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COPYRIGHT & TRADEMARKS 

 

Copyright © 1998, 2011, Oracle and/or its affiliates.  All rights reserved. 

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names 

may be trademarks of their respective owners. 

 

This software and related documentation are provided under a license agreement 

containing restrictions on use and disclosure and are protected by intellectual property 

laws. Except as expressly permitted in your license agreement or allowed by law, you 
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The information contained herein is subject to change without notice and is not warranted 

to be error-free. If you find any errors, please report them to us in writing. 

If this software or related documentation is delivered to the U.S. Government or anyone 

licensing it on behalf of the U.S. Government, the following notice is applicable: 

 

U.S. GOVERNMENT RIGHTS 
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U.S. Government customers are “commercial computer software” or “commercial 

technical data” pursuant to the applicable Federal Acquisition Regulation and agency-

specific supplemental regulations. As such, the use, duplication, disclosure, modification, 

and adaptation shall be subject to the restrictions and license terms set forth in the 

applicable Government contract, and, to the extent applicable by the terms of the 

Government contract, the additional rights set forth in FAR 52.227-19, Commercial 

Computer Software License (December 2007). Oracle USA, Inc., 500 Oracle Parkway, 

Redwood City, CA 94065. 

 

This software is developed for general use in a variety of information management 

applications. It is not developed or intended for use in any inherently dangerous 

applications, including applications which may create a risk of personal injury. If you use 

this software in dangerous applications, then you shall be responsible to take all 

appropriate fail-safe, backup, redundancy and other measures to ensure the safe use of 

this software. Oracle Corporation and its affiliates disclaim any liability for any damages 

caused by use of this software in dangerous applications. 

 

This software and documentation may provide access to or information on content, 

products and services from third parties. Oracle Corporation and its affiliates are not 

responsible for and expressly disclaim all warranties of any kind with respect to third 

party content, products and services. Oracle Corporation and its affiliates will not be 

responsible for any loss, costs, or damages incurred due to your access to or use of third 

party content, products or services
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Develop Workforce HCM 9.1 LSUNO 

Manage Positions 

Create a Position 

Procedure 

 
In this topic you will learn how to Create a Position. 

 
 

Step Action 

1. Click the Main Menu link 

 

2. Click the Organizational Development menu. 

 

3. Click the Position Management menu. 

 

4. Click the Maintain Positions/Budgets menu. 

 

5. Click the Add/Update Position Info menu. 
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Step Action 

6. Click the Add a New Value tab. 

 

7. Click the Add button. 
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Step Action 

8. Click the Look up Business Unit button. 

 

9. Click the LSUNO link. 

 

10. Enter the desired information into the Job Code field. Enter "404". 

11. NOTE: Check the Reg/Temp field to make sure the correct option is selected for 

the position.  If the correct option does not default, click the drop-down button the 

right of the field and select the appropriate option. 

12. NOTE: Check the Full/Part Time field to make sure the correct option is selected 

for the position.  If the correct option does not default, click the drop-down button 

the right of the field and select the appropriate option. 

13. Click the Look up Department button. 

 

14. Click the button to the right of the Department field. 

 

15. Click the contains list item. 

 

16. Enter the desired information into the Department field. Enter "NO1673". 

17. Click the Look Up button. 
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Step Action 

18. Click the Information Technology-Adminis link. 

 

19. Click the Look up Location button. 

 

20. Click the COMPUTER SERVICES link. 

 

21. NOTE: Check the FLSA Status field to make sure the correct option is selected 

for the position.  
 

Click the button to the right of the FLSA Status field. 

 

 

 
 

Step Action 

22. Click the Nonexempt list item. 

 

23. Click the Specific Information tab. 

 

24. NOTE: The Classified Indicator field defaults as "Classified". This option will 

need to be changed if the position is Unclassified. 
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Step Action 

25. Enter the desired information into the FTE field. Enter "1". 

26. Click the Adds to FTE Actual Count option. 

 

27. Click the Position Attribute tab. 
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Step Action 

28. Click the Training Series Indicator option. 

 

29. Click the Save button. 

 

30. NOTE: A new Position Number is assigned and changes from 00000000 to 

00049728 after a successful save.  

31. This completes Create a Position. 

End of Procedure. 
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Update Position Data 

Procedure 

 
In this topic you will learn how to Update Position Data. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Organizational Development menu. 

 

3. Click the Position Management menu. 

 

4. Click the Maintain Positions/Budgets menu. 

 

5. Click the Add/Update Position Info menu. 
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Step Action 

6. Enter the Position Number to update and click the Search button. 
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Step Action 

7. Click the Add a new row at row 1 button. 

 

8. Click the Look up Reason button. 

 

9. Click the REA link. 

 

10. NOTE: Check the Reg/Temp field to make sure the correct option is selected for 

the position.  If the correct option does not default, click the drop-down button the 

right of the field and select the appropriate option. 

