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ADMINISTER WORKFORCE

Administer Workforce is the section of the PeopleSoft Human Resources/Payroll (HR) database where you will find personal information, such as home address, and information related to a person placed within a job, such as compensation rate or FTE. 

Use the following path to access the Administer Workforce suite of pages:

Administer Workforce

Administer Workforce (GBL)
Use

Personal Data

The PeopleSoft Navigator can also be used to access Administer Workforce pages.  Use the following path for the Navigator:

PeopleTools

Navigator

Admin Information

HR Information

Personal Data Information

A dialogue box will open providing multiple fields from which to access an employee/affiliate
. Those fields are:

EmplID: Employee ID, it is an 11-digit alpha-numeric value unique to each employee/affiliate.

Name: PeopleSoft naming convention is Last Name,First Name with a comma but no space between the Last and First names.  As long as the Case Sensitive checkbox is off, you do not have to input mixed characters. 
Last Name: The person’s last name.  This will provide a listing of every person in the database with the same last name.
Department SetID: Never use this field. The value is always SOK for the State of Kansas. The system will attempt to provide a listing of every employee/affiliate in the HR database.  Use of the field will cause your computer to crash. 
Department: The five-digit department ID number.  This will provide a listing of every person within the department whether past, present, paid or unpaid.
Alternate Character Name:  Ignore this field.

Personnel Status:  This field may be used to distinguish affiliates from regular employees. 

Checkboxes:  The defaults have Case Sensitive turned off and Include History turned on (checked).  If the Case Sensitive checkbox is inadvertently turned on, you will have to input names according to the PeopleSoft naming convention.  

COMMON PROBLEMS

The computer will provide exactly what you ask for so be careful how you ask for data. EmplID is the fastest means of accessing a person’s record in the HR database but most people neither know nor care what their emplid is.  You can input the person’s Name according to the PeopleSoft naming convention but there can be no space between the last and first names.  If you have a person with a suffix behind their last name, such as Jr., III, and so forth, you can type it as Last Name (space) Suffix,First Name (for example: Doe Jr,John). 

The Name field may also be used for a partial name search which allows you to search for a known part of a person’s name. For example, you wish to view records for Jaynine Doestomopolis, but you are unsure of the spelling. By typing Doe in the Name field, the computer will retrieve every Doe in the database including John Doe, Jane Doe, John Doe Jr., Tracy Doegh, William Doebert III, and Jaynine Doestomopolis.  However, if you typed Doe,J in the Name field, the search will retrieve John Doe and Jane Doe but will not return John Doe Jr., Tracy Doegh, William Doebert III or Jaynine Doestomopolis. 

The Last Name field can be used in much the same way although you cannot add a beginning initial or first name. 

The Department SetID is a high level key field which you cannot use.  Set IDs are the means by which the PeopleSoft system ties together different PeopleSoft applications, such as the Human Resources/Payroll and Financials databases.  Security clearance limits end users to only those departments for which they have access and, by attempting to utilize this field you will simply lock up your computer.
Department is the five-digit department number.  By typing your department number here, the database will provide a listing of every person ever associated with the department, whether they are active employees, terminated employees, or affiliates.  

Watch Out For: You may type in more than one field value although that is not necessary.  For example, you can type in the emplid plus Last Name.  If you do so, all the values MUST MATCH the person you are seeking.  If you have John Doe’s emplid but typed in Jane Doe’s name, the database cannot match the criteria and will report ‘No Records Found’.  Normally, you want to type in only one field value so there is no conflicting data. 

PERSONAL DATA
Name Page

Information gathered under Personal Data is used for benefits purposes and for required state and federal reporting.  It is important for hiring managers to gather as much of this data as possible to ensure accurate reporting of the KUMC community.

