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Workforce Administration 9.1 - HCSD
Manage Positions

Create a Position

Procedure

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

Step Action

1. Click the Main Menu link.

Main Menu
et

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Personalize SearchMenu: ® Help

@ Sef Service

&3 manager seff Service

3 workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payroll for North America
&3 payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitaring

3 Set Up HRMS

3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

e R Y (3

@ Local intranet | Protected Mode: Off a v W100% v

Step Action

2. Point to the Organizational Development menu.

Point to the Position Management menu.

Point to the Maintain Positions/Budgets menu.

gl A~ w

Click the Add/Update Position Info menu.
| =] Add/Update Position Info
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > O D > Position > Maintain Positi > Add/Update Position Info

New Window | Help | ]

Add/Update Position Info

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

Find an Existing Value || Add a New Value

Maximum number of rows to return (up to 300). 300
Position Number: beginswith |

Description: begins with = |
Position Status:

Business Unit: begins with = |

Department: begins with = |

B LR

Job Code: begins with ~ |

Reports To Position Number: begins with ~ |
[[include History [C] Correct History | Case Sensitive

search | Clear |gasicsearch [EF Save Search Criteria

Find an Existing Value | Add a New Value

< i ] »

Done € Local intranet | Protected Mode: Off v 0% v

Step Action

6. Click the Add a New Value tab.

Add a Mew Value 1

7. Click the Add button.
Add
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | Addto Favorites |  Sign out
Favgrites | Main Menu > Organizational D > Postion > Maintain Postt » Add/Update Position Info

Mew Window | Help | Customize Page | =

Description | Specificinformation | Budgetandincumbents | Position Attribute

e it Find |view A1 First Kl 4 or1 B Last
Position Number: 00000000 =
Headcount Status: CurrentHead Count: 0 outof 0

*EMfective Date: |0412/2012 [ =status: Active - Initialize

Reason: NEWSL New Position Action Date: 041212012

*Position Status: APProved  ~ Status Date: (0411212012 [ [IKey Position

Job Information

*Business Unit: |EKLMC @, Ear K Long Medical Center

~Job Code: [t

*Reg/Temp: - *FulliPart Time:  Full-Time  +

“Regular Shift:  N/A - UnionCode: | @

[ S Detailed Position Description

‘Work Location

*Reg Region:  |USA @ United States

“Department | @ *Company: S }
“Location: S

ReportsTo: | & Dot.Line: |

Supervisorlvk | @ Security Clearance: | L

Salary Plan Information

Salary Admin Plan: @, Grade: A step | @

................ AAD aminc mocina @ -
I

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

Step Action

8. Enter the desired information into the Job Code field. Enter *150010".

9. NOTE: If you know the Department number you can enter directly into the field.
Otherwise you may search for it using the Look up Department option.

Click the Look up Department button.
]

a

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

]

11. Click the contains list item.
12. Enter the desired information into the Department field. Enter "EL20478".
13. Click the Look Up button.
Look Lip
14. Click the Infectious Disease Clinic link in the Search Results list.

ELZ047830 INFECTIQUS DISEASE CLINIC |

15. Click the Look up Location button.

16. Click the EKLMC link in the Search Results list.
EkLWZ  Earl K. Long Medical Center
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Step Action

17. Click the Specific Information tab.
" Specific Information

18. NOTE: The Classified Indicator field defaults as ""Classified"". This option will
need to be changed if the position is Unclassified.

PS9HRTRN:s0
PSOHEWEBDEV11 Res
Favorites  Main Menu > Organizational D > Postion

5> Maintain Posti gets > Add/Update Postion Info

New Windaw | Help | Custamize Page | i
Desaiiption || Specific Information || Budget and Incumbents | Position Atiibute

Position Number: 00000000

Headcount Status: Current Head Count: 0 outof 0

Specific Information

find [ View a1 First K 1 or 4 Bl Lost

Effective Date:  04/12/2012 Status: Active

Incumbent
Max Head Count: f ncumbents

_ [ [CJupdate Incumbents
e Include Salary Plan/Grade

Work Phone: Budgeted Position

Health Certificate: - [CI confidential Position
[C] Job Sharing Permitted
ST T e [ Available for Telework

» Education and Government

Position Pool ID: [
+Pre-Encumbrance Indicator: Immediate = Calc Group (Flex Service): (I
“Encumber Salary Option: Salary Step +  Academic Rank: [ &
*Classified Indicator: Classified ~ FTE:  [0.000000 [ Adds to FTE Actual Count

(5] save | =1 Notity Ehadd| Flupdsteisplay | & mclude History | [ Correct History

Description | Specific | Budaet and | Position Attribute

O i | '

Done

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

Step Action

19. Enter the desired information into the FTE (Full Time Equivalent) field. Enter "1".

20. Click the Adds to FTE Actual Count option.
| ] Adds to FTE Actual Count |

21. Click the Position Attributes tab.
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> Add/Update Postion Info

MNew Window | Help | Customize Page | B

PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > O D > Postion > Maintain Positi
Description | Specific Information | Budget and Incumbents | Position Attribute

Job Code: 150010

Position Number: ppapopp  DePartment g spg7g30

PRACTICAL NURSE-LICENSED, 2

Business Unit:

SAP Position No:

EKLMC

Effective Date:

041212012

[T Training Series Indicator

Find | View Al

[“I master Job Description

Special Entrance Rate Type

First Kl 4 or 1 Bl Lost
H=

Special Entrance Rate:

© Normal

© Flexible ) Flex.Max Hire Rate

Approved Premium Above the Max:

Approved Shift Rates

Rate Code: @ Shift Rate:

Approved Premium Pay Rate

*Rate Code: Y

Total for Approved Premiums:

]

Pay Rate:

Find | View All

Rate Freq.

Find | View All

Rate Freq.:

First Kl 1 or4 B Lost
FH[E

First Kl 1 or4 B Lost
FH[E

Patient Care

Approved Base Supplemental Pay:

[T Temporary Funding

Save | =] Notify

Description | Specific

| Budget and

El add Zupdma'msp\ayl & incude History | [ correct History

| Position Attribute

<

3

Done

€ Local intranet | Protected Mode: Off

v Rm100% -

Step

Action

22.

Click the Training Series Indicator option.

| [ Training Series Indicator

23.

Click the Save button.
5] save

24.

00049724.

Once saved a new Position Number is assigned and changes from 00000000 to

25.

End of Procedure.

This completes Create a Position.
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Update Position Data

Procedure

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

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Personalize S€arch Menu:

3 Self Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payrol for North America
3 Payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring
3 Set Up HRMS

(3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

»
»
,
»
»
,
»
»
,
»
»
,
»
»
»
»

Done @ Local intranet | Protected Mode: Off a v W100% v

Step Action

2. Point to the Organizational Development menu.

Point to the Position Management menu.