11. NOTE: Check the Full/Part Time field to make sure the correct option is selected 

for the position.  If the correct option does not default, click the drop-down button 

the right of the field and select the appropriate option. 

12. Click the Look up Department button. 

 

13. Enter the desired information into the Department field. Enter "NO1673". 

14. Click the Look Up button. 

 

15. Click the Information Technology-Adminis link. 
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Step Action 

16. NOTE:  Check the Location field to make sure no change is required.   If the 

correct option does not default, click the drop-down button the right of the field 

and select the appropriate option. 

17. NOTE:  Check the FLSA Status  field to make sure no change is required.   If the 

correct option does not default, click the drop-down button the right of the field 

and select the appropriate option. 

18. Click the Save button. 

 

19. This completes Update Position Data. 

End of Procedure. 
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Employment Actions 

Add a Person - Classified 

Procedure 

 
In this topic you will learn how to Add a Person - Classified. 

 

NOTE:  Before you add a person, search for the person first to see if the person exists in the 

system.  If the person is not in the system proceed to add a person. 

 
 

Step Action 

1. NOTE:  Before adding a person to the system, you must first check to make sure 

the person does not already exist in the system. 
 

Click the Main Menu button. 

 

2. Click the Workforce Administration menu. 

 

3. Click the Personal Information menu. 

 

4. Click the Modify a Person menu. 
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Step Action 

5. Enter the desired information into the Doe field. Enter "Last Name". 

6. Click the Search button. 

 

7. NOTE:  If there is a data match on the search criteria, check the Date of Birth 

and National ID fields to make sure you are not inputting a duplicate person into 

the system.  
 

If this person does not exist in the system, proceed to the next step to create a new 

person.  
 

If the person already exists in the system, continue to use the Modify action to 

update the employee's data.  You can reference the Record an Employee Data 

Change topic for instructions on modifying a person's data. 

8. If the person does not already exist in the system navigate to: 
 

Main Menu > Workforce Administration > Personal Information > Add a 

Person  
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Step Action 

9. Click the Add Person button. 

 

10. The Effective Date defaults to the current date. Depending on when you are entering 

the employee's information into the system, you may need to change the Effective 

Date.  

 

NOTE:  The Effective Date is be the employee's hire date. 

 



Training Guide  

HCM 9.1 LSUNO 
 

 Page 14 

 
 

Step Action 

11. Click the Add Name button. 
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Step Action 

12. Click the button to the right of the Prefix field. 

 

13. Click the Ms list item. 

 

14. Enter the desired information into the First Name field. Enter "Mary Jane". 

15. Enter the desired information into the Last Name field. Enter "Doe". 

16. Click the Refresh Name button. 

 

17. Click the OK button. 
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Step Action 

18. Enter the desired information into the Date of Birth field. Enter "070180". 

19. Click the Look up Birth State button. 

 

20. Enter the desired information into the State field. Enter "T". 

21. Click the Look Up button. 

 

22. Click the Texas link. 

 

23. Enter the desired information into the Birth Location field. Enter "Houston". 

24. Click the button to the right of the Gender field. 

 

25. Click the Female list item. 

 

26. Click the button to the right of the Highest Education Level field. 

 

27. Click the G-Bachelor's Level Degree list item. 

 

28. Click the button to the right of the Marital Status field. 
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Step Action 

29. Click the Married list item. 

 

30. Click the button to the right of the Language Code field. 

 

31. Click the English list item. 

 

32. Enter the desired information into the National ID field. Enter "9-digit Social 

Security Number". 

33. NOTE: If the National ID field is left blank during hire, when a change is made 

to another field on the panel in Correction mode and then Saved, the text 

"Applied For" displays in the National ID field. However, the National ID field is 

still Null in the table (not populated with "Applied For"). 

34. NOTE: Verify that the Primary ID box to the right of the National ID field is 

checked. 

35. Click the Contact Information tab. 

 

 

 
 

Step Action 

36. Click the Add Address Detail link. 
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Step Action 

37. Click the Add Address link. 
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Step Action 

38. Enter the desired information into the Address 1 field. Enter "2233 Main Street". 

 

NOTE: The Address 1 field has a limited number of characters. Use the Address 2 

field for apartment numbers, P. O. Box information, etc. 