The Name page is the first of four pages in the Administer Workforce Personal Data section.  NOTE: Many HRUSERS will not be able to see the fourth page, Eligibility/Identity, due to security measures on the confidential data located there.  
The emplid and the status (will either be employee or non-employee, aka affiliate) are found directly beneath the page tabs.  Personal Data contains the Effective Date field
 and blue bar for View All and the number of pages.  This can track history associated with personal data such as name or address changes.  The PS version 8.0 default shows only one page at a time.  In order to view the historical timeline, click the View All link. You can now use the scroll bar on the right to view all historical rows.  Rows are separated only by a thin gray line so you must be careful to check the effective date to see where you are in the timeline.  To return to the one page view, click View 1. 

The Format Using field is defaulted to USA (United States). 

The Name field shows the current legal name 
. The Prefix field can be used to designate Mr., Mrs., Ms, Miss, or Doctor. The name is also broken down into component parts such as first name, middle name (or initial), last name and a suffix such as Jr., Sr., III, and so on.
The Benefits Information section shows the marital status of the employee. 

To move to the next page, you may click on the tab at the top or on the link at the bottom of the screen. 

Address Page

The Home Address section lists the person’s current residence.  Home address uses street and apartment designations plus the city, county, state, and zip code. The KS County field is a Benefits trigger.
  The Mailing Address link at the bottom of the page is a place where employees/affiliates may have important State of Kansas documents mailed.  Often, students want their important papers such as W-2s sent to their parents’ home since they tend to move frequently while in school and the mailing address allows for this. Links to sub-pages Email and Phone allow for input of e-mail addresses and home phone numbers.
Personal Profile

The Personal Profile page repeats the name and emplid in the top section. This page collects demographic information such as gender and highest education level. The Original Hire Date shows the date an employee began service with the State of Kansas and may or may not match the KUMC hire date. 
Eligibility/Identity

The Eligibility/Identity page provides more in-depth demographic data essential for accurate state and federal reporting. Birthdate is a required field. Birth Country and Birth Location are optional fields. The National ID field for the U.S. is the Social Security number.  The Ethnic Group and Military Status fields are found by clicking the USA flag icon on the left. These values are collected at the time of hire and are self-reported by the new employee.  Reminder: Many HRUSERS do not have access to this page due to security measures. 
JOB DATA

This is the section where a person is placed into a particular job.  Use the following path to access Job Data:  

Home
Administer Workforce

Administer Workforce (GBL)
Use

Job Data

Use the following path for the PeopleSoft Navigator:

Home

PeopleTools

Navigator

Admin Information folder
HR Information

Job Data Information

If you are currently in a PeopleSoft page, you can use the ‘bread crumbs’ at the top of the page to navigate. Bread crumbs simply show you the pages that were opened to access the page you are on.  You can click on any one of them to go back and select a different path.  For example, if you are viewing Personal Data pages and wish to move to Job Data pages, click on Use on the bread crumb trail and select the Job Data page link. 
As with Personal Data, there is a dialogue box which asks for field value input in order to retrieve a record.  See pages 1 and 2 of this manual for an explanation of the field values and common problems associated with retrieving records. Be aware that the Emplid field remains active in PeopleSoft until it is changed or the application (not page) is closed.  This means that if you are looking at one person’s record, that emplid will remain in the Emplid field until you delete or change it to view a different person’s record. If you choose to retrieve a record through a name search, be sure to delete the emplid value before inputting the name. 

Work Location Page
Work Location is the first of five pages found under the Administer Workforce-Job Data suite.  The employee/affiliate’s legal name, status, emplid and the employee record number (empl rcd#) are found directly beneath the page tabs. 

An employee may hold more than one position concurrently
 and the employee record designates which of those positions your security allows you to access.  A single appointment will show on empl rcd# 0.  A person with an additional job will show an empl rcd# 1, or 2, etc., for all subsequent positions. Since those multiple jobs may be in different departments, you may have access to the job information on a secondary position such as empl rcd# 1 while another department can only see the primary job record or empl rcd# 0.  