Point to the Maintain Positions/Budgets menu.

gl A~ w

Click the Add/Update Position Info menu.
| =] Add/Update Position Info
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddtoFavorites |  Sian out
Favgrites | Main Menu > O D > Postion > Maintain Postt > Add/Update Position Info

New Window | Help | ]

Add/Update Position Info

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

Find an Existing Value || Add a New Value

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

Position Number: beginswith |
Description: beginswith ~ [

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

Job Code: pegnswmn ~ | @

Reports To Position Number: begins with +

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

search | Clear |gasicsearch [EF Save Search Criteria

Find an Existing Value | Add a New Value

0l m ] v

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

Step Action

6. Enter the desired information into the Position Number field. Enter "00049724".

7. Click the Search button.
Search
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | Addto Favorites |  Sign out
Favrites | Main Menu > Organizational D > Postion > Maintain Postt > Add/Update Posttion Info

Mew Window | Help | Customize Page | =

Description | Specificinformation | Budgetandincumbents | Position Attribute

Position Information Find | view Al First B 4 or1 Bl Lagt
Position Number: 00049724 =)
Headcount Status: Open Current Head Count: 0 outof 1

*Effective Date: |04/12/2012 |5 *Status: Active -

Reason: NEW, e Position Action Date:  04/30/2012
~position Status: APProved Status Date; 0411212012 5] [/ Key Position

Job Information

“Business Unit: |EKLMC . Ean K. Long Medical Center

“Job Code: 150010 (%, PRACTICAL NURSE—LICENSED, 2

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

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

“Title: PRACTICAL NURSE-LICENSED, 2 Short Title: PRACTICAL Detalled Position Description

\Work Location

*Reg Region: USA @ United States

*Department:  |[EL2047830 @ INFECTIOUS DISEASE Company: 003 LSUHSC-Hospitals i
CLINIC
-+ ocation: [Exnc @ EanK Long Medical Center
Reports To: 00003585 %  RN-SUPERVISOR 2 Dot-Line: @
Supervisor Lvl: @ Security Clearance: @
Salary Plan Information
salary Admin Plan: MS 2. Grade: 510 @, step: | A
PO TS 4nnn  amoa;o o i e e e T
<] I ] ’
Done € Local intranet | Protected Mode: Off fa v R100% v

Step Action

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

+]

9. Click the Look up Reason button.
@

a

10. Enter the desired information into the Reason Code field. Enter "R".

11. Click the Look Up button.
Look Lip

12. Click the REA - Reassignment link.
EEA Feassignment |

13. NOTE: If you know the Department number you can enter directly into the field.
Otherwise you may search for it using the Look up Department option.

Click the Look up Department button.
@

a

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

[-]

15. Click the contains list item.

[contains |

16. Enter the desired information into the Department field. Enter "EL.20478".
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Step Action
17. Click the Look Up button.
Look Lip
18. Click the EL2047810 - Neurology Clinic link.
|[EL2047810 NEUROLOGY CLINIC |
19. Click the Look up Location button.
OJ
20. Click the EKLMC link in the Search Results list.
|[EKLMC  Earl K Long Medical Center |
21. Click the Save button.
[5] save
22. Click the OK button.
9]¢
23. This completes Update Position Data.

End of Procedure.
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Run a Query

Procedure

In this topic you will learn how to Run a Query.

[BY1] Health Sciences Center

PS Desktop Server
Windows 2008-XenApp 6

UserID: koconn
Domain: LSUMC-MASTER

Computer: APP243
Logon Server: DCDPS

Step Action

1. Double-click the PeopleSoft 9.1 button.

2. From the LSUHSC PeopleSoft 9 Launcher, click the button to the right of
the Database field.

=

3. Click the PS 9 Higher Ed Reports (PS9HERPT) list item.
[P 9.1 HCM Feparts (PSAHERPT) |
4. Click the Start button.
Start
5. A warning message displays reminding you that this is not the Production database.

Click the Yes button.

Yeg

6. NOTE: The TRN database was used for recording this topic for training purposes
only. All reports must be run in the Reports database.
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PS9HRTRNG:s0
PSOHEWEBDEV1  Rce
Fa\’ﬂv”tes Ma\n_Menu

Personalize Content | Layout

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

Step Action

7. Click the Main Menu button.

Click the Reporting Tools link.

Click the Query link.

10. Click the Query Manager link.
| =] Query Manager |
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favgrites | Mai Menu > Reporting Tools > Query > Query Manager

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | i

Query Manager

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

Find an Existing Query | Create New Query

*Search By: QueryName - beginswith |
Search |advanced Search

Find an Existing Query | Create New Query

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

Step

Action

11.

Enter the desired information into the begins with field. Enter "pos".

12.

Click the Search button.
Search

13.

Click the checkbox to the left of the POS007_Vacant_Budgeted_Position option.
]

14.

Click the HTML link on the POS007_Vacant_Budgeted_Position row.
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€ https://psherch2 lsuhsc.edi IPLOYE! 7 =PUB! o

£] hitps://psSherch2 lsuhsc.edu/psc/hrtm_2/EMPLOYEE/HRMS/q/?ICAction=ICQryNemeURL=PUBL ~ G |43 | X Bing Ll

S Favorites | 4 @ Suggested Sites ~ ] Web Slice Gallery =

»

| @ nitpsi/psShercb2lsuhsc.edu/psc/hrtrn 2/EMPL... \_‘ [0 ~ (] @m v Pagew Safety~ Tools~ @~

POS007__VACANT_BUDGETED_POSITI- POS007--Vacant Budgeted Posit

Download results in - Excel SpreadSheet CSVTextFile XMLFile (5509 kb) ‘

View All [4] 1-100 of 13704 [}] Last

Pasition | Job Confidential Status.

Humber | Code Date
ADMINISTRATIVE Full-
1 EA2018710 00047876 168040 COORDINATOR 1 Regular Time ADMINISTRATIVE COORDINATOR 1 N Approved 02/11/2010
SENIOR INTERNAL Full-
2 EA2018713 00038861 542 AUDITOR Regular Time PER-1 received; Request # 06-07-2266. cg N Approved 02/11/2004
NURSING ASST 2 EQ4-08-149 (FILL
VACANCY) LR E06-02-031 (replacing
Ful- o) IrE07-01-006
3 EA2036130 00001214 100400 NURSING ASST2  Regular M (replacing: i) Ir E08-12-308 N Approved 06/02/2000
(replacing: - Miss s S ) Ir update
07/28/09 stE10-12-237 (replacing
P—
Full RN 2 E08-07-166 (replacing: " )
4 EA2036130 00001012 112240 RN 2 Regular i Ir update 05-08-09 stE11-11-224 (replacing: N Approved 06/02/2000
Pp—
PRACTICAL NURSE-LICENSED, 2 E04-11-
274 (FILL VACANCY) LR E05-01-016 (fill
PRACT Fuk. ¥acanc left by resignation of )
5 EA2036130 00000663 150010 NURSEMLICENSED Regular e IrE06-09-272 (replacing: s o i) N Approved 06/02/2000
2 Ir update 06-05-09 st update 11-19-10 st
E11-01-025 (replacing:
L Ny
PRACT Full- PRACTICAL NURSE-LICENSED, 2 update
6 EA2036130 00000971 150010 NURSE/LICENSED Regular Time 06-05-09 st update 11-19-10 stE11-08-161 N Approved 06/02/2000
2 (replacing - Ir
LPN 2 Update 06-05-09 stE10-07-129
FRACT Full- (replacing ) Ir11-19-10
- [P, -19-
7 EA2036130 00001118 150010 EURSE/’LICENSED Regular Time update StE11-09-176 (replacing: ek M Approved 06/02/2000 i
Done €& Local intranet | Protected Mode: Off v B100% v

Step Action

15. Click the Close button.

16. This completes Run a Query.
End of Procedure.
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Employment Actions

NOTE: The employees used as examples in the exercises for this manual are fictional
characters. All information (e.g. ID numbers, SSN, address, compensation, etc.) relating to
these employees is also fictional and created for training purposes only. Any similarity to a real
person is coincidental.

