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Workforce Administration Manual

Effective Dating

TheEffective Dateindicates when an action or event is in effect or valid. Each employee record is effective dated.
PeopleSofts designed to automatically perform certain functions based on the Effective Date. Effective Dating provides
mechanism for determining if a transaction is current, history, or future.

Some pages will display the wo@lirrent, History, or Future so youcan always tell what type of transaction you are
viewing. Every action taken on an employee will have an effective date. Because we have been in production for multiy
fiscal years there may be more than one record associated with an employee. Feduaetigis may be in the system

but PeopleSoft does not act on that information until the actual day of the effective date.

Current: Closest to but not exceeding today's date.
Future: Greater than today's date.
History: Prior to current date effectidate.

Note: It is very important to use the correct date for new hires, rehires, and terminations as these dates impact
benefits and compensation.

Multiple Actions
It is necessary to udeffective Sequencingvhen more than one action occurs on theedaffective Date.

Example 1:
STEP 1:When an employee acquires a new dependent, the first(satiyenc®) inserted into thé\ction/Reasonfields
indicate the action dPaid Leave of Absencavith a reason ofFML) Paid FMLA Use Accrued Time.

STEP 2:To enter a second event on the same effective date, cliéidth& Row button to insert a new row. The second
entry(sequencd) inserted into théction/Reasonfields indicate the action ¢family Status Changewith a reason of
(ACI) Acquire Dep Eff on Event Dt.

Example 2:
STEP 1:When an employee is promoted within their own agency, the first @sguenc®) inserted into the
Action/Reasonfields indicate the action &fromotion with a reason ofPSA) Promotion- SameAgency.

STEP 2:To enter assecond event on the same effective date, cliclAtlteA Row button to insert a new row. The second
entry(sequencd) inserted into théction/Reasonfields indicate the action #fay Rate Changewith a reason ofGSA)
General SalaryAdjustment.

Position Data Override
This feature is most often used in positions utilizing an underfill system. An underfill system is when an employee must
work and/or train to meet a position's job code qualification requirements. For example:

1. AnAccountant 1positionhas a job cod602RAL
2. An Accountant 2 position has a job cod#®2RA2
3. If a candidate is hired as Ascountant 1 (job codeD02RA1) but needs additional training to meet the position's job

code qualification requirements, the employee will inechby theAccountant 1 position control number (PCN) located
on theWork Location tab.
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4. However, the job code number on flmd Information tab represents the job code qualification requirements of an
Accountant 2 position (job cod®02RA2) until theemployee fulfills the qualifications of thccountant 1 position.

ThePosition Data Overridefeature located on th&ork Location tab may be used when the underfill position
information(Accountant?) differs from the defaulted position informatiGiiccountantl). The position information on
theWork Location tab is established by the position control number (PCN) iRtisition Numberfield. The PCN
represents an individual position established by the job code qualification requiréfteotsntantl).

Clicking theOverride Position Databutton on théVork Location tab changes the button textdse Position Data
activating theJse Position Datdunction allowing the underfill job cod@ccountant?) to be entered on thimb
Information tab.

The folowing fields on thelob Information tab may be changed as necessary:

- Job Code

- Full/Part

- Standard Hours

-FTE

Do not click the Override Position Data button if no data is actually being overridden.
After entering the override data, you maate the record with tHgse Position Databutton still displayed. This
indicates that underfill position informati¢gAccountant?) on theJob Information tab differs from the position

information(Accountantl) on theWork Location tab. This informations needed for reporting purposes.

| MPORTANT: Never turn on the Position Data Override feature if none of the job information is different.

New Employees and Employee Rehires

Hires and rehires for agencies are required to apply to job postings inieREue selected candidate(s) will be prepared
for hire in eRecruit and will appear on a Manage Hires list. The Manage Hires list will utilize application profile
information to establish the workforce administration biographical and job data records.

The use of eRecruit is at the discretion of the Hiring Manger for job bank exceptions, Quasi agencies and elected offici:
Establishment of a requisition in these instances will allow the candidate to be tracked in eRecruit and appear on the
Manage Hiredist.

Employee job data records are established from information provideBers@nnel Payroll Action Form (PPAR. A

sample PPAF form and instructions for completing the PPAF can be located in the Supplemental Materials section und
the Workforce Alministration lessons. The supplemental documents areRidiesbnnel / Payroll Action Formand

Filling Out the Personnel Payroll Action Form (PPA}:

Do NOT click the Savebutton when entering biographical or job data record informationAinttil recorddata has been
entered.
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Rehire in Manage Hires

Procedure

Windows Internet Explorer

PRI
E o 18 |8 ][x] [Fen [2]:]

Fle Edt View Favorites Took Help

i Favorkes |4 2 ELM £ PSHR ) Oracs PeopleSoft Enterpris... 2 Myshare [ Find a Person 2] Find Incidenks 2 SPD Trairing 2 | SOIHR, ELH, and PORTAL ... 2 | Sugaected Skes =

{8 Employse-Facing regitry content

B v B L e Page s Sefety v Todse @v 7

| Workist | AddtoFavertes | Signout
Favgriies  Man Menu

Persanalize

Content | Layout

Top Menu Features Description =] [important information

Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main

All centralized agencies will be able to
enu to get started

utiize a new number for FMIL calls
answers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number.  No longer will
you need to search for the name of
omeone to ansvier those FIL questions

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Pick up and dial State Personnel's FIvL
central number: 317-234-7955

At the close of business on Tuesday, May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new

Breadcrumbs visually display B e oyt yase
number; 317-234-

your navigation path and give you
access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
seniice with a single point of contact

Menu Search, located under the fesan ErelmeEE=tn
Main Menu, now supperts type
ahead which makes finding

pages much faster

There are curently no open benefits events to display.

o B 73 [~ [Ron - /

|| @ employee-facing regi... D9 223Pm

s [ @ EEOY

Step Action

1. Click theMain Menu link.
Main Menu

2. Point to thePersonal Information menu.

3. Click theManage Hireslink.
| [£] Manage Hires
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{2 Manage Hiires - Windows Internet Explorer

JETES
[€ISRE a WORKFORCE {GoLy#_WANAGE_IRES GaLtrdereath—rorTaL_Roor_onsect [=]| B |42 [Fang [2[]
File  Edt View Favorites Took  Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Find a Person & Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL .. | Suauested Stes =

& e BB e ey Taske @ 7

Home | workist | _Adatoravortes | Signout

Favgrtas  Main Menu > VWorkforce Administration > Personal Ipformation > Manage Hies
B NewWindow ? Help [& Customize Page B http

Manage Hires
“The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.

*Select Transactions Where: Start Date -
051122012 [ To:  [10/02/2011 5 Refresh

Select StartDate Status Name PersoniD  Type of Hire Source. Submitted By
[ |09/2212011 |Requested |Karen Dunbar 10000042912 Transfer Reciuiting  Sherry Stolle
SelectAll  Deselect Al

Cancel Selected Transactions

N o o e - [Fa~[Rion -

@] | GEIOYE | GO zzim

Step Action

4. Adjust theFrom andTo fields to reflect the correcinme frame.

Enter the desired information into tReom field. Enter '5/12/2011.

5. Click theRefreshbutton.

6. Click theNamelink.

7. Confirm the following fields:
Type of Hire: Shows the option Rehire.
Desired Start Date Indicates the Effective Da of Hire.

Employee ID Verified: If active, click this link to confirm there is not another Employee ID number
avoid duplication.

Click the scrollbar.

8. Click the Add Personbutton.

Add Person
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Step

Action

Verify the Effective Datefield reflects the effective date afhire.

If the employee's hame is incorrect, you can click&tie Name button to make those corrections. The
employee's name in PeopleSoft should match what is on their Social Security card.

Confirm that theDate of Birth, Gender, Marital Status, Highed Education LevelandNational 1D
fields are correct.

Click theContact Information tab.
Caontact Infarmation

10.

Information on theContact Information tab must be effective dated with the employee's effective da
of hire. Remember to add rows to avoid overwriting empldystory.

Click theRegionaltab.
Regional

11.

Verify that the employee's ethnic group is recordétick on theEthnic Group look up button to find
and select the correct value.

Click theOK button.

12.

Scroll to the bottom of the page.

Click the scrollbar.

13.

Click the Add Job button.

Add Job

14.

TheAction field will default toRehire.

Click theReasonlist.

| (invalid value) j|

15.

Click theRehire - Replacelist item.
|Rehire - Replace |

16.

Click theJob Information tab.
Job Infarmation

17.

Change the value of thempl Classfield if necessary.

Click theJob Labor tab.
Job Labor

18.

TheUnion Seniority Datefield will default to the employee's previous seniority date. This field is
required (by all agencies) or benefits may be affected.

Enter the most recent date of hire into this field.

Enter the desired information into thimion Seniority Datefield. Enter '05/14/2011.

Last Update October 18,2011 Page 5



Step

Action

19.

Click thePayroll tab.
Payrall

20.

Confirm that thePay Group field defaulted correctly.

Click theCompensationtab.
Compensation

21.

Adjust the biweekly compensation rate if necessary. If the employee is hourly, select tpeiaipr
value by clicking thdRate Code MagnifyingGlass look up button.

Click theCalculate Compensatiorbutton.
| Calculate Compensation |

22.

Click theEmployment Datalink.

Emplovment Data

23.

TheCompany Seniority Dateis the equivalent of the accrual dafeo change th€ompany Seniority
Date...

Click theOverride option.

™ Override

24.

Enter the adjusted accrual date.
Note: for assistance with this field, contact your payroll Specialist at SPD.

Enter the desired information into t@®mpany Seniority Datefield. Enter '05/14/2011.

25.

Click theOverride option.

™ override

26.

The Benefits Service Datdield should reflect the effective date of rehire.

Enter the desired information into tBenefits Service Datdield. Enter '05/14/2011.

27.

If appropriate, enter the correct date intofnebation Datefield.

Click theBenefits Program Participation link.
[Benefits Program Participation]|

28.

Enter the BAS Group ID into tH@AS Group ID field.
Note: a list of BAS Group ID's can be found in the Benefits Manual Appendix.

Click theLook up BAS Group ID button.

=

29.

Click theOFC link.
DF i

30.

Click theOK button.
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Step Action

31.
End of Procedure.

New Hire (Direct)
Procedure

g registry content - Windows Internet Explorer =& ]

o I =B Bing [2]

Fle Edt View Favorites Took Help

i Favorkes |5 £ ELM £ PSHR ) Oracle PeopleSoft Enterpris,.. € Myshare [ Find a Person ) Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =

T3 - B - 0 v Pages Safety~ Took- @- 7

(& Employeefacing registry content

| workist | AddtoFsvortes

Sign out
Favortes  Man Henu

Perswnahza,‘s’m‘w— ® 2 Help
Top Menu s FE [important Information &
£ Sef service v Effective Wednesday, May 18
& Recruiting 4
The menu| &3 workforce Adminstraton » 1 Main All centralized agencies will be able to
Menuto ¢ ) gonofie , utiize & new number for FIL calls
. ) answers to your Family Medical Leave
Highlight g Organizational Developrment . Act (FML) questions can be accessed
Set Up HRMS through one phane number. Na longer will
Recenty] &3 Workist 4 ou need to search for the name of
appearur C1 Tree Manager = someane to answier those FML questions
menu, log £1 Reporting Tooks »
3 PeopleTooks » Pick up and dial State Personnel's FIL
5 careens central number: 3172347955
Change My Password
B crange uy Atthe close of business on Tuesday. May 17, the phone numbers of the SPD
B myp zati
Breaden || Iy Personalza ‘;"”5 FML specialists will be disconnected and all calls will be routed to the new
My System Profie FIIL number: 317-234.7955
your navig :
ety (] My Dictonary

subfolder] (5] My Feeds
Submit 3 GMIS Issue

Having the ane phone number wil allow SPD to provide enhanced customer
senice with a single point of contact

Menu Search, located under the [open Enroliment Elections

Main Menu, now supports type

ahead which makes finding
ages much faster

pag There are currently no open benefits events to display

oore [ [~ [Risow -

|@istan| | - @ € 4 © Y5 |[Eremploveetaangresi.