39. Enter the desired information into the City field. Enter "New Orleans". 

40. Enter the desired information into the State field. Enter "LA". 

41. Enter the desired information into the Postal field. Enter "70112". 

42. Click the Look up Parish button. 

 

43. You may enter the first character of the Parish in the Description field or click 

the Look Up button. 

 

Enter the desired information into the Description field. Enter "O". 

44. Click the Look Up button. 

 

45. Click the Orleans link. 

 

46. Click the OK button. 
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Step Action 

47. Click the OK button. 
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Step Action 

48. Click the button to the right of the Phone Type field. 

 

49. Click the Home list item. 

 

50. Enter the desired information into the Telephone field. Enter "5042221515". 

51. Click the Preferred option. 

 

52. Click the button to the right of the Email Type field. 

 

53. Click the Home list item. 

 

54. Enter the desired information into the Email Address field. Enter 

"mjdoe@hotmail.com". 

55. Click the Preferred option. 

 

56. Click the Regional tab. 
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Step Action 

57. Click the Look up Ethnic Group button. 

 

58. Click the HISPA link. 

 

59. Click the Primary option. 

 

60. Click the button to the right of the Military Status field. 

 

61. Click the No Military Service list item. 

 

62. Click the Organizational Relationships tab. 
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Step Action 

63. Click the Employee option. 

 

64. Click the Add Relationship button. 

 

NOTE: Once you click the Add the Relationship button, the system will 

automatically assign the employee an ID number. 

 

65. The employee's ID number displays at the top of the page. 

 

WARNING: Make sure you note the employee's ID number before continuing to 

the Job Data section. The employee ID number is the only means of locating the 

employee in the system until the Job Data and Benefits Program Participation 

sections are completed. 

66. The Effective Date defaults to the current date. Depending on when you are entering 

the employee's information into the system, you may need to change the Effective 

Date. The Effective Date is the employee's hire date. 
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Step Action 

67. Click the button to the right of the Reason field. 

 

68. Click the Classified Appt list item. 

 

69. Enter the desired information into the Position Number field. Enter "00017616". 

 

NOTE: Once the Position Number is entered, the system will automatically 

populate the appropriate information into the remaining fields when you navigate 

away from the field. 

70. NOTE:  It is important to verify that each field is accurately populated from 

manage position.   

71. Click the Job Information tab. 

 

72. Click the button to the right of the Empl Class field. 

 

73. Click the Probation list item. 
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Step Action 

74. The Work Day Hours field defaults based on the employee's FTE. 

 

NOTE:  It is important that you check to make sure the data that appears on the 

Job Information page was populated from manage positions correctly. The Key 

Fields to check are: 
 

Regular/Temporary, Full-Part, 

Classified Ind, Standard Hours, and FTE. 

75. Click the Payroll tab. 

 

76. Click the Look up Pay Group button. 

 

77. Click the NBE link. 

 

78. The Employee Type is automatically populated into the field according to the Pay 

Group code selected.   

 

If the Employee Type is incorrect, click the look-up icon and select an Employee 

Type from the drop-down list.  
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Step Action 

79. Click the Look up Tax Location Code button. 

 

80. Click the LA link. 
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Step Action 

81. Click the Look up Holiday Schedule button. 

 

82. Click the NOC link. 

 

83. Click the button to the right of the FICA Status field. 

 

84. Click the Medicare Only list item. 

 

85. Click the Compensation tab and then scroll to the bottom of the page. 
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Step Action 

86. Click the Look up Meals button. 
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Step Action 

87. Click the 30MIN link. 
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Step Action 

88. Click the Look up OverTime button. 
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Step Action 

89. Click the 40_O1-R link. 
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Step Action 

90. Click the Look up CallBack button. 
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Step Action 

91. Click the CBP-V link. 

 

92. Click the Look up Holiday Wrkd button. 

 

93. Click the HPW-HOL link. 

 

94. Click the Look up Rate Code button. 

 

95. Enter the desired information into the Comp Rate Code field. Enter "N". 

96. Click the Look Up button. 

 

97. Click the NAHRLY link. 

 

98. Enter the desired information into the Comp Rate field. Enter "18.00". 

99. Click the Calculate Compensation button. 

 

100. Click the Benefits Program Participation link. 
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Step Action 

101. NOTE: The Effective Date defaults to the current date. Depending on when you 

are entering the employee's information into the system, you may need to change 

the Effective Date. The Effective Date is the employee's hire date. 
 

In this example the hire date and effective date are the same so the date does not 

need to be adjusted. 

102. Click the Look up Benefit Program button. 

 

103. Click the FTP link. 

 

 

 
 

Step Action 

104. Click the Save button. 
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Step Action 

105. Click the Save button. 

 

106. This completes Add a Person - Classified. 

End of Procedure. 
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Add a Person - Unclassified 

Procedure 

 
In this topic you will learn how to Add a Person - Unclassified. 

