date and change the Participation Election to Terminate.  Click SHAPE  \* MERGEFORMAT 


.  This should be done after all payrolls for the employee have been completed.

NOTE:  Anytime the SoonerSave election is ended, both the Plan Type 49 and 4Z rows must be terminated.

OPERS Retirement Benefits

To take advantage of the PeopleSoft functionality built into the Savings Plan application, the OPERS retirement benefit is managed through the Savings Plan area.  The other retirement plans are covered in the next section.

Navigation:  Benefits > Enroll in Benefits > Savings Plans

Savings Plan Elections Tab (Used for OPERS Administration)
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	Plan Type
	Indicates the benefit plan type.  The State of Oklahoma uses Plan Type 4Y for OPERS retirement benefits.  If data for SoonerSave already exists you will need to add a row click [image: image129.png]


 button below the blue Plan Type bar to add another Plan Type row.

	Coverage Begin Date
	Change to the date the coverage for the OPERS plan should be effective.

	Deduction Begin Date
	This will default to the Coverage Begin Date.

	Participation Election
	Use to define whether the employee is electing, waiving, or terminating participation. Select from the following valid values:  Elect: If the employee is electing coverage.  Terminate: If the employee is terminating coverage.


NOTE:  The Waive election is not used by the State of Oklahoma and should never be selected.

	Refresh Icon 
[image: image130]
	Indicates this field operates in deferred mode.  Deferred mode means the system does not automatically validate the field.  You can validate the field by clicking the 
[image: image131]icon or when you click .
[image: image132]

	Election Date
	Allow the system to default this field to the current date.

	Benefit Program
	This is a display only description of the employee’s Benefit Program at the time of the Deduction Begin Date.

	Benefit Plan
	Select the SROP benefit plan.  Only the benefit plans that are associated with the employee’s chosen Benefit Program as of the Deduction Begin Date appear in the selection list.

	Option Code
	This field will remain blank.


Before Tax Investment

	Flat Amount
	This field will remain blank.

	Percent of Earnings
	The system will default in 3.5%.

	Annual Excess Credit
	The State is not using this field.


After Tax Investment

	Flat Amount
	The State will NOT be using the fields in this group box.

	Percent of Earnings
	The State will NOT be using the fields in this group box.

	Earnings Status
	Displays the employee’s effective status as of the coverage begin date.

	
[image: image133]
	Use [image: image134.png]


to save the information to the database.

	Processing Terminations
	If the employee is transferring to a state agency, do not terminate OPERS election.

To terminate a benefit plan, insert a new row by clicking the 
[image: image135]  below the blue Coverage bar.  Enter the Coverage Begin Date as the first day of the next pay period following the termination date and change the Participation Election to Terminate.  Click 
[image: image136].  This should not be done until all payrolls are completed for the employee


NOTE:  The OPERS Step Up plan is administered in the Retirement Plan component (next section).

Retirement Benefits

Retirement plans may need to be manually setup, (enroll, update and terminate) within PeopleSoft.  This section will cover the Retirement Plan Elections functionality.

To enroll an employee in a retirement plan, use the following navigation:

Navigation:  Benefits > Enroll in Benefits > Retirement Plans

Retirement Plan Tab
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	Plan Type
	Indicates the Retirement benefit plan type of 70 (PERS).

	Deduction Begin Date
	Change to the date the coverage for the retirement plan should be effective. The system verifies that the Benefit Program is in effect as of the Deduction Begin Date.  If the following error is encountered, the Deduction Begin Date needs to be changed or the Hire Date for the employee needs to be corrected.
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	Participation Election
	Use to define whether the employee is electing, waiving, or terminating participation.  Select from the following valid values:

Elect: If the employee is electing coverage.

Terminate: If the employee is terminating coverage.

NOTE:  The Waive election is not used by the State of Oklahoma and should never be selected.

	
[image: image139]
	Indicates this field operates in deferred mode.  Deferred mode means the system does not automatically validate the field.  You can validate the field by clicking 
[image: image140] icon or when you click .
[image: image141]

	Election date
	This date defaults to the current date, leave as current date.

	Benefit Program
	This is a display only description of the employee’s Benefit Program.

