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Human Resources Inquiry - LSUNO 9.1

Workforce Administration
Workforce Administration

When employees are hired, they must be added into PeopleSoft Human Resources database
(PS9HRPRP). Before other Human Resources tasks are initiated, essential employee data
including personal, employment, job and benefit-related information must be entered. This is how
we begin tracking a complete work history for each employee in our organization. This lesson
describes how to navigate to and view pages that are accessible from the Workforce
Administration menu.

View Personal Data

The Personal Data component contains an employee's personal information including Name,
Address, Phone Number, Education, Birthplace, Military Status and Social Security Number (or
National ID).

Procedure

In this topic you will learn how to View Personal Data.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs
Favorites | Main Menu

Personalize Cantent | Layout Help

€ Local intranet | Protected Mode: Off fa v ®100% v

Step Action

1. Click the Main Menu button.

Page 1



Training Guide

Human Resources Inquiry - LSUNO 9.1

Q Lsutealth

PS9HRTRNG:s0 i
PSIHEWEBDEVA1  Rcs Home | AddioFavores | Sianout
FEVOJKES Ma\n_Menu
Personalize Search Menu: ® Help
€3 Self Service »
3 manager Seff Service L4
/
2 orfore ARSI & personl nforratn S .
3 Job Information
g if;;”;::;at:;m 9 Global Assignments £ Organizational Reftionships :
&3 payroll for North America £ Labor Adminitration - Pe.rsnna\.Reratmnshlps
- 3 Absence and vacaton = (3 Ciizenship 4
Payrol Interface o Tenurs FPs £ Disabiliy b
03 Workforce Development |~ < ope e procasses {3 OEE Workforce Survey CAN »
£ Organizational DevebPme ry Tamplate-Based Hire 3 Diversity Compliance MLD b
3 Enterprise Leaming 7 Workforce Reports 3 19 Forms »
3 Workforce Monitoring [5] Add a Person
3 set Up HRMS 4 (5 Manage Hires
{3 Reporting Tools » [5] Modify a Person
3 PeopleTools v [5] person Organizational Summary
(3 LSUHSC Processes 4 [E] search for People
[5] My Personalzations [ eadge
[ security Clearance
[£] Badge/Clearance Access Summary
[5] Expiration Notification
[E] Exoiration Inquiry
ps://p: 2.Isuhsc.edu/psp OVEE/H L1B_PTPP_SC.HOMEP. @ Local intranet | Protected Mode: Off v B10% v

Step Action

2. Click the Workforce Administration menu > Personal Information menu,
then click the Modify a Person menu.
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PS9HRTRN:s0
PSOHEWEBDEV11 Res

Home | AddtoFavortes | Signout
Favorites - Main Menu > Workforce Administration > Personal Information > Modify a Person

New Window | Help | E&

Personal Information

Enter any information you have and click Search. Leave fields blank for  list of all values,

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). (300

Empl ID: begins with ~
HName: begins with v
Last Name: begins with ~ |DOE

Second Last Name: begins with ~
Alternate Character Name: begins with ~
Middle Name: begins with v

[[include History [C] Correct History | Case Sensitive

Search ‘ Clear | gasic Search [Ef save Search Criteria

Find an Existing Value | Add a New Value

« i ] ’

€ Local intranet | Protected Mode: Off fh v ®100% v

Step

Action

You can search for an employee using either the Empl ID or the Last Name. Using
the Last Name is demonstrated in this exercise.

NOTE: The Employee ID number is designated as Empl ID. All Empl ID’s

contain seven (7) digits. Preceding zeros must be included when entering the
Empl ID.

To use the Empl ID option, enter the employee's seven (7) digit number into the
Empl ID field and click the Search Button. It is not recommended to use any of the
other search fields.

Click the Search button.
Search

View the Biographical Details panel.
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@

Biographical Details Fields
Person ID - This is the same as Empl ID.

Effective Date - The date the action begins (i.e. employee becomes "active"
within the system).

Format Type - Displays the name format currently used for this name type.
View Name - View name format and any nhame changes that have occurred.

Date of Birth - Age is shown in years and months based on date displayed in
this field.

Waive Data Protection - Allows employee to choose to have home address
and telephone number held confidential.

Highest Education Level - The highest degree earned by the employee and
on record in Human resources.

As of: - the date the action begins.

Alternate ID - Not in use at this time.

Country - Is the country of the employee's National ID

National ID Type - Is always Social Security Number.

National ID - Is always the employee's Social Security Number or the

employee's National ID.

Primary ID - Indicates the primary National ID number to use for an
employee.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites . Main Menu > Workforce Administration > Personal Information > Modify a Person

Biographical Details || Ci

gional

Training Guide
Human Resources Inquiry - LSUNO 9.1

New Window | Help | Customize Page | =«

John Doe

Effective Date: 05/28/2008
Format Type: English
Display Name: John Doe

Person ID:

View Name

First Kl 1 or4 B Lost

HE

Date of Birth: 01i011976 B 35 vears
Date of Death: ]

Birth Country: UsA 2 United States
Birth State: I 2 linois

Birth Location: Paris

Biographical History

“Effective Date: [osizaroos

“Gender: wae <
“Highest Education Level:  G-BachelorsLevel Degree =
“Marital Status: singe -
Language Code: English -

Alternate ID: ]

[ Full-Time Student

3 Months

[Tl waive Data Protection

Asof:

Biographic Information

01M6/2007 [

[

First Kl 4 or 4 B Last
HE

USA O Social SecurityNumber v [110-11-% 1

First Kl 4 or 1 B st

ary

L1[=]

| Ehntem en e

| STy . e = R |

BB mtetn wrimimms | P e i

3

€ Local intranet | Protected Mode: Off

4

h v R100% v

Action

Click the View Name button.
View Mame
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PS9HRTRN:s0
PSOHEWEBDEV11 Res
Favorites | Main Menu > Workforce Administration > Personal Information > Modify a Person

IMew Window | Help | Customize Page | B

View Name
Prefix:
First Name: John
Middle Name:
Last Name: Doe
Suffix:
Display Name: John Doe
Formal Name: John Doe
Name: John Doe

Done € Local intranet | Protected Mode: Off G v HA00% v

Step Action

7. Click the OK button.
OK
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PS9HRTRN:

PSSHEWEBDEV11 RcB

Favorites - Main Menu > Workforce Administration > Personal Information > Modify a Person

Training Guide
Human Resources Inquiry - LSUNO 9.1

IMew Window | Help | Customize Page | BF

Biographical Details || Contactinformation || Regional
John Doe Person ID:
Find | View Al
Effective Date: 05/28/2008
Format Type: English
Display Name: John Das -M

First K0 4 or 1 B Last

0110111976 Bl 35 Years

Biographical History Eind | View All

*Effective Date: 051282008 [

*Gender: Male -

*Highest Education Level: G-Bachelor's Level Degree -

“*Marital Status: Single - Asof:
Language Code: English -

Atternate ID: ]

[CIFull-Time Student

Biographic Information

Date of Birth: 3 Months

Date of Death: E

Birth Country: usa % Unitea states

Birth State: L s

Birth Location: Paris [[] waive Data Protection

01M6/2007 [

First KM 1 or 1+ Bl Lost

Customize | Find | View ai] B First B 4 o 1 I Last
[*Hational ID Type National ID Primary ID
Usa A Social Security Number + [110-11-8m L=}
o | Erne oo | mavse | Avneee | B paal =cimn | Blvea i | Banee i | s
[ n ] v
Done € Local intranet | Protected Mode: Off v H100% v

Action

Click the Contact Information tab.

View the Contract Information panel.
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@ Contact Information Fields

Person ID - Is the same as Empl ID.
Address Type - Home is the defaulted type.
As of Date - This is the effective date of any address change.

Status - Indicated whether the employee is "active" or "inactive" within the
system.

Preferred - Indicates the telephone number/e-mail address that the employee
prefers to be used to contact him/her.

Email Type - Identifies various e-mail addresses at which the employee can
be contacted.

Email Address - The e-mail specified in the Global Address book will default
for the employee.
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PS9HRTRN:

PSSHEWEBDEV11 RcB
Favorites - Main Menu > Workforce Administration > Personal Information > Modify a Person

IMew Window | Help | Customize Page | B

Orleans

Blographical Detalls | Contact information | Regional
John Doe Person ID:
Current Addresses Customize | Find | View A1 B First Bl 1.2 o2 B Lost
[aadres= lAs Of Date Status  |Address
Type
0115576 Test Street
Home 03312010 A New Orleans, LA70112 View Address Defail [+]|[=]
Orleans
0115576 Test Street
Mailing 051282008 A New Orleans, LA 70112 View Address Detail & =

Phone Information Customize | Find

First Bl 1.2 or2 B Last

Email Addresses

[Email Type "Email Address

Customize | Find | View Al

First Kl 4 or 1 B Last

Preferred

E Add

[5] save | [@FReturnto Search [ < Notify | i Refresh
Bsawe

=1 Include History | [ Correct History |

Details | Contact

| Regional

|Telephone Extension Preferred
Home + 504011555 [ ] [=]
Work - [so4m11 [ | =

3

€ Local intranet | Protected Mode: Off

@ -

H100% v

Step

Action

10.

Click the View Address Detail link.
Eiew Address Detail
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PS9HRTRN:s0
PSOHEWEBDEV11 Res
Favorites | Main Menu > Workforce Administration > Personal Information > Modify a Person

Address History

Address Type: Home
Address History
Effective Date: 03/21/2010 Address: 0115576 Test Street
New Orleans, LA 70112
Country: USA Orleans
Status: A

First B 4 or 1 I Last

=

 Lsutealth

IMew Window | Help | Customize Page | B

oK Cancel

Done

€ Local intranet | Protected Mode: Off 5 ov H100% v

Step Action

11. Click the OK button.

oK
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PS9HRTRN:s0
PSOHEWEBDEV11 Res
Favorites | Main Menu > Workforce Administration > Personal Information > Modify a Person

IMew Window | Help | Customize Page | BF

Blographical Detalls | Contact information | Regional

John Doe! Person ID:
Current Addresses Customize | Find | View A1 B First Bl 1.2 o2 B Lost
[aadres= lAs Of Date Status  |Address
Type
0115576 Test Street
Home 03312010 A New Orleans, LA70112 View Address Defail [+]|[=]
Orleans

0115576 Test Street

Mailing 0512812008 A New Orleans, LA70112 View Address Detail [# [=]
Orleans
Phone Information Customize | Find | First Bl 1.9 012 B Last
|Telephone Extension Preferred
Home + 5040118550 [ ] [=]
Work - [so4m11 [ | =

Email Addresses w First Kl 4 or 1 B Last

[Email Type "Email Address Preferred

[5] save | [GhReturnto Searchl [ Notify | £ Refresh [EhAdd

Details | Contact | Regional

=1 Include History | [ Correct History |

O i ] '

Done

€ Local intranet | Protected Mode: Off 5 ov H100% v

Step Action

12. Click the Regional tab.

13. View the Regional panel.
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Regional Detail Fields
Person ID - This is the same as the Empl ID.

Regulatory Region - Is always the USA option. Controls the Ethnic Group
values within the system.

Ethnic Group - The federally mandated group defining the individual's
ethnicity.

Primary - Indicates primary ethnicity of employee.

Effective Date - The date the employee's status becomes effective within the
system.

Military Status - Describes the employee's current Military Status.
Citizenship (Proof 1 and 2) - Identifies documents used for 1-9 verification.

Eligible to Work in U.S. - Indicates if the employee has the proper
documentation needed to work within the United Sates.

Smoker - Indicated whether the employee is a smoker for life insurance
purposes.

As of - Effective date of employee's smoker status.

Page 12
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Biographical Details | Contact Information

John Doe!

Ethnic Group

Regulatory Region:

Ethnic Group:

Favorites . Main Menu > Workforce Administration > Personal Information > Modify a Person

Regional

Training Guide
Human Resources Inquiry - LSUNO 9.1

MNew Window | Help | Customize Page | i

Person ID:

UsA % United States
WHITE A white

Primary

First Kl 1 or4 B Lost
3] =]

Find | View Al

Effective Date:
Date Entitled to Medicare:
Citizenship (Proof 1):

05/28/2008 |5
]
DRVRLI @,

Eligible to Work in U.S.

Miltary Stams: Notindicated - HE
Wilitary Discharge Date: Edit Discharge Date
Citizenship (Proof2): /S9N @

First Kl 4 or 1 B Last

Smoker History

*smoker

Customize |

Find | View All| 1] 3

First K 1 or 1 B Last

save | [GFReturn to Searchl [=7] Notify | % Refresh |

Details | Contact

| Regional

spla | 1 Include History | [ Correct History |

Y

G Local intranet | Protected Mode: Off v B10% v

Step Action

14, Click the Home link to return to the main menu.

Home

15. This completes the View Personal Data topic.
End of Procedure.

Page 13



Training Guide

Human Resources Inquiry - LSUNO 9.1 Q LSU Hea|th

Page 14



Training Guide

Q LSU Hea|th Human Resources Inquiry - LSUNO 9.1

View Job Data

The Job Data component includes all information about an employee's job history such as
promotions, reallocations, pay rate changes, and termination.

Procedure

In this topic you will learn how to View Job Data.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs
Favorites | Main Menu

Personalize Cantent | Layout Help

Done € Local intranet | Protected Mode: Off v H100% v

Step Action

1. Click the Main Menu button.
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Q Lsutealth

PS9HRTRNG: s
PSSHEWEBDEVA1  RcB
Favorites | Main Menu
Personalize Search Menu: ® Help
3 Seff Service 4
3 Manager Seff Servica L3
3 Workforce Administration Y 1 . .
ersonal Information
g (E:::nepzt;atmn 3 Job Information 4
£ Time and Labor 3 Global Assignments »
3 Labor Administration 4

3 Payroll for North America 3 Absence and Vacation K
3 Payroll Interface & Tenure FBS \
3 Workforce Development | (= copeov oo oo ,
£ Organizational DevebPme ) Tamplate-Based Hire N
3 Enterprise Leaming £ Workforce Reports ,
3 Workforce Monitoring
3 set Up HRMS 4
3 Reporting Tools »
3 PeopleTools v
3 LSUHSC Processes 4
[E My Personalizations

psi//p 2 Isuhse.edu/psp) OVEE/H L18_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off v H100% v

Step Action

2. Click the Workforce Administration menu > Job Information menu.

PS9HRTRN:.
PSOHEWEBDEV11  Rce
Favorites | Main Menu
Personalize Search Menu: ® Help
£ Seff Service 4
3 Manager Seff Service 4
3 Workforce Administration o e f— .
£ Benefits ersonal Information
3 Job Information
E i:;r’:"e”::;at‘:;w £ Global Assignments {3 Contract Administration :
£3 Payrol for North America| L L2007 Adminstration £ Temoorary Assonments
9 Absence and Vacation = _J Employment Categorization ITA »
& Payrol Interface £ Tenure FPS 3 Review Job Information ’
3 Workforce Development 3 Collective Processes 3 Reports »
£ Organzational Developme  Tompiate-Based Hie [5] 20b Datz
3 Enterprise Leaming 3 Workforce Reports [E Add Employment Instance
3 Workforce Monitoring [E] other Payee
3 Set Up HRMS » (5] Add Addtional Assignment
3 Reporting Tools 3 [E] Move Assignmnt to another Inst
£3 PeopleTools » [£] Demote an Instance
{3 LSUHSC Processes » [£] Additional Appaintment JPN
[E my Personalzations 5] current Job
[E] Pay Rate Change
[E) Cost Rate IPN
[E) Ccalculate Compensation
[E] Business Expenses
[E] company Property
[E] Maintain Employee Credit Card
[E] Mandates FRA
[£] Employee Data Tracking MIL
[5] Reguest Job Change
[5] Review My Job Change Request
[5] Review AllJob Change Request
[5] Review Errors and Wamings
[5] Additional Information BRA
[5] Employee AFI Data ESP
psi//ps 2.suhsc.edu/psp. OVEE/HRMS/s/WEBLIB_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off v ®10% v

Step Action

3. Click the Job Data page.
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PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Job Data

Enter any information you have and click Search. Leave fields blank for  list of all values,

Find an Existing Value

Training Guide
Human Resources Inquiry - LSUNO 9.1

Home | AddtoFavortes | Signout

New Window | Help | B

Maximum number of rows to return (up to 300). (300

Empi ID: begins with ~+ [
Empl Record: = -
Hame: begins with ~

Last Name:

peginswith ~| |
second Last Name: peginswith ~| |
Alternate Character Name: beginswith ~ | |
Middle Name: beginswith ~[ |

[linclude History [] Correct History ["] Case Sensitive

Search Clear |pasicSearcn [&F Save Searc Criteria

gl i

J »

Done

€ Local intranet | Protected Mode: Off fh v ®100% v

Step

Action

other search fields.

entering the EmplID.