Add a Person - Classified

Procedure

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

Step Action

1. Click the Main Menu button.

PSOHRTRN s
PSYHEWEBDEV11  RCB Home Add to Favorites Sian out
Fa\'grrtes H Ma\n_Menu
Personalize SearchMenu: Hel
| @ Help
3 Self Service L3
3 Manager Self Service r
3 workforce Administration 3
3 Benefits L3
3 Compensation r
(3 Time and Labor 3
3 Payroll for North America r
& Payroll Interface 3
3 Workforce Development ’
3 Organizational Development r
3 Enterprise Leamning 4
3 Workforce Monitoring ’
3 Set Up HRMS 4
3 Reporting Tools 3
3 PeopleTools ’
3 LSUHSC Processes 4
(5 my Personalzations
€ Local intranet | Protected Mode: Off 3 v ®10% ~
Step Action
2. Point to the Workforce Administration menu.
3. Point to the Personal Information menu.
4, Click the Add a Person menu.
| =] Add a Person
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PS9HRTRN:s0
PSOHEWEBDEV11 Res
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavortes |  Signout

IMew Window | Help | Customize Page | B

Add a Person

PersoniD:  [NEW
Add Person

Search for Matching Persons

Don € Local intranet | Protected Mode: Off v H100% v
Step Action
5. Click the Add Person button.
Add Person
6. The Effective Date defaults to the current date. Depending on when you are entering
the employee's information into the system, you may need to change the Effective
Date. The Effective Date is the employee’s hire date.
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PSOHEWEBDEV1  Roe
Favorites

Biographical Details || Contact Information

gional

Main Menu > Workforce Administration > Personal Information > Add a Person

Training Guide
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Mew Window | Help | Customize Page | =«

Biographical History

“Effective Date: 04/16/2012 B
*Format Type: English -
Display Name: Add Name
Biographic Information
Date of Birth: B g vears 0 Months
Birth Country: UsA 2 United States
Birtn State: 2
Birth Location:

[Tl waive Data Protection

an First Ky or 4 B Last
*Effective Date: [oartero1z H Bl
“Gender: Unknown =
*Highest Education Level: AMNotindicated -]
“Marital Status: (Unknown v asor [ E
Language Code: -
Alternate ID: ]

[ Full-Time Student

[

USA Q@

Social Security Number -

First K 4 or B 1ast

L1[=]

[Fl save | [=]Notify | « Refresh

[El Add EUpdata’Dsp\ayl 2 Include History | [ correct History |

<

3

€ Local intranet | Protected Mode: Off

4

a v H100% v

Action

Click the Add Name button.
Add Mame
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | i

Edit Name

English Name Format

Prefix:

I -
First Name: |
Middle Name: 7
Last Name: ]
Suffix: -

Display Name:

Formal Name:

Name:

Refresh Name
oK Cancel

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

Step Action

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

-]

9. Click the Ms list item.
s

10. Enter the desired information into the First Name field. Enter "Eve".

11. Enter the desired information into the Last Name field. Enter "Dallas".

12. Click the Refresh Name button.
Refresh Mame

13. Click the OK button.
oK
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Biographical Details | Contactinformation | Regional | Organizational Relationships

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavortes |  Sign out

Mew Window | Help | Customize Page | =

Eve Dallas PersoniD:  NEW

Find | View Al First Bl 4 or ¢ B Last
“Effective Date: 0411672012 = e
“Format Type: English -
Display Name: Eve Dallas EditName

Biographic Information
= 0 Years

Date of Birth: 0 Months
Birth Country: usA L United States Main Content
Birtn State: @
Birth Location: [Tl waive Data Protection

e ind | view sl First Kl 4 or4 Bl Last

“Effective Date: loansrzorz H ==

“Gender: Unknown -

*Highest Education Level: A-MotIndicated hd

“Marital Status: Unknown v Asof [

Language Code: -

Alternate ID: [

[ Full-Time Student

[l save | =] Notify | & Refresh

[El Add EUpdata’Dsp\ayl 2 Include History | D‘Cnrremﬂ'&tnwl

0l i ] '

Done € Local intranet | Protected Mode: Off

v BI00% ~

Step

Action

14.

Enter the desired information into the Date of Birth field. Enter *080980".

15.

Click the Look up Birth State button.
=}

a

16.

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

17.

Click the Look Up button.
Look Up

18.

Click the TX - Texas link.
| T Texas |

19.

Enter the desired information into the Birth Location field. Enter "Dallas".

20.

Click the button to the right of the Gender field.

]

21.

Click the Female list item.
[Female |

22.

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

[-]

23.

Click the G-Bachelor's Level Degree list item.
|G-Elachelnr's Level Degree |
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Step Action

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

NOTE: HCSD uses only the Single or Married option.

-]

25. Click the Married list item.

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

217. Click the English list item.

28. Enter the desired information into the National 1D field. Enter "9 - digit Social

Security Number™.

NOTE: Verify that the Primary 1D box to the right of the National ID field is
checked.

29. Click the Contact Information tab.
[Qontadlnforrnaﬁon W

PSO9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

MNew Window | Help | Customize Page | B

Biographical Details | Contactinformation | Regional | Organizational Relationships

Eve Dallas Person ID: NEW

Current Addresses Customize | Find | view a1 2] #

Customize | Find | View All| 1] 3
Email Type

Save | [Z] Notify | & Refresh [ Add Eumata’m&p\ayl =1 Include History | [ correct History
Details | Contact | Reqional | O

el N N T e

" |

Step Action

30. Click the Add Address Detail link.

Add Address Detail
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Favorites - Main Menu > Workforce Administration > Personal Information > Add a Person

Address History

Address Type: Home

Address History

04162012 [ pgdress:

*Effective Date:

Country: usA @
*Status: A Y

Add Address

First B 4 or 1 B Last

Training Guide
Workforce Administration 9.1 - HCSD

PS9HRTRN:s0
PSOHEWEBDEV11 Res

Mew Window | Help | Customize Page | B

=

oK Cancel

Done

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

Step

Action

31.

Click the Add Address link.
[Add Address |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | i

Edit Address

Country: United States

Address1: |

Addressz |

Address3: |

City: State: @
Postal:

Parish: [

oK Cancel
Done € Local intranet | Protected Mode: Off fa v RI00% v
Step Action
32. Enter the desired information into the Address 1 field. Enter 12760 Roarke
Road".
NOTE: The Address 1 field has a limited number of characters. Use the Address 2
field for apartment numbers, P. O. Box information, etc.
33. Enter the desired information into the City field. Enter "Baton Rouge".
34. Enter the desired information into the State field. Enter "LA".
35. Enter the desired information into the Postal field. Enter "70806".
36. Click the Look up Parish (Alt+5) button.
37. Enter the desired information into the Description field. Enter "E".
38. Click the Look Up button.
Look Lip
39. Click the East Baton Rouge link.
East Baton Rouge
40. Click the OK button.