Step Action

1. Click theMain Menu link.

2. Point to theNorkforce Administration menu.

3. Point to thePersonal Information menu.

4, Click the Add a Personlink.
| £ Add a Person
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/5 Add a Person - Windows Internet Explorer 5]
@:‘/ - &) o _WORKFORCE_(GEL).PERSONAL_DATA_ADD. GEL7FollerPath-porTaL_roor_oee 7| & | (42| [ eng -

il ew Favorites Tooks  Help

b s £ ELM £ PSHR £ Orade PeopleSoft Enterpris... € Myshare M) Find aPerson @ Find Incidents @ SPDITraining &  SOIHR, ELM, and PORTAL ... & Suogested Stes v

Favorites  Main Jlenu > Workforce Admistration > Personal Iformation > Add a Person

Add a Person

T e [~ R =
YD 2z9Pm

e
sl cBEHOYE |

Step Action

5. Click the Add Personbutton.
Add Person

6. Click theAdd Name button.

7. The employee's name entered into PeopleSoft must match what is shown on their Social Security

Enter the desired information into tRest Name field. Enter ‘John".

8. Enter the desired farmation into theMiddle Name field. Enter 'Q.".
9. Enter the desired information into thast Namefield. Enter 'Do€".
10. Click theOK button.
11. Enter the desired information into tbate of Birth field. Enter '01/01/1976.
12. Click theGenderlist.
I Unknown j|
13. While Unknown is an available choice, yauust select eitheFemaleor Male.

Click theMale list item.

[Male |
14. Click theHighest Education Levellist.
| A-NotIndicated =]
15. Click thel-Master's Level Degredist item.

[I-Masters Level Degree |
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Step Action
16. Click theMarital Status list.
| LInknown j|
17. Click theSinglelist item.
[Single |
18. Enter the desired information into tNetional ID field. Enter "111-22-3333'.
19. Click theContact Information tab.
contact Information
20. Click theAdd Address Detaillink.
Add Address Detail|
21. Click theAdd Addresslink.
22. When making corrections to the employee's addrassthe correct postal abbreviations. Do not use
punctuation (ex: periods after abbreviations).
To view a list of address abbreviations, gdtips://www.usps.com/ship/officiatabbreviations.htm.
Enter the desired information into tAeldress 1field. Enter "1234 Elm St".
23. Enter the desired information into tléty field. Enter Beech Grové.
24. Enter the desired information into tBéatefield. Enter IN".
25. Enter the desired information into tRestalfield. Enter 46201
26. Always confirm/entethe employee's county.
Enter the desired information into t@®unty field. Enter 'Marion".
27. Click theOK button.
28. Click theOK button.
29. Click thePhone Typelist.
30. Click theHome list item.
[Home |
31. Enter the desired information into tfielephonefield. Enter 317-5551212".
32. State Personnel will be utilizing home and business email addresses to contact employees in the

regarding important events (i.e. Open @lnnent). Please be sure to collect an email address from as
many employees as gikle.

Click theEmail Type list.

| |
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Step

Action

33. Click theHome list item.
[Home |
34, Enter the desired information into tEenail Addressfield. Enter jdoe@msn.con.
35. Click thePreferred option.
36. Click theRegionaltab.
Eegional
37. An employee's ethnic group REQUIRED. If the ethnic group is not noted by the employee or the
employee refuses to give this information, use a visual observation to make the best selection. If t
Ethnic Group field is left asUnknown, EEO/AA reporting will be inaccurate.
Click theLook up Ethnic Group button.
38. Click theWhite link.
39. Click theOrganizational Relationshipstab.
Qrganizational Relationships
40. Click theEmployeeoption.
41. Click theAdd Relationship button.
| Add Relationship
42. TheEmpl ID number is now available.
Confirm that theEffective Datefield reflects theEffective Date of Hire.
Enter the desired information into tBéective Datefield. Enter '09/26/2011.
43. TheAction field will default toHire.
Click theReasonlist.
l M|
44, Click theReplace Incumbentlist item.
|Replace Incumbent |
45. Enter the desired information into tResition Numberfield. Enter "L00654.
46. Click theProgram Coordinator 3 object.
IProgram Coordinator 3 |
47. Pressing the Tab key on the keyboard causes much of the position data to populate.
PresqdTab].
48. Click theJob Information tab.

Job Infarmation
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Step

Action

49.

Click theEmpl Classlist.

| |

50.

Selectthe designated status of the employee. The most common new hire statuses are:

Orig WT : Agencies with classified employees use this status to activate ttrosth working test
probation period.

Quasi: Quasi agencies.

Appointed: Appointed positions.

Click the Orig WT list item.

51.

Click theJob Labor tab.
Job Labar

52.

TheUnion Seniority Datefield indicates the emplogés seniority date only. This field does not indica
membership in a union.

This should be the employee's date of hire.

Enter the desired farmation into thdJnion Seniority Datefield. Enter '09/26/2011.

53.

Click thePayroll tab.
Payrall

54.

Verify that the correct pay group defaults into the employee's record (exdivglas Pay Group A and
PYB is Pay Group B).

Click theCompensationtab.
Compensation

55.

If the employee's starting salary is above the minimum of the hiring range, enter the adjusted
compensation rate into ti@mp Ratefield.

Enter the desired information into t@®mp Ratefield. Enter '2500'.

56.

Click theCalculate Compensatiorbutton.
| Calculate Compensation

57.

Click theEmployment Datalink.

Employment Data

58.

Confirm theCompany Seniority Dateand theBenefits Service Datdields are accurate. An inaccuratg
Benefits Service Datenay impact the availability of employee benefits.

Enter the employee's probation date intoRhagbation Datefield. (The probation date is six months
from the date of hire) An inaccurate probation date may impact the availability of employee benefi

Enter the desired information into tReobation Datefield. Enter '03/26/2012.
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Step

Action

59.

Click theBenefitsProgram Participation link.
[Benefits Program Participation|

60.

Select the corre®AS Group ID. BAS is the Benefits Administration Selection schedule for the agq

Click theLook up BAS Group ID button.

=Y

61.

Click theRegular Employees Group 1ink.
Fegular Employees Grodp 1

62.

Confirm that theEffective Date is correct and write thEmpl ID number from the top of the screen on
the Personnel Payroll Action Form (PPAF form).

Click theOK button.

63.

End of Procedure.

New Hire Processed in Manage Hires

Procedure

2 Employee-facing registry content - Windows Internet Explorer = |

-8l &
G-k - S8 &) <) e »
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Favgrices - Mai fenu

Persanalize Content | Layout

? Help
Top Menu Features Description = [important information &
Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main All centralized agencies wil be abls to
Henu to get started utlize a new number for FWIL calls
ansuers to your Family& Medical Leave
Highlights Act (FIL) questions can be accessed
through one phone number. o longer will
Recently Used pagss now you need o search for the name of
appear under the Faverites Someone to answer thoss FIIL questions
menu, located at the top lef
Pick up and dial State Personnel’s FIL
central number: 317.234.7955
At the close of business on Tuesday, May 17, the phone numbers of the SPD
Breaderumbs visually display FIL specialists will be disconnected and all calls will be routed to the new
your navigation path and give you FML number: 317-234-7955.
access to the contents of
subfolders Having the one phone number vl allow SPD to provide enhanced customer
senvice vith a single paint of contact
Menu Search, lacated under the [open Enroliment Elections
Main Menu, now supperts type
ahead which makes finding
h fast
pages much faster There are currently no open benefits events to display

Dore

istart| |2 @& HOY || @ employee-facing regi...

CET T @ meme

Step Action

1. Click theMain Menu button

Main Menu
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Step

Action

Point to theNorkforce Administration menu.

Point to thePersonal Information menu.

Click theManage Hireslink.
| [E] Manage Hires

{2 Manage Hires - Windows Internet Explorer

- [e a _WORKFORCE_(GBL).HR_MANAGE_HIRES GBL7FalderPath=porTAL RooT_obect o]| G4 |[42 [ % | [ eng Ll

w Favortes Tack  Help

s £ ELM £ PSHR £ Orade PeopleSoft Enterpris... € Myshare JJ Find aPerson @ Find Incidents € SPD Training £ SOIHR, ELM, and PORTAL ... & Suogested Stes +

B -6 - O & - g sefeive Teoke @ 7

Home | workist | _Adatoravortes | _Signout

Favorites  Main lenu > Workforce Adminstration > Personal Iformation >~ Manage Hires

ENewWindow ? Help [ Customize Page B hitp

Manage Hires
“The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.

nage H

*Select Transactions Where: Siari Date 2
From: 001122011 [ To:  [1002/2011 & Refresh
e Transact
Select [StartDate  Status Hame PersoniD  Type of Hire Source  Submitted By
= |09/20/2011 Requested |Llovd Christmas Hire Recruiting
I |oor26%2011 |Requested |karen Dunbar 10000042012 Transfer Recruiting  Sherry Stolle
SelectAll  DeselectAll

Cancel Selected Transactions

o o - [~ [Rion -

PO ssoan

e
@se| [ c@EdOYE |

Step

Action

TheFrom andTo fields can be adjusted to reflect the desired date range to search for candidates {

The date should reflect therepared for Hire date used by the recruiter. Sometimes, however, the
system may pull the candidate's application date instead. If the candiidst not appear on the list,
expand the date range.

Click theNamelink.
Lloyd Christmas

TheType of Hire field should automatically default tdire.

TheDesired Start Datefield should reflect the effective date of hire. féective date of hireis always
the new employee's first date of employment.

Click the scrollbar.

Click the Add Personbutton.

Add Person
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Step

Action

8. Confirm theEffective Datefield indicates the correct effective date of hire.
Confirm that the name is spelled correctly. The employee's name in PeopleSoft must match the n
appears on their Social Security card. ClickEHait Name button to make corrections to the name.
Verify that the employee's birthdate is correct. If it is incorrect or if the employee did not provide th
birthdate as an applicant, enter their corizate of Birth.
Enter the desired information into tBate of Birth field. Enter '01/01/1976.

0. Verify the employee's gender is corretftnecessary, enter the correct data intoGleader field.
While Unknown is an option in the list of values, an employee's gemiest be specified as eithéfale
or Female
Click the Gender list.
| LInknown j|

10. Click theMale list item.

11. Before leaving th@&iographical Detailstab, verify theNational ID (for employees, this will be their
Social Secrity number) is correct.
Click theContact Information tab.

ontact Information

12. Click theAdd Address Detail link.
Add Address Detaill

13. Click theUpdate/View Addresslink.
[Update/iview Address]

14. When making corrections to the employee's address, use the correct postal abbreviations. Do not
punctuation (ex: periods after abbreviations).
Click in theAddress 1field.

15. In this example, & are changing the address to use the postal abbreviation for 'street'.
To view a list of address abbreviations, gdntigs://www.usps.com/ship/officiatabbreviations.htm
Enter the desired information into tAeldress 1field. Enter 'St".