Click the Search button.
Search

You can search for an employee using either the EmplID or the Last Name. To use
the EmplID option, simply enter the employee's seven (7) digit number into the
EmplID field and click the Search button. It is not recommended to use any of the

NOTE: The Employee ID number is designated as EmplID in PSHR9. All
EmplID’s contain seven (7) digits. You must include the preceding zeros when

View the Work Location panel.
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Work Location Tab Fields
ID - Is an auto-assigned number.

Empl Rcd # - The Empl Red # will always be zero, unless an employee is
employed at two different LSUHSC agencies at the same time.

HR Status - Displays the status of the current job record. A person can have
an active HR status but an inactive job or payroll status.

Payroll Status - Displays the payroll status of the current job record.

Go To Row - If an employee has multiple rows of action items, you may use
the Go To Row button to navigate directly to a specified row.

Effective Date - The date the action began.

Sequence - The method in PeopleSoft that we use to input multiple job actions
on the same date. The first action is O; the second is 1; etc.

Job Indicator - Indicate whether this is the person’s primary or secondary job
for this organizational relationship.

Action/Reason - Provides the action and reason why an employee record was
modified.

Last Start Date - The most recent start date for this organizational instance.
Termination Date - The day following the last date worked by the employee.

Expected Job End Date - This date is necessary if you want the system to
terminate this job and reactivate any substantive job that may be on hold.

Last Date Worked - The date last worked by the employee. If you rehire the
person, the system clears these fields. When a person returns from leave, the
system clears only the Last Date Worked field.

Override Last Date Worked - Field is not used at this time.

Academic Rank - Applies only to faculty.

Position Entry Date - When a position number is entered for a person, the
system populates this field with the effective date.

Page 18




\ Training Guide
U LSU Human Resources Inquiry - LSUNO 9.1

@ Work Location Tab Fields (continued)

Position Number - Is the number assigned to the specific position the
employee is filling. Every employee is given a position number. The
defaulting job title may differ from the Job Code on the Job Information page
if the employee is participating in a Training Series. The job title on the Job
Information tab is the official job title for the employee.

Position Management Record - Field not used at this time.
Regulatory Region - Will always be USA.

Company - 001 LSUHSC New Orleans
002 LSUHSC Shreveport
003 LSUHSC Hospitals

Business Unit - EACMC E. A. Conway Medical Center
EKLMC Earl K. Long Medical Center
HCSDA HCSD Administration
HPLMC Huey P. Long Medical Center
LAKMC Lallie A. Kemp Medical Center
LJCMC Leonard J. Chabert Medical Center
LSUNO LSUMC Medical Center
MCLNO Medical Center of LA New Orleans
UMCLA University Medical Center
WOMMC W. O. Moss Medical Center
WSTMC Washington-St. Tammany Medical Center

Department - The Department ID.

Department Entry Date - Date on which employee is assigned to a specific
department

Location - The department location.
Establishment ID - Is not used at this time.

Date Created - The date the record was entered.
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PSOHRTRN: s

PSOHEWEBDEV12 RcB

Favorites . Main Menu > Workforce Administration > Job Information > Job Data

Work Location | JobInformation || Job Labor Compensation

John Do

Employee

Empl ID:
Empl Record: 0

‘Work Location

09/01/2011 [

MNew Window | Help | Customize Page | =

Find

First Kl 1 or 4 B Last

Q Lsutealth

I

*Effective Date: _GoTorow| [#[=]
Effective Sequence: [0 *Action: Promation -
HR Status: Active Fores Promotion-Unclass/Admin Duties -
Payroll Status: Active *Job Indicator: Primary Job -

Ccurrent ]
Position Humber: 00016627 A IT ANALYST 2
Acad Rank: Use Rosition Data
Position Entry Date: pain12011  [H
Position Management Record

“Regulatory Region: usA X United States
Company: 001 LSUHSC-New Orleans
*Business Unit: LSUNO @ LSUMC New Orleans

MO1873000 (A Information Technolagy-Adminis
Entry Date: (011162007 H

*Location: [434150000 1@, COMPUTER SERVICES
Establishment ID: @ Date Created:  09/09/2011
Last Start Date: 1211712007
Expected Job End Date:

| Job Data Employment Data Eamings Distribution Benefits Program Participation |

save | [GMReturn to Search | (=7 Notity | 2 Refresh sstemispiny | & Incude History | [ Correct History | -
Tl i ] ,
Done & Internet | Protected Mode: On fa v H10% v

Step Action

6. Click the Include History button to view past Job Data information associated with

this employee.
| Q Include History I

7. Click the Arrow buttons to navigate to additional rows of data, or click the Last and

First links to move to the first and last

row of data.

8. Click the Job Information tab.
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PSOHRTRN: s
PSSHEWEBDEV12 RcB
Favgrites | Main Menu > Workforce Administration > Job Information > Job Data
New Window | Help | Customize Page | )
Work Location Job Information Job Labor Payroll Salary Plan Compensation
dohn Dos Empl ID:
Employee Empl Record: 0
Job Information fing  First B 4 o5 D Last
Effective Date: 0010172011
Effective Sequence: 0 Action: Promotion
HR Status: Active Reason: Promotion-Unclass/Admin Duties
Payroll Status: Active Job Indicator: Primary Job
Current (] E
*Job Code: 404 X IT ANALYST 2
Entry Date: 09/01/2011 {Ex]
‘Supervisor Level: q
‘Supervisor ID: q
Reports To: [
*RegulariTemporary: Regular - *FulliPart: Full-Time -
Empl Class: IndfNe Tn - “Officer Code: None -
*Regular Shift: NiA - Shift Rate: [
“Classified Ind: Unclassifd - Shift Factor:
Standard Hours: 40.00 Work Period: WA weeky
FTE: 1.000000
Adds to FTE Actual Count? Encumbrance Override
Contract Number: @ s pie e
Contract Type: -
«| ] v
Done € Internet | Protected Mode: On v 0% v

Action

Scroll to the bottom of the screen to view additional information.
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@

Job Information Fields
Effective Date - Date the action begins.

Effective Sequence - The method used to input multiple job actions on the
same date. The first action is O; the second is 1, etc.

Job Indicator - Defaults over form the Work Location panel.
Action/Reason - Defaults from the Work Location panel.

Job Code - The Civil Service (6 digits) or LSU System (3 digits) numeric
code related to an employee's position title. Is the official job title for the
employee.

Entry Date - Defaults in from the Job Code entry.

Supervisor Level - Field is not used by HCSD at this time.

Supervisor ID - The Person ID (EmplID) of the individual to whom the
employee reports. This field is optional for HCSD.

Reports To - The position number of the person to whom the employee
reports. This field is optional for HCSD.

Regular/Temporary - Indicates whether the individual is a regular or
temporary employee.

Full/Part - Indicates whether the individual is a full-time or part-time
employee.
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@ Job Information Fields (continued)

Empl Class - Indicates the class status of the employee based on specified

codes. A partial list is provided below:
1Year Trm
2Year Trm
3 Year Trm
4 Year Trm
Agency/Tmp
Ann No Ten
Grd No Ten
Indf No Tn
Job
Mult Rest
Permanent
Probation
Provision
Resident
Rest Appt
Student
Tenured
Transient
Unclass

Officer Code - Will default as NONE always.
Regular Shift - Field will default to N/A.

Shift Rate - Field will remain blank.
Classified Indc - Ties the employee's job data to a classification. A partial list
is provided below:

Classified

Faculty

Graduate Assistant

House Officer

Fellow

Gratis Employee

Student

Temporary

Unclassified

Shift Factor - Will remain blank.
Standard Hours - Relates to the number of hours an employee is assigned to

work per week and is calculated based on the FTE (Full-time = 40 hours and
Part-time = 20 or 30 hours).
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@ Job Information Fields (continued)
Work Period - Time period in which Standard Hours are completed.
FTE - Full-time Equivalent

Adds to FTE Actual Count - Will default from Position Record. If not,
should be checked for HCSD.

Encumbrance Override - Will remain unchecked at all times.
Contract Number - Field is not used by HCSD at this time.

Contract Type - Field is not used by HCSD at this time.

PS9HRTRN:.%
PSOHEWEBDEV12 RcB Home | AddtoFavortes | Signout
Favorites * Main Menu > \Workforce Administration > Job Information > Job Data

IMew Window | Help | Customize Page | B~

WorkLocation | Job Information | JobLabor | Payroll | SalayPlan | Compensation
Jdohn Doe Empl ID:
Employee Empl Record: 0
Job Information Find  First B0 4 o5 D st
Effective Date: 09/01/2011
Effective Sequence: 0 Action: Promotion
HR Status: Active Reason: Promotion-UnclassiAdmin Duties
Payroll Status: Active Job Indicator: Primary Job
Current (] £
*Job Code: 404 @ IT ANALYST 2
Entry Date: 09/01/2011 [
Supervisor Level: @
Supervisor ID: @
Reports To: @
*ReqularTemporary: Regular - “FulliPart: Full-Time -
Empl Class: IndfNo Tn - “Officer Code: None -
*Regular Shift: NiA - Shift Rate: L4
*Classified Ind: Unclassifd - Shift Factor:
Standard Hours
Standard Hours: 40.00 Work Period: w @, weekly
FTE: 1.000000
Adds to FTE Actual Count? Encumbrance Override
Contract Number
Contract Number: @
Contract Type: -
7| i ] '
€ Internet | Protected Mode: On v ®100% v

Step Action

10. Click the Payroll tab.
Bayroll

11. View the Payroll panel.
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@ Payroll Fields

Pay Group - Defines a set of employees (with similar characteristics of pay)
for payroll processing. A partial list of valid Pay groups is below:
LSUNO:

GR1 - Gratis New Orleans

NBD — To Be Determined

NBE — New Orleans Biweekly Exempt

NBN — Biweekly Non-Exempt

NBR — Residents (New Orleans)

NBS — New Orleans Students

NBT - Transients/Restricted

NMF — Full-time Faculty Staff (New Orleans)

NMG - Graduate Assistants (New Orleans)

NML - Fellows (New Orleans)

NMP — Part-time Faculty/Staff (New Orleans)

NMS — New Orleans Stipends

NRT — New Orleans Retirees

@ Payroll Fields (continued)

Holiday Schedule - Indicates the holiday schedule that an employee is on. A
list is provided below:

HCS - Health Care Srvs Div

NOC (New Orleans) - Classified, Civil Service Employee

NHS (No Holiday Schedule) - Unclassified employees. The

holiday schedule is built into their base salary and the holiday

schedule is not indicated. (This does not apply to HCSD).

However, for HCSD Transients or Pool employees, Students and

Restricted Appointments are not eligible for any benefits.
Employee Type - Denotes whether an employee is Hourly (H) or Salary (S).
For HCSD, the only salaried employees are monthly unclassified.

Tax Location Code - Is always Louisiana.

FICA Status - Indicates whether an employee is subject to:
1. Medicare and Social Security
2. Medicare only
3. Exempt from paying Medicare or Social Security.

GL Pay Type - Field is not used at this time.

Combination Code - Is the same as the Account Code. Is not used at this
time.

Edit ChartFields - Link is not used at this time.

Page 25



Training Guide
Human Resources Inquiry - LSUNO 9.1

PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Q Lsutealth

Home | AddtoFavortes | Signout

IMew Window | Help | Customize Page | B

Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

09/01/2011

o Action:

Active Reason:
Active Job Indicator:

Work Location | JoblInformation | JobLabor | Payroll | SalaryPlan | Compensation
John Doe Empl ID:
Employee Empl Record:

Payroll Information Fing  First B 105 I Lot

Promotion
Promotion-Unclass/Admin Duties

Primary Job

Current (]

Payroll System:

Payroll for North America

Pay Group:
Employee Type:
Tax Location Code:

Payroll for Morth America

NMF @, Full-ime FacullyStaff (New Or
s A salaried

LA A Louisiana

Holiday Schedule:

FICA Status:

NHS @, NOHOLSD

Medicare only

—

GL Pay Type:

Combination Code: Edit ChartFields

Job Data Employment Data Earnings Distribution Benefits Program Participation

_|updateiispiay | = ‘ [ correct History |

(5] save | [GFReturn to Search | [=] Notity ‘ 4 Refresh

Work ocation | Job Information | Job Labor | Payroll | Salary Plan | Compensation

gl il

0

Done & Internet | Protected Mode: On

h v ®10% v

Step

Action

12.

Click the Salary Plan tab.
Salary Plan

13.

View the Salary Plan panel.

@ Salary Plan Fields

Salary Administration - Is the type of plan the employee is on (AS, MS, PS,

SS, TS and WS for Civil Service employees and UNC for unclassified

employees.

Grade - This is the pay grade according to Civil Service's pay plan for the

jobcode.

Grade Entry Date - Field is not used at this time.

Includes Wage Progression Rule - Field is not used at this time.

Step - Not used at this time

Step Entry Date - Not used at this time.
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PS9HRTRN
PSOHEWEBDEV12 Rce
Favorites

Main Menu > Workforce Administration > Job Information > Job Data

ork Location

Information | Jol

MNew Window | Help | Customize Page | i
yroll Salary Plan Compensati

John Dog! Empl ID:
Employee Empl Record: 0
Salary Plan

First KM 1 or5 B Last
Effective Date: 0910112011
Effective Sequence: 0 Action: Promotion
HR Status: Active Reason: Promotion-Unclass/Admin Duties
Payroll Status: Active Job Indicator: Primary Job
Ccurrent (]

o
Salary Admin Plan: UNG |3,

o
Grade: @, ‘e Grade Entry Date: =
Step: @ Step Entry Date: =

[ Includes Wage Progression Rule
| Job Data Employment Data

Earnings Distribution Bengfits Program Participation |

[5) save | [FReturnto Search [ < Notify | 2 Refresh
Bsawe

WorkLocation | Job Information | Job Labor | Payroll | Salary Plan | Compensation

EUW&(E’DBD\E\«' $ inc

| [ correct History |

<

i
Done

]
€D Intemnet | Protected Mode: On v 0% v

Step Action

14.

Click the Compensation tab.
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PSOHRTRN:s

PSSHEWEBDEV12 RcB

Home | AddtoFavortes | Signout
Favorites * Main Menu > Workforce Adminstration > Job Information > Job Data
Mew Window | Help | Customize Page | B~
Work Location | Joblnformation | Joblabor | Payroll | SalaryPlan | Compensation
John Doe Empl 1Dz
Employee Empl Record: 0
Compensation Find  First Bl 1 or5 I Last
Effective Date: 0910112011
Effective Sequence: 0 Action: Promation
HR Status: Active Reason: Promotion-Unclass/Admin Duties
Payroll Status: Active Job Indicator: Primary Job
Current ] =
(Compensation Rate: 4,293.005] usD &, *Frequency: M2 yantny
~ Comparative Information
Change Amount: 318.00000053 UsD  Montnly
Change Percent: 8.000 Compa-Ratio:
Annual 51,516.000000 usD  Daily 198.138462  USD
Monthly 4,293.000000 USD  Hourly 24767308 USD

Pay Components customize | Find | 2| 8 First B 4 or4 B Lot
Amounts  IEarirol) [ CHaRges I IcGnversion

’— *Rate Code seq |Comp Rate Currency Frequency Percent
1|NAMNTH @ o | 4,293.0000005  [USD @ m @, +[=]

Time and Labor Pay Rules

Begin Date:

Time & Labor Status: Never Enrolled in T&L
‘ Dav from Schad- [
«

InacfivataiNa Mot Farnll- [T -
.

] »
Done

@ Internet | Protected Mode: On 3 v ®100% v

Step Action
15.