OK
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Address History

Address Type: Home
Address History

Country: usA @
“Status: A @

Add Address

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

“Effective Date: 041612012 B/ aqdress: 12760 Roarke Road
Baton Rouge, LA 70806

East Baton Rouge

Training Guide
Workforce Administration 9.1 - HCSD

MNew Window | Help | Customize Page | i

First Kl 4 or 4 Bl Last

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

Done

Step Action

41, Click the OK button.
OK
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | B

Biographical Detalls | Contactinformation | Regional | Organizational Relationships

Eve Dallas Person ID: NEW

Current Addresses Customize | Find | view 1| B B pirst Bl 4 or 0 B0 Last

|As Of Date. Status ~ |Address

12760 Roarke Road
Home 04/16/2012 A Baton Rouge, LA 70806 EditView Address Detail [+ [=]
EastBaton Rouge

Phone Information Customize | Find | view A1 B B pirst B 4 o4 I Lot

*Phone Type |Telephone Extension Preferred

- [ ] [+][=]

Email Addresses Customize | Find | view A11 B0 B st B 4 or g I Lot

[Email Type Preferred

ol O [+ =]

Save | =] Notify | £ Refresh [EhAdd EUWE{E’DBWE\«' =1 Include History | [ correct History

jical Details | Contact | Reional | 0

al i ] v

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

Step Action

42. Click the Phone Type list.

| v |

43, Click the Home list item.
[Home |

44, Enter the desired information into the Telephone field. Enter "2253430223".

45, Click the Preferred option.

S

46. Click the Email Type list.

| v |

47, Click the Home list item.
[Home |

48. Enter the desired information into the Email Address field. Enter
"topcop@yahoo.net".

49. Click the Preferred option.

S

50. Click the Regional tab.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Biographical Details [ Contact information Regional | Organizational Relationships

Eve Dallas Person ID: NEW

Ethnic Group. Find | View Al First Kl 4 o4 I Last
= E
Regulatory Region: usA % United States EIE)
Ethnic Group: a
[Tl primary
Find | View Al First Kl 4.or1 B Last
F=
Effective Date: 041162012 B yiygary status: v EE
Date Entitled to Medicare: B wilitary Discharge Date: Edit Discnarge Date
Citizenship (Proof 1): L Citizenship (Proof 2): @
Eligible to Work in U.S.

Smoker History Customize | Find | View Al B0 B8 First 0 4 oo I Last

*smoker

H save Notity | €2 Refresh Add| ] Updatemisplay Include History | [ Correct History
F ol

Details | Contact | Regional | O

Training Guide

MNew Window | Help | Customize Page | B

<[ n

3

Done € Local intranet | Protected Mode: Off

v BI00% -

Workforce Administration 9.1 - HCSD

Step Action

51. Click the Look up Ethnic Group (Alt+5) button.

52. Click the HISPA link.

53. Click the Primary option.

54. Click the Military Status list.

| v |

55. Click the No Military Service list item.
[Mo Military Service |

56. Click the Organizational Relationships tab.

Qrganizational Relationships |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Biographical Details || Contactinformation || Regional | Organizational Relationships

Eve Dallas Person ID: NEW

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | i

Choose Org Relationship to Add

[ Employee

[T] Contingent Worker

[7] Person of Interest

Select Checklist Code: - @
Add Relationship

(5l save | =1 notify | £ Refresh [ Add _,ﬂUpdateJDssu\ay‘ = Include History | [ Correct History

jical Details | Contact | Regianal | Organizat

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

Step Action

57. Click the Employee option.
58. Click the Add Relationship button.

NOTE: Once you click the Add the Relationship button, the system will
automatically assign the employee an ID number.

Add Relationship

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

WARNING: Make sure you note the employee’s 1D number before continuing to
the Job Data section. The employee 1D number is with only means of locating the
employee in the system until the Job Data and Benefits Program Participation
sections are completed.

60. The Effective Date defaults to the current date. Depending on when you are entering
the employee's information into the system, you may need to change the Effective
Date. The Effective Date is the employee’s hire date.
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PS9HRTRN:s0
PSOHEWEBDEV11  RcB Home | AddtoFavortes |  Sian out
Favorites  Main Menu > \Workforce Adminstration > Personal Information > Add 2 Persan
Mew Window | Help | Customize Page | =
Work Location Jobinformation | JobLabor | Payroll | SalaryPlan Compensation
Eve Dallas Empl ID: 0143236
Employee Empl Record: 0
Work Location Find  First Bl 4 o1 B Last
*Effective Date: parter2012 & _GoToRow| [#]=]
Effective Sequence: 0 *Action: Hire -
HR Status: Active Reason: M
Payroll Status: Active #Job Indicator: Primary Jab -
Calculate Status and Dates
Current (]
Position Number: o‘
Acad Rank: 2
Position Entry Date: )
Position Management Record
*Regulatory Region: USA Y United States
+*Company: @
*Business Unit: HCSDA A HCSD Administration
*Department: @
Department Entry Date: £
*Location: @
Establishment ID: @ Date Created:  05/01/2012
Last Start Date: 0510112012
Expected Job End Date: 2] 4
Job Data Emplovment Data Eamings Distribution Benefits Program Participation
7] = = = i ] ’
Done G Local intranet | Protected Mode: Off v W10% v

61.

Click the Reason list.

-]

62.

Click the Classified Appt list item.
|Classified Appt

63.

Enter the desired information into the Position Number field. Enter "00049724".

NOTE: Once the Position Number is entered, the system will automatically
populate the appropriate information into the remaining fields when you navigate
away from the field.

64.

Click the Job Information tab.

" Job Information

65.

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

[-]

66.

Click the Probation list item.

67.

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

68.

Click the Payroll tab.

69.

Click the Look up Pay Group button.
@

a
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Step Action
70. Click the EBN - Non-exempt w/ benefit(EKL) link.
|EEIN Mon-exempt wi henefit(EKL) |
71. Click the Look up Tax Location Code button.
DJ
72. Click the Louisiana link.
|Q Louisiana |
73. Click the Look up Holiday Schedule button.
OJ
74. Click the HCS - HEALTH CARE SRVS DIV link.
|HCS HEALTH CARE SRS DIV |
75. Click the Compensation tab and then scroll to the bottom of the page.
76. Click the Look up Meals button.
OJ
77. Click the 30 MIN link.
|3I2Ir-.I1IN 20 ik AFTER 5 HEES AMD 15 HRES
78. Click the Look up Shift 2 button.
79. Click the SHIFT 2 3P-11:30P 2 HrMin link.
|52 JP1130P SHIFT 2 3P-11:30F 2 Hrru1in|
80. Click the Look up Shift 3 button.
OJ
81. Click the SHIFT 3 11P-7:30A 2 HrMin link.
|53 _11P730A SHIFT 3 11P-7:304 2 Hrin |
82. Click the Look up OverTime button.
OJ
83. Click the 80_OT1 link.
lzg0 0T1 B0 OVERTIME 1.0 |
84. Click the Look up WeeKEnNd button.
DJ
85. Click the WKND3 7A SAT 730A MON NoMin link.