	Benefit Plan
	Select the benefit plan. Only the benefit plans that you've associated with the employee's chosen Benefit Program as of the Deduction Begin Date appear in the selection list.

Valid benefit plans for the 70 PERS Plan include:

SROL1 – OLERS

SROL2 – OLERS

SROPW – 2.5% Step Up

	Option Code
	This field should remain blank.

	Employee Status
	Displays the employee’s effective status as of the coverage begin date. 

	
[image: image142]
	Use 
[image: image143] to save your information to the database.

	Processing Terminations
	To terminate a benefit plan, insert a new row, click  
[image: image144]below the blue Coverage bar.  Enter the Coverage Begin Date as the first day of the next pay period following the termination date and change the Participation Election to Terminate.  Click 
[image: image145].  This should not be done until all payrolls are completed for the employee.


Maintaining Payroll Data Overview

This section will cover establishing and maintaining Payroll Data for PeopleSoft Release 9.0.  The Employee Pay Data USA menu contains the pages that you will use to maintain employee payroll-specific data, such as, direct deposit and tax information.

The following pages work in conjunction with the information entered on the employees’ Job and Base Benefit pages.

Direct Deposit Processing

Overview

Direct deposit information for the State of Oklahoma will be entered at the Agency level for the primary job only. The State will give each employee the option of one direct deposit account.  When an employee submits paperwork for direct deposit and the data is entered into the system, the next pay cycle that is processed for the employee, his/her net pay will be electronically transferred to the employees account. The State of Oklahoma will no longer process prenotes with the banks.

Establishing Employee Direct Deposit

Use this page to enter the information to enable the direct deposit of employee pay to checking and/or savings bank accounts

Navigation:   Payroll for North America > Employee Pay Data USA > Request Direct Deposit > Direct Deposit
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Direct Deposit Page
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To select an employee, enter the EmplID in the search criteria field and click [image: image148.png]Search



 .  If you don’t know the EmplID you enter the Last Name in the appropriate search field.
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Once you receive direct deposit paperwork from an employee, begin defining the direct deposit details.  The employee should have included a cancelled check with the routing/transit and account numbers along the bottom.  You will need to enter the correct digits for the Bank ID (bank routing number) and the Account (Bank Account Number) into the Direct Deposit page. Numbers are usually listed across the bottom of the check, as described below.

Routing Number      Check Number      Account Number (Note: order may vary according to banks).

     (Bank ID)

Example:   999999999      5646     123456789

Enter the Effective Date and set the Status to “Active”.

Enter the Bank ID and Account#.

Click [image: image150.png]


 and select the Account Type (as specified on Direct Deposit form) from the drop down list.

Click [image: image151.png]


 and select the Deposit Type from the drop down list, this will always be Percent.

Enter “100%” in the % Net Pay field.

Set the Priority to “1”

Information in the Data last updated fields is entered by the application.  It displays information about the user and last time the data was updated.

Click [image: image152.png]& save)



 .

To Change or Update

If you need to change/update a direct deposit you will need to add a new row, enter new effective date and enter the new information.
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Click [image: image154.png]& save)



 .

Error Messages

If an Account Type of Savings or Checking is selected, PeopleSoft runs a validation to ensure that the Bank ID and Account Number fields are filled in.  The system issues the following error message if either of these fields is blank:

NOTE:  This is an error message and not a warning.  The data must be entered to save this page.

Other fields on this page that the State of Oklahoma currently doesn’t use are:

	Add New Bank
	Do Not Use You will get an error message – You are not authorized to access this component.

	International ACH Bank
	If checked, you will receive error message when you save. At this time, the International Direct Deposit is not available.

	Amount
	Oklahoma does not use this field

	Suppress DDP Advice Print
	Do Not check this box

· The State has not yet implemented the self-service portion of PeopleSoft that would allow this functionality.  

	Priority
	The State of Oklahoma only allows an employee one direct deposit definition.  There will always be a 1 in this field.

	Prenotification Status and Prenote Date
	The State of Oklahoma no longer prenotes.  The defaulted in data is ignored.

	Prenotification Reqd)
	The State of Oklahoma no longer prenotes.  This box is grayed out not allowing access to the check box.