 

NOTE:  Before you add a person, search for the person first to see if the person exists in the 

system.  If the person is not in the system proceed to add a person. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Workforce Administration link. 

 

3. Click the Personal Information menu. 

 

4. NOTE:  You must first search to see if the person exists in the system.   

 

Click the Modify a Person menu. 
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Step Action 

5. Enter the desired information into the Last Name field. Enter "Doe". 

6. Click the Search button. 

 

7. NOTE:  If there is a data match on the search criteria, check the Date of Birth 

and National ID fields to make sure you are not inputting a duplicate person into 

the system.  
 

If this person does not exist in the system, proceed to the next step to create a new 

person.  
 

If the person already exists in the system, continue to use the Modify action to 

update the employee's data.  You can reference the Record an Employee Data 

Change topic for instructions on modifying a person's data. 
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Step Action 

8. If the person does not already exist in the system navigate to: 
 

Main Menu > Workforce Administration > Personal Information > Add a 

Person  
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Step Action 

9. Click the Add the Person link. 

 

10. NOTE: The Effective Date defaults as the current date. Depending on when you 

are entering the employee's information, you may need to change the Effective 

Date.  
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Step Action 

11. In this example the employee's hire date is 05/14/2012, so the Effective Date must 

be changed. 

 

Click the Choose a date button. 

 

12. Click the desired date. 

 

13. Click the Add Name link. 
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Step Action 

14. Click the button to the right of the Prefix field. 

 

15. Click the Mr list item. 

 

16. Enter the desired information into the First Name field. Enter "John". 

17. Enter the desired information into the Last Name field. Enter "Smith". 

18. Click the Refresh Name button. 

 

19. Click the OK button. 
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Step Action 

20. Enter the desired information into the Date of Birth field. Enter "010173". 

21. Enter the desired information into the Birth State field. Enter "LA". 

22. Enter the desired information into the Birth Location field. Enter "Baton Rouge". 

23. Click the button to the right of the Gender field. 

 

24. Click the Male list item. 

 

25. Click the button to the right of the Highest Education Level field. 

 

26. Click the I-Master's Level Degree list item. 

 

27. Click the button to the right of the Marital Status field. 

 

28. Click the Single list item. 

 

29. Click the button to the right of the Language Code field. 

 

30. Click the English list item. 
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Step Action 

31. Enter the desired information into the National ID field. Enter "9-digit Social 

Security Number". 

32. NOTE: If the National ID field is left blank during hire, when a change is made 

to another field on the panel in Correction mode and then Saved, the text 

"Applied For" displays in the National ID field. However, the National ID field is 

still Null in the table (not populated with "Applied For"). 

33. NOTE: Verify that the Primary ID box to the right of the National ID field is 

checked. 

34. Click the Contact Information tab. 

 

 

 
 

Step Action 

35. Click the Add Address Detail link. 
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Step Action 

36. Click the Add Address link. 
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Step Action 

37. Enter the desired information into the Address 1 field. Enter "4545 Canal Blvd.". 

 

NOTE: The Address 1 field has a limited number of characters. Use the Address 2 

field for apartment numbers, P.O. Box numbers, etc. 

38. Enter the desired information into the City field. Enter "New Orleans". 

39. Enter the desired information into the State field. Enter "LA". 

40. Enter the desired information into the Postal field. Enter "70112". 

41. Enter the desired information into the Parish field. Enter "Orleans". 

42. Click the OK button. 
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Step Action 

43. Click the OK button. 
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Step Action 

44. Click the Add a new row at row 1 button. 

 

45. Click the button to the right of the Address Type field. 

 

46. Click the Mailing list item. 

 

47. Click the Add Address Detail link. 
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Step Action 

48. In this example the Effective Date is the employee's hire date. 

 

Click the Choose a date button. 

 

49. Click the desired date.  

 

50. Click the Add Address link. 
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Step Action 

51. Enter the desired information into the Address 1 field. Enter "P.O. Box 10054". 

52. Enter the desired information into the City field. Enter "New Orleans". 

53. Enter the desired information into the State field. Enter "LA". 

54. Enter the desired information into the Postal field. Enter "70112". 

55. Enter the desired information into the Parish field. Enter "Orleans". 

56. Click the OK button. 
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Step Action 

57. Click the OK button. 
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Step Action 

58. Click the Phone Type list. 

 

59. Click the Home list item. 

 

60. Enter the desired information into the Telephone field. Enter "5045689999". 

61. Click the Add a new row at row 1 button. 

 

62. Click the button to the right of the Phone Type field. 

 

63. Click the Mobile list item. 

 

64. Enter the desired information into the Telephone field. Enter "5042367878". 

65. Click the Preferred option. 

 

66. Click the button to the right of the Email Type field. 

 

67. Click the LSUHSC Email Address list item. 
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Step Action 

68. Enter the desired information into the Email Address field. Enter 

"jsmith@lsuhsc.edu". 