16. In this exarple, we are making a correction to Dy .
Click in theCity field.
indianapolis |

17. Enter the desired information into thaty field. Enter 1".
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Step Action

18. Always confirm/enter the employee's county.
Click in theCounty field.

19. Enter the desired information into t@®unty field. Enter 'Marion".

20. Click theOK button.

21. Click theOK button.

22. To make corrections to telephone information already entered, click directly into the field and mak
change.To add additional phone numbers, you will need to add a new ro
Click theAdd a new row button.

23. Click thePhone Typelist.
[— - |

24. Click theMobile list item.
[Mobile |

25. Click in the Telephonefield.

26. Enter the desired information into tfielephonefield. Enter '317/5546528'.

27. Click thePreferred option.

28. To male corrections to an email address that has already been entered, click directly into the field
make the changeTo add additional email addresses, you will need to add a new row.
State Personnel will be utilizing home and business email addressegdot employees in the future
regarding important events (i.e. Open d&lnnent). Please be sure to collect an email address from as
many employees as possible.
Click theAdd a new row button.

29. Click theBusinesdist item.
|Business |

30. Enter the desired infmation into theemail Addressfield. Enter Tchristmas@spd.in.gov.

31. Click thePreferred option.

32. Click theRegionaltab.

Eegional
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Step Action
33. An employee's ethnic group REQUIRED. If the ethnic group is not noted by the employee or the
employee refuses to giveistinformation, use a visual observation to make the best selection. If the
Ethnic Group field is left asUnknown, EEO/AA reporting will be inaccurate.
Click theLook up Ethnic Group button.
34. Click theHISPA link.
35. Click theOrganizational Relationships tab.
Qrganizational Relationships
36. Click the Employeeoption.
37. Click theAdd Relationship button.
| Add Relationship
38. TheEmpl ID number is now available.
Confirm that theEffective Datefield reflects theEffective Date of Hire.
Click in theEffective Datefield.
loor20i2011 |
39. TheAction field will default toHire.
Click theReasonlist.
40. Click theReplace Incumbentlist item.
|Replace Incumbent |
41. Click theJob Information tab.
Job Infarmation
42. Click theEmpl Classlist.
43. Select the designated status of the employee. The most common new hire statuses are:

Orig WT : Agercies with classified employees use this status to activate tmecsith working test
probation period.

Quasi: Quasi agencies.
Appointed: Appointed positions.

Click theOrig WT list item.
[Qrig WT |

Last Update October 18,2011 Page 16




Step Action
44, Click theJob Labor tab.
Job Labor
45, TheUnion Seniority Datefield indicates the emplogés seniority date only. This field does not indical
membership in a union.
This should be the employee's date of hire.
Enter the desired information into thimion Seniority Datefield. Enter '09/20/2011.
46. Click thePayroll tab.
Payrall
47. Verify that the correct pay group defaults into the employee's record (exdiv@les Pay Group A and
PYB is Pay Group B).
Click theCompensationtab.
Compensation
48. If the employee's starting salary is above the minimum of the hiring range, enter the adjusted
compensation rate into tli@omp Ratefield.
Click theCalculate Compensatiorbutton.
| Calculate Compensation
49. Click theEmployment Datalink.
Employment Data
50. Confirm theCompany Seniority Dateand theBenefits Service Datdields are accurate. An inaccuratg
Benefits Service Datenay impat the availability of employee benefits.
Enter the employee's probation date intoRhaebation Datefield. (The probation date is six months
from the date of hire) An inaccurate probation date may impact the availability of employee benefi
Enter thedesired information into therobation Datefield. Enter '03/30/2012.
51. Click theBenefits Program Participationlink.
[Benefits Program Participation]
52. Select the corre®AS Group ID. BAS is the Benefits Administration Selection schedule for the ag4
Click theLook up BAS Group ID button.
53. Click theRG1 link.
FG1
54. Confirm that theEffective Dateis correct and write thEmpl ID number from the top of the screen on

the Personnel Payroll Action Form (PPAF form).

Click theOK button.
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Step Action

55.
End of Procedure.

Entering Employee Actions
Employment actions affecting an employee's job data are recorded in the Workforce Adminidntatiatarecord.

Generally, the HR Data Entry Personnel will be notified of an employment action through the submis$iersohael /
Payroll ActionForm (PPAB. Quasi agencies may or may not record employment actions on a PPAF.

Employment actions include:

. Transfers

. Promotions

. Demotions

. Pay Rate Changes

. Permanent Status Changelsgsifiedagencies only)
. Suspensions

. Termirations

No ok~ wWNE

Transfer in Manage Hires

Procedure

=150
ut L8 &l ][] [Sen. 2R
2| myshare B Find a Person 2 | Find Incidents £ | SPD Training € | SOIHR, ELM, and PORTAL ... £ | Suggested Sites ~
f v E) v v Pager Sefetyv Todkr @v
tome | Workist | AddtoFavortes | Sgnout
Favgriies | Main Menu
Personalize Content | Layout ? Help
Top Menu Features Description = [important information &
Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main A be able to
ui s
an
Highlights Act (FML) questions can be accesse
throu Tonger wil
Recently Used pages now you need to search for the name of
appear under the Favariies omeone to ansvier those FIL questions
menu, located at the top left
Pick up and dial State Personnel's FIL
central number: 317-234.7955
At the close of business on Tuesday. May 17, the phone numbers of the SPD
Breadcrumbs isually display FML specialists will be disconnected and all calls will be routed to the new
your navigation path and give you FML number: 317-234-7955
access to the contents of
subfolders Having the ane phone number wil allow SPD to provide enhanced customer
senice vith a
Menu Search, located under the [Open Enrollment Elections
Main Menu, now supports type
ahead which makes finding
ages much faster
peg There are currently no open benefits events to display.
|
T e [~ R -
Wstan| |0 @ @ 2O ¥ || @ employee-facing regi... 57D [E] 10:42 am
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Step

Action

Click theMain Menu button.
Main Menu

Point to theNorkforce Administration menu.

Point to thePersonal Information menu.

Click theManage Hireslink.
| ] Manage Hires

Jpspfhr 91a3/EMPLOYEEHRMS{CADMIMISTER_WORKFORCE (GEL).HR_MANAGE_HIRES,GBL7Folderpath=porTAL RoOT_0BJECT ]| & |[#2)| x| [ ng L~

Tools  Help

i Fav |55 2 e 2]psHR @) orads Peoplesoft Enterpris... £ Myshare B Finda Person 2] Find Incidents 2 SPD Training £ | SOLHR, ELM, and PORTAL ... | Sugaested Stes =

& Vanage Hires F v E) e v Pagee Sty

Home | Workist | AddtoFavortes | Signout

Favorites - Main Menu > Workforce Administration > Personal Information > Manage Hires,

& NewWindow ? Help [& Customize Page B nttp

Manage Hires

The following Hire Transactions are ready to be processed. Select a Transaction by Name to startthe process.

nage H

*Select Transactions Where: Siari Date 2

From: 0222011 [ To:  [10022011 [ Refresh

[ Hire Transact

Select StartDate  Status Name PersoniD  Type of Hire Source  Submitted By
™ 0012212011 |Requested Karen Dunbar 10000042912 Transfer Recruiting  Sherry Stolle

SelectAll  DeselectAll

Gancel Selected Transactions

e T [@meme [ [Ruos + )

Wset| L@@ IO Y [ S0 & wam |

Step

Action

Adjust theFrom andTo fields to reflect the desired time frame.

Click in theFrom field.
091212011

In this example, we will change the year to 2010.

Enter the desired information into tReom field. Enter "10".

Click theRefreshbutton.

Clicking the column heading will sotthe names ilphabeticabrder.

Click theNamecolumn header.
Name
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Step

Action

Locate the name in the list.

Iick the scrollbar.

10.

Click theNamelink.
aren Dunbarj

11.

Click the scrollbar.

12.

Click theView / Edit Personlink.
[view / Edit Persor]

13.

If the employee is transferring positions wiitlthe same agency, add rows only if the personal data h
changed.

Click theContact Information tab.
Caontact Infarmation

14.

Add rows to update the employee's address, telephone and email addresses if necessary.

Click theRegionaltab.
Regional

15.

Confirm that theEthnic Group field is entered correctlyClick the Ethnic Group look up button to
change this value if necessary.

In this example, no information was changed.

Click theCancelbutton.
Cancel

16.

Click the Add Job button.

Add Job

17.

TheAction field is automatically populated.

Click theReasonlist.

| (nvalid Value) j|

18.

Click theLateral Transfer Same Agencylist item.
|Latera| Transfer same Agency |

19.

Click theJob Information tab.
Job Infarmation

20.

Click theEmpl Classlist.

l Ferm Stat jl

21.

Click thePerm Statlist item.
|Perm Stat |

22.

Click theJob Labor tab.
Job Labar
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Step

Action

23.

Review thelUnion Seniority Datefield to ensurehat the field reflects the employee's original date of
hire/rehire.

Click thePayroll tab.

Payrall

24.

Verify that thePay Group field populated correctly.

Click theCompensationtab.

| Compensation

25.

Adjust the biweekly compensation rateécessary

Click theCalculate Compensationbutton.
| Calculate Compensation

26.

Click theEmployment Datalink.

|Em nloyment Data

27.

If necessary, enter the nd&®vobation Date.

Click theBenefits Program Participation link.
[Benefits Program Paricipation|

28.

If necessary, change tBAS Group ID.

Click theOK button.

29.

End of Procedure.

Promotion in Manage Hires

Procedure

[EERENT N
Hv| | @S HDOYm |

& tmployee facing regi
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Step

Action

Click theMain Menu link.
MainvMenu

Point to theNorkforce Administration menu.

Point to thePersonal Information menu.

Click theManage Hireslink.
| ] Manage Hires

{2 Manage Hires - Windows Internet Explorer 15[ ]
[€1SRAF o WORKFORCE {GBL).HR_IANAGE_HIRES GoLrrodrpath—portaL_root_obsect o] & | (41| [ ens £l
Fle Ede Vew Favorites Took Help
es |5 £ ElM £ FSHR &) Orads PeopleSoft Enterpris,.. € Myshare B Find a Person ) Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL ... | Suauscted Sres v
o Hres Ko B - R ey Teck e @
Favgrtas | Main Menu > \Workforcs Administration > Personal Informaton > Manag Hies
faly dow 2 Help [ Customize Fage B nttp
Manage Hires
The following Hire Transacions are ready to be processed. Select a Transaction by Nameto startthe process.
nage H
*Select Transactions Where: 2
From: 001122011 [ To:  [10/02/2011 |5 Refresh
Select [StartDate  Status Hame PersoniD  Type of Hire Source  Submitted By
= |09122/2011 |Requested |Karen Dunbar 10000042912 Transfer Reciuiting ~ Sherry Stolls
SelectAll  Deselectéll
Cancel Selected Transactions
INED T [ e [~ R =
Wset] [ @€ EHO Y [ D[] t10s

Step

Action

Adjust theFrom andTo fields to reflect the dé®d time frame.

Enter the desired information into tReom field. Enter '05/12/2011.

Click theRefreshbutton.

Clicking the column heading will sort the namesiphabeticabrder.
Click theNamecolumn header.
Hame

Locate the name in the list.

Click the scrollbar.

H
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Step

Action

Click theNamelink.

10.

If the employee is changing agencies, Tigpe of Hire field shows the value dfransfer.

Click the scrollbar.

11.

Click theView / Edit Personlink.
liew ! Edit Person]

12.

If the employee is being promoted to a new positiithin the same agency, add rows only if the

personal data has changed.

Add a row to update theffective Dateof the promotion as appropriate.

Click theContact Information tab.
Caontact Infarmation

13.

Add rows to update the employee's address, telephone and email adifiressessary.

Click theRegionaltab.
Eegional

14.