Click the scrollbar to view additional data at the bottom of the screen.

]

View the Pay components Time and Labor Pay Rules at the bottom of the
Compensation panel.

16.

@ Compensation Fields

Compensation Rate - The amount at which the employee is paid based on the
compensation frequency.

Frequency - How often the employee is paid.

Rate Code - Can have multiple entries for an employee including base pay

and any other additional compensation they may receive, such as Shift
Differential, Retention, On Call, etc.

Step Action

17. Click the Employment Data link.
[Employment Datd

18. View the Employment Information
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@ Employment Information Fields

Organizational Instance Record - Defaults in from the Employee Record
Number.

Original Start Date - Date the employee first began employment with the
company.

Last Start Date - Is a defaulted date.

First Start Date - Original hire date with Business Unit.
Last Assignment Start Date - Is a default field.

First Assignment Start - Is a defaulted date.

Assignment End Date - Date the assignment will end and the employee will
return to previous position.

Home/Host Classification - Is a defaulted field.

Company Seniority Date - For classified employees, it is the adjusted service
date used for layoff purposes.

Benefits Service Date - The actual leave accrual date.
Seniority Pay Cal Date - Field is not at this time.

Probation Date - The day an employee obtains permanent status (Civil
Service).

Professional Experience Date - Field is not used at this time.
Last Verification Date - Field is not used at this time.
Business Title - Is a defaulted field based on Job Code.

Anniversary Date - The date the employee is to be evaluated using the PPR
process (Civil Service).

Merit Status - Is an optional field used for automatic merit increase process.

Next Merit Eligibility Date - The date the employee is eligible to receive a
merit increase (Civil Service).
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@ Employment Information Fields (continued)
Appointment End Date - Date assignment will end.
Contract Length - Field is not used at this.

Accrue Tenure Services - Field is not used at this time.
FTE For Tenure Accrual - Field is not used at this time.
Service Calculation Group - Field is not used at this time.

FTE for Flex Service Accrual - Field is not used at this time.

Page 30



Training Guide

Q LSUHealth Human Resources Inquiry - LSUNO 9.1

PSOHRTRN:s

PSOHEWEBDEV12 RcB Home | AddtoFavortes | Signout
Favorites * Main Menu > \Workforce Administration > Job Information > Job Data

Employment Information

Mew Window | Help | Customize Page | B~

-John Dog Empl ID:
Employee Empl Record: 0
Organizational Instance
Organizational Instance Red: 0 Original Start Date: 0116/2007 [Tl override
Last Start Date: 121712007 First Start Date: 01182007
Termination Date: Years Months  Days
Org Instance Service Date: 0111612007 [Coverrige  © 5 3 16 L

Organizational Assignment Data

Instance Record

Last Assignment Start Date: 1211712007 First Assignment Start: 0116/2007
Assignment End Date:
Home Host Classification: Home Years  Months Days
‘Company Seniority Date: 0116/2007 [Cloverride ks 5 3 16
Benefits Service Date: 01HB/2007 [Cloverride k3 5 3 16 '
Seniority Pay Calc Date: [ override o 0 0 0
Probation Date: [
Professional Experience Date: [ Last Verification Date: [5
Business Title: IT ANALYST 2 Position Phone:
Additional Data
Anniversary Date: ] Werit Status: -
Next Merit Eligible Date: Gl Leave Grandfathered: []
“Eysa L
T m ] '
Done € Internet | Protected Mode: On v ®100% v

Step Action

19. Click the scrollbar to view additional data at the bottom of the screen.

20. Click the Benefits Program Participation link.

Benefits Program Paricipation

21. If the Benefit Program is equal to:

FTP - the employee is eligible for benefits.

FRP - the fellows and residents who are eligible for certain benefits
NEL, or HCP - the employee is not eligible for benefits

22. This completes the View Job Data topic.
End of Procedure.
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View a Job Summary

The Job Summary pages are a snapshot of an employee's LSU Health employment history. The
pages consolidate information including pay rate changes, leaves of absence, promotions,
transfers, and more.

Procedure

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

PS9HRTRNG:s0
PSOHEWEBDEV1  Rce
Fa\’ﬂv”tes Ma\n_Menu

Personalize Cantent | Layout Help

Done @ Local intranet | Protected Mode: Off v B10% v

Step Action

1. Click the Main Menu button.

Main Menu
.
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Q Lsutealth

PS9HRTRNG: s
PSSHEWEBDEVA1  RcB
Favorites | Main Menu
Personalize Search Menu: ® Help
3 Seff Service 4
3 Manager Seff Servica L3
3 Workforce Administration Y 1 . .
ersonal Information
g (E:::nepzt;atmn 3 Job Information 4
£ Time and Labor 3 Global Assignments »
3 Labor Administration 4

3 Payroll for North America 3 Absence and Vacation K
3 Payroll Interface & Tenure FBS \
3 Workforce Development | (= copeov oo oo ,
£ Organizational DevebPme ) Tamplate-Based Hire N
3 Enterprise Leaming £ Workforce Reports ,
3 Workforce Monitoring
3 set Up HRMS 4
3 Reporting Tools »
3 PeopleTools v
3 LSUHSC Processes 4
[E My Personalizations

psi//p 2 Isuhse.edu/psp) OVEE/H L18_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off v H100% v

Step Action

2. Click the Workforce Administration menu > Job Information menu.

PS9HRTRN:.
PSOHEWEBDEV11  Rce
Favorites | Main Menu
Personalize Search Menu: ® Help
£ Seff Service 4
3 Manager Seff Service 4
3 Workforce Administration o e f— .
£ Benefits ersonal Information
3 Job Information
E i:;r’:"e”::;at‘:;w £ Global Assignments {3 Contract Administration :
£3 Payrol for North America| L L2007 Adminstration £ Temoorary Assonments
9 Absence and Vacation = _J Employment Categorization ITA »
& Payrol Interface £ Tenure FPS 3 Review Job Information ’
3 Workforce Development 3 Collective Processes 3 Reports »
£ Organzational Developme  Tompiate-Based Hie [5] 20b Datz
3 Enterprise Leaming 3 Workforce Reports [E Add Employment Instance
3 Workforce Monitoring [E] other Payee
3 Set Up HRMS » (5] Add Addtional Assignment
3 Reporting Tools 3 [E] Move Assignmnt to another Inst
£3 PeopleTools » [£] Demote an Instance
{3 LSUHSC Processes » [£] Additional Appaintment JPN
[E my Personalzations 5] current Job
[E] Pay Rate Change
[E) Cost Rate IPN
[E) Ccalculate Compensation
[E] Business Expenses
[E] company Property
[E] Maintain Employee Credit Card
[E] Mandates FRA
[£] Employee Data Tracking MIL
[5] Reguest Job Change
[5] Review My Job Change Request
[5] Review AllJob Change Request
[5] Review Errors and Wamings
[5] Additional Information BRA
[5] Employee AFI Data ESP
psi//ps 2.suhsc.edu/psp. OVEE/HRMS/s/WEBLIB_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off v ®10% v

Step Action

3. Click the Review Job Information menu.
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PS9HRTRN:s0
PSOHEWEBDEV11 Rcs
Favorites | Main Menu

Personalize Search Menu:

-

3 Self Service

(3 Manager Self Service

3 Workforce Administration
3 Benefits 3 Personal Information
3 Job Information

£3 Global Assignments
3 Lsbor Administration

3 Compensation

3 Time and Labor

{3 Payroll for North America
3 Payroll Interface ) Tenure FPS

£ workforce Development | 1o e processes
£3 Organizational Develdpme ( Tempte-Based Hire
3 Enterprise Leaming
3 Workforce Monitaring

3 Workforce Reports

3 Set Up HRMS 4
3 Reporting Tools
3 PeopleToals »

(3 LSUHSC Processes 3
[E my Personalzations

3 Absence and Vacation

Training Guide

Human Resources Inquiry - LSUNO 9.1

»

3 Contract Administration 4

3 Temporary Assignments »

3 Employment Categorization TTA 3

3 Review Job Information

3 Reports [E Workforce Job Summary
[E] Job Data [5) 10b Summary 3PN

(5] Add Employment Instanc [5] Muttiple Jobs Summary
[E] other Payee

[E] Add Additional Assignment

[E] Move Assignmnt to another Inst
[E] Demote an Instance

[E] Additional Appointment JPN

[E current Job

[E] Pay Rate Change

[E) Cost Rate IPN

[E) calculate Compensation

[E] Business Expenses

[E] Company Property

[E] Maintain Employee Credit Card
[E] Mandates FRA

[£] Employee Data Tracking MIL

[5] Reguest Job Change

[5] Review My Job Change Request:
[5] Review AllJob Change Request
[5] Review Errors and Wamnings

[5] Additional Information BRA

[5] Employee AFI Data ESP

ps://p: 2.Isuhsc.edu/psp OVEE/HRMS/5/WEBLIB_PTPP_SC.HOMEP,

€ Local intranet | Protected Mode: Off 4 v ®100% v

Step

Action

Click the Workforce Job Summary menu.

the other search fields.

Click the Search button.
Search

You can search for an employee using either the EmplID or the Last Name.
To use the EmplID option, simply enter the employee's seven (7) digit number into

the EmplID field and click the Search button. It is not recommended to use any of

The Employee ID number is designated as EmplID in PSHR9. All EmplID's contain
seven (7) digits. You must include the preceding zeros when entering the EmplID.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

 Lsutealth

vortes | Sian out

Favgrites | Main Menu > Workforce > Job > Review Job » Workforce Job Summary
Mew Window | Help | Customize Page | B
Workforce Job Summary
John Doe ENP Empl ID:
FELHIRAENY First Bl 1.5 or5 B Lost
" General T jobinformation T Work Location | Salary Pian | Compensation
lorg Emp! Effective -
B e Seq  |Action |Action Reason | Key Person  [Go To Job
ENP 009012011 0 Promaotion Promaotion Job Data
EMP 012/01/2008 0 Pay Rt Chg 09-953 Job Data
ENP 0121722007 O Rehire 01-150 Job Data
ENP 0 121152007 0 Terminatn Stu Grad Job Data
ENP 001162007 0 Hire Stu Appt Job Data
[EhReturn to Search | [=] Notify
Done €& Local intranet | Protected Mode: Off v 0% v

Step Action

6. View the General panel.

Click the Job Information link.

| Job Information ]
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PS9HRTRN:

PSSHEWEBDEV11 RcB
Favorites - Main Menu > Workforce Administration > Job Information > Review Job Information > Workforce Job Summary

Mew Window | Help | Customize Page | B
Workforce Job Summary

John Dog EMP

Empi ID:

Job Information
(] o0 ormation | RIS IS R

First K 1.5 0r5 B Lost

Emp| Effective E:

Record  |Date Sea R Trppe!
EMP 0 09/01/2011 0 404 Salaried  Active Full-Time Reqgular 40.00 Weekly
EMP 0 12/01/2008 0 405 Salaried  Active Full-Time Regular 40.00 Weekly
EMP 01211772007 0 405 Salaried  Active Full-Time Regular 40.00 Weekly
EMP 0121152007 0 981 Hourly Terminated Part-Time Temporary 20.00 Weekly
EMP 0 011812007 0 081 Hourly  Active PatTime  Temporary 20.00 Weekly

[GReturn to Search | [=] Notify

€ Local intranet | Protected Mode: Off v H100% v

Step Action

7. View the Job Information panel.

Click the Work Location link.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

John Doe!

Job Information

lorg Emp! Effective
Relation Record  |Date
EMP

0 09/01/2011
EMP 0 12/01/2008
EMP 0 12/17/2007
EMP 0 12/15/2007
EMP 0 01/16/2007

Favorites . Main Menu > Workforce

 Lsutealth

Workforce Job Summary

B

A vortes | Sian out
> Job > Review Job » Workforce Job Summary
Mew Window | Help | Customize Page | B
EMP Empl ID:

Position
INFORMATIO
IT ANALYST
T ANALYST
STUDENT -

STUDENT -

| General [ iobinformation | work Location | SalaryPian | Gompensation

Company  (Department Location Reports To

001

001

001

001

001

Customize | Find | B0 First Bl 1.5 o5 B Last

Informatio
Informatio
Informatio
Informatio

Informatio

[EhReturn to Search | [=] Notify

€ Local intranet | Protected Mode: Off v B0k v

Step

Action

Click the Salary Plan link.

View the Work Location panel.
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PS9HRTRN:s0
PSSHEWEBDEV11 RcB
Favorites * Main Menu > Workforce Administration > Job Information > Review Job Information > Workforce Job Summary
IMew Window | Help | Customize Page | B
Workforce Job Summary
John Doe: EMP Empl ID:
Job Information First K 1.5 ors B Lost
| General T Jobinformation | workLocation | satary plan | compensation
lOrgRelation |°T® |Effoctive Date [Seq [SalPlan |Grade [Step [PayGroup |Frequency
ENP 0090112011 0 UNC 0 NMF Monthly
EMP 0 1200122008 0 UNG 0 NMF Monthly
ENMP 0124712007 0 UNC 0 NMF Monthly
EMP 0 121152007 0 UNG 0 NBS Hourly
ENMP 0 01M6/2007 0 UNC 0 NBS Hourly
[ShReturn to Search | [=] Notify
€ Local intranet | Protected Mode: Off v H100% v

Step Action

9. View the Salary Plan panel.

Click the Compensation link.

[
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favovntes MalnvMenu > Workforce \d > Job > Review Joh_
Workforce Job Summary
John Doe EMP

Job Information
| General [ iobinformation | WorkLocation | Salary Plan | Compensation

lorg Emp! Effective
Relation Record  |Date

EMP 0 09/01/2011 0 51516.000 4293000 141527 24767308 USD
EMP 0 12/01/2008 0 47700000 3975000 131044 22932692 USD
EMP 0 12/17/2007 0 45000.000  3750.000 123.626 21.634615 USD
EMP 0121512007 0 10400000 866667 40000 10000000 USD
EMP 0 01/16/2007 0 10400000 866667 40000 10000000 USD

»  Workforce Job Summary

Empl ID:

 Lsutealth

MNew Window | Help | Customize Page | B

8.000 Components
6.000 Components
332,692 Components
Components

Components

[GReturn to Search | [<] Notify

G-

€ Local intranet | Protected Mode: Off 0% v

Step Action

10. View the Compensation panel.

Click the Components link.
[Components]
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PS9HRTRN:

PSSHEWEBDEV11 RcB

Favorites - Main Menu > Workforce Administration > Job Information > Review Job Information > Workforce Job Summary

IMew Window | Help | Customize Page | B

Salary Components
John Doe Empl ID: - Empl Record: 0
Compensation Rate: 3,975.00000053 usD
Compensation Frequency: M Wonthly
Pay Components

Amounts  [/IEsAtaEIN ] ICkanRgesI) T{iCanversion
Rate Code |Seq  (Comp Rate Currency |Frequency |Points  |Percent [Rate Code Group
NAMNTH 03975.0051 usD Monthly

0K Cancel

Done € Local intranet | Protected Mode: Off G v H100% v

Step Action

11. Click the Display In Other Currency button.
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PS9HRTRN:s0
PSOHEWEBDEV11 Res
Favorites | Main Menu > Workforce Administration > Job Information > Review Job Information »  Workforce Job Surmmary

Mew Window | Help | Customize Page | B

Display In Other Currency

From Amount: $2,975.00 usD
Rate Type: Pbrrc & Official Rate

Effective Date: 0413012012 [

To Currency Code: usD @ US Dollar

Conversion Rate: 100000000 Exchange Rate Detail

Converted Amount: 3,975.00 usD SEEIELED

Done € Local intranet | Protected Mode: Off 5 ov H100% v

Step Action

12. Click the Return button.
[ Return ]
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PS9HRTRN:

PSSHEWEBDEV11 RcB

Favorites - Main Menu > Workforce Administration > Job Information > Review Job Information > Workforce Job Summary

IMew Window | Help | Customize Page | B

Salary Components

John Doe Empl ID: .. Empl Record: 0

Compensation Rate: 3,975.0000005 usD

Compensation Frequency: M Wonthly
Pay Components
Amounts [/ IE5HEaEN [ ICarges)) {iCanversion

Rate Code |Seq  |Comp Rate Currency  |Frequency |Points  |Percent Rate Code Group

NAMNTH 0 3,975.005] usD WMonthly

oK Cancel

Done

€ Local intranet | Protected Mode: Off G v H100% v

Step Action

13. View the Amounts panel.

Click the Controls link.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

 Lsutealth

Home | AddtoFavorites |  Sian out

»  Workforce Job Summary

MNew Window | Help | Customize Page | i

Compensation Frequency: W Wonthy
Pay Components
Amounis | Controls [{Changes) [ Conversion

Rate Code  (Seq  |Source

(Calculated By 'sz:’" De';‘";ir::""( Details

MNone

MNAMNTH 0 Manual

Details

Favgrites | Main Menu > Workforce > Job > Review Job

Salary Components

John Doe Empl ID: Empl Record: 0
Compensation Rate: 3,975.0000005 usD

OK Cancel

€ Local intranet | Protected Mode: Off v B0% v

Step Action

14. View the Controls panel.

Click the Changes link.
| Changes 1
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PS9HRTRN:

PSSHEWEBDEV11 RcB

Favorites - Main Menu > Workforce Administration > Job Information > Review Job Information > Workforce Job Summary

Salary Components

John Doe Empl ID: . Empl Record: 0

Compensation Rate: 3,975.00000053 usD
Compensation Frequency: I Wonthly
Pay Components

Bmounts ] gontros | Changes T[Canversion

Rate Cade |Seq Change Amount (Currency Code  Frequency | Chon9 Change Percent

NAMNTH 0 225.0000005] USD Monthly

oK Cancel

Training Guide
Human Resources Inquiry - LSUNO 9.1

IMew Window | Help | Customize Page | B

€ Local intranet | Protected Mode: Off

a v ®10% v

Step

Action

15.