69. Click the Preferred option. 

 

70. Click the Regional tab. 

 

 

 
 

Step Action 

71. Click the Look up Ethnic Group button. 

 

72. Click the BLACK link. 

 

73. Click the Primary option. 

 

74. Click the button to the right of the Military Status field. 

 

75. Click the No Military Service list item. 
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Step Action 

76. Click the Organizational Relationships tab. 

 

 

 
 

Step Action 

77. Click the Employee option. 

 

78. Click the Add Relationship button. 
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Step Action 

79. Click the button to the right of the Reason field. 

 

80. Click the ApClickment Unclassified list item. 

 

81. Enter the desired information into the Position Number field. Enter "00031354". 

82. NOTE:  It is important to verify that each field is accurately populated from 

manage position.   

83. Click the Job Information tab. 

 

84. Click the button to the right of the Empl Class field. 

 

85. Click the Indf No tn list item. 

 

86. The Standard Hours information displays based on the employee's FTE. 

 

NOTE:  It is important that you check to make sure the data that appears on the 

Job Information page was populated from manage position correctly. 

The Key Fields to check are: 
 

Regular/Temporary, Full/Part, Classified Ind, Standard Hours, and FTE. 
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Step Action 

87. Click the Payroll tab. 

 

88. Click the Look up Pay Group button. 

 

89. Click the Down button of the scrollbar. 

 

90. Click the Full-time FacultyStaff (New Or link. 

 

91. The Employee Type is automatically populated into the field according to the Pay 

Group code selected.   

 

If the Employee Type is incorrect, click the look-up icon and select an Employee 

Type from the drop-down list.   

92. Enter the desired information into the Tax Location Code field. Enter "LA". 

93. Click the Look up Holiday Schedule button. 

 

94. Click the NHS link. 

 

95. Check to make sure the FICA Status is correct.  If changes are required, click the 

drop-down arrow and select an option from the list.  
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Step Action 

96. Click the Compensation tab. 

 

97. Click the Look up Rate Code button. 

 

98. Enter the desired information into the Comp Rate Code field. Enter "N". 

99. Click the Look Up button. 

 

100. Click the NAMNTH link. 

 

101. Enter the desired information into the Comp Rate field. Enter "4000.00". 

102. Click the Calculate Compensation button. 

 

103. Annual and Monthly compensation rates display in the Comparative Information 

and Pay Rates sections. 

 

Click the Benefits Program Participation link. 

 

104. NOTE: The Effective Date defaults as the current date. Depending on when you 

are entering the employee's information into the system, you may need to change 

the Effective Date. The Effective Date is the employee's hire date. 

105. In this example the effective Date has defaulted to the current date. This must be 

changed to reflect the employee's hire date. 

 

Click the Choose a date button. 

 

106. Click the desired date. 

 

107. Click the Look up Benefit Program button. 

 

108. Click the FTP link. 

 

109. Click the OK button. 

 

110. Click the OK button. 

 

111. This completes Add a Person - Unclassified. 

End of Procedure. 
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Record a Department Change 

Procedure 

 
In this topic you will learn how to Record a Department Change. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Organizational Development menu. 

 

3. Click the Position Management menu. 

 

4. Click the Maintain Positions/Budgets menu. 

 

5. Click the Add/Update Position Info menu. 
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Step Action 

6. A Department Change must be recorded in two places within the system: 

 

1.  The Description tab in Add/Update Position Info and 

2.  The Work Location tab in Job Data. 

 

NOTE: Changes must first be added to the Description tab in Add/Update Position 

Info. 

7. In this exercise the employee will change departments from NO1651200 to 

NO1651300. 

 

 
 

Step Action 

8. NOTE: The current Position Number must be known before changing the 

department. The Position Number can be found on the Work Location tab in Job 

Data. 
 

Enter the Position Number and click the Search button. 
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Step Action 

9. Click the Add a new row at row 1 button. 

 

10. The Effective Date defaults to the current date. The effective Date is the date the 

department change will occur. 

 

Click the Choose a date button. 

 

11. Click the desired date. 

 

12. Click the Look up Reason button. 

 

13. Click the Transfer link. 

 

14. Enter the desired information into the Department field. Enter "NO1651". 

15. Click the A/S-Cashier's Office-LRC link. 

 

16. NOTE:  When updating Position Data, review each field to make sure the data is 

correct. 