Confirm that theEthnic Group field is entered correctlyClick the Ethnic Group look up button to

change this value if necessary.

In this example, no information was changed.
Click the Cancelbutton.

Cancel

15.

Click theAdd Job button.

Add Job

16.

TheAction field will automaticallypopulate tolransfer.

Click theReasonlist.

I (Invalid Value) j|

17.

Click thePromotion - Different Agency list item.
[Promotion - Different Agency |

18.

Click theJob Information tab.
Job Information

19.

Click theEmpl Classlist.

| Perm Stat j|

20.

Click thePromo WT list item.
|Promo WT |

21.

Click theJob Labor tab.
Job Labar

Last Update October 18,2011

Page 23




Step

Action

22.

Review theUnion Seniority Datefield to ensure that the field reflects the employee's original date g
hire/rehire.

Click thePayroll tab.

Payrall

23.

Verify that thePay Group field populated correctly.

Click theCompensation tab.

| Compensation

24.

Adjust the biweekly compensation rateécessary

Enter the desired information into tB®mp Ratefield. Enter "1800'".

25.

Click theCalculate Compensatiorbutton.
| Calculate Compensation

26.

Click theEmployment Datalink.

|Em nloyment Data

£ Manage Hires - Windows Internet Explorer RS
@TS.. [e - _WORKFORCE (GEL).FR_ANAGE_HIRES GELrFdderpath—rORTAL Ro0T_osect [=]| 4 | [42]( x| [ ana [2]-]

Fle Edt View Favorites Took Help

i Favorkes |45 £ ELM £ PSHR @) Oracle PeopleSoft Enterpris,.. € Myshare [ Find a Person &) Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
T3 - B - 0 v Pagev Safety~ Took- @- 7

& vanage e

Home | Workist | _Adatoravortes | Signout

Favgrtes  Main Menu > \Workforce Administration > Personal Ipformation > Manage Hies
B NewWindow ? Help [& Customize Page B http

Empl ID: 10000042912
Emple Empl Record: 0
Organizational Instance Rcd: 0 Original Start Date: 11/3011981 I override
Last Start Date: 1113011981 First Start Date: 1173011881
Termination Date: Years  Months Days
OrgInstance Service Date: 111301981 Moveride ¥ 20 9

Instance Record

Last Assignment Start Date: 111301981 firstAssignment Start. 1173011981
Assignment End Date:

HomelHost Classification Home Years  Wonths Days  IimeReporterData

Company Seniority Date: 111301981 Moverrice ¥ 20 9 2

Benefits Service Date: 3 Covrride % 29 9

Seniority Pay Calc Date: overide 29 9

Probation Date:

Professional Experience Date: Last Verification Date: ]

Business Title: Program Director 2 Position Phone:
P Bysa

Job Data Employment Data Eamings Distribution Benefis Program Participation
oK Cancel | Apoly @ Rerean
e T e [~ [Rimw -

PO

#san| |- GE&IOYE |

Step

Action

27.

If necessary, entehe newProbation Date.

Enter the desired information into t@atalog Iltem Abstract field. Enter '03/22/2012.
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£ Manage Hires - Windows Internet Explorer |
@E.. e o _WORKFORCE {GEL).HR_VANAGE_HIRES, GEL7Fdderpath—rORTAL_Ro0T_osect [=]| 4 | (42| [ ang [2]-]

Fle Edt View Favorites Took Help

i Favorkes |45 £ ELM £ PSHR @) Oracle PeopleSoft Enterpris,.. € Myshare [ Find a Person &) Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
& varage Hres BB - e ey Tk @

Home | Workist | _Adatoravortes | Signout
Fa\rnvrrtes MalnvMerm > Workforce Administration > Personal Information > Manage Hires.

B NewWindow ? Help [& Customize Page B http

Empi D 10000042912
Empl Record: 0

Organizational Instance Rcd: 0 Original Start Date: 111301981 I override
Last Start Date: 113011081 first Start Date: 113011981

Termination Date: Years  Months  Days
OrgInstance Service Date: 11201181 Coveride ¥ 20 9 2

Instance Record

Last Assignment Start Date: 1130/1981 First Assignment Start 1113011981
Assignment End Date:
Home/Host Classification Home Years  Months Days  TimeReporterData
Company Seniority Date: 117301081 Moverride % 29 9 2
P
enefits Ser 117301981 I override id 29 9 23
eniority Pa 117301881 Moverride 20 9 2
ation Date: 3222019 )
Professional Experience Date: B Last Verification Date: =
Business Title: Program Director 2 Position Phone:
P Bysa
Job Data Employment Data Earmings Distribution Benefits Program Participation
oK Cancel | Apply @ Refresh
== T @ [~ [Rimw -

#sen| |G EDOYE |

T D @] 1ieam

Step Action

28. Click theBenefits Program Participation link.
[Benefits Proaram P aricipation]|

29. If necessary, update tiBAS Group ID.

Click theLook up BAS Group ID button.

=

30. Click theRG1 link.
=X

31. PROOF & VERIFY the information entered into the employee record!!!

Once arecord is saved, the record is there until the State Personnel Department's Data Entry cor

record. Inaccurate or missing information nigypact employee benefits anduld even possibly
terminate them

Click theOK button.

32.

End of Procedure.
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Demotion in Manage Hires

Procedure

£2 Employe:

g reg

dows Internet Explorer

=12 x|
G- a Y | 3 o (2]
File Edit ‘View Favorites Tools Help
i Favorkes |55 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Find a Person &) Find Incidents &) SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
(& EmployeeFacing registry content 3 - B - 0 v Page Sefetyv Tk~ @ T
| workist | AddtoFsvortes | Sanout
FEVEJVKES ME\HVMEHU
Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &
Our menu has changed! Effective Wednesday, May 18
The menu is now lacated across the top of the page. Click on Main Al centralized agencies will be able to
Henuto get started tilize a new number for FIL calls
answers to your Family Medical Leave
Highlights Act (FIML) questions can be accessed
through one phone number. No longer will
Recently Used pages now you need to search for the name of
appear under the Favorites someone to answer those FIL questions
menu, located at the top lef
Pick up and dial State Personnel's FIL
central number. 317-234-7955
At the close of business on Tuesday. May 17. the phone numbers of the SPD
Breadcrumbs visually display FML specialists will be disconnected and all cals will be routed to the new
your navigation path and give you FHL number: 317-234.7955
access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
senice with a single point of contact
Menu Search, located under the [open Enroliment Elections
iain Menu. now supports type
ahead which makes finding
ages much faster
pag There are currently no open benefits events to display
oore T T @ R
Wset] | @€ 20O ¥ (B

Step

Action

Click theMain Menu link.
Main Menu

Point to theNorkforce Administration menu.

Point to thePersonal Information menu.

Click theManage Hireslink.
| [E] Manage Hires
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{5 Manage tires - Windows Internet Explorer |

[€ISaE a _WORKFORCE {GEL).FR_VANAGE_HIRES, GEL7Fderpath—rORTAL_Ro0T_osect [=]| & | [¢2( x| [ ang (2]

Fle Edt View Favorites Took Help

i Favorkes | £ ELM £ PSHR @) Oracle PeopleSoft Enterpris,.. € Myshare [ Find a Person &) Find Incidents &) SPD Training € | SOLFR, ELH, and PORTAL .. | Suguested Stes =

(& Manage Hires T - B) - e - page - Safety~ Took - @- 7

Home | workist | _Adatoravortes | _Signout

Favgrtas  Main Menu > \WWorkforce Administration > Personal Ipformation > Manage Hies
B NewWindow ? Help [& Customize Page B http

Manage Hires
“The following Hire Transactions are ready to be processed. Select a Transaction by Name to start the process.

“Select Transactions Where: Siari Date 2

From: 001122011 [ To:  [10/02/2011 |5 Refresh

Select [StartDate  Status Hame PersoniD  Type of Hire Source Submitted By
= |09122/2011 |Requested |Karen Dunbar 10000042912 Transfer Reciuiting  Sherry Stolls

SelectAll  Deselectéll

Cancel Selected Transactions

e T [ [ [Fame -

dse] | G EHOYH | PO o

Step

Action

Adjust the From and To fields to reflect the desired time frame.

Enter the desired information into tReom field. Enter '05/22/2011.

Click theRefreshbutton.

Clicking the column heading will sort the namesliphabeticabrder.

Click theNamecolumn header.
Name

Locate the name in the list.

Click the scrollbar.

Click theNamelink.

10.

Click the scrollbar.

11.

Click theView / Edit Personlink.
[View / Edit Person]|
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Step

Action

12.

If the employe is being demoted to a position within the same agency, add rows only if the persor
has changed.

If the employee is being demoted to a position from a different agenitly a different benefit plan
(example DOC to ISP) add a row to each arégersonal data and enter tB#ective Date of the
transfer.

Click theContact Information tab.
contact Information

13.

Add rows to update the employee's address, telephone and email addresses if necessary.

Click theRegionaltab.
Regional

14.

Confirm that theEthnic Group field is entered correctlyClick the Ethnic Group look up button to
change this value if necessary.

In this example, no information was changed.
Click the Cancelbutton.

Cancel

15.

Click the Add Job button.

Add Job

16.

TheAction field will automaticallypopulate tolransfer.

Click theReasonlist.

| (invalid value) j|

17.

Click theDemotion Same Agencyist item.
|Dem-3ti-3n Same Agency |

18.

Click theJob Information tab.
Job Infarmation

19.

Review the information on this screen for accuracy.

Click theJob Labor tab.
Job Labor

20.

Review theUnion Seniority Datefield to ensure that the fiel@éflects the employee's original date of
hire/rehire.

Click thePayroll tab.
Payrall

21.

Verify that thePay Group field populated correctly.

Click theCompensationtab.
Compensation
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Step

Action

22. Adjust the biweekly compensation rateécessary
Click theCalculate Compensatiorbutton.
| Calculate Compensation

23. Click theEmployment Datalink.
|Em ployment Data

24. Change thérobation Dateif necessary
Click theBenefits Program Participationlink.
[Benefits Program Participation|

25. If necessary, update tiBAS Group ID.
Click theLook up BAS Group ID button.

26. Click theRG1 link.
RG1

27. Click theOK button.

28.

End of Procedure.

Entering a Pay Rate Change

Procedure

D |
=l & (&) ][] [Fens 2=
o
Top Menu Features Description E%| [important Information B
Our menu has changed!
The menu is now located across the tap of the page. Click on Main
Menuto get started
Hightights
ently Used pages now
nder the Favorites
cated at the top left
Uesday. May 17. the ph
e and s will
SPD to provic
n benefits events to display.
|
one T T (@t [~ [Rioow =
s |0 @ © 2@ YA T zsam
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Step

Action

Click theMain Menu link.
Main Menu

Point to theNorkforce Administration menu.

Point to theJob Information menu.

Click theJob Datalink.
| £ 10b Dats

Inspfhy 10a/EMPLOYEEfHRISc/ADMIMISTER,_WORKFORCE (GEL).JOB_DATA. G8LTFolderPath=PORTAL_ROOT_OBIECT HC_wor x]( & | [#2|[ x| [&Eng i

Tools  Help

|5 @ em € psir @] orade Peoplesoft Enterpris... &) Myshare B Find aPerson € Find Incidents € SPD Training 2 SOLHR, ELM, and PORTAL ... | Suggested Stes =

(& Job Data 0 v B - [ o v Pagev Safety v

Home | Workist | Add toFavortes | Signout

Favorites  Main Jlenu > Workforce Admistration > Job Information > Job Data
@ New Window 2 Help B nttp

Job Data

Enter

Maximum number of rows to return (up to 3

Empl D:

Empl Record: B

Hame: foegmswin =l
Last Name: [pegmswn=l[ |
Second Last Name: begins with 7]

Alternate Character Name:[begins w

Widdle Name: begins with 7]
National ID: begins with x|
I Include History I Correct History I Case Sensitive
Seareh || Clear|Basic Search [E) Save Search Criteria
pore T T @ [~ [Ruon =
Bistart| | - [ @ 0 © Y H) [ @ 10bData- Windows 1. D 251

Step

Action

Enter he desired information into thempl ID field. Enter "L0000280299

Click theSearchbutton.