Next is a blue bar which shows the View All and number of pages.  PS version 8.0 default shows only one page at a time.  In order to view the historical timeline, click the View All link.  You can now use the scroll bar on the right to view all historical rows.  Rows are separated only by a thin gray line so you must be careful to check the effective date to see where you are in the timeline.  To return to the one page view, click View 1. 

NOTE: The historical View All can be used on any of the pages.  However, you will have to toggle it for each page.  If you click on View All on the Work Location page but click to the Compensation page, you will have to toggle View All again on the new page.  The toggle automatically turns off when you switch between the pages so a return to the Work Location page means you will need to re-toggle the View All. 

You can also use the First and Last links or the arrows to look at individual pages.  The First link will show you the most current page in the timeline and corresponds to page 1. If you click on the arrow facing right, you will move down through the timeline to page 2, then page 3, and so on.  To return to more recent data, click the arrow facing left to move from page 3 to page 2 to page 1 and so on. The Last link goes to the original data page for the record or when the employee was originally hired.  If you view individual pages (as opposed to the View All feature, the page you are looking at will hold across the Administer Workforce suite of pages. 

Employee Status can be Active, Terminated, Suspended, Leave of Absence, Deceased or Non-Employee (Affiliate). The status is triggered by the use of specific Action/Reason codes and will flow through the history until it is changed by another Action/Reason code.  For example, a suspended employee will have a ‘Suspended’ Employee Status no matter how many other data rows are inserted. The Action/Reason code of Recall/Return from Suspension/Layoff (REC/REC) must be inserted to remove the suspension and restore the employee to Active status. 

The Action Date indicates the date the employee’s record was physically updated on the HR database.  The Effective Date indicates the date a transaction occurred while the Action Date indicates the date the transaction was typed in. 
The Effective Date field is the historical marker for all PeopleSoft transactions.  An Effective Date is defined as the date a transaction occurs in the database.  Examples of Effective Date are the date the position’s funding mix changes, the date the employee’s pay raise occurs, the date the employee changes FTE status, and so on.  For separations (defined as terminations or retirements), the Effective Date is the first day the employee is off the payroll. 
Some times more than one transaction occurs on the same Effective Date.  The PeopleSoft system uses the Effective Sequence counter to distinguish between those occurrences.  For example, an employee transfers to a new position and receives a promotional pay raise.  The Effective Date-Effective Sequence 0 indicates the date of the transfer into the new position which could include a title change, department change, FTE change and so on.  Effective Date-Effective Sequence 1 would indicate the new promotional pay rate. This feature is frequently used to track multiple retroactive funding changes or to correct data after a payroll has been calculated, establishing a state historical record. 

Action/Reason codes indicate what event is occurring to an employee’s record.  Each Action code is tied to specific Reason codes.  For example, selection of the Hire action code reveals the nine Hire reason codes but not the thirteen Pay Rate Change reason codes or the eleven Position Change reason codes, etc.  For more information about the use of specific codes, see the Action/Reason code list.
The next section on the Work Location page shows fields associated with the employee’s position.  Each job at KUMC is tied to a specific position number. Many items crucial to an employee, such as job title, FTE, and Pay Group are actually controlled by the position with the data defaulting into the Job Data record pages from the Position Management record pages.
The Position Number field is the position an employee occupies.  Employees cannot share a position in the HR database. The date an employee entered the position is tracked in the Entry Date field.  The job title (or working title) of the position will appear to the right of the Entry Date field.

Regulatory Region, Company, and Business Unit are all high level fields that never change and cannot be accessed.  They connect the various PeopleSoft databases together so information can be shared between the HR/Payroll database and the Financials database. 

The Department field indicates the five-digit department number associated with each KUMC department.  The name of the department appears to the right.

The Location field reflects the building a position is in. The name of the building is located to the right of the field. 

The Reports To: field allows departments to track the incumbent’s current supervisor by position number, title, emplid, and name.  This field is often used by Information Resources for data resource management.  See the Administer Workforce Reports section for a report which shows the position reporting structure in your department.