Employee Tax Distribution

Navigation:  Payroll for North America > Employee Pay Data USA > Tax Information > Update Tax Distribution
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Select an employee, enter the criteria, click [image: image156.png]Search



 .
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Maintaining Employee Tax Data

Overview

The Employee Tax Data pages must be completed to identify the type of State and Federal Tax information that needs to be maintained, along with the exemptions, additional withholding amounts, etc.

When a new employee is hired in PeopleSoft, the employee’s tax records should be updated to reflect their correct W-4 information.

NOTE:  The information on this page defaults in a Single with one (1) exemption.

Federal Tax Data

The Federal Tax Data page is used to enter and maintain the federal tax information that the system uses to calculate federal taxes for employees.

Navigation: Payroll for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data > Federal Tax Data
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Select an employee, enter the criteria, click [image: image159.png]Search



 .
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Enter the Effective Date of the employee’s hire and choose the correct Tax Marital Status.

NOTE:  If adding tax data information for the first time on an employee the Effective Date should always be the same as the Hire Date on his/her Job Data record.  The Federal, State, and Local Tax Data pages are a set of “chained” pages.  The effective date field is only enterable on the Federal Tax page and is display only on the State and Local pages.

CRITICAL CAUTION:  The Special Tax Withholding Status ”Do Not Maintain Taxable Gross and Do Not Withhold Tax” should NEVER be selected and is grayed out for that reason.

Enter the number of allowances in the Withholding Allowances field.

For an employee who elects to have additional withholdings deducted, you will use the FWT Additional Amount group box.  You can specify both an amount and/or a percentage in this group box.

Other fields on the Federal Tax Data page where data is defaulted in, and/or could be used, are as follows:

	Federal Tax data last updated by
	This field displays the last entity to update the record, along with the date of the update.

	Exempt from FUT
	Depending on the Agency (Company), the system has been configured to default employee to FUT and SUT exempt or eligible.  This default controls the values in these checkboxes, and is grayed out at the employee level for the State of Oklahoma.  

	Use Total Wages for Multi-State Employee
	PeopleSoft will include wages from multiple states to calculate state tax if this box is checked.

	Special Tax Withholding Status


	None - This tax status indicates that the system should refer to the delivered Federal tax table in its calculation of the employee’s taxes. 

Maintain Gross - This option overrides the normal tax calculation.

If you do not indicate any amount or percentage in the Additional Withholding Amount or Percentage fields, the system will maintain a gross earnings balance but will not withhold any FWT.  You can fill in an amount or percentage in the Additional Withholding Amount or Percentage fields and the system will withhold only what you specify.   

Do Not Maintain Taxable Gross and Do Not Withhold Tax – This option should NEVER be selected.
It will result in FWT not being withheld from the employee's pay and no Federal Taxable gross balance being maintained.

	W-4 Processing Status
	PeopleSoft offers functionality that can alert you to employees who have claimed tax-exempt status on their W-4.

None - If the employee has no special exempt status.

Notification Sent - If you have notified the employee to submit a new Form W-4

New W-4 Received - If the employee has submitted a new W-4 indicating tax-exempt status

	Tax Marital Status
	Use these fields to reflect the employee’s marital status for federal withholding taxes, as indicated on the submitted form W-4.

	Withholding Allowances
	Enter the number of allowances that the employee claims for federal withholding tax purposes. This number should match the number on the employee's W-4 form.

	Letter Received
	Use this checkbox to indicate that the IRS has sent the State a letter mandating that an employee’s withholding allowances cannot exceed a limit.  

	Limit on Allowances
	If the above is true, you will enter the maximum number of allowances possible. 


State Tax Data

This page is used to enter and maintain state tax information that the system uses to calculate state taxes for employees

Click the State Tax Data Tab.

[image: image161.png][(EedaI TaiDaa  Siote Tox Data

Hame: Ben Franklin

999999

Company: 760 University of OKlahoma
Effective Date

Effective Date:  08/25/1985

“states 0K QL =
7 Resident ¥ Ut yurisdiction
I Non Residency Statement iled 7 ExemptFrom SUT *SDI Status: [Nt gpicabie
Special Tax Status
@ hone

© Do Not Maintain Taxable Gross and Do Not Withhold Tax
€ Maintain Taxable Gross; SWT zero unless specified in ‘Additional Withholding’ below
€ Non-Resident Alien; Fed Rules.