17. Click the Save button. 
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Step Action 

18. Click the OK button. 

 

19. Click the Home link. 

 

 

 
 

Step Action 

20. Click the Main Menu button. 

 

21. Click the Workforce Administration menu. 

 

22. Click the Job Information menu. 

 

23. Click the Job Data menu. 

 

 



 Training Guide 
HCM 9.1 LSUNO 

 

 Page 63 

 
 

Step Action 

24. Enter the desired information into the Empl ID field. Enter "7-digit Empl ID 

Number". 

25. Click the Search button. 
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Step Action 

26. Click the Add a new row at row 1 button. 

 

27. NOTE:  The Effective Date will be the date the department change will occur.  

The Effective Date will default to the current date.  To change the date, click the 

calendar to the right of the field or enter the date directly into the field. 

28. Click the button to the right of the Action field. 

 

29. Click the Transfer list item. 

 

30. Click the button to the right of the Reason field. 

 

31. Click the Department ID Change list item. 

 

32. Enter the desired information into the Department field. Enter "1651300". 
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Step Action 

33. Click the Save button. 

 

34. NOTE:  When updating an Employee's job data, review each field to make sure 

the data is correct. 

35. This completes Record a Department Change. 

End of Procedure. 
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Record a Leave of Absence 

Procedure 

 
In this topic you will learn how to Record a Leave of Absence. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Workforce Administration menu. 

 

3. Click the Job Information menu. 

 

4. Click the Job Data menu. 
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Step Action 

5. Enter the desired information into the Empl ID field. Enter "7-digit Empl ID 

Number". 

6. Click the Search button. 

 

7. In this exercise the employee will take a Leave of Absence beginning on 05/23/2012 

due to illness. 
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Step Action 

8. Point to the Add a new row at row 1 button. 

9. The Effective Date is the date the leave will begin. In this example the Effective 

Date is 05/23/12. 

 

Click the Choose a date button. 

 

10. Click the desired date. 

 

11. Click the button to the right of the Action field. 

 

12. Click the Leave of Absence list item. 

 

13. Click the button to the right of the Reason field. 

 

14. Click the LWOP -Illness/Sickness list item. 

 

15. Click the Choose a date button for the Expected Return Date field. 
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Step Action 

16. You can enter the date directly into the field or select it from the calendar. 

 

Click the desired date. 

 

17. Click the Save button. 

 

18. This completes Record a Leave of Absence. 

End of Procedure. 
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Return from Leave of Absence 

Procedure 

 
In this topic you will learn how to Return from Leave of Absence. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Workforce Administration menu. 

 

3. Click the Job Information menu. 

 

4. Click the Job Data menu. 
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Step Action 

5. Enter the desired information into the Empl ID field. Enter "7-digit Empl ID 

Number". 

6. Click the Search button. 
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Step Action 

7. Click the Add a new row at row 1 button. 

 

8. Click the button to the right of the Action field. 

 

9. Click the Return from Leave list item. 

 

10. Click the button to the right of the Reason field. 

 

11. Click the Return from LWOP list item. 

 

12. Click the Save button. 

 

13. This completes Return from Leave of Absence. 

End of Procedure. 
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Record an Employee Promotion 

Procedure 

 
In this topic you will learn how to Record an Employee Promotion. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Workforce Administration menu. 

 

3. Click the Job Information menu. 

 

4. Click the Job Data menu. 
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Step Action 

5. Enter the desired information into the Empl ID field. Enter "7-digit Empl ID 

Number". 

6. Click the Search button. 
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Step Action 

7. Click the Add a new row at row 1 button. 

 

8. Click the button to the right of the Action field. 

 

9. Click the Promotion list item. 

 

10. Click the button to the right of the Reason field. 

 

11. Click the Non Comp Prom Up 1 list item. 

 

12. Enter the desired information into the Position Number field. Enter "00018089". 

13. NOTE: Make sure to update manage position for these types of actions to capture 

any changes in Titles, FTE, etc.  Refer to the Update Manage Position topic for 

instructions on how to update manage position. 

14. Click the Job Information tab. 
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Step Action 

15. Check the Empl Class for appropriate designation. If the designation is incorrect, 

click the drop-down arrow to the right of the Empl Class field to select another 

option. 

 

NOTE:  It is important that you check to make sure the data that appears on the 

Job Information page was populated from manage position correctly. The Key 

Fields to check are: Regular/Temporary, Full/Part, Classified Ind, Standard 

Hours, and FTE. 