View the Changes panel.

Click the Conversion link.

[
Conversion ]
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Q Lsutealth

Home | AddtoFavorites |  Sian out

»  Workforce Job Summary

MNew Window | Help | Customize Page | i

Pay Components
Bimounts ]{| Control | Chianges )] Conversion

Rate Code  [Seq Converted Comp Rate:

MNAMNTH 0 3,975.000000 USD Monthly

Favorites - Main Menu > Workforce > Job > Review Job
Salary Components
John Doel Empi ID: Empl Record: 0
Compensation Rate: 3,975.0000005 usD
Compensation Frequency: i1 WMonthiy

Currency Code  |Frequency Apply FTE

OK Cancel

€. Local intranet | Protected Mode: Off v B10% v

Step Action

16. View the Conversion panel.

Click the OK button.
oK

17. Click the Home link.

Lo

18.
End of Procedure.

This completes the View a Job Summary topic.

Page 46



Training Guide

Q LSU Hea|th Human Resources Inquiry - LSUNO 9.1

Monitor Absence

Procedure

In this topic you will learn how to Monitor Absence.

PS9HRTRN: s
PSOHEWEBDEVM2 Rce
Fa\’ﬂv”tes Ma\n_Menu

Personalize Content | Layout Help

Done €D Internet | Protected Mode: On v ®100% v

Step Action

1. Click the Main Menu button.
2. Click the Workforce Administration menu > Absence and Vacation menu

>Track Absence lick the Summary by Employee menu.

3. You can search for an employee using either the EmplID or the Last Name.

The Employee ID number is designated as EmplID in PSHR9. All EmplID's contain
seven (7) digits. You must include the preceding zeros when entering the EmplID.

To use the EmplID option, simply enter the employee's seven (7) digit number into
the EmplID field and click the Search button. It is not recommended to use any of
the other search fields.
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Human Resources Inquiry - LSUNO 9.1 Q LSUHealth

PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favorites * Main Menu > \Workforce Administration > Absence and Vacation > Track Absence Hitory > Summary by Employee

New Window | Help | B
Summary by Employee

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300y 300

Empl ID: beginswith v [FrmEs |
Empl Record: = -
Name: begins with ~ ’7
Last Name: beginswith ~[ |
Second Last Name: beginswith ~[ |
Alternate Character Name: beginswin ~ | |
Middle Name: beginswith ~[ |

[T case Sensitive
Search | Clear |Basic Search [Gf Save Search Criteria
< i ] »
Done € Local intranet | Protected Mode: Off 5 v H100% v |

Step Action

4, Click the Search button.
Search
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Q LSUHealth Human Resources Inquiry - LSUNO 9.1

PS9HRTRN:s0
PSOHEWEBDEV11 ReB Home | Addto Favortes
Favorites * Main Menu > \Workforce Administration > Absence and Vacation > Track Absence History > Summary by Employee

Mew Window | Help | Customize Page | B

Sign out

Summary by Employee

John Do EMP e Empl Record: 0

Absence Summary

- nd ition

1 MONTHLY-ANNUAL LEAVE UsA 112112011 111232011 2400 Absence Details
2 MONTHLY-SICK LEAVE UsA 10/2112011 10/21/2011 8.00 Absence Details
3 MONTHLY-ANNUAL LEAVE USA 091912011 0972372011 40.00 Absence Details
4 MONTHLY-SICK LEAVE USA 081812011 08/18/2011 8.00 Absence Details
5 MONTHLY-SICK LEAVE UsA 07i2812011 07/28/2011 8.00 Absence Details
6 MONTHLY-ANNUAL LEAVE UsA 07i05/2011 07/08/2011 32.00 Absence Details
7 MONTHLY-ANNUAL LEAVE USA 06/01/2011 06/03/2011 24.00 Absence Details

Save | [GhReturn to Search | =] Notify

Done € Local intranet | Protected Mode: Off 5 ov H100% v

Step Action

5. View the Absence Summary by Employee panel.

The Absence Details link is not functional at this time.

6. This completes the Monitor Absence topic.
End of Procedure.
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Benefits

Review Accrual Balances

The Review Accrual Balances page allows you to view information on an employee's sick and
annual leave accrual.

Procedure

In this topic you will learn how to Review Accrual Balances.

PS9HRTRN: s
PSOHEWEBDEVM2 Rce
Fa\’ﬂv”tes Ma\n_Menu

Personalize Content | Layout Help

€D Internet | Protected Mode: On fa v R100% v

Step Action

1. Click the Main Menu button.

Click the Benefits menu > Manage Leave Accruals menu.

Click the Review Accrual Balances menu.
| [=] Review Accrual Balances |
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Human Resources Inquiry - LSUNO 9.1 Q LSUHealth

PSOHRTRN: s
PSSHEWEBDEV12 RcB Add to Favories | Sign out
Favgrites | Main Menu > Benefits > Manage Leave Accruals > Review Accrual Balances
New Window | Help |
Review Accrual Balances
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Maximum number of rows to retum (up to 300). 300
Empl ID: begins with ~ |
Benefit Record Number: = -
Name: begins with ~
Last Name: begins with ~
Organizational Relationship: = - -
Alternate Character Name: beqgins with ~
[CIcase sensitive
Search | Clear |Basic Search [ Save Search Criteria
7] I ] »
Done €D Internet | Protected Mode: On fa v H10% v

Step Action

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

All Empl ID's contain (7) digits. You must include the preceding zeros when
entering the Empl ID.

Enter the desired information into the Empl ID field. Enter "0000000".

5. Click the Search button.
Search
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PSOHRTRN: s

PSOHEWEBDEV12 RcB

Review Accrual Balances

John Doe Employee

Leave Accruals

Accrual Balances - Hours

Carried over from previous year:

Favorites . Main Menu > Benefits > Manage Leave Acaruals > Review Accrual Balances

Company: 001 LSUHSC-New Orleans
Plan Type: Sick
Accrual Date: 113012011

224.000000

Training Guide
Human Resources Inquiry - LSUNO 9.1

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | i

1D: Benefit Record: 0
Find | View st First K 1 orse Il Last

Benefit Program: FTP  FullTemp/Part-time
Currency: usD

Service Date:

01/1612007
Eamned Year-to-Date: 110.000000 | | Service Hours: 8,433.750
Taken Year-to-Date: 32.000
Adjusted Year-to-Date: Unprocessed Data
Bought Year-to-Date: Hours Taken:
Sold Year-to-Date:
Hours Adjusted:
Hours Bought:
Hours Balance: 302000000 | | Hours Sold:
Hours Value: 747973 Service Hours:

[@hReturn to Search | [=] Notify

Done

€ Internet | Protected Mode: On fa v RI00% v

Step Action

6. View the Leave Accrual Balances panel.

NOTE: When you access the Leave Accrual Balances panel, the panel defaults to
the current row of Sick Leave accrual.
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PSOHRTRN:s

PSSHEWEBDEV12 RcB
Favorites - Main Menu > Benefits > Manage Leave Acaruals > Review Accrual Balances

Review Accrual Balances

John Doe! Employee 1D:
Leave Accruals
Company: 001 LSUHSC-New Orleans
Plan Type: Sick Currency: usD
Accrual Date: 115302011
Accrual Balances - Hours
‘Carried over from previous year: 224000000 Service Date:
Earned Year-to-Date: 110.000000 | | Service Hours:

Taken Year-to-Date: 32.000

Find | View Al

Benefit Program:  FTP  FullTemp/Part-time

Q Lsutealth

Home | AddtoFavortes | Signout

IMew Window | Help | Customize Page | B

Benefit Record: 0
First B 4 or 96 I Last

01/16/2007
8433750

Adjusted Year-to-Date:
Bought Year-to-Date:

Unprocessed Data

Hours Taken:
Sold Year-to-Date:
Hours Adjusted:
Hours Bought:
Hours Balance: 302.000000 | | Hours Sold:
Hours Value: 747973

Service Hours:

[ShReturn to Search | [=] Wotify

Done

@ Internet | Protected Mode: On fa v HM100% v

Step Action

method is demonstrated here.

Vacation accrual rows may be viewed by selecting one of the following methods:

1. Click the Scroll Areas to scroll through Sick and Vacation rows of accrual (this
also allows you to view previous rows of sick leave and vacation accruals).

2. Click the View All link and use the scroll bar that appears on the right side of the
page to scroll through Sick and Vacation rows of accruals.

3. Click the Find link to directly access the current row of Vacation accrual. This
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PSO9HRTRN: s
PSOHEWEBDEV12 Rce

Favovntes MalnvMenu > Benefts > Manage Leave Accruals > Review Accrual Balances
MNew Window | Help | Customize Page | i
Review Accrual Balances
John Doe!

Employee

Benefit Record:

Company: 001 LSUHSC-New Orleans Benefit Program: FTP  FullTemp/Part-time
Plan Type: Sick Currency: usD
Accrual Date: 113012011

Accrual Balances - Hours

Carried over from previous year: 224000000 | | Service Date:

01/16/2007
Eamned Year-to-Date: 110.000000 | | Service Hours: 3.433.750
Taken Year-to-Date: 32.000
Adjusted Year-to.Date: Unprocessed Data
Bought Year-to-Date: Hours Taken:
Sold Year-to-Date:
Hours Adjusted:
Hours Bought:
Hours Balance: 302.000000 Hours Sold:
Hours Value:

7,479.73

Service Hours:

[@hReturn to Search | [=] Notify

Done

€D Internet | Protected Mode: On fa v RI00% v

Step Action

8. Click the Find link.
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Explorer User Prompt

Seript Prompt
Enter search string

g -t Benefit Record: 0
Leave Accruals Find | View Al

First Kl 4 or s I Last
Company:
Plan Type:
Accrual Date:

001 LSUHSC-New Orleans
Sick
11/30/2011

Benefit Program:  FTP  FullTemp/Part-time

Currency: uso

Accrual Balances - Hours

Carried over from previous year:

224000000 Service Date: 01/16/2007
Earned Year-fo-Date: 110.000000 Service Hours: 8433750
Taken Year-to-Date: 32.000

Adjusted Year-to-Date:
Bought Year-to-Date:

Unprocessed Data

Mew Window | Help | Customize Page | B

Hours Taken:

Sold Year-to-Date:
Hours Adjusted:
Hours Bought:

Hours Balance: 302.000000 | | Hours Sold:

Hours Value: 7.47973 | | Service Hours:

[ShReturn to Search | [=] Notify
ction_win0(d *SICField41$hfind$0Y); € Internet | Protected Mode: On A v R100% v

Q Lsutealth

Home | AddtoFavortes | Signout

Step Action

9. Enter the desired information into the field. Enter "Vacation".

10. Click the OK button.

oK
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PSOHRTRN: s

PSOHEWEBDEV12 RcB

Review Accrual Balances
John Doe Employee 1D:

Leave Accruals

Company:

001 LSUHSC-New Orleans Benefit Program:
Plan Type: Vacation Currency:
Accrual Date: 1113012011

Accrual Balances - Hours

Carried over from previous year:

Favorites . Main Menu > Benefits > Manage Leave Acaruals > Review Accrual Balances

Training Guide
Human Resources Inquiry - LSUNO 9.1

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | i

Benefit Record: 0

Find | View All

First Kl 45 or 96 N Last

FTP  FulliTemp/Part-time
usD

99.000000 | | Service Date: 01/1612007
Eamned Year-to-Date: 154.000000 | | service Hours: 8,433,750
Taken Year-to-Date: 152.000
Adjusted Year-to-Date: Unprocessed Data
Bought Year-to-Date: Hours Taken:
Sold Year-to-Date:
Hours Adjusted:
Hours Bought:
Hours Balance: 101.000000 | | Hours Sold:
Hours Value: 250150 Service Hours:

[@hReturn to Search | [=] Notify

Step Action

11.
rows of Vacation accruals.

Click the Home link.

The current Vacation row displays.

You may use the scroll areas to view additional

12.

End of Procedure.

This completes the Review Accrual Balances topic.
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Review Employee Data Summary

Procedure

In this topic you will learn how to Review Employee Data Summary.

PS9HRTRN: s
PSOHEWEBDEVM2 Rce
Fa\'o_m:e 5 Main vM enu

Personalize Search Menu:

3 self Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payroll for North America
3 Payroll Interface

3 Workforce Development
3 Organizational Development
{3 Enterprise Leaming

3 Workforce Monitoring

3 set Up HRMS

3 Reporting Tools

3 PeopleTools

3 LSUHSC Processas

[E] My Personalizations

»
»
,
»
»
»
»
,
»
»
,
»
»
,
»
»

Done € Internet | Protected Mode: On fa v ®100% v

Step Action

1. Click the Benefits menu.

2. Click the Employee/Dependent Information menu.

3. Click the Review HR/Job/Payroll Data menu.
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Human Resources Inquiry - LSUNO 9.1 Q LSUHealth

PSOHRTRN: s

PSSHEWEBDEV12 RcB
Favorites ' Main Menu > Benefits > Employee/Dependent Information » Review HR/Job/Payrol Data

Add to Favorites |

Sign out

New Window | Help |

Review HR/Job/Payroll Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300). 300

Empl ID: beginswith ~| |
Empl Record: = -
Name: begins with ~ ’7
Last Name: beginswith ~[ |

Second Last Name: begins with ~
Alternate Character Name: begins with ~
Middle Name: begins with v

[T case Sensitive

search | Clear |gasic searcn [EF Save Search Crteria

al m ] v

Done €D Internet | Protected Mode: On fa v RI00% v

Step Action

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

All Empl ID's contain (7) digits. You must include the preceding zeros when
entering the Empl ID.

Enter the desired information into the Empl ID field. Enter "0000000".

5. Click the Search button.
Search
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PSO9HRTRN: s
PSSHEWEBDEV12 RcB
Favorites ' Main Menu > Benefits > Employee/Dependent Information » Review HR/Job/Payrol Data

Review HR/Job/Payroll Data

John Doe EMP 1D:

Empl Record: 0

Employee Summary Data

Payroll Status: Adlive
Benefits Employee Status:  Active

FulliPart Time: Full-Time

RegularTemporary: Regular

Standard Hours: 40.00

Work Period: Weekly

Pay Group: Full-time FacultyStaff (New Or
Company: LSUHSC-New Orleans

Employee Type: Salaried

Business Unit: LSUNO LSUMC New Orleans
Job Code: 404 IT ANALYST 2

Supervisor Level:

NO1673000  Information Technology-Adminis

Location Code: 434150000 COMPUTER SERVICES

Annual Benefits Base Rate:

Country:  USA NDType: PR SSN National ID: [RLE o
Gender: Wale
Marital Status: single

Significant Dates

Training Guide

Home | AddtoFavortes |  Sign out

MNew Window | Help | Customize Page | i

First Start Date: 01/16/2007 Service Date: 01/1612007
Company Seniority Date: 01/16/2007 Last Start Date: 1211712007
ination Date: Date of Birth: FTPTETEN

Done € Internet | Protected Mode: On fa v RI00% v

Human Resources Inquiry - LSUNO 9.1

Action

View the Employee Data Summary page.