Job Information Page
The Job Information page contains more data related to a specific position.  The top two sections repeat information found on the Work Location panel and include historical data visible via the scroll bar.
The third section begins with the Job Code field.  This is the numeric value assigned to each job title in the State of Kansas system.  The job title sits directly to the right. The Entry Date field tracks when the employee entered this job code. 

Regular/Temporary status is indicated next.  Only regular employees are benefits eligible, gain accruals, and have state Civil Service or Board of Regents protections.  Full or Part-time service is shown to the right. An FTE less than 1.0 (100%) is considered part-time. 

Employee Class (Empl Class) indicates the type of employee such as a faculty member, classified or unclassified staff, student, etc.  The KS Empl Status field indicates whether the employee is in probational status
 or has gained permanent status in the position or job title. Both classified and newly hired unclassified regular employees serve a six-month probation period.   
Standard Hours and FTE fields indicate the employee’s percentage of time worked. The PeopleSoft Time and Leave application uses Standard Hours for the payroll process.  However, the state budgets by FTE.  In order to ensure these two values are always in sync, the values are tied behind the scenes so that it is not possible to choose an FTE not associated with a Standard Hour
.  Work Period is always calculated on a weekly basis. 
FLSA Status defines whether the job code is exempt or non-exempt under the federal Fair Labor Standards Act.  An exempt employee is salaried and is paid to do a job regardless of overtime commitments.  A non-exempt employee is paid hourly and is eligible for either compensatory time off or overtime pay at a 1.5 percent rate.  The Classified Indicator shows whether the position is unclassified (Board of Regents) or classified (State of Kansas).

The EEO class indicates the Equal Employment Opportunity value associated with each job class.  The values are used for federal and state reporting purposes.

Payroll Page
PeopleSoft repeats information in the first two sections so users don’t have to flip back to previous panels. The blue bar for historical reference is also present.  The fields on this page are all tied to the position page with the values defaulting here.
Payroll System field is another upper level field which ties the Payroll Time and Leave application to the HR/Pay database and cannot be accessed. 

Pay Group is a key field which controls the rules and edits processing of payroll on the Time and Leave application. Generally, Pay Group is split into three primary ‘buckets’ – unclassified employees, classified employees, and ‘other’ employees like students and residents.  Within the classified and unclassified buckets are several layers such as temporary appointments, limited term appointments, nine-month faculty, exempt appointments and non-exempt appointments.  More information about Pay Groups is available in the Time and Leave training class or by contacting the Payroll department at extension 8-5100. 
Values for Holiday Schedule are Unclassified Staff, State of Kansas Classified Staff, or No Holiday for temporary employees and medical residents.  The only difference between the unclassified and classified holiday schedules is Veterans’ Day.  This is a state mandated holiday for all classified employees and classified employees who work this day must be paid holiday compensation.  For unclassified staff, each department director determines how to administer the day. 

As all employees at KUMC are paid over a 12-month period, Employee Type is either salaried (biweekly) or hourly. The Tax Location Code default value is Kansas.  FICA status indicates if a position is subject to FICA taxes or exempt from them. 

Salary Plan Page 
This page shows if the employee is paid under the Board of Regents (unclassified) or State of Kansas (classified) salary plan.  Board of Regents employees are under salary plan UNC and have a default Grade of 001.

State of Kansas (SOK) classified employees are paid according to the salary grade tier associated with their job code. The Grade Entry Date shows what date they entered that particular tier.  Steps now begin at 4 and end at 15. The Step Entry Date shows the date the employee reached a particular step.
  A classified employee may qualify for an increase in step due to job duty changes; contact your H.R. Generalist for more information. 
The Rating Scale will be REG for Regents Unclassified staff or SOK for Classified staff.  Employee reviews are tracked on a different panel.
Compensation Page
The Compensation page shows how employees are actually paid.  Repeat data is at the top and the blue bar controls historical rows.  