Click the Add a new row button.

Update theEffective Datefield if necessary.

Click theAction list.

|Hire j|

Click thePay Rate Changdist item.
[Pay Rate Change |

10.

Click theReasonlist.

| |
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Step Action

11. Selectthe appropriat®Reason

Click theAdjustment - No Job Changdist item.
[4djustment - Mo Job Change |

12. Click theCompensationtab.

| Compensation

13. Enter the desired information into t@®mp Ratefield. Enter "1301".

14. Click theCalculate Compensatiorbutton.
| Calculate Compensation

15. Click theSavebutton.

16.
End of Procedure.

Entering Permanent Status

Procedure

/2 Employee-facing registry content - Windows Internet Explorer

@E:-kg o T =1 & |[&][#][x][&sn

Fle Edt View Favores Tooks Help

i Favorkes |4 2 ELM £ PSHR 2] Orade PeopleSoft Enterpris... £ Myshare [ Find a Person 2] Find Incidents 2] SPD Training £ | SOLHR, ELI, and PORTAL ... 2 | Sugaected Stes =

(8 Employse-Facing regitry content

Home | Workist
Favgrices - Mai fenu

Persanalize Content | Layout

f) v B v v Pager Sefetyv Took

AddtoFavortes | Signout

? Help
Top Menu Features Description = [important information &
Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main All centralized agencies wil be zble to
Menu to get started utiize a new number for FMIL calls
answers to your Family& Medical Leave
Highlights Act (FIL) questions can be accessed
through one phone number.  No longer will
Recently Used pages now you need to search for the name of
appear under the Favorites omeone to ansvier those FIL questions
menu, located at the top left
Pick up and dial State Personnel's FIL
central number: 317-234.7955
At the close of business on Tuesday. May 17, the phone numbers of the SPD
Breadcrumbs isually display FML specialists will be disconnected and all calls will be routed to the new
your navigation path and give you FML number: 317-234-7935
access to the contents of
subfolders Having the ane phone number wil allow SPD to provide enhanced customer
senice with a single point of contact
Menu Search, located under the - =
Main Menu, now supports type |Open Enroliment Elections
ahead which makes finding
pages much faster
There are eurrently no open benefits events to display.

1|

oe T @ e
distant| |~ @€ IO Y || @ employee-facing regi...

[~ R -

P9 303Pm

Step Action

1. Click theMain Menu link.
Main Menu
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Step

Action

Point to theNorkforce Administration menu.

Point to thelob Information menu.

Click theJob Datalink.
| [E] Job Datz

{2 10b Data - Windows Internet Explorer —1E]x]|

(€19 _WORKFORCE (ALY 108_DATA Gl raderpeth=poRTAL_R0oT_oeoEcT.He_wor =] 8 |[42[%] & ens ol
File. w  Favorites  Tools  Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ FindaPerson &) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Stes =

& xboaa Fi - B - O e - page - Sefety~ Took - @~

Home | Workist | _Adatoravortes | Signout

Favorites  Main lenu > Workforce Adminstration > Job Information > Job Data

Fnewwindon ? Hep Bt
Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values.

Waximum number of raws to return (up o 300): [200

Empl ID: begins with 7]

Empl Record: =
Name: begins with ] |
Last Name: Degine with =] |
Second Last Name: begins with ] |
Alternate Character Name:|begins with ]

Middle Name: begins with 7]
Hational ID: begins with 7]

I~ Include History I Correct History I Case Sensitive

Search Clear |Basic Search [§] Save Search Criteria
one [T T [@memer [~ R -
distart| | @ @ I © W= || & obpata- windows1.. @9 251Pm

Step

Action

Enter the desired information into tRenpl ID field. Enter "L0000280299

Click theSearchbutton.

Update theEffective Datefield if necessary.

Click the Add a new row button.

Click theData Changelist item.
[Data Change |

Click theReasonlist.

| |

10.

Select the appropriaiReason(Completed Working TestExtended Working Tes) from the drop

down list.

Click theCompleted Working Testlist item.
|C-:|m|:uleted Working Test
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Step

Action

11.

Click theJob Information tab.

|=I|:|h Information |

12.

Click theEmpl Classlist.

Jorig wT =

13.

Select the appropriate employee cldsr(n Stat, XOrig WT or XPromo WT) from the list of values.
If extending the working test, be sure to change the probation date as appropriate.

Click thePerm Statlist item.
[Perm Stat |

14.

Click theSavebutton.

15.

End of Procedure.

Entering a Suspension

Procedue

{2 Employee-facing registry content - Windows Internet Explorer

_1&] x|
[€ISkdE) - EEIEER e (8]
File  Edt View Favorites Took  Help
i Favorkes |45 £ ELM 2 PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Finda Person &) Find Incidents € SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
(& Employeefacing registry content 3 - B - 0 v Page Sefetyv Tk~ @ T
Wome | Workist | AddloFavortes | Signout
Fa\'grrtes Ma\nvMenu
Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &
Our menu has changed! Effective Wednesday, May 18
The menu s now located acrass the top of the page. Click on Main All centralized agencies will be able to
Menu to get started utiize a new number for FWIL calls
answers to your Family Medical Leave
Highlights Act (FML) questions can be accessed
through ane phone number. No longer will
Recently Used pages naw you need to search for the name of
appear under the Favorites someane to answier those FML questions
menu, located at the top left
Pick up and dial State Personnel's FIL
central number: 317-234-7955
Atthe close of business on Tuesday. May 17, the phone numbere of the SPD
Breaderumbs visually display FML specialists will be disconnected and all calls will be routed to the new
your navigation path and give yeu FHL number: 317-234.7955
access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
senvice with a single point of contact
Menu Search, located under the - =
lain Menu, now supports type |2 ET T T 2 R
ahead which makes finding
pages much faster
There are curently no open benefits events to display.
one T T [ e PR
distet| | @€ IO Y |[@ Employee-facing regr... @9 ao7en

Step

Action

Click theMain Menu link.
Main Menu
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Step

Action

Point to theNorkforce Administration menu.

Point to thelob Information menu.

Click theJob Datalink.
| [E] Job Datz

{2 10b Data - Windows Internet Explorer —1E]x]|

(€19 _WORKFORCE (ALY 108_DATA Gl raderpeth=poRTAL_R0oT_oeoEcT.He_wor =] 8 |[42[%] & ens ol
File. w  Favorites  Tools  Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ FindaPerson &) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Stes =

& xboaa Fi - B - O e - page - Sefety~ Took - @~

Home | Workist | _Adatoravortes | Signout

Fa\rnvrrtes MalnvMerm > Workforce Avdmwmstrat\nn > Job lnfnvrmat\nn > Job Data

Fnewwindon ? Hep Bt
Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values.

Waximum number of raws to return (up o 300): [200

EmplID: [oegmswtn =l |

Empl Record: =

Name: begins with ] |

Last Name: Degine with =] |

Second Last Name: begins with ] |

Alternate Character Name:|begins with ]

Micidle Name: [begmewtn=][ |

Hational ID: [oegnswitn =[]

I~ Include History I Correct History I Case Sensitive

Search. || Clear|Basic Search [§] Save Search Criteria

pore T @ e [~ R =
@istat| |~ @ @ I © Y& |[@ 00 Dot windows L. @9 aoepn

Step

Action

Enter the desired information into tRenpl ID field. Enter "L0000280299

Click theSearchbutton.

Change thé&ffective Datefield if necessary.

Click the Add a new row button.

Click theAction list.

IHire j|

Click theSuspensiorist item.
[Buspension |

10.

Click theDisciplinary Action list item.
[Disciplinary Action |

11.

Click theSavebutton.
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Step Action

12.
End of Procedure.

Entering a Termination
Procedure

\g registry content dows Internet Explorer 18] X]|
a L = FEE) &g 2l
File  Edt View Favorites Took  Help
i Favorkes |45 £ ELM 2 PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Finda Person &) Find Incidents € SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
& Employee-Facing registry content P v B - ) - Page~ Sefety~ Took - @ 7
| workst | AddtoFavortes | Sanout
FEVEJV[ES MEWVMEHH
Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &
Our menu has change d! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main All centralized agencies vil be able to
Menu to get started utilize a new number for FVIL calls
answiers to your Family& Medical Leave
Highlights Act (FML) questions can be accessed
through ane phene number. No longer vl
Recently Used pages now you need to search for the name of
appear under the Favarites someane to answer those FIL questions
menu, located at the tap lef
Pick up and dial State Personnel's FIL
central number. 3172347955
Atthe close of business on Tuesday. May 17, the phone numbers of the SPD
Breadcrumbs visually display FL specialists will be disconnected and all calls will be routed to the new
‘your navigation path and give you FHL number: 317-234.7955
access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
senice with a single point of contact
Menu Search, lacated under the -
iain Menu, now supports type [Open Enrollment Elections
ahead which makes finding
pages much faster
There are curently no open benefits events to display.
one T T [ e [F - [Rioow = )
distart| |~ @ € 2 © ¥ E [ & employee-facing regi...

Step Action

1. Click theMain Menu link.
Main Menu

2. Point to theNorkforce Administration menu.

3. Point to thelob Information menu.

4, Click theJob Datalink.
| E] Job Datz
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7 Job Data - Windows Internet Explorer 5]
@:‘/ - &) o _WORKFORCE_(GEL).10B_DATA 6oL Falderrath—FOR TAL_RooT_OBECT HC_wor ]| 8 | (42| [ eng -

Fle Edt View Favorites Took Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ FindaPerson &) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Stes =

& b Data Fi- B - e - page - Safety~ Took- @- 7

Home | Workist | _Adatoravortes | Signout

Fa\rnvrrtes MalnvMerm > Workforce Avdmwmstrat\nn > Job lnfnvrmat\nn > Job Data
Fnewwindon ? Hep Bt

Job Data

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

[ Findan Buistng vaive |
Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswtn =] |
Empl Record: F =
Hame T
Last Name: [oegmewmn =l
Second Last Name: [oegmswitn =l |
Alternate Character Name:[beginswith =@ |
Middle Name: [beginswitn ][ |
A T

I~ include History T CorrectHistory I Case Sensitive

Search Clear . |Basic Search Save Search Criteria
one T [ e [~ R =
distart| | @ & I © W F || & obpata- windows1.. @9 sizPm

Step

Action

Enter the desired informationtontheEmpl ID field. Enter "L0000280299

Click theSearchbutton.

Update theEffective Datefield if necessary.

Click the Add a new row button.

Click theAction list.

IHire j|

If the employee is retiring, use tRetirement Action andReason(not Termination).

Click theT

10.

Click theReasonlist.

| |

11.

Select the appropriaiReasonfrom the list.

Click theDismiss (NEFR)list item.
[Dismiss (NEFR] |

12.

Click theSavebutton.

13.

End of Procedure.
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Request Electronic Personnel Action Form (PPAF)

Procedure

ing registry content

‘windows Internet Explorer

JEETES]

&

4

=@ (&l )] [Fens

l2l

Fle Edt View Favorites Took Help

(& Employeefacing registry content

Favortes  Main Henu

i Favorkes |55 £ ELM 2] PSHR £ Oratle PeopleSoft Enterpri.