Click the scrollbar.
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PS9HRTRN:.%
PSSHEWEBDEV1Z RcB
Favojites | Main Menu > Benefits > Employee/Dependent Information > Review HR/Job/Payrol Data

Home | AddtoFavortes | Signout

“Benefits Employee Status:  Active X
FullPart Time: Full-Time

Regular/Temporary: Regular

Standard Hours: 4000

Work Period: Weekly

Pay Group: Fulltime FacultyStaff (New Or b
Company: LSUHSC-New Orleans

Employee Type: Salaried

Business Unit: LSUNO  LSUNC NewOrleans

Job Code: 404 T ANALYST 2

Supervisor Level:

Department: NO1673000  Information Technology-Adminis
Location Code: 434150000 COMPUTER SERVICES
Annual Benefits Base Rate:

Country:  USA NDType: PR ssN National ID: OB 18
Gender: Wale 1
Marital Status: Single

Significant Dates

First Start Date: 0111612007 Service Date: 0111612007
Company Seniority Date: 01/16/2007 Last Start Date: 1201742007
Termination Date: Date of Birth: ]
e 01/15/2007 Date of Death:

[&hReturn to Search | (=] Notify

Done € Internet | Protected Mode: On 3 v ®100% v

Step Action

7. Click the Return to Search button.
E\?"Retu rn to Search

8. This completes the Review Employee Data Summary topic.
End of Procedure.
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Payroll for North America

Review Paycheck Summary
The Paycheck Summary page for an employee displays information such as earnings, taxes and
deductions for a single paycheck.

Procedure

In this topic you will learn how to Review Paycheck Summary.

PS9HRTRN: s
PSOHEWEBDEVM2 Rce
Fa\’ﬂv”tes Ma\n_Menu

Personalize Content | Layout Help

€D Internet | Protected Mode: On fa v R100% v

Step Action

1. Click the Main Menu button.
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Q Lsutealth

PS9HRTRN: s i
PSIHEWEBDEV12 RcB Home /Add to Favorites Sian out
Favgrites | Main Menu
Personalize S€arch Menu: ® Help
3 Self Service 3
3 Manager Seff Service 4
3 Workforce Administration L3
3 Benefits 4
3 Compensation »
3 Time and Labor L2
3 Payroll for North America
£3 Payrol Interface g E’”P‘”“V“ Pay Data USA 4
. ) payroll Pracessing USA
E \é.nrkfnrze DE‘\DEID’DTEM {3 Retroactive Payrol 3 Create and Load Paysheets 4
&= OINEETONE DEVERME () payrol Distribution £3 Undate Paysheets .
Enterprise Leaming 3 Pay Period Tax Reports U (1 Produce Payrol
83 Workforce Mankoring | oot Payroll Events Us [ Review Processing Messa [5) precalculation Audit Report
£ setup HRMS £3 U.S. Quartery Processing (1 Produce Checks () Calcuiate Payrol
3 Reporting Tools 5 U5, Annual Processng | ) Create Direct Deposts | ) Preconfim Aud Report
&3 PeopleTools £3 Pay Period Reports (5] Confirm Payrol
3 LSUHSC Processes 4 £3 Create Onlne Checks | =] Unconfirm Payrol
[E] My Personalizations 3 Create Final Checks [5] Employees Not Processed Report
[5] Reverse/Adjust Paycheck =] Review Paycheck
[5] Review Seff Service Paycheck
[£] Review Paycheck Summary
[E] Review Actuals Distribution
[5] Review FLSA Pay Data
[ Distribute Payrol Data for AP
(5] Review Payroll Distribution
[=] Reverse Time and Labor
psi//p 2 Isuhse.edu/psp) OVEE/H L18_PTPP_SC.HOMEP. @ Internet | Protected Mode: On v H100% v

Step Action

Click the Payroll for North America menu > Payroll Processing USA menu >
Produce Payroll menu, and the Review Paycheck Summary menu.

| [=] Review Paycheck Summary
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PS9HRTRN:.%
PSSHEWEBDEV1Z RcB
Favorites * Main Menu > Payrol for North America > Payroll Pracessing USA > Produce Payroll > Review Paycheck Summary

Review Paycheck Summary

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value

Maximum number of rows to return (up to 300). [300
Company: begins with ~ @,

Pay Group: beginswith ~[ @
Pay Period End Date: = - e
offCycle 7 [

Page Nbr: = - Q
Line Nbr: = - @,
Paycheck Number: = -0
Empl ID: beginswith |
Name: beginswith ~ [
[[Icase Sensitive

Search Clear |pasicSearch [GF Save Search Criteria

Main Content

Add to Favortes |

Training Guide

Sign out

New Window | Help | &

l m

] »

Waiting for https://p: 2.lsuh o OYEE/HRM | @ Intemet | Protected Mode: On

h v ®10% v

Human Resources Inquiry - LSUNO 9.1

Step

Action

entering the Empl ID.

Enter the desired information into the Empl ID field. Enter "0000000".

You can search for an employee using either the Empl ID or the Last Name. All
Empl ID's contain seven (7) digits. You must include the preceding zeros when

Click the Search button.
Search
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PS9HRTRN: s
PSSHEWEBDEV12 RcB
Favorites * Main Menu > Payrol for North America > Payroll Processing USA > Produce Payroll > Review Paycheck Summary

New Window | Help | ] +

Review Paycheck Summary

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Maximum number of rows to return (up to 300). 300
Company: begins with ~ @
Pay Group: begins with = @,

I

Pay Period End Date: = [ L
Off Cycle ? i
Page Nor: = LI Y
Line Nbr: = - @
Paycheck Number: = -
Empi ID: beginswith ~ [
Name: beginswith |
[T case Sensitive
Search | Clear |Basic Search [&F Save Search Criteria

pany[Pay Group|Pay Period End Date 0ff Cycle 7|Page Nbr|Line Nbr[Separate Check Nbr [Form Identification[Paycheck Number
Y I 3 fco®

001 NBS  02/09/2007 1 3 ) NCHECK e
001  NBS  02/11/2007 N 82 3 2 NCHECK

001  NBS 022502007 N 81 3 0 MADVIC

001  NBS  03/11/2007 N 80 3 2 MADVIC

001 MBS 032502007 N 81 3 0 MADVIC

001  NBS  04/08/2007 N 80 3 2 MADVIC

001  NBS 042212007 N 80 3 0 MADVIC

01 NBS  05/08/2007 N 61 4 0 NADVIC -

o m ] '

& Internet | Protected Mode: On fa v R100% v

Step Action

5. All paychecks for an employee will display with the oldest at the top (ascending
order). The end-user should take note of the Pay Period End Date when attempting
to view a paycheck.

To change the order of paychecks from the oldest (ascending order) pay period end
date to the most current (descending order) pay period end date; double-click the
Pay Period End Date column title.

Pa Period End I]at
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PSOHRTRN: s

PSOHEWEBDEV12 RcB

Training Guide

Human Resources Inquiry - LSUNO 9.1

Favorites * Main Menu > Payrol for North America > Payroll Processing USA > Produce Payroll > Review Paycheck Summary

Review Paycheck Summary

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

New Window | Help | E  +

Maximum number of rows to return (up to 300). 300

Company: beginswith ~[ @
Pay Group: beginswith ~ [ @
Pay Period End Date: = -0 A
Off Cycle ? i
Page Nbr: = -0 A
Line Nbr: = - A
Paycheck Number: = -
Empi ID: oegins with ~ | ]
Name: beginswith |
[T case Sensitive

Search | Clear |Basic Search [&F Save Search Criteria

Search Results

01/31/2012 N 06

001 1213112011 N 316 &
001 113002011 N 313 1
001 10/31/2011 N 306 7
001 09/30/2011 N 312 1
001 08/31/2011 N 315 7
001 07/31/2011 N 312 7

01 06/30/2011 N e 7

(blank)
MNADVIC
MNADVIC
MNADVIC
MNADVIC
MNADVIC
MNADVIC
MNADVIC

St bed
LY
- -
LF S

e ds

m

I

& Internet | Protected Mode: On

v B100% -

Step

Action

The Pay Period End Date now lists paychecks in descending order, with the most
current paycheck distributed listed first.

Click the 01/31/2012 option in the Pay Period End Date column.

01/31/2012]
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Q Lsutealth

PS9HRTRN:.%
PS9HEWEBDEV12 RcB Home | AddtoFavortes | Sian out
Favgrites * Main Menu > Payroll for North America > Payroll Processing USA > Produce Payroll > Review Paycheck Summary
Mew Window | Help | Customize Page | B
Review Paycheck Summary

Summary Information

Empl 1D: Name: Sl § T e

Company: 001  PayGroup: NMF PayPeriodEnd:  01/31/2012 Page: 296  Line: & Separate Check:

Paycheck Status: Calculated

Paycheck Option:  Check Eamings:

4,293.00
Taxes: 63643

Issue Date: 01/31/2012 Paycheck Number: Deductions: 61264
Off Cycle Reprint Adjustment Corrected Cashed Net Pay: 304293

» Deductions

(G Return to Search | 1] Previous i List | o Mextin List | (2] notiy |

Main Content

Done

@ Internet | Protected Mode: On

a v ®00% v

Step Action

The Paycheck Summary page summarizes the information found on the paycheck or
the pay advice (direct deposit) statement.

Check # is the actual Check Number or the Advice Number (i.e. employees who
have direct deposit will have an Advice Number).

Click the Expand section button.
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PSO9HRTRN: s
PSOHEWEBDEV12 Rce
Favorites

Review Paycheck Summary

Empl ID:
Company:

001

Name:

PayGroup: NMF PayPeriod End:  01/31/2012 Page:

Paycheck Status:

Main Menu > Payroll for North America > Payroll Processing USA > Produce Payroll > Review Paycheck Summary

Summary Information

Calculated Paycheck Option: Check Earnings: 4,293.00
Taxes: 636.43

Issue Date: 01/31/2012 Paycheck Number: et 61364
oft Cycle Reprint Adjustment Corrected Cashed et Pay: 3,042.93

Training Guide
Human Resources Inquiry - LSUNO 9.1

New Window | Help | Customize Page | =«

296  Line: 6

Separate Check:

~ Earnings

Begin Date:  01/01/2012 End Date:  01/31i2012 AddILine Nbr:

Benefit Record: 0

EmplRecord: 0

Reason:

First Bl 1 or 1 B Last

Mot Specified

[

Additional Data

Other Earnings

Description

cose |

Hours: 177.13 Hours: 0.00 CrTes oo
Rate: 24767308 Rate: 0.000000 Baled 0.000000
Eamnings: 429300 Eamings: 000 Eamings:  0.00

Rate Code: Rate Code:

Rate Used:  Hourly Rate Shift: NIA Shift Rate:

State: LA Locality:

Customize | Find |

Rate Code  |Rate Used Hours

First Kl 4 or 1 I Last

Rate Amount |Source

» Taxes

» Deductions

€D Internet | Protected Mode: On -

Action

View the Earnings section.

Click the Collapse section button.

Click the Expand section button.
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PSOHRTRN: s

PSOHEWEBDEV12 RcB

Favorites

Review Paycheck Summary

Summary Information

Main Menu > Payroll for North America > Payroll Processing USA > Produce Payroll > Review Paycheck Summary

 Lsutealth

Mew Window | Help | Customize Page | B

Empl ID:
Company: 001

Pay Group:

Name: vl ® 6

NMF  Pay Period End:

01/31/2012 Page: 298 Line:

Paycheck Status:  Calculated Paycheck Option: Check Earnings: 4,293.00
Taxes: 636.43

Issue Date: 01/31/2012 Paycheck Number: e 61364
off Cycle Reprint Adjustment Corrected Cashed et Pay: 3,042.93

6  SeparateCheck:

» Deductions

0 HLTP&3
0 HLTP&3
0 ANNO21
0 RET002
0 RET002
939 GEND23

LSU First OPTION1 B-TAX
LSU First OPTION1 B-TAX
TIAA-CREF ANNUITY
TEACHERS

TEACHERS

LSUNO-PARKING BTAX

Before-Tax
Nontaxable
Before-Tax
Before-Tax
Nontaxable

Before-Tax

Customize | Find | B

Amount

First Kl 16 ore Bl Last

Calculated Base

4,293.00

4,293.00

(& Return to Searchl 15 Previous in Lis | 4] Next in List | [=] Notify |

€D Internet | Protected Mode: On

Step

Action

10.

View the Deductions section.

Click the Collapse section button.

11.

Click the Expand section button.
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PSO9HRTRN: s
PSSHEWEBDEV12 RcB
Favorites * Main Menu > Payrol for North America > Payroll Processing USA > Produce Payroll > Review Paycheck Summary

Mew Window | Help | Customize Page | B
Review Paycheck Summary

Summary Information

EmpliD: 4 Name:

Company: 001 PayGroup: NMF PayPeriod End:  01/31/2012 Page: 296  Line: 6 Separate Check:

Paycheck Status:  Calculated Paycheck Option: Check Eamings: 4,293.00
Taxes: 636.43
Issue Date: 0113112012 Paycheck Humber: — Gac
Off Cycle Reprint Adjustment Corrected Cashed et Pay: 3042.03

» Earnings

» Deductions

 Taxes Customize | Find | 2|

Custoize First Bl 1.5 or 5 B Last
- . . . Tax [PAET Work [PAEI Residence PSD
[TaxEntity  [State  [Resident |Locality |Locality Name [Tax Class Taxable Gross |, 3% [PAET Work BA T

WED/EE 412280 5978
US Federal Withholdng 367936 465.05
US Federal MedER 412280 5978
State LA 7 Withholdng 367936 11160
State LA Unempl ER 3,577.20
(& Return to Searchl L= us in Lis | 4] Next in List | [=] Notify |
€ Internet | Protected Mode: On v 0% v

Step Action

12. View the Taxes section.

Click the Home link.

13. This completes the Review Paycheck Summary topic.
End of Procedure.
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Review Actuals Distribution

Actuals Distribution displays the funding sources for a specific paycheck of an employee.

Procedure

In this section you will learn how to Review Actuals Distribution.

PS9HRTRN: s
PSOHEWEBDEV12 Rce
Favorites ¢ Main Menu

Personalize Content | Layout Help

Done € Internet | Protected Mode: On v ®10% ~

Step Action

1. Click the Main Menu button.

Click the Payroll Processing USA menu.

Click the Payroll Processing USA menu, and the Produce Payroll menu.

Click the Payroll Processing USA menu > Payroll Processing USA menu >
Produce Payroll menu, then click the Review Actuals Distribution menu.

||_“| Review Actuals Distribution |

5. You can search for an employee using either the Empl 1D or the Last Name. All
Empl ID's contain seven (7) digits. You must include the preceding zeros when
entering the Empl ID.

Click the Search button.
Search
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PS9HRTRN: 5
PSSHEWEBDEV12 RcB
Favorites * Main Menu > Payrol for North America > Payroll Processing USA > Produce Payroll > Review Actuals Distribution

New Window | Help | ]+

Review Actuals Distribution

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Maximum number of rows to return (up to 300). (300
Company: begins with ~ @
Pay Group: begins with = @,

I

Pay Period End Date: = @,
Off Cycle 7 ]
Page Nbr: = - a T
Line Nbr: = - @
Separate Check Nbr: = -
Paycheck Number: = -
Empl ID: beginswith = 0¥ AN
Name: begins with
[T case Sensitive
search | Clear |gasic Searcn P Save Search Citeria

Search Results

|Company[Pay Group|Pay Period End Date [0ff Cycle ? [Page Hbr[Line Nbr|Separate Check Nbr|Form Identification [Paycheck Humber|
z o 81

002 SWG 06/30/2007 N 10 z 2 SCHECK catm E

002 SMG 07/31/2007 N 10 [ 0 SCHECK septas t

002 SMG 08/31/2007 N 11 z 0 SADVIC > &

002 SMG 09/30/2007 N 11 z 0 SADVIC i

002 SMG 10/31/2007 N 11 z 0 SADVIC &

002 SMG  11/30/2007 N 10 & 0 SADVIC Bt et 1

002 SMG 12/31/2007 H 10 6 0 SADVIC LEBILOL et St b0 1‘ -
< I ’
Done & Internet | Protected Mode: On fa v H10% v

Step Action

6. All paychecks for an employee will display with the oldest at the top (ascending
order). The end-user should take note of the Pay Period End Date when attempting
to view a paycheck.