N - E

vitnnotding Alowances: | 1

Additional Percentage:

Additional Amount:
—
—

Additional Alloviances:

PR Retirement Plan [~

I Letter Received





NOTE:  The State only taxes and collects Unemployment Insurance (UI) for the state of Oklahoma even if the employee resides in another state.

Select the State ‘OK’ using the [image: image162.png]


 lookup button.  Click the Resident checkbox to indicate that Oklahoma is the employee’s state of residence.  Click [image: image163.png]


 to save these pages.

Other fields that can be filled in are as follows:

	UI Jurisdiction
	Select the UI Jurisdiction check box if the state selected in the State field is the state of jurisdiction for unemployment insurance tax.  This field will always be selected for Oklahoma.  

	Special Tax Status
	Select None to indicate that no special tax status exists for the employee The system will calculate state withholding tax based on the employee's gross, marital status, and withholding allowances.

	Maintain Gross Taxable
	Select this option to override the normal tax calculation.  If you do not use the amount or percentage fields in the Additional Amount Adjustment group box, no State withholding will be calculated for the employee.  If you do use the amount or percentage fields, the system will withhold either the flat amount or a percentage of the taxable wages. 

	Do Not Maintain Taxable Gross and Do Not Withhold Tax
	Selecting this option will indicate that state withholding taxes should NOT be withheld from the employee's pay and that not balances for taxable gross will be maintained.

	Non-Resident Alien
	The State will use this check box to calculate state taxes using the same treaty rule as used for federal tax calculations.  Please see 1042 processing for details, beginning on page 14.

	SWT Marital/Tax Status

(State Withholding Tax Marital/

 Tax Status)
	Select the appropriate marital/tax status for state withholding taxes, as indicated on the employee’s W-4.

	Withholding Allowances
	Enter the number of allowances that the employee claimed for state withholding on the W-4 form. 

	Additional Amount


	If the employee elects to have additional withholding deducted, you will use these fields to indicate that additional taxes are to be taken. You can specify both an amount and a percentage.

	SDI Status
	The default should be correct, It reflects the value of the SDI Deduction on the State Tax Table and is derived from the Employee's SDI Status entered on his or her Company Table.


Local Tax Data (Not Used by the State)

The State of Oklahoma does not collect Local Taxes.  This page is not available.

Non-Resident Alien Tax Processing

Employee Tax Data – 1042-S

The State of Oklahoma must indicate that the employee is eligible for 1042-S tax processing on the Federal tax data page.  To claim benefits of a treaty, an employee must have a visa and be a resident of one of the treaty countries. An employee can claim benefits for only one treaty at any particular time. Employees who want to claim benefits under a tax treaty must submit a written statement to their employer, along with applicable forms.

Indicate that the employee is a non-resident Alien in the Special Tax Withholding group box on the Federal tax data page. The information in this group box assigns the employee to a tax treaty table and enables the eligible employee to be subject to a reduced tax treaty rate.

Employee Federal Tax Data Page

Navigation: Payroll for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data
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To select an employee, enter the criteria and click [image: image165.png]Search



 .
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In the Special Tax Withholding Status group box select the radio button next to Non-Resident Alien; Tax Treaty/NR Data.  This will instruct the system to tax the employee as a Non-Resident Alien.  When this option is selected provide the appropriate taxation information for the Non-Resident Alien on the Tax Treaty NR Data group box.

In the Tax Treaty/NR Data group box enter the Date of Entry and select the Country using the [image: image167.png]


 lookup button.  Enter the Treaty ID of TIAS and the system will default the Expiration Date.  Then select Yes for Form 8233 Recd and the effective date and expiration date of the 8233 Form.

Further explanation of the fields on this page follows:

	Country
	Select a country from the delivered list, or select one of the generic or State entries that are prefixed with $ that you may have established on the Tax Treaty NR Alien Table. 