 

 
 

Step Action 

16. Click the Payroll tab. 

 

17. In this example the Pay Group and Holiday Schedule do not change. However, you 

will need to verify, and edit if needed, the Pay Group and Holiday Schedule for the 

new position. 

 



 Training Guide 
HCM 9.1 LSUNO 

 

 Page 79 

 
 

Step Action 

18. Click the Compensation tab. 
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Step Action 

19. Enter the desired information into the Comp Rate field. Enter "16.36". 

20. Click the Calculate Compensation button. 

 

21. Click the Save button. 

 

22. This complete Record an Employee Promotion. 

End of Procedure. 
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Record a Pay Rate Change 

Procedure 

 
In this topic you will learn how to Record a Pay Rate Change. 

 
 

Step Action 

1. Click Main Menu > Workforce Administration > Job Information > Job Data. 

2. Enter the Empl ID number or the Last Name to search for an employee.  

 

Click the Search button. 
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Step Action 

3. Click the Add a new row at row 1 button. 

 

4. Click the Choose a date button. 

 

5. Click the desired date. 

 

6. Click the button to the right of the Action field. 

 

7. Click the Pay Rate Change list item. 

 

8. Click the button to the right of the Reason field. 

 

9. Click the Sal In - Legislative list item. 

 

10. Click the Compensation tab. 

 

11. NOTE: The employee's current Compensation Rate is $14.63 and the Change 

Amount is 0.000000. 
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Step Action 

12. Click the Changes tab. 

 

13. Enter the desired information into the Change Percent field. Enter "3". 

14. Click the Calculate Compensation button. 

 

15. NOTE: The employee's Compensation Rate has changed from 14.63 to 15.07. The 

Change Amount is now 0.438947 instead of 0.000000, and the Change Percent is 

3.000 instead of 0.000 

16. Click the Save button. 

 

17. This completes Record a Pay Rate Change. 

End of Procedure. 
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Record an Employee Termination 

Procedure 

 
In this topic you will learn how to Record an Employee Termination. 

 

Step Action 

1. Click Main Menu > Workforce Administration > Job Information > Job Data.  

 

 
 

Step Action 

2. Enter the desired information into the Empl ID field. Enter "7-digit Empl ID 

Number". 

3. Click the Search button. 
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Step Action 

4. Click the Add a new row at row 1 button. 

 

5. NOTE:  The Effective Date defaults to the current date. If the termination date is 

not the current date, enter the correct termination date in the Effective Date field 

or select it by clicking the Choose a date (calendar) button. 

6. Click the button to the right of the Action field. 

 

7. Click the Termination list item. 

 

8. Click the button to the right of the Reason field. 

 

9. Click the Family Reasons list item. 

 

10. NOTE: A warning message displays to inform you the employee will be 

inactivated from Time and Labor. 
 

Click the OK button. 

 

11. Click the OK button. 
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Step Action 

12. This completes Record an Employee Termination. 

End of Procedure. 
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Record an Employee Rehire 

Procedure 

 
In this topic you will learn how to Record an Employee Rehire. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Workforce Administration menu. 

 

3. Click the Job Information menu. 

 

4. Click the Job Data menu. 
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Step Action 

5. Enter the desired information into the Empl ID field. Enter "7-digit Empl ID 

Number". 

6. Click the Search button. 
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Step Action 

7. Click the Add a new row at row 1 button. 

 

8. NOTE:  The Effective Date defaults to the current date. If the rehire date is not 

the current date, enter the correct rehire date in the Effective Date field or select it 

by clicking the Choose a date (calendar) button. 

9. Click the button to the right of the Action field. 

 

10. Click the Rehire list item. 

 

11. Click the button to the right of the Reason field. 

 

12. Click the Non-Comp Re-emp Prob/Prior St list item. 

 

13. NOTE: Make sure to verify each field and enter the new position number.  

Rehires are rarely rehired back into their old position, since key fields are similar 

to those of a new hire, it’s important to verify each field for accuracy. 
 

Click the Save button. 

 

14. This completes Record an Employee Rehire. 

End of Procedure. 
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View Job Summary Information 

Procedure 

 
In this topic you will learn how to View Job Summary Information. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Workforce Administration menu. 

 

3. Click the Job Information menu. 

 

4. Click the Review Job Information menu. 

 

5. Click the Workforce Job Summary menu. 
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Step Action 

6. Enter the Empl ID and click the Search button. 
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Step Action 

7. The General tab displays Action and Action Reason. 

 

Click the Job Data link. 
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Step Action 

8. Click the Close button. 
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Step Action 

9. Click the Job Information tab. 

 

10. The Job Information screen displays Employee Status, Standards Hours and Work 

Period. 

 

Click the Work Location tab. 