|".-“-.f3 FATI0AWIENDS A SAT T30A MO Mobin |
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Step Action
86. Click the Look up CallBack button.
a7. Click the CALL BACK CASH @ 1.0 link.
|CBP CALLBACKCASH @1.0 |
88. Click the Look up Holiday Wrkd button.
OJ
89. Click the Holiday Pay Worked link.
| KTH-HOL Holiday Pay Worked |
90. Click the Look up Rate Code button.
91. Enter the desired information into the Comp Rate Code field. Enter "N".
92. Click the Look Up button.
Look Lip
93. Click the NAHRLY - Default NA Hourly link.
[NAHRLY Default NA Hourly |
94, Enter the desired information into the Comp Rate field. Enter "17.41".
95. Click the Add a new row at row 1 button.
+]
96. Click the Look up Rate Code button.
OJ
97. Enter the desired information into the Comp Rate Code field. Enter "S".
98. Click the Look Up button.
Look Lip
99. Click the SH2 - Shift 2 Differential link.
|w Shift 2 Diffarertial
100. Enter the desired information into the Comp Rate field. Enter "2.00".
101. Click the Add a new row at row 2 button.
4]
102. Click the Look up Rate Code button.
OJ
103. Enter the desired information into the Comp Rate Code field. Enter "S".
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Step Action
104. Click the Look Up button.
Look Lip
105. Click the SH3 - Shift 3 Differential link.
|SH3 Shift 3 Differential |
106. Enter the desired information into the Comp Rate field. Enter "2.00".
107. Click the Add a new row at row 3 button.
+]
108. Click the Look up Rate Code button.
OJ
109. Enter the desired information into the Comp Rate Code field. Enter "W".
110. Click the Look Up button.
Look Up
111. Click the WKN - Weekend Rate link.
[k \Weekend Rate|
112. Enter the desired information into the Comp Rate field. Enter "2.00".
113. Click the Calculate Compensation button.
Calculate Compensation
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PS9HRTRN:

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

Mew Window | Help | Customize Page | B

Work Location | Joblnformation | Joblabor | Payroll | SalaryPlan | Compensation
Eve Dallas Empl ID: 0143236
Employee Empl Record: 0
Compensation Find  First B 4 or4 B Last
Effective Date: 04/16/2012 ml
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Classified Appt
Payroll Status: Active Job Indicator: Primary Job E
Current ]
(Compensation Rate: 17.415 usD &, *Frequency: H Hourly
~ Comparative Information
Change Amount: 0.0000005] usD  Hourly
Change Percent: 0.000 Compa-Ratie:  1.03
Annual 36,212.800000 usD  Daily 138.280000  USD
Monthly 3,017.733333 USD  Hourly 17.410000  USD L4
Default Pay Components

Pay Components . T

First Kl 1 org B Lot
Amounts  T/Garirol) [ CHaRges I ICGnversion

"Rate Code: seq (comp Rate urrency Frequency Percent

1jNaHrRYY @ | o | 17.4100005  [UsD @ M @, ] [=]
22 @ [ o | 2.00000053 [UsD @ [H @, & =
3fsia @ [ o | 200000053 [USD @ M Q [+][=]
awen @ [ o | 2.0000005 [USD @ M @, #][=]
‘o - — 1 & ‘ , -
€ Local intranet | Protected Mode: Off v H100% v

Step Action

114. The system calculates the employee's annual and monthly rate of pay.

Click the Down button of the scrollbar.

B
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Annual 36,212.800000 usp  Daily 139.280000 USD
Monthly 3,017.733333 USD  Hourly 17.410000  USD
Default Pay Components

[Pay Components customize | Find | B0 88 First Bl 4qopa B ast

*Rate Code [Comp Rate (Currency Frequency Percent

1[NAHRLY @ 17.4100005F  [UsD @ Q, L+
2[sHz2 @ ]70 | 200000053  [USD @ \H @ [ =]
3|sH3 @ [ o | 2.0000005 [USD @ M @, ] [=]
4 [wkn @ [ o | 200000053  (USD @ Q, [+][=]

Calculate Compensation
Time and Labor Pay Rules

Begin Date: Time & Labor Status:
Inactivate/Do Not Enroll: [

Meals:30MN . 30MINAFTER 5HRS AND 15HRS ~ OverTime:80_0T1 | 30 OVERTIVE 1.0
Shift 2/52_3P1130P 2 SHIFT 2 3P-11:30F 2 Hillin WeeKEnd:[W3_7A730A (%, WKND3 7A SAT 730A MON NoMlin
Shift 3:/S3_11P730A L SHIFT 3 11P-7-30A 2 Hillin CallBack: C8P 9. CALLBACKCASH@ 10

Holiday Wrkd: KTHHOL |2, Holiday Pay Worked

| Job Data Employment Data Earnings Distribution Bengfits Program Participation

oK Cancel | Apply

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Gompensation

« n ]

Q Lsutealth

I

© Refresh

’

€ Local intranet | Protected Mode: Off

v BmI00% ~

Step Action

115. Click the Benefits Program Participation link.

| Benefits Program Participation |

116.

NOTE: The Effective Date defaults to the current date. Depending on when you
are entering the employee's information into the system, you may need to change
the Effective Date. The Effective Date is the employee's hire date.

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

need to be adjusted.

117. Click the Look up Benefit Program button.

e

a

118. Click the FTP - Full/Temp/Part-time link.

|[ETP 12001/2011  FuliTemmParttime |

119. Click the OK button.

OK

120. Click the OK button.

o ]

121. Click the OK button.

o ]
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

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

Biographical Detalls | Contactinformation | Regional

Eve Dallas

Choose Org Relationship to Add

Employee
Contingent Worker
Person of Interest

Empl Record: 0

Select Checklist Code:

Organizational Relationships

Training Guide
Workforce Administration 9.1 - HCSD

Mew Window | Help | Customize Page | i

0143236

[5] save | =] Notify | 2 Refresh

jical Details | Contact | Reaional | 0

B Z|Upda«e/\)ssmay| = Include History | [ correct History

<

] r

Done

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

Step

Action

122.

Click the Save button.
[5] save

123.

End of Procedure.