	Treaty Exp Date

(Treaty Expiration Date)
	The treaty expiration date defaults in. The system calculates the date based on the Date of Entry and rules established on the Tax Treaty/NR Data Table.

	Form 8233 Recd?
	Form 8223 is required for all income codes except 15 (scholarships and fellowships).  Select Yes or No from the drop down list, and enter the appropriate date in the 8233 In Effect Date field.

	Form W8-BEN Recd?
	Form W8-BEN, formerly Form 1001, is required for scholarship and fellowship income. (The W-8 is a certification of Foreign status).  Select Yes or No from the drop down list, and enter the appropriate date in the W8-BEN In Effect Date field.  

	Form W9 Recd?
	If applicable to the employee, select Yes or No from the drop down list, and enter the appropriate date in the W9 In Effect Date field. Form W9 was formerly known as Form 1078.  (The IRS prefers the W-8 form, but the W-9 is the State’s way to certify and identify a taxpayer’s identification number (TIN)).

	Taxpayer ID Number
	Enter the taxpayer ID number (TIN) of the employee. If you enter a value here, the system uses this value instead of the SSN when producing the 1042 forms/magnetic media.


PeopleSoft populates the Allowable Earnings Codes group box with information entered on the Treaty/NR Alien Table page according to the Country and Treaty ID you specify.

	Max Earnings Eligible Per Year 


	This is the earnings cap that applies to each earnings type per the tax treaties for nonresident aliens.

	Tax Rate (after form)
	For nonresident aliens, whose forms (8223 or W8-BEN) have been completed and are in effect, this is the tax rate that is applied to their income until the income exceeds the maximum earnings specified.

	Tax Rate (before form)
	For nonresident aliens this is the tax rate that is applied to the employee's income if their forms (8223 or W8-BEN) have not been completed.


Edits and Warnings

The system will check to see if the Country you specify is the same as that on the employee’s Personal Information data.  If not, it will issue the following warning:


The system also runs a validation to ensure that the employee that are eligible for 1042 tax processing have a Visa on record.


NOTE:  Ignore these warnings.

The system will re-set the treaty date (even if you had not yet entered a date in that field).  The date will reflect the value on the Treaty table for the country specified.  This is a message only and does not indicate any problem or error.
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Inquiring on Employee 1042 Balances

Once you have confirmed payroll(s) for employees with 1042 tax statuses, review the Taxable Gross and Tax Balances.  PeopleSoft provides inquiry pages for viewing 1042 tax balances.

Navigation: Payroll for North America > Periodic Payroll Events USA > Balance Reviews > 1042 Taxes
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To select an employee, enter the criteria and click [image: image170.png]Search



 .
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The Tax Balances scroll area displays the employee’s balances by Company, Balance ID and balance year.

The Tax Balances Information scroll area displays the specific tax treaty entity and details about how the tax was calculated.  Organized by Quarter, balance period and treaty, it also displays the Year, Quarter, and Month-to-date totals for the tax and taxable gross.

Click the YTD 1042 Adjustment Tab to see any 1042 tax balance adjustments that have been made for the employee.
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Payroll Options Pages

Overview

PeopleSoft delivers two pages that allow you to update or manipulate optional payroll data such as check address, Paycheck location, and Check name.  The settings will be defaulted for all State employees and can be changed for exceptions only.

Navigation:  Payroll for North America > Employee Pay Data USA > Update Payroll Options
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To select an employee, enter your criteria and click [image: image174.png]Search



 .

Payroll Options 1
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The State of Oklahoma only allows the use of the radio button next to Company Distribution.  The Postal Service radio button is NOT an option for the State of Oklahoma at this time.

	Home Address
	This radio button indicates that the system should use the employee’s Home address from Personal data.  The home address data will display automatically when this button is selected.  Check to make sure it is correct.

	Mailing Address
	This radio button indicates that the system should use the employee’s Mailing address from Personal data.  Make sure there is a mailing address for the system to use if you choose this radio button. (Note:  Only Home Address is being converted into Personal Data.)The mailing address data will display automatically when this button is selected.

	Check Address
	This radio button indicates that the system should use the employee’s Check address from Personal data.  The check address data will display automatically when this button is selected. (Note:  This data is NOT being converted in).