& Myshare B Find aPerson @ Find Incidents @ SPD Training €  SOTHR, ELM, and PORTAL

2] Suggested Stes -

& -

) - Page sy~ Took+ @

| Workist | AddtoFsvortes | Sanout

Menu to get started
Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breaderumbs visually display
your navigation path and give yeu
access to the contents of
subfolders

WMenu Search, located under the
lain Menu, now supports type
ahead which makes finding
pages much faster

Our menu has changed!

The menu s now located acrass the top of the page. Click on Main

central number: 317-234-7955

Effective Wednesday, May 18

All centralized agencies will be able to
utiize a new number for FWIL calls
answers to your Family Medical Leave
Act (FML) questions can be accessed
through ane phone number. No longer will
you need to search for the name of
someane to answier those FML questions

Pick up and dial State Personnel's FIML

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new

FHL number: 317-234.7955

Having the ane phone number will allow SPD to provide enhanced customer

seniice with  single point of contact

Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &

[open Enroliment Elections

There are curently no open benefits events to display.

pore

#sen| | G € IO Y

|| @ employee-facing reqi...

@ et

[Fa - [Hwoe -

@0 s |

Step

Action

Click theMain Menu link.

Main Menu

Point to theNorkforce Administration menu.

Point to thePPAF menu.

Click theSOI PPAF Entry link.

| [E] sOIPPAF Entry
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=& x|
sovi ]| £ (4 || [Feng ol
Request D:fEW |
Find an Existing Value | Add a New Value
[ B~ = [ [ -
|@istt] | © @ @€ 9 © Y &) |[@soreear entry - win (@9 seem
Step Action
5. Click the Add button.
Add
Enter the desired information into tBenployee IDfield. Enter '10000280299
7. Pressing th&ab key on your keyboard will cause all of the employee's information to populate.
PresqdTab].
8. Enter the desired information into tBéfective Datefield. Enter '09/23/2011.
9. Click theLook up Action button.
10. Click theData Changelink.
11. Click theLook up Reasonbutton.
12. Click theExtended Working Testlink.
|E}dended Working Teaj
13. Click the Submit button.
14.
End of Procedure.

Request Electronic Personnel Action Form (PPAF) - Pay Rate Change

Procedure
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S Employee-facing registry content - Windows Internet Explorer

- LI
(€IS I o =& |2l ][] [Fsn [o]]

Fle Edt View Favorites Tooks Help

i Favorkes |4 2 ELM £ PSHR ) Orad PeopleSoft Enterpris... £ Myshare B Finda Person 2] Find Incidents 2 SPD Training | SOLHR, ELU, and PORTAL ... 2 | Sugaected Stes =

(&8 Employee-Facing registry content f2 - E) - ) @ v Pager Safetye Tooke @

| Workist | AddtoFavortes | Sanout
Favories  Mai Menu

Personal

ntent | Layout

Top Menu Features Description

EEN

portant Information

Our menu has changed! Effective Wednesday, May 18
The menu s now located across the top of the page. Click on Main

All centralized agencies will be able to
Menu to get starte:

utilize a new number for FNL calls
answers to your Family Medical Leave
Act (FNIL) questions can be accessed
through one phone number. No longer will
you need to search for the name of
omeone to answer those FIL questions

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Pick up and dial State Personnel's FIvL
central number: 317-234-7955

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new
FIL number: 3172347955

Breaderumbs visually display
your navigation path and give you
access to the contents of
subfolders Having the one phone number wil allow SPD to provide enhanced customer
senvice with a single point of contact.

Menu Search, located under the
iain Menu, now supports type
ahead which makes finding
pages much faster

Open Enrollment Elections

There are currently no open benefits events to display.

I B 73 [~ [Riwon -

|| @ employee-facing re DD +22P1 |

Dore

Hsen| |0 B EHOY

Action

Click theMain Menu link.
Main Menu

Point to theNorkforce Administration menu.

Point to thePPAF menu.

Click theSOI PPAF Entry link.
| E] soIPPAF Entry

Last Update October 18,2011 Page 39




{5501 PPAF Entry - Windows Internet Explorer

G- v _VENLS01_PPAF_ENTRY GeLTFoldrpath=rORTAL o1 _OBIECT.Ac_workrorce_aovin =] @ |[¢r)[ %] [Fong

Fle Edt View Favorites Took Help

¢ Favori s £ ELM £ PSHR £ Orade PeopleSoft Enterpris... € Myshare M Find aPerson @ Find Incidents @ SPDITraining &  SOIHR, ELM, and PORTAL ... &  Suogested Stes =

Favorites  Main enu > Workforce Adminstration > PPAF > SOI PPAF Entry

PPAF Entry

Eind an Existing Vaiue | ([XTEICIIATER

Request ID: NEW

Add

Find an Existing Value | Add a New Value

(& 501 PRaF Entry B - B) - 50 - Pege- Sofery~ Took- @- 7

T e LTy
isten| |« @ € 5 © Y B |[Esorrenroery-vana. R

Step

Action

Click the Add button.
Add

Enter the desired information into teenployee IDfield. Enter*10000280299

Clicking theTab key on your keyboard will cause the employee's information to populate onto the

screen.

PresqdTab].

Enter the desired information into tRéfective Datefield. Enter '09/26/201.1.

Click theLook up Action button.

10.

Click thePay Rate Changdink.
|F'ai Fate Change|

11.

Click theLook up Reasonbutton.

=

12.

Click the Adjustment - No Job Changdink.
Iﬂd'ustment- Mook Change

13.

Enter the desired information into tRate field. Enter "1301".

14.

Click theSubmit button.

15.

End of Procedure.
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Family Status Changes

Family status changes occur when a major life event happens affecting an employee's benefits. Family status changes
include:

- Acquiring Dependents

- Dependent Deaths

- Marriage

- Divorce

- Change in Employment resulting in Loss of Insurance Gaee
- Dropping of State Insurance Coverage

Family status changd®EQUIRE formal documentation for the transactions to be entered into the employee's record.
Changes are always entered into the employeb'Datarecord but some changes may also regaichange to the
employee'8iographical Information record (such as name changes, marital status changes, etc).

Employee's hav8a0 DAYSFROM THE EVENT EFFECTIVE DATE (the date the event occurred) to report and have
recorded for benefits purposes. Fanstatus change benefit events not reported within 30 days from the effective date
will require the employee to wait until the Open Enrollment periodto have the benefit changes entered into the
system for the next calendar year.

TheAction recorded inhie Job Datarecord will always be thEamily Status Changeoption; however thdReason
Codefor the family status change will vary depending ondineumstances and effective datesof the change. Using
the Family Status Changetcument located in the Splemental Materials section of the Workforce Administration
tutorial work instructions, will ensure that the corrBeiason Codes used to record the family status change.

Effective Dating

TheEffective Dateindicates when an action or event is ireetfor valid. Each employee record is effective dated.
PeopleSoft is designed to automatically perform certain functions based on the Effective Date. Effective Dating provide
mechanism for determining if a transaction is current, history, or future.

Some pages will display the wofeurrent, History, or Future so you can always tell what type of transaction you are
viewing. Every action taken on an employee will have an effective date. Because we have been in production for multiy
fiscal years there ay be more than one record associated with an employee. Future dated actions may be in the systen
but PeopleSoft does not act on that information until the actual day of the effective date.

Current: Closest to but not exceeding today's date.
Future: Greater than today's date.
History: Prior to current date effective date.

Note: It is very important to use the correct date for new hires, rehires, and terminations as these dates impact
benefits and compensation.
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Entering a Family Status Change
Procedure

S Employe

ing registry content - Windows Internet Explorer

G0 & : EEE

Fle Edt View Favores Tooks Help

LI
oED [2]-]

i Favorkes |4 2 ELM £ PSHR 2] Orade PeopleSoft Enterpris... £ Myshare [ Find a Person 2] Find Incidents 2] SPD Training £ | SOLHR, ELI, and PORTAL ... 2 | Sugaected Stes =
{8 Enployee-Facing redistry content [ ”

v ) o v Pagev Safety~ Tooksv @

| workist | AddtoFavortes

Sign out
Favgrices - Mai fenu

Persanalize

Content | Layout

Top Menu Features Description = [important information

Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main

All centralized agencies will be able to
enu to get started

utiize a new number for FMIL calls
answers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number.  No longer will
you need to search for the name of
omeone to ansvier those FIL questions

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Pick up and dial State Personnel's FIvL
central number: 317-234-7955

At the close of business on Tuesday, May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new
FIL number: 3172347955

Breaderumbs visually display
your navigation path and give you
access to the contents of
subfolders Having the ane phone number wil allow SPD to provide enhanced customer
senice with a single point of contact

Menu Search, lacated under the
iain Menu, now supports type
ahead which makes finding
pages much faster

Open Enrollment Elections

There are eurrently no open benefits events to display.

il = = ol D o

Hsat| |~ @@ HO Y (B PO sisem

Step Action

1. Click theMain Menu link.
Main Menu

2. Point to theNorkforce Administration menu.

3. Point to theJob Information menu.

4, Click theJob Datalink.
| | J0b Datz
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7 Job Data - Windows Internet Explorer 5]
@:‘/ - &) o _WORKFORCE_(GEL).10B_DATA 6oL Falderrath—FOR TAL_RooT_OBECT HC_wor ]| 8 | (42| [ eng -

Fle Edt View Favorites Took Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ FindaPerson &) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Stes =

& b Data Fi- B - e - page - Safety~ Took- @- 7

Home | Workist | _Adatoravortes | Signout

Fa\rnvrrtes MalnvMerm > Workforce Avdm\mstrat\nn > Job lnfnvrmat\nn > Job Data
Fnewwindon ? Hep Bt

Job Data

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

[ Find an BxstingValue |

Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswtn =] |
Empl Record: F =
Hame: T
Last Name: begins with =

Second Last Name: begins with 7]
Alternate Character Name: [begins with ]

Widdle Name: begins with 7|
National ID: begins with |7
I~ include History T CorrectHistory I Case Sensitive
Search Clear |Basic Search Save Search Criteria
one T [ e [~ R =

dse] | GEHOYH |

FO 3sPM

(€ J0bData - Windows ...

Step

Action

Enter the desired information into tRenpl ID field. Enter "10000280299

Click theSearchbutton.

Update theEffective Datefield if necessary.

Click the Add a new row button.

Click theAction list.

IHire j|

Click theFamily Status Changedlist item.
[Family Status Change |

10.

C|ICk theEmp Marriage Eff on Event Dt list |tem

11.

As a resulof a marriage, divorce or death of a spouse, the employee's personal data may require
modification. In this example, the employee has submitted a family status change due to marriage
may require the user to update the employastmameandmarital status.

See thdJpdating Personal Informatioprocedure.

Click theSavebutton.

12.

End of Procedure.
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Leaves of Absence

Leaves of absenceccur due to an employee's need to be off work for a circumstance covereéamigiedical
Leave In thesemstances, family medical leave hours are tracked concurrently with leave of absence.

If the leave is due to personal illness, there is a 30 day elimination (waiting) period before an employdetsnshort
disability benefits become available.

There ardwo types of a leave of absence: paid or ungaaid leave of absencesccur when the employee has benefit
leave time that can be taken in the form of sick, vacation, or personalbigpad leave of absencesccur when the
employee has no benefit leaaeailable during the leave and/or until the 30 day elimination period is over to receive
shortterm disability benefits.

If an employee's leave of absence status changes from paid to unpaid, the employee musthetaaiecord entry to
return them from the paid leave of absencerior to theJob Datarecord entry recording thenpaid leave of absence
status.