To change the order of paychecks from the oldest (ascending order) pay period end
date to the most current (descending order) pay period end date; double-click the
Pay Period End Date title column title.

Pa Period End I]at
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PS9HRTRN: 5
PSSHEWEBDEV12 RcB
Favorites * Main Menu > Payrol for North America > Payroll Processing USA > Produce Payroll > Review Actuals Distribution

New Window | Help | E  +

Review Actuals Distribution

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Maximum number of rows to return (up to 300). 300
Company: begins with ~ @
Pay Group: begins with = @,

I

Pay Period End Date: = e
Off Cycle ? B
Page Nor: = - B
Line Hbr: = - A
Separate Check Nbr: = -
Paycheck Number: = -
Empl ID: beginswith ~ [Prmssss
Name: beginswith » [
[T case Sensitive
search | Clear |gasic Searcn P Save Searcn Crteria

Search Results

| Company[Pay Group|Pay Period End Date [0ff Cycle ? [Page Hbr[Line Nbr|Separate Check Nbr|
z

002 SMG  1231/2011 N 10 z [

002  SMG  1130/2011 N 10 i 2

002 SMG  10/31/2011 N 10 z ]

002  SMG  09/30/2011 N 10 7 2

002 SMG  0831/2011 N n 1 ]

002 SMG 07312011 N 9 I 2 SADVIC Lt gy peny g gty

002 SMG  06/30/2011 N 9 7 0 SADVIC i LR S b Con® 0t -
(i m J v

& Internet | Protected Mode: On fa v R100% ~

Step Action

7. The Pay Period End Date now lists paychecks in descending order, with the
most current paycheck distributed listed first.

Click 12/31/2011 option in the Pay Period End Date column.
12/31/2011

8. The account(s) to which the employee's pay is being charged are found on the
Earnings panel.
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PSO9HRTRN: s
PSSHEWEBDEV12 RcB
Favorites  Main Menu > Payrol for North America > Payroll Processing USA > Produce Payroll > Review Actuals Distribution

Home | AddtoFavortes |  Sign out

MNew Window | Help | Customize Page | B

Eamings || Deducti

Company: 002 Pay Group: SNG Pay End Date: 123112011
Off Cycle Page: 10 Line: 7
Empl 1D: Name: ool HOET et
Separate Check: 0 Empl Record: 1
Earnings Code: REG-GRAD Amount: 2,000.00

Distribution

Fiscal Year: Amount:

\Account Department Project/Grant Product Fund Code Program Code ’;
504000 1103000 111 00001 1
Department: SH1102000 Currency: usD
Job Code: 966 Position: 00024470 Position Pool ID:

5t | ;DNmmLml Elw:mfyl

[l save @\Raurntnsearnnl'ﬂz~

Eamings | Deductions | Taxes

€D Internet | Protected Mode: On fa v R100% v

Step Action

9. Click the Deductions tab.

[
Deductions
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PSSHEWEBDEV12 RcB
Favorites - Main Menu > Payroll for North America > Payroll Processing USA > Produce Payroll > Review Actuals Distribution

Training Guide
Human Resources Inquiry - LSUNO 9.1

Mew Window | Help | Customize Page | B

Eamings || Deductions | Taxes
Company: 002 Pay Group: SMG Pay End Date: 12/31/2011
Off Cycle Page: 10 Line: 7
Empl ID: Name: Sutonl S TS i
Deductions First K 4 or 4 B Last
Separate Check: 0 Plan Type: General Benefit Plan:
Deduction Code: LSUMC PRK Deduction Class:  After-Tax
‘Current Deduction: 7.00 AP Status:
[El save @"Raumlnsaarchl 5] Previous in Lis | 5] Mext in List | [Z] Notify |

Eamings | Deductions | Taxes

@ Internet | Protected Mode: On &

e

H100% v

Step Action

10. View the Deductions panel.

Click the Taxes tab,
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PSO9HRTRN: s
PSSHEWEBDEV12 RcB
Favorites  Main Menu > Payrol for North America > Payroll Processing USA > Produce Payroll > Review Actuals Distribution

MNew Window | Help | Customize Page | i

Eamings | Deductions | Taxes

Company: 001 Pay Group: NMF Pay End Date: 1213112011
Off Cycle Page: 316 Line: &
Empl ID: Name: sl Y et

Find | view a1 First Kl 4 of 5 0 Last

Separate Check: 0 Tax Entity: US Federal
Locality: Tax Class: MED/EE
Current Tax: 59.78 AP Status:

[l save | [GFReturnto Searthl =] Previous in List | /] Next in List | [=] Notify |

Eamings | Dedudtions | Taxes

0l i ] v

Done & Internet | Protected Mode: On fa v R100% v

Step Action

11. View the Taxes Tab

Click the Home link.

Home

12. This completes the Review Actuals Distribution topic.
End of Procedure.
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View Professional Education & Training
The Person Profile/Education page shows all of an employee's educational degrees.
Procedure

In this topic you will learn how to View Professional Education & Training.

PS9HRTRN:.x
PSOHEWEBDEV12 Rcs
Favorites | Main Menu

Personalize Cantent | Layout Hel

Done €D Internet | Protected Mode: On fa v R100% v

Step Action

1. Click the Main Menu button.
2. Click the Workforce Development menu > Profile Management menu >

Profiles menu, and the Person Profiles menu.
| [=] Person Profiles |
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PSO9HRTRN: s
PSOHEWEBDEV12 Rce
Favorites | Main Menu > Workforce Development > Profie Management > Profles > Person Profiles

Add to Favorites | Sian out

New Window | Help |

Person Profiles

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value || Add a New Value

Maximum number of rows to return (up to 300). (300

Empl ID: beginswith ~| |
Profile Type: beginswith ~[ @
Name: begins with ~ ’7
Last Name: beginswith ~| |
Alternate Character Name: begins with ~ | |
[[Icase Sensitive

Search Clear |pasicSearch [6F Save Search Criteria

Find an Existing Value | Add a New Value

al m ] v

Done €D Internet | Protected Mode: On fa v RI00% v

Step

Action

You can search for an employee using either the Empl ID or the Last Name. All
Empl ID's contain seven (7) digits. You must include the preceding zeros when
entering the Empl ID.

Enter the desired information into the Empl 1D field. Enter "0000000".

Click the Search button.
Search
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PSO9HRTRN: s
PSOHEWEBDEV12 Rce
Favorites | Main Menu > Workforce Development > Profie Management > Profles > Person Profiles

Mew Window | Help | Customize Page | i

Person Profile

Empi ID: Jres— <
Profile Type: PERSON Person
*Profile Status: Active hd
“Description: e

Profile Actions: <Select Action> - ® [+ =7

c ibiliti Qualifications Education wa
Projects Worn Rank Mobility

~ Competencies (Requires Approval)
There are currently no Competencies for this profile. Please add one if required.

[+] Add New Competencies

Competencies Responsibilities Qualifications Education nve
Projects Worn Rank Mobility

Save
[EReturn to Search Bk Add

Done €D Internet | Protected Mode: On fa v ®100% v

Training Guide
Human Resources Inquiry - LSUNO 9.1

Step

Action

Click the Education link.
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PS9HRTRN:.%
PSSHEWEBDEV12 RcB
FEVlyitES MHiHVMEHU > Workforce Development > Profile Management > Profiles > Person Profies
Mew Window | Help | Customize Page | BF

Person Profile

Empl ID: ] R -

Profile Type: PERSON Person
*Profile Status: Active d
*Description: o

Profile Actions: <Select Action> - & i =]

Competencies Responsibilities Qualifications Education hwa
Projects Worn Rank Mobility

 School Education (Approval Not 3 )
Required) an & First Kl 4 or 4 B Last

Customize | Find |

[Education Level

UNK Unknawn i)

[#] Add New School Education
w Degrees (Approval Not Required) Customize | Find |

D Degree Major Code

50 Bachelors Degree ‘Computer and Information il

[¥] Add New Dearees

 Areas of Study (Approval Not Required)

There are currently no Areas of Study for this profile. Please add one if required

|+] Add New Areas of Study

C e ibilitis if Education nNVQ
Proiects Worn Rank Mobility
1 -
Done @ Internet | Protected Mode: On v H100% v

Step Action

6. Click the Bachelor's Degree link.

Bachelors Degree]
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PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favorites | Main Menu > Workforce Development > Profie Management > Profles 5 Person Profiles

Person Profile
Update Degrees

Empl ID: i v

Profile Type: PERSON Person

Update item details then click OK to apply changes and return. Click Cancel to return without any
changes

Find | view a1 First Bl 1 op 1 I Last
+Date Acquired: harotzo07  E =
Degree: 20 Bachelors Degree
Major Code: 110101 Computer and Information Scien
*Status: Active -
Country: USA o United States
State: LA Louisiana

New Orleans University of

School Code: 002015 @

School Description:

Major Description:

Training Guide

Human Resources Inquiry - LSUNO 9.1

IMew Window | Help | Customize Page | B

I

Minor Code:
Minor Description: [
Average Grade:
GPA: Il
Graduated
Year Acquired:
[“I Terminal Degree for Discipline
Educator: €
Done @ Internet | Protected Mode: On 3 v ®100% v

Action

Click the scrollbar to scroll to the bottom of the screen.
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PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favarites

Main Menu > Workfarce Development > Profile Management > Proflles > Person Prafles

Upaate item details tnen click UK 1o apply changes and returm. Glick Gancel 1o rewrn witnout any
changes

First B0 4 or 1 M Last

“Date Acquired: hzmieoor 3L

Degree: 20 Bachelor's Degree

Major Code: 110101 Computer and Information Scien Ml
“Status: Active -

Country: United States

State: Louisiana

School Code:

New Orleans, University of

School Description:

Major Description: Scien

Minor Code:

Minor Description: |

Average Grade:

m

GPA:
Graduated
Year Acquired:
[T Terminal Degree for Discipline
Educator: @

oK Cancel

Done @ Internet | Protected Mode: On 5 v ®100%

Step Action

8. Click the OK button.
oK
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PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favorites * Main Menu > Workforce Development > Profie Management > Profles 5 Person Profiles

Person Profile

Empl ID: - pithe i

Profile Type: PERSON Person

*Profile Status: Active M

“Description: [CyileFrey

Profile Actions: <Select Action= - & i =]

Competencies Responsibilities Qualifications Education nve
Projects Worn Rank Mobility

 School Education (Approval Not )
Required) Customize | Find 1 &y

First Kl 4 or4 B Lost

[Education Level r

UNK Unknown i)

[#] Add New School Education

~ Degrees (Approval Not Required) First Bl 4 or 4 B Last

Customize | Find

D Degree

50 Bachelors Degree ‘Computer and Information i}

[¥] Add New Dearees

 Areas of Study (Approval Not Required)
There are currently no Areas of Study for this profile. Please add one if required

|4] Add New Areas of Study

Mew Window | Help | Customize Page | B

Training Guide

Human Resources Inquiry - LSUNO 9.1

C e ibilitis Qualifications Education na
Projects Worn Rank Mobility
1 -
Done €D Internet | Protected Mode: On v H100% v

Step

Action

Click the Home link.

Home

10.

End of Procedure.

This completes the View Professional Education & Training topic.
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View Faculty Tenure

Procedure

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

PS9HRTRN: s
PSOHEWEBDEVM2 Rce
Fa\’ﬂv”tes Main vM enu

Personalize Content | Layout Hel

Done €D Internet | Protected Mode: On fa v R100% v

Step Action

1. Click the Main Menu button.
2. Click the Workforce Development menu > Faculty Events menu > Calculate

Tenure menu, and the Review Rank/Status History menu.
| [=] Review Rank/Status History |
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PSOHRTRN: s

PSSHEWEBDEV12 RcB
Favorites * Main Menu > \Workforce Developpment > Faculty Events » Calculate Tenure » Review Rank/Status History

Add to Favorites |

Sign out

New Window | Help |

Review Rank/Status History

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300). 300

Empl ID: begins with v |1
Hame: begins with ~
Last Name: begins with ~

Second Last Name: begins with v
Alternate Character Name: begins with ~

Middle Name: begins with ~
[CIcase sensitive
Search | Clear |Basic Search [ Save Search Criteria
7] I ] »
Done €D Internet | Protected Mode: On fa v H10% v

Step Action

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

Empl ID's contain seven (7). You must include the preceding zeros when entering
the Empl ID.

Enter the desired information into the Empl 1D field. Enter "0000000".

4, Click the Search button.
Search
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PSOHRTRN: s

PSOHEWEBDEV12 RcB

Employee:

Eff Date Academic Rank

Favorites * Main Menu > \Workforce Developpment > Faculty Events » Calculate Tenure » Review Rank/Status History

Review Rank/Status History

Tenure Home:  NO1051000  Tenure Status: TEN Tenure
Track StartDt:  12/02/2000  Override Calc:

Tenure Granted Date:
First Kl 4 or 1 I Last

Home Department RankiStatus Change History
Action Date Change Reason

Training Guide
Human Resources Inquiry - LSUNO 9.1

Home | AddtoFavorites |  Sian out

MNew Window | Help | Customize Page | i

[@hReturn to Search | [=] Notify

Done

€D Internet | Protected Mode: On fa v RI00% v

Step Action

5. View the Change History page for the employee's Academic Rank and Tenure

Status.

Click the Home link.

Home

This completes the View Faculty Tenure topic.
End of Procedure.
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Organizational Development

Position Data consists of information (such as job code, Department ID, location code, and pay
group) directly associated with a position. Every employee in the institution has a position in
PeopleSoft. When an employee fills a position or transfers to another position, he or she inherits
all of the data from that position.

Many of the fields found on the pages of the Manage Positions components are contained in the
Job Data pages. After a position is approved, it is input into the system by Human Resources.
Once someone is hired, the data from the Manage Positions pages automatically populate to the
Job Data pages.

Manage Positions

Procedure

In this topic you will learn how to Manage Positions.

PS9HRTRN:.x
PSOHEWEBDEV12 Rcs
Favorites | Main Menu

Personalize Cantent | Layout Help

Done € Internet | Protected Mode: On A v R100% v

Step Action

1. Click the Main Menu button.
2. Click the Organizational Development menu > Position Management menu >

Maintain Positions/Budgets menu, and the Add/Update Position Info menu

|=| Add/Update Position Info
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PSOHRTRN: s

PSSHEWEBDEV12 RcB
Favorites  Main Menu > Organizational D > Position > Maintain Posit > Add/Update Postion Info

Add to Favorites | Sian out

New Window | Help | ]

Add/Update Position Info

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value || Add a New Value

Maximum number of rows to return (up to 300). 300

Position Number: beginswith |
Description: beginswith ~ [

Position Status: = - -
Business Unit: beginswith ~[ @
Department: beginswith ~ [ @

Job Code: pegnswmn ~ | @

Reports To Position Number: begins with +

[[include History [C] Correct History | Case Sensitive

search | Clear |gasicsearch [EF Save Search Criteria

Find an Existing Value | Add a New Value

0l m ] v

Done €D Internet | Protected Mode: On fa v RI00% v

Step Action

3. The Position Number is an 8-digit number. You must include the preceding zeros

when entering the position number. The Position Number can be found on the Work
Location panel of the Job Data section.

Enter the desired information into the Position Number field. Enter "00034097".