This completes Add a Person - Classified.
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Add a Person - Unclassified

Procedure

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

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Search Menu:

/04 to Favorites

Personalize

3 Self Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payrol for North America
3 Payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring

3 Set Up HRMS

(3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

e R Y (3

Done @ Local intranet | Protected Mode: Off a v W100% v

Step Action

2. Point to the Workforce Administration menu.

3. Point to the Personal Information menu.
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PS9HRTRN:s0 — . —
Fovgees | Mam e > Wororce Admnstrstin > PesoraInformeton > Add 2 eron S
MNew Window | Help | Customize Page | i
Add a Person
Personin:  NEW
Add Person
Done € Local intranet | Protected Mode: Off v R10% v
Step Action
4. Click the Add the Person link.
Add Person
5. NOTE: The Effective Date defaults as the current date. Depending on when you
are entering the employee's information, you may need to change the Effective
Date. The Effective Date is the employee’s hire date.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Biographical Details

*Effective Date:

*Format Type:
Display Name:

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

Contact Information

Training Guide
Workforce Administration 9.1 - HCSD

Mew Window | Help | Customize Page | =

Regional | Organizational Relationships

PersoniD:  NEW

Find | View Al First Bl 4 or ¢ B Last
[osiozzoiz B HE
English -

Add Name

Biographic Information

Customize | Find | View Al First K 4 or B 1ast

Date of Birth: B g vears 0 Months
Birth Country: UsA 2 United States
Birtn State: 2
Birth Location: [Tl waive Data Protection c
Biographical History Find [ view Al First K 4 o 4 B Lot
“Effective Date: [osazorz ) E7[E]
*Gender: Unknown -

*Highest Education Level: A-Not Indicated -

“Marital Status: Unknown T Asof iG]

Language Code: -

Alternate ID:

[ Full-Time Student

<[ n

] ’

USA 4 Social Security Number - [+] [=] L4
[§l save | [=] Notify | #2 Refresh [El Add EUpdata’Dsp\ayl 2 Include History | [ correct Hismryl

Done € Local intranet | Protected Mode: Off

v RmI00% ~

Step Action

6. In this example the employee's hire date is 05/01/2012, so the Effective Date must

be changed.

Click the Choose a date button.
5

7. Click the desired date.
1

8. Click the Add Name link.
Add Mame
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | i

Edit Name

English Name Format

Prefix:

I -
First Name: |
Middle Name: 7
Last Name: ]
Suffix: -

Display Name:

Formal Name:

Name:

Refresh Name
oK Cancel

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

Step Action

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

[*]

10. Click the Mr list item.
Mr

11. Enter the desired information into the First Name field. Enter "Juan".

12. Enter the desired information into the Last Name field. Enter "Cabrillo".

13. Click the Refresh Name button.
Refresh Mame

14, Click the OK button.
oK
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Biographical Details | Contactinformation | Regional | Organizational Relationships

Juan Cabrillo Person ID: NEW

Home | AddtoFavortes |  Sign out

Mew Window | Help | Customize Page | =

Find | View Al First Bl 4 or ¢ B Last

“Effective Date: 05/01/2012 ) =

*Format Type: English hd

Display Name: Juan Cabrille EditName
Biographic Information

Date of Birth: B g vears 0 Months
Birth Country: UsA 2 United States
Birtn State: 2
Birth Location: [Tl waive Data Protection

Biographical History Find [ view Al First K 4 o 4 B Lot
“Effective Date: [osizo1z ) E7[E]
*Gender: Unknown -

*Highest Education Level: A-Not Indicated -

“Marital Status: Unknown T Asof iG]

Language Code: -

Alternate ID:

[ Full-Time Student

Customize | Find | View A0 B pirst B 4 o1 I st

USA 4 Social Security Number - [+] [=]

[§l save | [=] Notify | #2 Refresh [El Add EUpdata’Dsp\ay‘ 2 Include History ‘ D‘Cnrremﬂ'&tnwl

<[ ] ] v

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

Step

Action

15.

Enter the desired information into the Date of Birth field. Enter *111783".

16.

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

17.

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

18.

Click the button to the right of the Gender field.

-]

19.

Click the Male list item.

20.

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

-]

21.

Click the I-Master's Level Degree list item.
"I—Master’s Level Degree |

22.

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

NOTE: HCSD uses only the Single or Married option.

-]

23.

Click the Single list item.

24,

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

[-]
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Step Action

25. Click the English list item.
[English |

26. Enter the desired information into the National 1D field. Enter "9 - digit Social
Security Number™.

27. Click the Contact Information tab.

| Contact Information

PS9HRTRN: 50
PSOHEWEBDEV11  RcB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavortes |  Sign out

MNew Window | Help | Customize Page | B

Biographical Detalls | Contactinformation | Regional | Organizational Relationships

Juan Cabrillo Person ID: NEW

Current Addresses customize | Find | view a1 B B First B 4 o o I Lot

[Address |As Of Date Status  |Address
[Type

Home 051012012 A Add Address Detail [+]|[=]

Phone Information Custoize | Find | view Al B0 i First Bl 4 o4 B Lot

*Phone Type |Telephone Extension Preferred

- [ + =

Email Addresses Customize | Find | view A1 BT B8 First B0 4 oo I Last

FEmail Type *Email Address Preferred

pl! [+ =

Save | =] Notify | £ Refresh [EhAdd EUWE{E.’DISD\ayl =1 Include History | [ correct History

ical Details | Contact | Regional | O

< m ] 3
Done € Local intranet | Protected Mode: Off G v ®10% ~

Step Action

28. Click the Add Address Detail link.
|Add Address Detail |
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Favorites * Main Menu > \Workforce Adminitration > Personal Information > Add 2 Person
Mew Window | Help | Customize Page | i

Address History

Address Type: Home

Address History g First Bl g or1 B Last
“Effective Date: 050112012 B aqdress: FHE
Country: UsA @

“Status: A @

Add Address

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

Step Action

29. Click the Add Address link.

Add Address
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

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

Edit Address

Country: United States

Q Lsuteaith

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | i

Address 1:

Addressz |

Address3: |

City: State: @
Postal:

Parish: [

oK Cancel
Don. € Local intranet | Protected Mode: Off fa v ®10% v
Step Action
30. Enter the desired information into the Address 1 field. Enter "755 Oregon Ave".
NOTE: The Address 1 field has a limited number of characters. Use the Address 2
field for apartment numbers, P.O. Box numbers, etc.
31. Ore
Enter the desired information into the City field. Enter "Baton Rouge".
32. Enter the desired information into the State field. Enter "LA".
33. Enter the desired information into the Postal field. Enter "70810".
34. Enter the desired information into the Parish field. Enter "East Baton Rouge".
35. Click the OK button.
[ o< |
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Address History

Address Type: Home
Address History

Country: usA @
“Status: A @

Add Address

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

“Effective Date:  |09/0172012 5 pgqress: 755 Oregon Ave
Baton Rouge, LA 70810

East Baton Rouge

Training Guide
Workforce Administration 9.1 - HCSD

MNew Window | Help | Customize Page | i

First Kl 4 or 4 Bl Last

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

Done

Step Action

36. Click the OK button.
OK
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | B

Biographical Detalls | Contactinformation | Regional | Organizational Relationships

Juan Cabrilio Person ID: NEW
Current Addresses customize | Find | view a1 B B First B 4 o o I Lot
lAsofDate  [Status  |Address
755 Oregon Ave
Home 05012012 A Baton Rouge, LA 70810 Edit/View Address Detall [+ =]

EastBaton Rouge

Phone Information Customize | Find | View A1 B0 i First B 4 o4 B Lot

*Phone Type |Telephone Extension Preferred

- [ [+][=]

Email Addresses Customize | Find | view A11 B0 B st B 4 or g I Lot

[Email Type Preferred

ol [+ =]

Save | =] Notify | £ Refresh [EhAdd EUWE{E.’DISD\ayl =1 Include History | [ correct History

jical Details | Contact | Reional | 0

Ql i ] ’
Done € Local intranet | Protected Mode: Off v 0% v

Step Action

37. Click the Add a new row at row 1 button.
L+]

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

-]

39. Click the Mailing list item.

40. Click the Add Address Detail link.
| Add Address Detail |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavortes |  Sian out

Mew Window | Help | Customize Page | i

Address History

Address Type: Mailing

Address History find  First B 1 or 1 I Last
“Effective Date: ~ P51032012 B aqdress: HE=
Country: usA @

“Status: A @

Add Address

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

Step Action

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

Click the Choose a date button.
Bl

42, Click the desired date.
1

43, Click the Add Address link.