	Update 

Check Address
	If none of the above options are sufficient, you can actually change the Check address right on this page and the system will cross update the same address in the employee’s Personal data record.  When you click this link, the address fields change to allow data entry.  The system will show “Current and Future Addresses” as shown below.  Use the effective date carefully, as it will be saved to the Personal data.


To update the address, click Update Check Address link.
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Enter the Effective Date and Country.  Once the country has been selected, click Edit Address link.
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Fill in the address change and click [image: image178.png]


 .

Payroll Options 2
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NOTE:  The Primary Pay Group displayed on this page should always match the Pay Group of the primary job on Job Data.  If they do not match, they should be brought in sync.  However, do NOT change the Primary Pay Group if paysheets have already been created. (Payroll Upload Process)

Payroll Options 2 includes location details that control the paycheck distribution process depending on the configuration of the Paycheck sequencing configurations on the paygroup table.  Three (3) things must be true for the location Options to function.  On the employee’s Paygroup:

· ‘Paycheck Sequence’ is set to ’Company Distribution Order’ on the Check Distribution page.  This is true for all State pay groups.

· ‘Paycheck Location Option’ is set to ‘Select on Payroll Data Panel’ on the Check Distribution page.  This is not true for any State Paygroups.  The State has chosen ‘Home Department Location’ on each pay group. 

· Location is entered as a Check Print Sequence on the Check Sequencing page.  This is true for all State pay groups.

NOTE:  The resulting effect will be that the paycheck will always be sorted to go to the employee’s Home Department Location, regardless of the choice made on this page.

The information has to be manually entered so that checks and advices sort properly based on your agency’s needs.

Deductions Taken

	Deduction 
	This will be the State’s configuration for this field.  It tells the system to process the standard general deductions for this employee as set up on the Deduction Table. 

	Subset
	This option would tell the system take only those general deductions included in the Deduction Subset you specify in the Deduction Subset ID field to the right.

	No Override
	This will preclude any deduction overrides from taking effect.

	None
	Select this option if no general deductions should be taken out of the paycheck.


Payroll Data Inquiry Pages

Overview

PeopleSoft provides inquiry pages that are designed to organize and communicate employee payroll data details while avoiding the need for excessive report printing.  Use these pages to effectively verify calculation results.

Navigation: Payroll for North America > Payroll Processing USA > Produce Payroll > Review Paycheck
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Enter your selection criteria and click [image: image181.png]Search



 .

· To see all warrants/advices for a specific employee, enter EmplID.

· To see all warrants/advices for a specific payroll, enter the Pay Period End Date.

Paycheck Earnings
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Use this page to review the detail of how an employee was paid.  This page can be viewed immediately after running the first calculation, assuming there were no errors generated during the process.  If you are trying to access the Paycheck Inquiry page and the system tells you there are no matching entries found, go back and verify your search criteria.  If you are still unable to see data, there has probably been a change to the employee’s payline data since the calculation was run.  PeopleSoft will not display an employee’s paycheck if the data is not consistent with that on the payline pages.  This indicates a need to recalculate the payroll to capture the manual changes performed for the employee.

The top portion of the paycheck inquiry page displays the paycheck status in the section labeled Paycheck Information.
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	Calculated
	The data has been calculated only.  No balances have been updated and there will be no paycheck number displaying.

	Confirmed
	The data represents what was finally paid to the employee.  Balances will reflect this information and the check or advice number will display.

	Reversed
	The Check was reversed.

	Reversing check
	Reversal in process

	Adjusted
	The data reflects an adjusted paycheck has been done for the employee.  The original check was reversed automatically.


The Other Earnings Details 2 group box indicates if the earnings were added to gross, would show a change in tax method that was used during calculation processes and if a Rate Code was used to bring in the earnings.
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If you click 
 , you can view all the information (Other Earnings Details 1 data and Other Earnings Details 2 data) on one line.