Proper effective dating and sequencing igritical when recording changes in an employee's leave of absence status.

Effective Dating

TheEffective Dateindicates when an action or event is in effect or valid. Each employee record is effective dated.
PeopleSoft is designed to automatically perform certain functions based on the Effective Date. Effective Dating provide
mechanism for determiing if a transaction is current, history, or future.

Some pages will display the wo@lrrent, History, or Future so you can always tell what type of transaction you are
viewing. Every action taken on an employee will have an effective date. Becauaganaelen in production for multiple
fiscal years there may be more than one record associated with an employee. Future dated actions may be in the syste
but PeopleSoft does not act on that information until the actual day of the effective date.

Current: Closest to but not exceeding today's date.
Future: Greater than today's date.
History: Prior to current date effective date.

Note: It is very important to use the correct date for new hires, rehires, and terminations as these dates impact
benefits andcompensation.

Multiple Actions
It is necessary to udeffective Sequencingvhen more than one action occurs on the daffestive Date.

Example 1:
STEP 1:When an employee acquires a new dependent, the first(satiyenc®) inserted into thé\ction/Reasorfields
indicate the action dPaid Leave of Absencavith a reason ofFML) Paid FMLA Use Accrued Time.

STEP 2:To enter a second event on the same effective date, cliddth& Row button to insert a new row. The second
entry(sequencd) inserted into theAction/Reasonfields indicate the action ¢family Status Changewith a reason of
(ACI) Acquire Dep Eff on Event Dt .

Example 2:
STEP 1:When an employee is promoted within their own agency, the first @sguenc®) inserted into the
Action/Reasonfields indicate the action #fromotion with a reason ofPSA) Promotion- SameAgency.
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STEP 2:To enter a second event on the same effective date, clidlddth& Row button to insert a new row. The second

entry(sequencd) inserted intdhe Action/Reasonfields indicate the action ¢fay Rate Changewith a reason ofGSA)
General SalaryAdjustment.

Entering a Unpaid Leave of Absence
Procedure

{2 Employee-facing registry content - Windows Internet Explorer JEETES]

G- : i ENEC B o T
File Edit View Favorites Tools Help

s Favorkes |5 2 ELM £ PSHR ) Oratls PeopleSoft Enterpris... £ Myshare [ Find a Person ) Find Incidents ) SPD Training £ | SOLFR, ELH, and PORTAL ... | Suauected Stes v

fi -6 - -

(€ Employee-Facing registry content

Page - safety - Tods ~ @)~

Wome | Workist | AddloFavortes | Somout

Favortes - Man Henu

Personalize ,—‘“‘m" e ® ? Help
Top Menu s FE [important Information (=]
€3 sef senvice ’ Effective Wednesday, May 18
&3 Recruiting 4
The menu| &3 werkforce Adminitratien » 1 Main Al centralized agencies will be able to
Menuto ¢ = ganaes » utiize a new number for FWIL calls
) , ansuiers to your Family Medical Leave
Highlight g Organizational Developrment ) Act (FIL) questions can be accessed
Set Up HRMS through one phone number. No langer will
Recenty] & Workist " 2 you need to search for the name of
appearur 01 Tree Manager = someane to ansvier those FWL questions
menu, loc £3 Reporting Tools »
5 PeopleToos » Pick up and dial State Personnel's FIL
0 Comers central number: 317-234-7955

& change My Password
[E 1y Personalzations
Breadert 5\ oo profie
your @i
ccess to (=) My Dictionary
subfolder] (] My Feeds
Submit 3 GMIS Issue

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new
FIL number: 317-234.7955

Having the ane phone number will allow SPD to provide enhanced customer
seniice with  single point of contact

WMenu Search, located under the
ain Menu, now supports type
ahead which makes finding
pages much faster

Open Enrollment Elections

There are curently no open benefits events to display.

-]
[ [~ [Risom -

Bsen| | B SO Y |[& empiovee-tacingreai 9 soiem

Step Action

1. Click theMain Menu link.

2. Point to theNorkforce Administration menu.

Point to theJob Information menu.

4, Click theJob Datalink.
| E] Job Datz
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7 Job Data - Windows Internet Explorer TS|
G:‘/ - &) o WORKFORCE {661}, 108_DATA oL rrolderpath-poR TAL_root_osaectrc_wor 2] G | (42| [ eng -

Fle Edt View Favorites Took Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ FindaPerson &) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Stes =

& b Data Fi- B - e - page - Safety~ Took- @- 7

Home | Workist | _Adatoravortes | Signout

Favrites  Main flenu > Workforce Adminstration > Job Infgrmation > Job Data

Fnewwindon ? Hep Bt
Job Data

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

[ Findan Buistng vaive |
Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswitn®l | |
Empl Record: =
Hame T
Last Name: [oegmswtn =l |
Second Last Name: [oegmswitn =l |
Alternate Character Name:[beginswith =@ |
Middle Name: [beginswitn ][ |
A T

I~ include History T CorrectHistory I Case Sensitive

Search Clear |Basic Search [ Save Search Criteria
one T [ e [~ R =
distart| | @ & I © W F || & obpata- windows1.. @9 40zPn

Step

Action

Enter the desired information into teenpl ID field. Enter "L0000272287.

Click theSearchbutton.

Update theEffective Datefield if necessary.

Click the Add a new row button.

Click theAction list.
IData Change jl

Click theLeave of Absencdist item.
[Leave of Absence |

10.

Click theReasonlist.

| |

11.

Select the appropriaiReason

Click thePersonallist item.
[Personal

12.

Click theSavebutton.

13.

End of Procedure.

Last Update October 18,2011

Page 46




Entering a Paid Leave of Absence

Procedure

ing registry content

‘windows Internet Explorer

JEETES]

&

4

=@ (&l )] [Fens

l2l

Fle Edt View Favorites Took Help

(& Employeefacing registry content

Favortes  Main Henu

i Favorkes |55 £ ELM 2] PSHR £ Oratle PeopleSoft Enterpri.

& Myshare B Find aPerson @ Find Incidents @ SPD Training €  SOTHR, ELM, and PORTAL

2] Suggested Stes -

& -

) - Page sy~ Took+ @

| Workist | AddtoFsvortes | Sanout

Menu to get started
Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breaderumbs visually display
your navigation path and give yeu
access to the contents of
subfolders

WMenu Search, located under the
lain Menu, now supports type
ahead which makes finding
pages much faster

Our menu has changed!

The menu s now located acrass the top of the page. Click on Main

central number: 317-234-7955

Effective Wednesday, May 18

All centralized agencies will be able to
utiize a new number for FWIL calls
answers to your Family Medical Leave
Act (FML) questions can be accessed
through ane phone number. No longer will
you need to search for the name of
someane to answier those FML questions

Pick up and dial State Personnel's FIML

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new

FHL number: 317-234.7955

Having the ane phone number will allow SPD to provide enhanced customer

seniice with  single point of contact

Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &

[open Enroliment Elections

There are curently no open benefits events to display.

pore

#sen| | G € IO Y

|| @ employee-facing reqi...

@ et

[Fa - [Hwoe -

FEECER

Step

Action

Click theMain Menu link.

Main Menu

Point to theNorkforce Administration menu.

Point to theJob Information menu.

Click theJob Datalink.

| E] Job Datz
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£ 10b Data - Windows Internet Explorer

Favrites  Main flenu > Workforce Adminstration > Job Infgrmation > Job Data

Job Data

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

[ Findan Buistng vaive |
Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswtn =] |
Empl Record: F =
Hame T
Last Name: [oegmswtn =l |
Second Last Name: [oegmswitn =l |
Alternate Character Name:[beginswith =@ |
Middle Name: [beginswitn ][ |
A T

I~ include History T CorrectHistory I Case Sensitive

Search Clear |Basic Search [ Save Search Criteria

G: - [e] q _WORKFORCE_(GBL).10B_DATA GBL Folderpeth=pOR TAL_RrooT_0scT HC_wor =] b |[42][ x| [ eng L]-
Fle Edt Vew Favortes Tooks Heb

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ FindaPerson &) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Stes =

& b Data Fi- B - e - page - Safety~ Took- @- 7

Home | Workist | _Adatoravortes | Signout

Fnewwindon ? Hep Bt

distart| | @ & I © W F || & obpata- windows1..

oore o o - [~ [Risow -

JO 319PM

Step

Action

Enter the desired information into teenpl ID field. Enter "L0000B0299.

Click theSearchbutton.

Update theEffective Datefield if necessary.

Click the Add a new row button.

Click theAction list.

IHire jl

Click thePaid Leave of Absencdist item.
[Paid Leave of Absence |

10.

Click theReasonlist.

| |

11.

Select the appropriaiReason

Click thePaid FMLA Use Accrued Timelist item.
[Paid FMLA Use Accrued Time |

12.

Click theSavebutton.

13.

End of Procedure.
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Entering a Return from Paid Leave

Procedure

ing registry content

‘windows Internet Explorer

JEETES]

&

4

=@ (&l )] [Fens

l2l

Fle Edt View Favorites Took Help

(& Employeefacing registry content

Favortes  Main Henu

i Favorkes |55 £ ELM 2] PSHR £ Oratle PeopleSoft Enterpri.

& Myshare B Find aPerson @ Find Incidents @ SPD Training €  SOTHR, ELM, and PORTAL

2] Suggested Stes -

& -

) - Page sy~ Took+ @

| Workist | AddtoFsvortes | Sanout

Menu to get started
Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breaderumbs visually display
your navigation path and give yeu
access to the contents of
subfolders

WMenu Search, located under the
lain Menu, now supports type
ahead which makes finding
pages much faster

Our menu has changed!

The menu s now located acrass the top of the page. Click on Main

central number: 317-234-7955

Effective Wednesday, May 18

All centralized agencies will be able to
utiize a new number for FWIL calls
answers to your Family Medical Leave
Act (FML) questions can be accessed
through ane phone number. No longer will
you need to search for the name of
someane to answier those FML questions

Pick up and dial State Personnel's FIML

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new

FHL number: 317-234.7955

Having the ane phone number will allow SPD to provide enhanced customer

seniice with  single point of contact

Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &

[open Enroliment Elections

There are curently no open benefits events to display.

pore

#sen| | G € IO Y

|| @ employee-facing reqi...

@ et

[Fa - [Hwoe -

FEECLR

Step

Action

Click theMain Menu link.

Main Menu

Point to theNorkforce Administration menu.

Point to theJob Information menu.

Click theJob Datalink.

| E] Job Datz
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{2 Job Data - Windows Internet Explorer

@: - &) o WORKFORCE {661}, 108_DATA oL rrolderpath-poR TAL_root_osaectrc_wor 2] G | (42| [ eng

Fle Edt View Favorites Took Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ FindaPerson &) Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Stes =

Favrites  Main flenu > Workforce Adminstration > Job Infgrmation > Job Data

Job Data

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

[ Findan Buistng vaive |
Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswtn =] |
Empl Record: F =
Hame T
Last Name: [oegmswtn =l |
Second Last Name: [oegmswitn =l |
Alternate Character Name:[beginswith =@ |
Middle Name: [beginswitn ][ |
A T

I~ include History T CorrectHistory I Case Sensitive

Search Clear . |Basic Search Save Search Criteria

& b Data Fi- B - e - page - Safety~ Took- @- 7

Home | Workist | _Adatoravortes | Signout

Fnewwindon ? Hep Bt

distart| | @ & I © W F || & obpata- windows1..

oore o o - [~ [Risow -

P9 330PM

Step

Action

Enter the desired information into tRenpl ID field. Enter "10000280299

Click theSearchbutton.

Update theEffective Datefield if necessary.