4, Click the Search button.
Search
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PSOHRTRN: s
PSOHEWEBDEV12 RcB
Favorites . Main Menu > O D > Posttion
Description | Specificinformation | Budgetand Incumbents Position Attribute

> Maintain Posit > Add/Update Postion Info

Mew Window | Help | Customize Page |«

Position Information

Position Number: 00034097

Headcount Status:  Filled Current Head Count:

*Effective Date: |06/16/2002 5] *Status:
Reason: UPD 2, position Data Update Action Date:

Status Date: [08/01/2001 [l

*Position Status: APProved  ~

“Business Unit: |LSUNO ., LSUMC New Orleans

obCode: (284 2 PROJECT COORDINATOR

*Reg/Temp: Reguiar  ~ “FullPart Time:
“Regular Shift:  N/A - Union Code:
“Title: [PROJECT COORDINATOR | Short Titie:

Active -

06/14/2002
["] Key Position

Job Information

Full-Time -
e
PROJECT CO

1 outof 1

Detailed Position Description

"RegRegion:  |USA ©.  United States

“Department:  |NO1673200 @, PEOPLESOFT ADMIN Company:
SUPPORT ORG

Location: [sgot50001 @, PEOPLESOFTMATT GEDGEHOME COD

ReportsTo: | A Dot-Line:

‘Supervisor Lul: @

‘Work Location

—"
Security Clearance: | O,

LSUHSC-New Orleans

Salary Admin Plan: [UNC %, Grade:

step: | A

PET-TI P v [

<] S

Done

€D Internet | Protected Mode: On fa v R100% v

Action

5. View the Description page.
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é Description Fields

Position Number - An auto-assigned number. Every employee is given a
Position Number.

Headcount Status - Indicates whether or not an employee holds the position
(Filled).

Current Head Count - The number of people currently in the position.
Effective Date - Shows the data an action/reason begins. An effective date of
1901 indicates this information was brought over during the conversion to
PeopleSoft.

Status - Refers to the position not the employee.

Reason - What occurred to the position (e.g. to track history).

Action Date - The date of input of the action.

Position Status -

Status Date - Date the action began.

Key Position -

Dot-Line - Is not used at this time.

Security Clearance - Is not used at this time.
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PSOHRTRN: s

PSOHEWEBDEV12 RcB
Favorites . Main Menu > O D > Position > Maintain Positi > Add/Update Position Info

Mew Window | Help | Customize Page | =
Description | Specificinformation | Budgetand Incumbents Position Attribute

Position Information

Position Number: 00034097 HE

Headcount Status: Filled Current Head Count: 1 outof 1
*Effective Date: |06/16/2002 |5 *Status: Active -
Reason: UPD 2, position Data Update Action Date: 06/14/2002
~position Status: APProved Status Date: 081012001 3] [/ Key Position

Job Information

“Business Unit: |LSUNO ., LSUMC New Orleans

“Job Code: 264 %, PROJECT COORDINATOR

“Reg/Temp: Regular “FullPart Time: ~ Full-Time -

*Reqular Shift: ~ N/A - Union Code: @,

“Title: PROJECT COORDINATOR Short Title: PROJECTCO|  petalied Position Descrigtion

‘Work Location

*Reg Region: USA @ United States

*Department:  |NO1673200 @, PEOPLESOFT ADMIN Company: 001 LSUHSC-New Orieans Il
SUPPORT ORG
Location: 4ga150007 @, PEOPLESOFTMMATT GEDGEHOME COD
Reports To: @ Dot-Line: @,
Supervisor Lvl: @ Security Clearance: @
Salary Admin Plan: [UNC ., Grade: A step | @
PP TI— Anan amio e ol [uar [=} PP -
< m ] v
Done €D Internet | Protected Mode: On fa v H10% v

Step Action

6. Click the Down button of the scrollbar to view additional information on the
Description page.

i
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PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favorites  Main Menu > Organizational D > Postion Mar > Maintain Posti

/Budgets > Add/Update Position Info

IMew Window | Help | Customize Page | B~

Description | Specificinformation | Budgetandincumbents | Position Attribute

Position Information

Position Humber: 00034097 EE
Headcount Status:  Filled CurrentHead Count: 1 outol 1
“Effective Date: |06/16/2002 [[3{ “status: Active -
Reason: UPD 2. pysition Data Update Action Date: 06H4/2002
*Position Status: Approved v Status Date: (08/01/2001 [ ["] Key Position

Job Information

*Business Unit: |LSUNO 2 |SUMC New Orleans

1

*Job Code: [264 |9, PROJECT COORDINATOR

“Reg/Temp: Regular  ~ “FullPartTime:  Full-Time
“Regular Shift. NI v Union Code: | @4
“Title: [PROJECT COORDINATOR | ShortTitle:  |PROJECTCO

Detailed Position Description

‘Work Location

*RegRegion:  |USA @ United States

“Department:  |NO1673200 @, PEOPLESOFT ADMIN Company: 001 LSUHSC-New Orleans [
SUPPORT ORG
— 483750001 @, PEOPLESOFTATT GEDGEMONE COD
Reports To: @, Dot-Line: @
Supervisor Lvl: @, Security Clearance: @,
Salary Admin Plan: |UNC (%, Grade: A step | @
e i DR 2
‘

i | '

& Internet | Protected Mode: On fa v H100% v

Done

Step Action

7. Click the Detailed Position Description link.
Detailed Position Description
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PSOHRTRN:s

PSSHEWEBDEV12 RcB
Favorites | Main Menu » Organizational D 5 Position 5 Maintain Positions/Budaets » Add/Update Postion Info
Mew Window | Help | Customize Page | B
Detailed Position Description
PRUJECT COORDINATOR E

oK Cancel

Done @ Internet | Protected Mode: On 3 v ®10% v

Step Action

8. Click the OK button.
OK
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PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favorites  Main Menu > Organizational D > Postion

5> Maintain Postions/Budgets > Add/Update Posttion Info

IMew Window | Help | Customize Page | B~
Description | Specificinformation | Budgetand incumbents | Position Attribute

Position Information

Position Humber: 00034097 EE
Headcount Status:  Filled CurrentHead Count: 1 outol 1
“Effective Date: |06/16/2002 [[3{ “status: Active -
Reason: UPD 2. pysition Data Update Action Date: 06H4/2002
*Position Status: Approved v Status Date: (08/01/2001 [ ["] Key Position

Job Information

1

*Business Unit: |LSUNO 2 |SUMC New Orleans

*Job Code: [264 |9, PROJECT COORDINATOR

“Reg/Temp: Regular  ~ “FullPartTime:  Full-Time
“Regular Shift. NI v Union Code: | @4
“Title: [PROJECT COORDINATOR | ShortTitle:  |PROJECTCO

Delailed Position Descriplior
Work Location

*RegRegion:  |USA @ United States

“Department:  |NO1673200 @, PEOPLESOFT ADMIN Company: 001 LSUHSC-New Orleans [
SUPPORT ORG
— 483750001 @, PEOPLESOFTATT GEDGEMONE COD
Reports To: @, Dot-Line: @
Supervisor Lvl: @, Security Clearance: @,
Salary Admin Plan: |UNC (%, Grade: A step | @
O v v S o S 2
< ] ] v
Dene

& Internet | Protected Mode: On fa v H100% v

Step Action
Click the Specific Information tab.

10. View the Specific Information panel.

Page 98



\ Training Guide
U LSU Human Resources Inquiry - LSUNO 9.1

é Specific Information Fields
Position Number - Numerical code assigned to a job.
Headcount Status -
Current Headcount - Current number of employee's within the position.
Effective Date - Date the action began.
Status -

Max Head Count - The maximum number of employees who may hold that
position at one time.

Update Incumbents - List of employees currently in position.

Include Salary Plan/Grade -

Mail Drop ID - May consist of the Civil Service position number, if
applicable. The Civil Service position number is commonly known as the
CSO02# or the SAP number. This may not appear on the page. It was used
during the transaction from the old legacy system to PeopleSoft.

Budgeted Position - Job for which monies have been allocated.

Health Certificate - Document verifying employee is physically and mentally
capable of performing job functions.

Confidential Position -
Signature Authority - Person given approval responsibility.

Job Sharing Permitted -
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PSO9HRTRN: s
PSOHEWEBDEV12 Rce
Favorites | Main Menu > O

>

Position > Maintain Positi

> Add/Update Postion Info

Description | Specific Information | Budget and Incumbents | Position Aftribute
Position Number: 00034097
Headcount Status: Filled

Current Head Count: 1 outof

Specific Information

First I 4 or 4 B Last

Effective Date: 06/16/2002 Status: Active

MaxHead Count: | 1 incumbents

Wail Drop ID: [Pcn# 0248816003 o :':""j:;: "'Sacl':r';";':s
Work Phone: Budgeted Position

Heaith Certificate: - [ Confidential Position

[Z] Job Sharing Permitted

ST TR M [ Available for Telework

+ Education and Government

Position Pool ID: [

“Pre Encumbrance Indicator:  Immediate ~ Calc Group (Flex Service): | @
+*Encumber Salary Option: Salary Step ~  Academic Rank: &
*Classified Indicator: Unclassifd = FTE: [ 1.000000 (7] Adds to FTE Actual Count

save | [GhReturn to Search | =] Notify

D

Ekadd| FHu

a | & incude History | [ correct History

siption | Specific | Budget and

| Position Attribute

ol m

Mew Window | Help | Customize Page | i

 Lsutealth

Done

€D Internet | Protected Mode: On

Y

100%

Step Action

11. Click the Budget and Incumbents tab.

Budget and Incumbents
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PS9HRTRN:.%
PSSHEWEBDEV1Z RcB
Favorites * Main Menu > Organizational D > Posttion > Maintain Posti gets > Add/Update Postion Info

Mew Window | Help | Customize Page | B

Home | AddtoFavortes | Signout

Description | Specificinformation | Budget and Incumbents | Posilion Aliribute

Position Humber: 00034097
Headcount Status: Filled Current Head Count: 1 outof 1
Current Budget
Earnings Deductions Tax Cdn Tax Total
0.000 0.000 0.000 0.000 0.00

Current Incumbents Customize | Fing | B 3 of 1

Empl Stnd Eftective (Override
Empim [P FulliPart Name lAction |Action Reasan Position  |Job Data
Record Hrsiic Date =

Promotion-Unclass/Admin

0092660 1 Full-Time 40.00 John Doei sy 05/01i2011  Promotion {igb Data

Duties
[5] save | [G*Return to Search | [Z] Notify B Add| FupdateDispls | & Include History | [ Correct History
Description | Specific | Budget and | Position Attribute
o i J v
Done @ Internet | Protected Mode: On v H100% v

Step Action

12. View the Budget and Incumbents panel.

=, Budget and Incumbents Fields
Earnings - The monetary compensation paid to an employee.

Deductions - Monies subtracted from the employee's earnings for health
insurance, life insurance, savings bonds, etc.

Tax - Levy on employee’s net income.

Cdn Tax -

Total -

EmplID - Lists the employee who is currently in the position. If this

information is blank, then there is currently not an active employee in the
position.
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PSOHRTRN

 Lsutealth

Hi
> Add/Update Postion Info

PSOHEWEBDEV12 RcB
Favorites . Main Menu > O D > Posttion > Maintain Positi
MNew Window | Help | Customize Page | i
Descripti Specificinformation || Budgetand Incumbents || Posifion Aftribute
Position Number: 00034097
Headcount Status: Filled Current Head Count: 1 outef 1
Current Budget
Earnings Deductions Tax Cdn Tax Total
0.000 0.000 0.000 0.000 0.00

Current Incumbents

Promotion

Full-Time 40.00 JohnDoe 4 05/01/2011

|Ove
P
Data
Promotion-Unclass/Admin
Duties

Save | [GhReturn to Search | =] Notify

Description | Specific | Budget and | Position Aftribute

[Eh Aga

Y

[

Done

H100% v

€D Internet | Protected Mode: On A

Step Action

13. Iick the Job Data link.
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Favorites | Main Menu > Organizational D > Position > Maintai Positions/Budgets > Add/Update Position Info
IMew Window | Help | Customize Page | B
Work Location | Joblnformation | JobLabor | Payoll | SalayPlan | Compensation
John Doe Empl ID: —
Employee Empl Record: 1
Work Location Find  First K0 1 or 4 B Last
“Effective Date: bswoi011 kY _GoToRow| [#][=]
Effective Sequence: 0 “Action: Promotion hd
HR Status: Active e Promotion-Unclass/Admin Duties -
Payroll Status: Active *Job Indicator: Secondary Job v
Current (]
Position Number: 00034097 [ PROJECT COORDINATOR
Acad Rank: 52 o) Vs
Position Entry Date: 050172011 [ =
Position Management Record
Mein Content |
*Regulatory Region: usA A United States
Company: 001 LSUHSC-New Origans
*Business Unit: LSUNO A LSUMC New Orleans
*Department: NO1673200 (@, PEOPLESOFT ADMIN SUPPORT ORG
Department Entry Date: 1100112006 [
*Location: 488150001 (A, PEOPLESOFT/MATT GEDGEHOME COD
Establishment ID: @ Date Created: 052012011
Last Start Date: 110112006
Expected Job End Date:
| Job Data Employment Data Eamings Distribution Benefits Program Participation U
OK | Cancel | Apply ¥ Refresh N
a0 i ]
Done € Internet | Protected Mode: On v H100% v

Step

Action

14.

Cancel

Click the Cancel button to return to the Budget and Incumbents page.
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PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favorites  Main Menu > Organizational D > Postion Mar > Maintain Posti

/Budgets > Add/Update Position Info

Mew Window | Help | Customize Page | B
Description | Specificinformation | Budgetand Incumbents | Position Afiribute

Position Humber: 00034097
Headcount Status: Filled Current Head Count: 1 outof 1
Current Budget
Earnings Deductions Tax Cdn Tax Total
0.000 0.000 0.000 0.000 0.00

Current Incumbents

Empl stnd Effective - .
EmplID (oo org  [FullPart hrsnk |Name Date |Action Action Reason ::tsamon Hob Data

0092560 1 Full-Time 40.00 John Dogl s e 05/01/2011  Pramation B[‘"n':g"""'”"da”mm‘" Y lgp DA

Save | [GReturn to Search | (7] Notify [ Add v | & Include History | % Correct History
D ription | Specific | Budget and | Position Attribute
al ] ] v
Done @ Internet | Protected Mode: On v H100% v

Step Action

15. Click the Position Attribute tab.

16. View the Position Attribute panel.
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> Add/Update Postion Info

> Maintain Positi

MNew Window | Help | Customize Page | B

PSOHRTRN: s
PSOHEWEBDEV12 RcB
Favorites . Main Menu > O D > Postion
Description | SpecificInformation | Budget and Incumbents | Position Attribute

Position Number: npp340g97 Department  nqs73200

Job Code: 264 PROJECT COORDINATOR

Business Unit | g0

SAP Position No:

Effective Date:  06/16/2002
Special Entrance Rate:

Approved Premium Above the Max:

Flex.Max Hire Rate

Approved Shift Rates

Rate Code: @

Approved Premium Pay Rate

*Rate Code: Y

Total for Approved Premiums:

]

Pay Rate:

First Kl 1 or4 B Lost
FH[E

First Kl 1 or4 B Lost

Approved Base Supplemental Pay: Patient Care

Save | [GhReturn to Search | =] Notify

Description | Specific | Budget and

Rate Freq.: FH[E
- [T Temporary Funding
El add pdate/ispla | & incude History | [ correct History

| Position Attribute

<

Done

€D Internet | Protected Mode: On fa v R100% v

Step Action

Click the Home link.

17.

18.
End of Procedure.

This completes the Manage Positions topic.
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Review Training Summary

Procedure

In this topic you will learn how to Review Training Summary.

PS9HRTRN: s
PSOHEWEBDEVM2 Rce
Fa\’ﬂv”tes Ma\n_Menu

Personalize Content | Layout Help

Done €D Internet | Protected Mode: On fa v R100% v

Step Action

1. Click the Main Menu button.
2. Click the Enterprise Learning menu > Result Tracking menu, and the Review

Training Summary menu.
| [=] Review Training Summary |

3. You can search for an employee using either the Empl ID or the Last Name. All
Empl ID's contain seven (7) digits. You must include the preceding zeros when
entering the Empl ID.