Paycheck Taxes
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The Paycheck Taxes pages display all data pertaining to employee’s calculated payroll tax data.  Tax Details 1 Tab displays tax types, tax classes, taxable gross and calculated tax amounts.  On the Taxes scroll bar, use the [image: image187.png]


 button to move through the rows of tax data or click View All to see all the tax rows on the page.
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The Tax Details 2 Tab displays the ‘No Limit Gross’ amounts, AP Status, and any amounts pertaining to taxes not taken.
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Tax Tips Tab will display tip information pertaining to tax calculations.  If you click 
 , you can view all the tax data on one line.

1042 Tax Data

The 1042 Tax Data group box can be found at the bottom of the Paycheck Taxes page, shown below:
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If the employee has 1042 earnings paid this period, you would view the associated taxes here.

Paycheck Deductions
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The Paycheck Deduction pages display information pertaining to each deduction calculated for the employee.  The Deduction Details 1 Tab in the deductions group box displays deduction code, deduction description, deduction class, calculated deduction amount, and calculated base.
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Deduction Details 2 Tab in the deductions group box displays deduction code, benefit plan, benefit record, plan type, any deduction amounts not taken and the reason for deductions not being taken.
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Deduction Details 3 Tab in the deduction group box re-displays the deduction code along with any payback and/or refund amounts along with the AP status.  If you click 
 , you can view all the deduction detail data on one line.

Net Pay Distribution
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The Net Pay Distribution group box displays the Check/Advice Number, Account Type, Bank ID, Account Number and Amount deposited only after confirmation has run successfully.  This information is based on Direct Deposit setup.

Paycheck Summary

Use this page to view paycheck summary information.  The [image: image197.png]


 button will allow you to expand and minimize the areas to view earnings, deductions and/or tax information.

Navigation: Payroll for North America > Payroll Processing USA > Produce Payroll > Review Paycheck Summary

To view paycheck summary data, enter your criteria and click [image: image198.png]Search



 .
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Paycheck Summary Tab
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This page displays the basic information pertaining to the check data that you selected.

Earnings
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Deductions

[image: image202.png]Description Class.
'HE Education Cafe - Pre Tax Before-Tax 123859
HE Dependent Care Before-Tax 62500
HE Employes Share Retirement  Before-Tax 78533

Calculated Base.




Taxes
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Employee Payroll Balances

PeopleSoft maintains accumulating balances (calendar Year and Fiscal Year) for each employee and payroll element; check year-to-date, earnings, taxes, deductions, etc., as shown below.

Check Year-To-Date Balances

Navigation: Payroll for North America > Periodic Payroll Events USA > Balance Reviews > Check Year-to-Date
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To view an employee’s check year-to-date balances, enter your criteria and click [image: image205.png]Search



 .
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The system stores payroll year-to-date balances displaying gross earnings, YTD total taxes, YTD total deductions and YTD net pay.  Use the Check Balances group box [image: image207.png]


 button to move through balances by Quarter, and Period (month).  To change to Fiscal Year and/or prior Calendar/Fiscal years, use the Period Information group box [image: image208.png]


 button.  To view any adjustments made during the period click the Check Balance Adjustments Tab.
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This page will show all information pertaining to adjustments made throughout Calendar/Fiscal year being displayed.

Earnings Balances

Navigation: Payroll for North America > Periodic Payroll Events USA > Balance Reviews > Earnings
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To view an employee’s earnings balance, enter your criteria and click [image: image211.png]Search



 .
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Use the [image: image213.png]


 button on the Earnings Balances group box to move through balances by Quarter, Period (month) and earnings type.  To change Calendar/Fiscal Years, use the [image: image214.png]


 button on the Period Information group box.  The page will display the hours and gross totals for the Year, Quarter, and Month to date for each earnings type.

To view any adjustments made during the period click the Earnings Balance Adjustments Tab.
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This page will show all information pertaining to adjustments made to specific earnings types throughout Calendar/Fiscal year being displayed.

Deduction Balances

Navigation: Payroll for North America > Periodic Payroll Events USA > Balance Reviews > Deductions
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To view deduction balances, enter your criteria and click [image: image217.png]Search



 .
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The Deduction Balance page organizes data by Calendar/Fiscal year and then by the quarter, period and deduction detail.  Use the [image: image219.png]


 button in the Deduction Balance group box to view the deductions.  Use the [image: image220.png]


 button in the Period Information group box to view current Fiscal Year totals and/or prior Calendar/Fiscal periods.