Click the Add a new row button.

Click theAction list.
IF'aiu:I Leave of Absence j|

Click theReturn from Leave list item.
[Return from Leave |

10.

Click theReasonlist.

| |

11.

Select the appropriaiReason

12.

Click theSavebutton.

13.

End of Procedure.
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Disability
An eligible employee maseceive shorterm disability benefits for personal iliness after completing a 30 day elimination
(waiting) period.

To record an employee's shoetm disability status in Workforce Administration, the employee must hdeb Bata
record entry taetur n them from the paid leave of absence or unpaid leave of abserstatus prior to thédob Data
record entry recording trghort-term disability with pay status. The sheterm disability status is for a six month period
(this includes the 30 day eliminatiperiod) and then an eligible employee would be moved totemg disability

status.

To record an employee's lotgrm disability status in Workforce Administration, the employee must hdub Bata
record entry taeturn them from the short-term disability with pay status prior to théob Datarecord entry recording
thelong-term disability with pay status.

Proper effective dating and sequencing igritical when recording changes in an employee's leave of absence status.

Effective Dating

TheEffective Dateindicates when an action or event is in effect or valid. Each employee record is effective dated.
PeopleSoft is designed to automatically perform certain functions based on the Effective Date. Effective Dating provide
mechanism for determinirifa transaction is current, history, or future.

Some pages will display the wo@lirrent, History, or Future so you can always tell what type of transaction you are
viewing. Every action taken on an employee will have an effective date. Because vbedave production for multiple

fiscal years there may be more than one record associated with an employee. Future dated actions may be in the syste
but PeopleSoft does not act on that information until the actual day of the effective date.

Current: Closest to but not exceeding today's date.
Future: Greater than today's date.
History: Prior to current date effective date.

Note: It is very important to use the correct date for new hires, rehires, and terminations as these dates impact
benefits and conpensation.

Multiple Actions
It is necessary to udeffective Sequencingvhen more than one action occurs on the daffestive Date.

Example 1:
STEP 1:When an employee acquires a new dependent, the first(satiyenc®) inserted into thé\ction/Reasonfields
indicate the action dPaid Leave of Absencavith a reason ofFML) Paid FMLA Use Accrued Time.

STEP 2:To enter a second event on the same effective date, cliéidth& Row button to insert a new row. The second
entry(sequencd) insered into theAction/Reasonfields indicate the action ¢family Status Changewith a reason of
(ACI) Acquire Dep Eff on Event Dt .

Example 2:
STEP 1:When an employee is promoted within their own agency, the first @anguenc®) inserted into the
Action/Reasonfields indicate the action ¢fromotion with a reason ofPSA) Promotion- SameAgency.

STEP 2:To enter a second event on the same effective date, cliddth& Row button to insert a new row. The second
entry(sequencd) inserted into théction/Reasonfields indicate the action ¢fay Rate Changewith a reason ofGSA)
General Salary Adjustment.
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Short Term Disability with Pay

Procedure

mplaye

ing registry content

‘windows Internet Explorer

JEETES]

G- e « Ela &l [Fe

l2l

Fle Edt View Favorites Took Help

i Favorkes |45 £ ELM 2 PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Finda Person &) Find Incidents € SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
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(& Employeefacing registry content

| workist |
FEVEJV(ES MEWVMEHU

) - Page sy~ Took+ @

AddoFavortes | Signout

Our menu has changed! Effective Wednesday, May 18
The menu s now located acrass the top of the page. Click on Main

All centralized agencies will be able to
Menu to get started

utiize a new number for FWIL calls
answers to your Family Medical Leave
Act (FML) questions can be accessed
through ane phone number. No longer will
you need to search for the name of
someane to answier those FML questions

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Pick up and dial State Personnel's FIML
central number: 317-234-7955

At the close of business on Tuesday. May 17, the phone numbers of the SPD
FIL specialists will be disconnected and all calls will be routed to the new
FHL number: 317-234.7955

Breadcrumbs vieually display
your navigation path and give you
access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
senice with a single point of contact

Personalize Content | Layout ? Help
Top Menu Features Description = [important Information &

Menu Search, located under the

Iain Menu, now supports type \Open Enreliment Elections
ahead which makes finding

pages much faster

There are curently no open benefits events to display.

o o -

Bsen| | G €50 Y

|| @ employee-facing reqi...

[~ [Rioow -

FEECE

Step

Action

Click theMain Menu link.
Main Menu

Point to theNorkforce Administration menu.

Point b theJob Information menu.

Click theJob Datalink.
| E] Job Datz
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7 Job Data - Windows Internet Explorer 5]
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Home | Workist | _Adatoravortes | Signout

Fa\rnvrrtes MalnvMerm > Workforce Avdmwmstrat\nn > Job lnfnvrmat\nn > Job Data
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Job Data

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

[ Findan Buistng vaive |
Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswitn®l | |
Empl Record: =
Hame T
Last Name: [oegmewmn =l
Second Last Name: [oegmswitn =l |
Alternate Character Name:[beginswith =@ |
Middle Name: [beginswitn ][ |
A T

I~ include History T CorrectHistory I Case Sensitive

Search Clear . |Basic Search Save Search Criteria
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Step

Action

Enter the desired information into tRenpl ID field. Enter "10000280299

Click theSearchbutton.

Update theEffective Datefield if necessary.

Click theAdd a new row button.

Click theAction list.
IF'aiu:I Leave of Absence j|

Click theReturn from Leave list item.
[Return from Leave |

10.

Click theReasonlist.

| |

11.

Select the appropriaiReason

Click theReturn from Paid Leavelist item.

12.

Click the Add a new row button.

13.

Enter the desired information intibe Effective Sequencdield. Enter "1".

14.

Click theAction list.
|Return from Leave j|
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Step

Action

15.

Click

theShort Term Disability with Pay list item.

[Shaort

Term Disability with Fay |

16.

Click

theReasonlist.

=

17.

Click

theShort Term Disability With Pay list item.

ort Term Di

18.

Click

theSavebutton.

19.

End of Procedure.

Long Term Disability with Pay

Procedure

/2 Employee-facing registry content - Windows Internet Explorer
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Fle Edt vew Favorites Took Help
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Home | Workist | AddtoFavories | Sanout
Favgries  bai Henu
Personalize Content | Layout ? Help
Top Menu Features Description = [important information &
Our menu has changed! Effective Wednesday, May 18
The menu is now located across the top of the page. Click on Main All centralized agencies wil be zble to
Menu to get started utilize a new number for FL calls
answiers to your Family& Medical Leave
Highlights Act (FML) questions can be accessed
through one phone number. No longer will
Recently Used pages now yeu need to search for the name of
appear under the Favariies 2omeone to answer those FLIL questions
menu, located at the top left
Pick up and dial State Personnel’s FML
central number 3172347955
Atthe close of business on Tuesday, May 17, the phone numbers of the SPD
Breadcrumbs visually display FIIL specialists will be disconnected and all calls will be routed to the new
your navigation path and give you FML number: 317-234-7935
access to the contents of
subfolders Having the ane phone number will allow SPD to provide enhanced customer
senice vith a single point of contact
Menu Search, lacated under the - =
iain Menu, now supports type |7 ETTE T EEETS
ahead which makes finding
pages much faster
There are currently no open benefits events to display.
|
™ [ - R+
istart| | 0 @ & DO Y || @ employee-facing regi... @9 3:5pm

Step

Action

Click theMain Menu link.
Main Menu

Point to theNorkforce Administration menu.

Point to theJob Information menu.
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Step

Action

Click theJob Datalink.
| [E] Job Datz

{2 Job Data - Windows Internet Explarer RS
[e] q _WORKFORCE_(GBL).10B_DATA GBL Folderpeth=pOR TAL_RrooT_0scT HC_wor =] b |[42][ x| [ eng L]-

Fi view Fau TeckHelp
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Home | Workist | AddtoFavories | Signout

Fa\rnvrrtes MalnvMerm > Workforce Avdmwmstrat\nn > Job lnfnvrmat\nn > Job Data
Fnewwindon ? Hep Bt

Job Data

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

[ Find an Exsting Value |

Waximum number of rows to return (up 1o 300): [200 |

EmplID: [oegmswitn =l |

Empl Record: =

Name: begins with ] |

Lost liame: Tegine wih =]

Second Last Name: begins with ] |

Alternate Character with =] [

Micidle Name: [begmewtn=][ |

Hational ID: [oegnswitn =[]

I include History I correct History 7 Case Sensitive

Search h Crit

i o o e - [~ [Riwon -
Bset] |© @@ 2O Y |[Eoboata wmdons 1 GO sazem

Step

Action

Enter the desired information intoetBmpl ID field. Enter "L0000272287.

Click theSearchbutton.

Update theEffective Datefield if necessary.

Click the Add a new row button.

Click theAction list.
| Short Term Disability with Pay |

Click theReturn from Disability list item.
[Return from Disability |

10.

Click theReasonlist.

| |

11.

Click theReturn From Disability list item

12.

Click the Add a new row button.
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Step Action

13. Enter the desired information into tB&ective Sequencdield. Enter "1".
14. Click theAction list.
|Return fram Disakility j|
15. Click theLong Term Disability with Pay list item.
[Long Term Disability with Pay |
16. Click theReasn list.
17. CI|ck theLong Term Dlsablllty With Pay list |tem.

18. Click theSavebutton.

19.
End of Procedure.

Updating Personal Information

Personal information changes most often occur to a peBimggaphical Information or Emergency Contact
Infor mation.

- Biographical information includes items such as name, marital status, address, phone, etc. Name, marital status, and
education status changeEQUIRE legal documentation before the change can be entered into the system.

- Emergency contactsaindividuals identified by the worker to be contacted if the worker has a personal emergency
while on the job.

Updating Personal Information

Procedure

T (@ mkemet [

Biset] |- @A IO YH  [Eow
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Step

Action

Click theMain Menu link.
MainvMenu

Point to theNorkforce Administration menu.

Point tothe Personal Information menu.

Click theModify a Personlink.
| | Modify a Person

{2 Modify a Person - Windows Internet Explorer —1Elx]
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Home | Workist | Add toFavortes | Sign out

Favarites | Main Henu > Workforce Adminktration > Personal Information > Modfy 3 Person

Enew window  ? Help [, hitp
Personal Information

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

.’ Find an Bxisting Val ..‘ Add a New Value

Waximum number of rows to return (up 1o 300): [300 |

EmplID: [oegmswtn®l| |
ame: T (—
Last Name: [oegnswitn =[]
Second Last Name: [cegmswtn =l |
Alternate Character Name:[pegnswin = ||
Middle Name: [eegmswtn =l |
National ID: [beginswitn ][ |

I include History I~ CorrectHistory I Case Sensitive

Search Clear |Basic Sea

Find an Existing Value | Add a New Value

oore o o - [Fa = [Risom -

sl c@EHOYE | T z4pm

Step

Action

Enter the desired information into tRenpl ID field. Enter "10000280299

Click theSearchbutton.

Click the Add a new row button.

Update theEffective Datefield if necessary.

Click theEdit Name button.
Edit Mame

Enter the desired information into thMeddle Name field. Enter 'Michael".

10.

Click theOK button.
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Step Action
11. Click theAdd a new row button.
12. Update theeffective Datefield of necessary.
Click theMarital Status list.
| LInknown j|
13. Click theMarried list item.
[Married |
14. Enter the desired information into tAs of field. Enter '09/22/2011.
15. Click theContact Information tab.
contact Information
16. Click theView Address Detaillink.
[View Address Detaill
17. Click the Add a new row button.
Step Action
18. Change théffective Datefield if necesary.

Click the Add Addresslink.
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