Compensation Frequency determines how often an employee is paid their Compensation Rate.  Compensation Frequency is either biweekly or hourly.  Compensation Rates for the classified staff are subject to the State of Kansas Salary Plan which uses the grade/step methodology to define compensation rates.  Other regulations govern the salaries of specific job classifications under the Board of Regents salary plan.  For more information, contact the Human Resources Generalist for your department at extension 8-5086.

The Change Amount and Change Percent fields will show the dollar amount and the percentage of any increase or decrease in the compensation rate from the previous historical row.  All salaries are broken down into the Hourly Rate, Daily Rate, Monthly Rate, and Annual Rate in the box on the right of the page.  The Annual Benefits Base Rate should be the same as the Annual Rate unless the employee is on a Phased Retirement plan or has Deferred Compensation. Contact the Benefits Office at extension 8-5087 for more information on Deferred Compensation or a Phased Retirement agreement. 

Employment Data Page Link

At the bottom of the Compensation page is a link to the Employment Data pages. The first page, Employment Information, contains the business title and work phone.  
The Employment Dates page shows the KUMC Hire Date, plus a Termination Date and/or Rehire Date if applicable.
The Probation End Date denotes the end of the six-month probation period for both classified and unclassified employees. Beginning July 1, 2005, all newly hired regular unclassified employees have a six-month probation period.  After successful completion of the probation period, they enter into a regular Board of Regents annual contract.

Regular classified employees who hire, rehire or promote to a new job code grade level also serve a six-month probation period.  After successful completion of the probation period, they are granted permanent status under the State of Kansas Civil Service Board. In certain cases, probation periods can be extended; contact the H.R. Generalist for your area for more information. 

The Service Date field shows the total amount of time an employee has worked for the State of Kansas in a regular position.  Regular time worked anywhere in the state is factored into this service date which is used for classified accrual adjustments, longevity bonuses, and the university’s annual Employee Recognition awards.   

Benefit Program Participation Page Link
The Benefits Office will place an employee into one of the state mandated Benefits tiers for deduction amount purposes.  Tiers are based on FTE and annual salary amounts plus whether an employee is temporary or a medical resident.  Information concerning Benefit plans and companies are found on the Administer Base Benefits pages.  Contact the Benefits Office for details at extension 8-5087.

Administer Workforce Reports

A required field on the HRIS form is the ‘Reports to’ position field.  This field values are found on the Work Location page in Administer Workforce-Job Data.

In the HR database, one position reports to another position regardless of the incumbents.  Since data collected in Manage Positions feeds other systems at KUMC, incumbents in supervisory positions are contacted for information on what security access rights are needed by their employee, etc.  Keeping the ‘Reports to’ position field accurate helps the university manage its employees and provide the access rights and protections for employees. 

To access the report, use the following path:

Home

KUMC Processes

KU Administer Workforce (GBL)

Report

Employee Reports To

Run Control ID:  You will be asked to create a run control the first time you use this report.  To create a run control, click the Add a New Value link and type in a word associated with this report.  Run controls can be anything as long as they are one word.  If you already have a run control associated with this report, click on the Search button.  The report page will appear if you have one run control OR you will be asked to select one from a list you previously created. You may also use the same run control for all reports in the PeopleSoft HR database. 

Input Selection must either be Dept ID or Emplid.  To view the Reports To supervisors for all current employees within a department select Dept ID.  If you have security access to multiple departments, you may add departments by clicking the yellow + (plus) button on the right. To remove a department, click the yellow – (minus) button. 

To view by individual employee, select Emplid in the Input Selection field, then insert the employee’s emplid in the Emplid field. You may view more than one employee by using the yellow + (plus) button or remove an employee by using the yellow – (minus) button. 

Once you have input all your field values, click the Save icon at the bottom of the page.  Click the Run button on the top right side of the page.  A Process Scheduler Request page will appear which already contains the correct default settings.  Both the Description and Process Name are JPER173, the Process Type is defaulted to SQR Report, Type is Web, and Format is PDF. Click the OK button at the bottom of the page.