 

11. The Work Location screen displays Position and Department information. 

 

Click the Salary Plan tab. 

 

12. The Salary Plan screen displays Salary Plan, Grade and Pay Group information.  

 

Click the Compensation tab. 

 

13. Click the Components link. 
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Step Action 

14. Click the OK button. 
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Step Action 

15. Click the Show all columns button to expand the tabs. This will allow the user to 

view all data located on the tabs.  

 

16. Click the Show tabs button to collapse the view back to individual tabs.  

 

17. Click the Return to Search button. 
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Step Action 

18. If you would like to view another employee's Job Summary, click the Clear button 

to clear the previous search criteria, to enter another Empl ID.  

 

19. This completes View Job Summary Information. 

End of Procedure. 
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Record an Employee Data Change 

Procedure 

 
In this topic you will learn how to Record an Employee Data Change. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Workforce Administration menu. 

 

3. Click the Personal Information menu. 

 

4. Click the Modify a Person menu. 
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Step Action 

5. You can search for an employee using either the Empl ID or the Last Name.  You 

must include the preceding zeros when entering the Empl ID. 

 

Enter the desired information into the Empl ID field. Enter "7-digit Empl ID 

Number". 

6. Click the Search button. 
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Step Action 

7. Click the Contact Information tab. 
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Step Action 

8. Click the View Address Detail link. 
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Step Action 

9. Click the Add a new row at row 1 button. 

 

10. Click the Add Address link. 
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Step Action 

11. Enter the desired information into the Address 1 field. Enter "1515 Pine Street". 

12. Enter the desired information into the Postal field. Enter "70111". 

13. Click the OK button. 

 

 



 Training Guide 
HCM 9.1 LSUNO 

 

 Page 107 

 
 

Step Action 

14. Click the OK button. 
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Step Action 

15. Click the View Address Detail link. 
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Step Action 

16. Click the Add a new row at row 1 button. 
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Step Action 

17. Click the Add Address link. 

 

18. Enter the desired information into the Postal field. Enter "1515 Pine Street". 

 

NOTE: The Address 1 field has a limited number of characters. Use the Address 2 

field for apartment numbers, P.O. Box numbers, etc. 

19. Enter the desired information into the Postal field. Enter "70111". 

20. Click the OK button. 
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Step Action 

21. Click the OK button. 
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Step Action 

22. Click the Save button. 

 

23. This completes Record an Employee Data Change. 

End of Procedure. 
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Budget Information 

View Department Budget Tables 

Procedure 

 
In this topic you will learn how to View Department Budget Table - LSUNO. 

 

NOTE: The budget encumbrance functionality in PeopleSoft assists in keeping track of 

funding sources for earnings.  The funding source for budget is at the position level. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Set Up HRMS menu. 

 

3. Click the Product Related menu. 

 

4. Click the Commitment Accounting menu. 

 

5. Click the Budget Information menu. 
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Step Action 

6. Click the Department Budget Table USA menu. 

 

 

 
 

Step Action 

7. Enter the desired information into the Position Number field. Enter "8-Digit 

Position Number". 

8. Click the Search button. 

 

9. Click the Fiscal Year link. 
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Step Action 

10. Click the Dept Budget Earnings tab. 

 

11. Dept Budget Earnings Fields: 
 

Effective Date - The date the actions begins. 

 

Combination Code - The combination codes are used to identify funding sources 

for the budget.  

 

Distribution % - The percent of funding allocated to the specified account for the 

assigned position which the employee holds. 

 

NOTE: All of the remaining tabs contained in the component  function in the 

same way. 
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Step Action 

12. Click the Dept Budget Deductions link. 
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Step Action 

13. Click the Fringe Benefit Description link. 

 

14. Click the Dept Budget Taxes tab. 
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Step Action 

15. Click the Locality Description link. 

 

16. Click the Combination Code Description link. 

 

17. Click the Distributed link. 
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Step Action 

18. Click the Return to Search button. 

 

19. This completes View Department Budget Tables - LSUNO. 

End of Procedure. 
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Faculty Tenure 

View Faculty Tenure 

Procedure 

 
In this topic you will learn how to View Faculty Tenure. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Workforce Development menu. 

 

3. Click the Faculty Events menu. 

 

4. Click the Calculate Tenure menu. 

 

5. Click the Review Rank/Status History menu. 
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Step Action 

6. Enter the desired information into the Empl ID field. Enter "7-Digit Empl ID 

Number". 

7. Click the Search button. 
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Step Action 

8. View the Academic Rank and Tenure. 

 

Click the Return to Search button. 

 

9. This completes the View Faculty Tenure. 

End of Procedure. 

 

 

 

 