Click the Search button.
Search

Page 107



Training Guide

Human Resources Inquiry - LSUNO 9.1 Q LSUHealth

PSOHRTRN: s

PSSHEWEBDEV12 RcB
Favorites * Main Menu > Enterprise Leaming > Result Tracking > Review Training Summary

MNew Window | Help | Customize Page | i
Review Training Summary

Person ID:

Training Summary

Customize | Find | View A1l E01 B st B 4 o 1 B ot
Session [[JSEHE

Course. [Title: Session Number |Start Date End Date

P80155 HRMS-Security Delta Train 9.0 0001 042112008 04/21/2008

[GReturn to Search | [<] Notify

Done

@ Internet | Protected Mode: On v B0k v

Step Action

4, Click theStatus object.
[ status

View the Status panel.

This completes the Review Training Summary topic.
End of Procedure.
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Budget Information

The budget encumbrance functionality in PeopleSoft assists in keeping track of funding sources
for earnings. The funding source for budget purposes is at the position level.

View Department Budget Table
Procedure

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

PS9HRTRN:s
PSOHEWEBDEV12 RCE
Favorites © Main Menu

Personalize S€arch Menu:

3 Self Service

(3 Manager Self Service

3 workforce Administration
3 Benefits

3 Compensation

3 Time and Labor

3 Payroll for North America
3 Payroll Interface

3 Wwaorkforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitaring
3 Set Up HRMS

3 Reporting Tools

3 PeopleToals

3 LSUHSC Processes

(5 my Personalzations

’
»
»
,
»
»
,
»
»
»
»
,
»
»
,
»

@ Internet | Protected Mode: On fa v H100% v

Step Action

1. Click the Main Menu, and click the Set Up HRMS menu.
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PS9HRTRN: s il
PSOHEWEBDEVM2 Rce
Fa\’ﬂv”tes Main vM enu

Personalize S€arch Menu: ® Helo

Self Service

Manager Seff Service
Workforce Administration
Benefits

Compensation

Time and Labor

Payroll for North America
payroll Interface
Workforce Development
Organizational Development
Enterprise Learning
Workforce Monitoring
Set Up HRMS
Reporting Tools
peopleTools

LSUHSC Processes
My Personalizations

vy vy v oy v v v v A

Instal

Security

Foundation Tables
Common Definitions
Product Related
System Administration

mporrorrocroooocrrew

COCCODD

ps://p: 2.Isuhsc.edu/psp OVEE/H L1B_PTPP_SC.HOMEP. € Intemet | Protected Mode: On v B10% v

Step Action

2. Click the Product Related menu.
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PS9HRTRN
PSOHEWEBDEV12 Rce Sign out
Favorites © Main Menu
Personalize Search Menu: ® Help
3 Self Service 4
(3 Manager Self Service »
3 workforce Administration 4
3 Benefits 4
3 Compensation »
3 Time and Labor 4
{3 Payroll for North America »
3 Payroll Interface v
3 workforce Development 4
3 Organizational Development »
3 Enterprise Leaming 4
3 Workforce Monitaring »
3 Set Up HRMS
£3 Reporting Tools & mnstal '
3 PeopleTooks 0 Secury '
£ LSUHSC Processes 3 Foundation Tables 4
(5 my Personalzations B3 Common Defiitions "
3 Product Related
£ System Administration | £ Workforce Administration »
£3 Compensation b
(3 Time and Labor 3
3 Payrol for North America b
£3 Commitment Accounting b
3 Global Payroll & Absence Mgmt b
3 Profile Management 3
3 workforce Development 4
3 eperformance 4
3 Enterprise Leaming 4
3 Workforce Monitoring 4
psi//ps 2.Jsuhsc.edu/psp; OVEE/HRMS/s/WEBLIB_PTPP_SC.HOMEP. @ Internet | Protected Mode: On v H100% v

Step Action

3. Click the Commitment Accounting menu.
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PS9HRTRN:.x
PSIHEWEBDEV12 Rce
Favorites © Main Menu
Search Menu:

Personalize ® Help
3 Self Service 4
(3 Manager Self Service »
3 workforce Administration 4
3 Benefits 4
3 Compensation »
3 Time and Labor 4
£3 Payrol for North America r
£3 Payrol Interface 3
3 workforce Development 4
3 Organizational Development »
3 Enterprise Leaming 4
3 Workforce Monitoring »
3 Set Up HRMS
£3 Reporting Tools & mnstal '
3 PeopleTooks 0 secury '
£ LSUHSC Processes 3 Foundation Tables 4
(5 my Personalzations B3 Common Defiitions "
3 Product Related
3 System Administration 3 Workforce Administration >
£3 Compensation b
(3 Time and Labor 3
3 Payrol for North America b
3 Commitment Accounting
3 Global Payroll & Absence = (3 Fringe Costs 4
£ Profile Management 3 Budget Information »
3 Workforce Development | (3 Process Budgets 4
3 ePerformance 3 Encumbrance Information »
£ Enterprise Leaming £ Process Encumbrances >
3 Workforce Monitoring 03 Reports ’
Done @ Internet | Protected Mode: On v H100% v

Step Action

4, Click the Budget Information menu.
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PS9HRTR 1
PSSHEWEBDEV12 RcB Sian out
Favorites  Main Menu
Personalize Search Menu: ® Help
£ Seff Service 4
{3 Manager Seff Service 4
3 Workforce Administration 4
£ Benefits 4
3 Compensation 4
3 Time and Labor 4
3 Payroll for North America 4
3 Payrol Interface 4
3 Workforce Development 4
3 Organizational Development 4
3 Enterprise Leaming 4
3 Workforce Monitoring 4
3 SetUp HRMS
£3 Reporting Tools & mnstal '
3 PeopleTook 0 secury '
£ LSUHSC Processes 3 Foundation Tables 4
(5 my Personalzations B3 Common Defiitions "
3 Product Related
] System Adminstration | ) Workforce Administration ’
3 Compensation v
{3 Time and Labor v
3 Payroll for North America 3
3 Commitment Accounting
P Pl Rl @ Ao {3 Fringe Costs 4
3 Budget Information »
[E] combination Code Table 3 Process Budgets »
[E] ChartField Transaction Table £2 Encumbrance Tnformation »
5] Budget Benefit Groups £ Process Encumbrances »
[E] Department Budget FTE USA 3 Reports »
[E] Department Budget Table USA
[E] Department Offset Groups
[£] Posttion Pool Table
psi//ps 2.Jsuhsc.edu/psp; OVEE/HRMS/s/WEBLIB_PTPP_SC.HOMEP. @ Internet | Protected Mode: On v H100% v

Step Action

5. C@k the Department Budget Table USA menu.
| E| Department Budget Table USA |
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PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favorites | Main Menu > SetUpHRMS » Product Rebted > Commitment Accounting > Budget Information > Department Budget Table USA

New Window | Help | E&

Department Budget Table USA

Enter any information you have and click Search. Leave fields blank for  list of all values,

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). (300

SetiD: = - SHARE @
Department  beginswith ~| |4

Fiscal Year: = -

Budget Level: = - M

Position Pool ID:  begins with

JobCode SetiD: beginswith ~| @
Job Code: beginswith ~[ @
Position Number: beginswith ~| @
Empl ID: beginswith ~[ @,
EmplRecord: = - A

[TIinclude History  [] Correct History

Search Clear |pasicSearch [GF Save Search Criteria

Find an Existing Value | Add a New Value

O i | '

Done @ Internet | Protected Mode: On 3 v ®100% v

Step Action

6. Enter the desired information into the Position Number field. Enter "00034097".

7. Click the Search button.
Search

Page 114



Training Guide

O LSUHealth Human Resources Inquiry - LSUNO 9.1

PSOHRTRN: s

PSOHEWEBDEV12 RcB
Favorites - Main Menu > Set Up HRMS > Product Relbted > Commitment Accounting > Budget Information > Department Budget Table USA

New Window | Help | & = |

Department Budget Table USA

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value || Add a New Value

Maximum number of rows to return (up to 300). (300

SetID: = - sHARE @

Department: begins with ~ | @,

Fiscal Year: = -

Budgetlevel: = - -

Position Pool ID:  begins with ~ | @, =|
Job Code SetiD: begins with ~ | @

Job Code: begins with v | @,

Position Number: begins with v (00034097 @,

Empi ID: begins with ~ | @

EmpiRecord: = - @

Include History (] Correct History

search | Clear |pasic searcn (B Save Searcn Grteria

Search Results

s
(Blank) (2lank) (blank) 00034097 (blank) 0
(blank) (blank) (blank) 00034097 (blank) 0

(plank) (blank) (blank) 00034097 (blank) 0
(Blank) (blank) (blank) 00034097 (blank) 0
(plank) (blank) (blank) 00034097 (blank) 0
(Blank) (blank) (blank) 00034097 (blank) 0
S‘J‘—{ARF NOARTAZ00 2006 Pasition (hlank) {hlanky (hlanky 00034097 fhlank) 0 ‘ T
« ] v
@ Intemnet | Protected Mode: On 5 v H100% v

Step Action

8. Click the Fiscal Year link.
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PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favorites | Main Menu > SetUpHRMS » Product Rebted > Commitment Accounting > Budget Information > Department Budget Table USA

Mew Window | Help | Customize Page | B

Dept Budget Date | DeptBudgetDefaults | DeptBudgetEamings | DeptBudgetDeductions | DeptBudgetTaxes

SetID: SHARE Department; NO1673200  PEOPLESOFT ADMIN SUPPORT ORG
Fiscal Year: 2012
*Budget Begin Date: 07/01/2011 *Budget End Date: 06/30/2012
*Offset Group: LSUNOT LSUHSC NEW ORLEANS

Budget Cap

Per Budget Level Per EarniTaxiDed

Suspense Combination Code . First B 4 or 1 B Last

“Effective Date: 070112011 |5 Effective Sequence: g HE

Combination Code: 000176095 Department Suspense - NO ChartField Details

Balance: 0.00
Save | [@hReturn to Searchl ] Previous in Lis | 3] Nextin List | [ Notify | EbAdd U | = Inciude History | [Z7 Correct History

Dept Budget Date | Dept Budget Defaults | Dept Budget Eamings | Dept Budget Deductions | Dept Budget Taxes

] i

Done @ Internet | Protected Mode: On 3

e

H100% v

Step Action

9. The Dept Budget Date panel is a suspense account and does not contain information
that is useful to the end user.

Click the Dept Budget Earnings tab.
Dept Budget Earnings
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PS9HRTRN: s
PSOHEWEBDEV12 Rce
Favorites | Main Menu > SetUpHRMS » ProductRebted > Commitment Accounting > Budget Information > Department Budget Table USA

MNew Window | Help | Customize Page | i

Home | AddtoFavortes |  Sign out

DeptBudgetDate | Dept Budget Defaults Dept Budget Earnings | DeptBudgetDeductions | Dept Budget Taxes

SetID: SHARE Department:  NO1673200 PEOPLESOFT ADMIN SUPPORT ORG Fiscal Year: 2012
Budget Begin Date: 07/01/2011  Offset Group:  LSUNO Budget Cap
Budget End Date: 06/30/2012 (@ Per Budget Level Per Earn/Tax/Ded

Find | view Al First Kl 1 or1 Bl Lagt

Department Position Pool Jobcode @ Position Appointment [+
Position Number: 00034097 PROJECT COORDINATOR
Effective Date: 07/01/2011 Eff Seq: 0 Status: Active Date Entered: 06/29/2011
Budget Level Cap: 0.00 Currency: USD

Eamings Distribution customize | Find | 0] B8 First K 1.3 or3 I Last
Combination Code | Distributed | Earning Code Description | Combination Code Description

Eamnings  [Sequence . Funding End " " .
’7 lcode Mumber |Combination Code Date Fiscal Year Budget Amount Distribution %
1 1 5673200001-501000 33333
2 1 967320001A-501000 33333
3 1 967320002A-501000 33.334
[5] save | [G*Return to Search ] Mext in List | [=7] Notify ‘ [E Add ‘ & Inciude History | [# Correct History

Dept Budget Date | Dept Budget Defaults | Dept Budget Earnings | Dept Budget Deductions | Dept Budget Taxes

ol I ] »
Done @D Internet | Protected Mode: On fa v R100% v

Step Action

10. View the Dept Budget Earnings panel.

=, Dept Budget Earnings Fields
Effective Date - The date the action begins.

Status - Indicates whether the Account Code is currently an active or inactive
funding source for the position.

Combination Code - Formerly the Account Code. A valid combination of
General Ledger ChartFields. The ChartFields combination is established in the
general Ledger to accurately identify specific funding sources for financial
transactions. Combination Codes are used to identify funding sources for
budget purposes.

Distribution % - the percent of funding allocated to the specified account for
the assigned position which the employee holds. The specified accounts may
be viewed by clicking on the Earnings Distribution **Scroll Area”. These
accounts will be debited each time payroll runs. The Distribution % of all
accounts totals 100%. The end-user may click on the Level *'Scroll Area™ to
view the dates that the accounts were debited.

NOTE: All of the remaining tabs contained in this component function in
the same way.

Page 117



Training Guide
Human Resources Inquiry - LSUNO 9.1 Q LSUHealth

PSOHRTRN: s
PSSHEWEBDEV12 RcB
Favorites ' Main Menu > SetUpHRMS > ProductRelted > Commitment Accounting > Budget Information > Department Budget Table USA

MNew Window | Help | Customize Page | i

Dept BudgetDate | Dept Budget Defaults Dept Budget Earnings Dept Budget Deductions Dept Budget Taxes

SetID: SHARE Department:  NO1673200 PEOPLESOFT ADMIN SUPPORT ORG Fiscal Year: 2012

Budget Begin Date: 07/01/2011  Offset Group:  LSUNO Budget Cap
Per Budget Level Per EarnTax/Ded

Budget End Date: 08/30/2012

Department Position Pool Jobcode @ Position Appointment [+
Position Number: 00034097 PROJECT COORDINATOR
Effective Date: 07/01/2011 Eff Seq: 0 Status: Active Date Entered: 06/29/2011
Budget Level Cap: 0.00 Currency: USD

Earnings Distribution
[ combination Code T Distributed | Earning Code Description. | Combination Code Description

Earnings Sequence .
rcme B [combin: Fiscal Year Budget Amount
1 1

5673200001-501000 33333
2 1 967320001A-501000 33333
3 1 967320002A-501000 33334

y | & Inciude History | [ Correct History

[El save @Raumlnsaarchl 1E P Lisd | 4] Mext in lel Ewnml [ Add

Dept Budget Date | Dept Budget Defaults | Dept Budget Earnings | Dept Budget Deductions | Dept Budget Taxes

H00% v

<
s
2

Done @D Internet | Protected Mode: On

Step Action
11. Click the Dept Budget Deductions link.

Dept Budget Deductions
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PS9HRTRN:.%
PSOHEWEBDEV12 Rcs
Favorites | Main Menu > SetUpHRMS » ProductRebted > Commitment Accounting > Budget Information > Department Budget Table USA

IMew Window | Help | Customize Page | B

DeptBudgetDate | DeptBudgetDefaults | DeptBudgetEamings | Dept Budget Deductions | DeptBudget Taxes

,
SetID: SHARE  Department: NO1673200 PEOPLESOFT ADMIN Fiscal Year: 2012

Budget Begin Date:  07/01/2011 Budget End Date: 06/30/2012 Offset Group: LSUNO

Department Position Pool Jobcode (@ Position Appointment [+
Position Number: 00034097 PROJECT COORDINATOR
Effective Date: 07/01/2011 Eff Seq: 0 Status: Active Date Entered: 06/29/2011

Deduction Distribution
" Combination Code T Ernge Benefi Descriton T _combination Code Description | Distributed

Plan Type

save | [GFReturn to Searchl 5] Previous in Lis | 5] Mext in List | [=7] Notify | B Add| Hup la: | & Include History | [ correct

Dept Budget Date | Dept Budget Defauits | Dept Budget Eamings | Dept Budget Deductions | Dept Budget Taxes

] i

L

H100% v

Done @ Internet | Protected Mode: On £
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Step

Action

12.

View the Dept Budget Deductions panel.

Click the Return to Search button.
[&Return to Search

13.

This completes the View Department Budget Table topic.
End of Procedure.
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