To view any adjustments made during the period click the Deduction Balance Adjustments Tab.
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Tax Balances

Navigation: Payroll for North America > Periodic Payroll Events USA > Balance Reviews > Taxes
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To view an employee’s tax balances, enter your criteria and click [image: image223.png]Search



 .
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The Tax Balance page organizes data by Calendar/Fiscal year and then by the quarter, period and tax detail.  Use the [image: image225.png]


 button in the Tax Balance group box to view the taxes.  Use the [image: image226.png]


 button in the Company Information group box to view current Fiscal Year totals and/or prior Calendar/Fiscal periods.

This page displays, by tax class, taxes paid, calculated taxable gross, calculated no limit gross and tips earnings for year-to-date (YTD), quarter-to-date (QTD) and month-to-date (MTD) totals.

The Tax Balance Class indicates whether the tax was employee or employer paid.

NOTE:  EE designates Employee paid and ER designates Employer paid taxes.

To view any adjustments made during the period click the Tax Balance Adjustments Tab.

1042 Taxes

Navigation: Payroll for North America > Periodic Payroll Events USA > Balance Reviews > 1042 Taxes
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To view an employee’s 1042 tax balances, enter your criteria and click [image: image228.png]Search



 .

The 1042 Tax Balance page organizes data by Calendar/Fiscal year and then by the quarter, period and tax detail.  Use the [image: image229.png]


 button in the Tax Balances Information group box to view the taxes.  Use the [image: image230.png]


 button in the Tax Balances group box to view current Fiscal Year totals and/or prior Calendar/Fiscal periods.
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Along with the tax balances this page also displays additional information relating to the tax treaty, etc., used during the calculation of the tax.

Click the 1042 Tax Balance Adjustments Tab to view any adjustments made during the period(s).
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Special Accumulator Balances Page

Navigation: Payroll for North America > Periodic Payroll Events USA > Balance Reviews > Special Accumulators
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To select an employee, enter your criteria and click [image: image234.png]Search



 .

The Special Accumulator Balances page lets you see the hours and earnings that have added to a specific accumulator over time.  The Company, Balance ID, and Balance Year organize the page.  Employee Record Number will pertain to employees with multiple jobs.

Use the Company Information group box scroll area to move through time and the Special Accumulator Balances scroll area to move through the various special accumulators for the given Balance Year.  The [image: image235.png]


 button will move you to the next row.

Special Accumulators are PeopleSoft holding fields used in calculations that allow the State to total sub-sets of earnings or deductions for use in other calculations.  These balances can used by various retirement processes to know when to move from one percentage to another – as in Teacher’s Retirement when the State has met its max and employee is to start paying.

Review/Update Year End Data

Use this page to view employee’s summarized W-2 information.  This information will not display until the State completes year-end processing and issues W-2 forms from PeopleSoft.

Navigation: Payroll for North America > U.S. Annual Processing > Create W-2 Data > Review/Update Year End Data
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Year End Data
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2 Information

Company: 760 Calendar Year: 2010 EmplD: 999999 Tax Form ID: W-2
Empioyes Information
First Name: Ben Middle Name:
Last lame: Frankin [ sume [ conpoltumber:

“Address 1: | 999 ABC Lane ]
Address 2: | ]

city: Oklahoma City.
state: “Postal Code: “Country: [USA|

[Empioyee Status

Sequence: 1
Social Security #  999-99-9999

[ statutory Employee Retirement Plan [ Third-party sick pay Cmedicare Only
Box Description State Locality Locality Name ‘Box Amount
01 Wages tips,other compensation 3913173
02 Fedterrincome taxwithneld 450917




This page displays the employee’s address, social security number, and Employer SWT ID by Company and Year and employee.  Although it will not pertain to the State, the system can issue multiple State W-2 forms if the employee worked in more than one state during the year.

PeopleSoft protects the security and integrity of each Agency’s data.  Only the Oklahoma Management and Enterprise Services, Human Capitol Division has access to information for all agencies; therefore, Agencies may complete the rehire transaction only if the person previously worked for that same agency.











Revised: Feb. 1, 2013