Click the Process Monitor link and the Process List will appear.  The report you’ve just asked for should be at the top of the list but you may also see other reports you’ve run previously or have recently requested. The system can process multiple report requests: the Run Status will tell you where it is in the process.  When finished, the Run Status will show as Success.  If you think the report is taking too long, you can press the Refresh button on the top right side of the page and the system will automatically update the status.  Pressing the Refresh button will not affect the actual processing time however, so clicking the button repeatedly will not cause the report to appear faster. 

Once the Status reads Success, press the Details link to get the Process Detail page.  At the bottom right, click the link to View Log/Trace.  You should see the jper173.PDF file at the bottom of the Report/Log Viewer.  Clicking that link will bring up the report in PDF format. 

The report’s header will show if you’ve run the report by Dept ID or by Emplid. The report shows the incumbent, their emplid, and the Dept ID.  Next is the position in the Reports To field, the supervisory position the incumbent’s position actually reports to.  The Name shows the actual supervisor followed by the supervisor’s emplid, and the supervisor’s job title.  Positions which are currently vacant will show as vacant in the Supervisor’s Name and Emplid fields, though the title of the supervisory position remains. 

HELPFUL HINTS
With the exception of Separations (see the Separation manual), end users may only view the data under the Administer Workforce pages.  This is the current data and should always be used for HRIS processing.  For questions or problems with the data, please contact your HR Generalist at extension 8-5086 or Tina VanRaden at extension 8-5075.  

PeopleSoft 8.0 version is web-based.  This means the actual database computer server resides within Information Resources and the PeopleSoft application is accessed as a session by your desktop computer.  Always use the Sign Out link at the top right of every page to close out a PeopleSoft session. Failure to do so results in your session continuing to run on the PeopleSoft computer server until it times out in 60 minutes.  This lessens the available resources the computer server has for other users and slows down processing for everyone.  

Always plan ahead when processing HRIS forms. Forms must be approved by many different departments so allow at least one pay period (two weeks) for normal processing.  Future dated forms are not only allowed but encouraged.

On-Line HRIS Form

The Human Resources department has the HRIS form available in an on-line version located on the HR Homepage.  This version, in MS Access 2002, allows end users to save the form on their computer desktop and contains built-in drop down values for fields such as Action/Reason and FTE.  The completed form is then printed on NCR paper available through the university’s General Stores or at any office supply store.  The NCR paper allows the required signatures to ‘bleed through’ from the top to underlying copies.  Five copies of each form are required though color-coded paper is not necessary.
Automatically download the on-line HRIS form, then select the HRIS Form data link. To access the form, click on the new desktop icon created by the download. Microsoft Access will open and you click on the hris_form icon. Fields in red denote required data. At the bottom of the Access window is a Record field – this allows you to create and keep multiple records without having to over-write the values on the form.  This is one way end users can keep a record of an HRIS form. Click the single arrow pointing to the right to create a new form. 
Manual Created by:
Tina VanRaden


Information Specialist I

Human Resources Department

University of Kansas Medical Center

� An employee is a person on the State of Kansas payroll working for the University of Kansas Medical Center. An affiliate is a non-paid associate of the University of Kansas Medical Center who has been granted privileges here.  Examples of affiliates are KUPI employees who process state employees’ payroll and volunteer faculty. 


� The Effective Date on PeopleSoft is the date a transaction occurs on the database.


� Legal Name is defined as the name which appears on a person’s Social Security card.  To change a legal name, you must present a valid SSN card with the new name to the H.R. or Payroll offices.


� Not all insurance carriers cover employees living in outlying areas.


� The total FTE for all appointments at state agencies may not exceed 100% (1.0). 


� For probational employees, the probation end date is located on the Employment Data panel. 


� See the �HYPERLINK "http://www2.kumc.edu/hr/employ/fteCht.html"��FTE/Standard Hours Conversion Chart� for more information. 


�The State of Kansas froze step movements beginning in February 2001. They remain frozen at this time. 
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