Add Address
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Edit Address

Country: United States

Q Lsutealth

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | i

Address 1: ‘

Addressz |

Address3: |
City: State: @
Postal:

Parish: [
oK Cancel

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

Step Action
44, Enter the desired information into the Address 1 field. Enter "P.O. Box 555".
45, Enter the desired information into the City field. Enter "Baton Rouge".
46. Enter the desired information into the State field. Enter "LA".
47. Enter the desired information into the Postal field. Enter “70810".
48. Enter the desired information into the Parish field. Enter "East Baton Rouge".
49, Click the OK button.
OK

Page 46



Q Lsutealth

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

Address History

Address Type:
Address History

Mailing

050112012 5 address:

“Effective Date: P.0. Box 555
Baton Rouge, LA 70810
@ :
Country: USA 3
East Baton Rouge
“Status: A @

Add Address

First Kl 4 or 4 Bl Last
HE

Training Guide
Workforce Administration 9.1 - HCSD

PS9HRTRN:s0
PSOHEWEBDEV1  Roe

MNew Window | Help | Customize Page | i

Done

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

Step Action

50. Click the OK button.

OK
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PS9HRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | B

Biographical Details | Contactinformation | Regional | Organizational Relationships

Juan Cabrillo Person ID: NEW

Current Addresses i view 2| B B First B 15 00 I Last

755 Oregon Ave
Home 05012012 A Baton Rouge, LA 70810 EditView Address Detail [+ [=]
EastBaton Rouge

P.0.Box 555
Mailing 05/01/2012 A Baton Rouge, LA 70810 EditView Address Detail & =
EastBaton Rouge

Phone Information Customize | Find | view A1 B0 B pirst B 4 o4 I Lot

*Phone Type |Telephone: Extension Preferred

- [ ] [+] =]

Email Addresses Customize | Find | View Al B0 Frst Bl 4 or B Lot

FEmail Type *Email Address Preferred

pl! | [+ =

Save | =] Notify | £ Refresh [EhAdd EUWE{E’DBWE\«' =1 Include History | [ correct History

jical Details | Contact | Reginal | Organizat

<[ i ] ’
Done @ Local intranet | Protected Mode: Off v B10% v

Step Action

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

-]

52. Click the Home list item.
[Home |

53. Enter the desired information into the Telephone field. Enter "2259294240".

54, Click the Add a new row at row 1 button.
L+

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

[*]

56. Click the Mobile list item.

57. Enter the desired information into the Telephone field. Enter "2259368989".

58. Click the Preferred option.
]

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

-]

60. Click the LSUHSC Email Address list item.
[LSUHSC Email Address |
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Step Action

61. Enter the desired information into the Email Address field. Enter
"jcabr@lsuhsc.edu".

62. Click the Preferred option.
[

63. Click the Regional tab.

PS9HRTRNG:s0
PSSHEWEBDEV11 RCE
Favorites - Main Menu > Workforce Administration > Personal Information > Add a Person

IMew Window | Help | Customize Page | B

Biographical Details | Contactinformation | Regional | Organizational Relationships

Juan Cabrillo Person ID: NEW

Ethnic Group find [ View al First Kl 1 o4 B Las
=IE
Regulatory Region: UsA U United States e
a
Ethnic Group: .
[Tl primary
Find | view Al First Kl 4 of 1 B Last
=E
Effective Date: 050112012 [ piitary status: - EIE)
Date Entitled to Medicare: H Military Discharge Date: Edit Discharge Date
Citizenship (Proof 1) Y Citizenship (Proof 2): Y

Eligible to Work in U.S.

Smoker History Custoize | Find | View A G0 i First B 4 o1 B Last

*Smoker "As of
1 -

Save | ] Notify | £ Refresh [ Add ﬂuwawmsnlayl =1 Include History | [Z7 Correct History |

jical Details | Contact | Regional | 0

ol i J

Done G Local intranet | Protected Mode: Off a v W100% v

Step Action

64. Click the Look up Ethnic Group button.

65. Click the BLACK - Black/African American link.
|EIL-'%CI»< Blackitfrican Ametican |

66. Click the Primary option.

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

-]

68. Click the Active Reserve list item.

|Active Reserve |
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Step Action
69. Click the Organizational Relationships tab.

rganizational Relationships 1

PS9HRTRNG:s0
PSSHEWEBDEV11 RCE
Favorites - Main Menu > Workforce Administration > Personal Information > Add a Person
IMew Window | Help | Customize Page | B

Biographical Details | ContactInformation | Regional Organizational Relationships

Person ID: NEW

Juan Cabrillo

Choose Org Relationship to Add

[T Employee
[Tl contingent Worker
[] Person of Interest

Select Checklist Code:

Add Relationship
(5] save | =] Notify | ¥ Refresh

jical Details | Contact | Reaional | 0

El add ﬂumatwsp\ayl & incude History | [ correct History

< il
€ Local intranet | Protected Mode: Off G v ®10% ~

Done

Step Action
70. Click the Employee option.

[ Employee

71. Click the Add Relationship button.
Add Relationship
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favorites  Main Menu > \Workforce Adminstration > Personal Information > Add 2 Persan
Mew Window | Help | Customize Page | =
Work Location Job Information Compensation
Juan Cabrillo Empl ID: 0143237
Employee Empl Record: 0
Work Location Find  First Bl 4 o1 B Last
*Effective Date: os012012 | _GoToRow| [#]=]
Effective Sequence: 0 *Action: Hire -
HR Status: Active Reason: M
Payroll Status: Active #Job Indicator: Primary Job -
Calculate Status and Dates
Current (]
Position Number: o‘
Acad Rank: QUEmGEEoEo DatE E
Position Entry Date: )
Position Management Record
*Regulatory Region: USA Y United States
+*Company: @
*Business Unit: HCSDA A HCSD Administration
*Department: @
Department Entry Date: £
*Location: @
Establishment ID: @ Date Created:  05/03/2012
Last Start Date: 050312012
Expected Job End Date: 2] L4
Job Data Emplovment Data Eamings Distribution Benefits Program Participation
7] = = = i ] ’
Done G Local intranet | Protected Mode: Off v W10% v

Step Action

72. Click the Reason list.

-]

73. Click the Appointment Unclassified list item.
IAppnintmentUnclassiﬂed |

74. Click the Look up Position Number button.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Look Up

Look Up Position Number

Position Number: begins with

Description: begins with

Department: begins with

\
[
Business Unit: begins with = |
\
[

Job Code: begins with
Position Status: = -
Job Sharing Permitted

Reports To Position begins with ~ |
Number:

LookUp | Clear | Caneel | gasis Looin

Search Results
Only the first 300 results of a passinle 35356 can he displayed. Enter more search

van el 2o nrrh aersin b radiRs B mIrhar of S aarh raS1HE
< m

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

Step Action

75. Enter the desired information into the Position Number field. Enter "0004972".
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Training Guide
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Favorites . Main Menu > Workforce Administration > Personal Information > Add a Person

Look Up

Look Up Position Number

Position Number: begins with = ‘DDDQB?I

begins with = |

Description:

Business Unit: begins with = |

Department:
Job Code:

hegins with \

begins with = |

Position Status: = -
Job Sharing Permitted

Reports To Position
Number:

begins with = |

LookUp | Clear | Caneel | gasis Looin

Search Results

Only the first 300 results of a possible 35356 can be displayed, Enter mare search
vy and sazreh amain b radise Hha s
<

.

oy AT ez rastite

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

Step Action

76. Click the Look Up button.

[ Lookup |

77. Click the 00049726 - Manager - Service Area link.

|EIEIEI¢1EITEE MAMNAGER--SERVICE AREA
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PS9HRTRN:

Favorites

PSSHEWEBDEV11 RcB
Main Menu > Workforce Administration > Personal Information > Add a Person

 Lsuteaith

Mew Window | Help | Customize Page | B

Wol Job Information | Job Labor yioll | SalaryPlan | Compensation

Juan Cabrillo Empl ID: 0143237

Employee Empl Record: 0

Work Location Find  First B 4 or B L
“Effective Date: 05012012 |5 GoToRow | [#][=]
Effective Sequence: 0 “Action: Hire -
T e e Appointment Unclassified -
Payroll Status: Active *Job Indicator: Primary Job M

Calculate Status and Dates
Current (]
Position Humber: 00049726 X MANAGER~SERVICE AREA
Acad Rank: Override Position Data gl
Position Entry Date: S R0
Position Management Record

Regulatory Region: usa United States
Company: te LSUHSC-Hospitals
Business Unit: BT Earl K. Long Medical Center
Department: EL2058810 RISK MAMAGEMENT
Department Entry Date: 0510112012
Location: =dTe Earl K. Long Medical Center
Establishment ID: ) DateCreated: 050312012
Last Start Date: 0510312012
Expected Job End Date: ) W

Job Data

Employment Data

Eamings Distribution

Benefits Program Participation

] r

@

Local intranet | Protected Mode: Off v WI0% v

Step Action

78.

Click the Job Information tab.
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Training Guide
Workforce Administration 9.1 - HCSD

Standard Hours:
FTE:

40.00
1.000000

Adds to FTE Actual Count?

Work Period:

PSOHRTRN:s
PSOHEWEBDEV11 RcB
Favorites . Main Menu > Workforce A_dm\m;tramn > Personal Igfmmat\on > Add a Person
Mew Window | Help | Customize Page | 4|
Work Locati Job Information || Job Labor wyroll | SalaryPlan | Compensation
Juan Cabrilio Empl ID: 0143237
Employee Empl Record: 0
Job Information find  First K 4 or g B Last
Effective Date: 05/01/2012
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Appointment Unclassified
Payroll Status: Active Job Indicator: Primary Job
Current (] E
Job Code: 326 MANAGER-SERVICE AREA
Entry Date: 05/01/2012
Supervisor Level:
Supervisor ID:
Reports To: 00031267 DIRECTOR OF MEDICAL SERVICE AR 0115071 John Doe0115071
Regular/Temporary: Regular FulllPart: Full-Time
Empl Class: - *Officer Code: Nene -
Regular Shift: MiA Shift Rate: L
Classified Ind: Unclassifd Shift Factor:

w Weekly

[C]Encumbrance Override

Contract Number: @ Next Contract Number
o= W ] v
Done €& Local intranet | Protected Mode: Off v ®I00% v

Step Action

79.

Click the button to the right of the Empl Class field.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites | Main Menu > Wor > Personal Information > Add a Person
- - 1YearTrm -
2 Year Trm Mew Window | Help | Customize Page | =
b Inform ERCEIL
Work Location Job Inform 4 Year Trm Payroll Salary Plan Compensation
AgencyTmp .
Juan Cabrillo Empl ID:
,,,,,,,,,,,,, o o Ten D! 0143237
Employee Apprentice Empl Record: 0
Assignee
Job Information Consultant Fing  First K 4o o B Last
Contractor
Effective Date: Expatriate Go To Row
Grd Mo Ten
Effective Sequence: Indf Mo Tn Action: Hire
HR Status: ‘J”n‘:’” Reason: Appointment Unclassified
Payroll Status: Leaver Job Indicator: Primary Job
— |MultiRest Current 2
POA o
Permanent
Job Code: Probation MANAGER-SERVICE AREA
Entry Date: Prousion
Resident
Supervisor Level: Rest Appt
Supervisor ID: Student
e : Tenured
Reports To: Trainee DIRECTOR OF MEDICAL SERVICE AR 0115071 John Doe0115071
Transient
Regular/Temporary: Unclass FullPart: Full-Time
Empl Class: - *Officer Code: Nene -
Regular Shift: MiA Shift Rate: 4
Classified Ind: Unclassifd Shift Factor:
Standard Hours: 40.00 Work Period: w Weekly
FTE: 1.000000
Adds to FTE Actual Count? [ Encumbrance Override
Contract Number: @, Next Contract Number
[ F— i ] ’
Done G Local intranet | Protected Mode: Off fh v W10% v

Step

Action

80.

Click the Permanent list item.

Permanent

81.

The Standard Hours information displays based on the employee's FTE.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

MNew Window | Help | Customize Page | =«

yroll | SalayPlan | Compensation
Juan Cabrilio Empl ID: 0143237
Employee Empl Record: 0
Job Information fing  First Bl g ore B Last
Effective Date: 05/01/2012 m‘
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Appointment Unclassified
Payroll Status: Active Job Indicator: Primary Job
Current (] E
Job Code: 326 MANAGER-SERVICE AREA
Entry Date: 05/01/2012
Supervisor Level:
Supervisor ID:
Reports To: 00031267 DIRECTOR OF MEDICAL SERVICE AR 0115071 John Doe0115071
Regular/Temporary: Regular FulllPart: Full-Time
Empl Class: Permanent - *Officer Code: Nene -
Regular Shift: MiA Shift Rate: L
Classified Ind: Unclassifd Shift Factor:
Standard Hours: 40.00 Work Period: w Weekly
FTE: 1.000000
Adds to FTE Actual Count? ["] Encumbrance Override
Contract Number: @ Next Contract Number
B —

5

@ Local intranet | Protected Mode: Off h v R10% v

Step Action

82. Click the Payroll tab.

=

Payroll
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

 Lsuteaith

MNew Window | Help | Customize Page | B

Payroll for North America

Pay Group: [

Employee Type: [ Holiday Schedule:
Tax Location Code: [ e

GL Pay Type: ] FICA Status:

Combination Code:

Work Location | Job Informati Job Labor ayroll | SalaryPlan [ Compensation
Juan Cabrillo Empl ID: 0143237
Employee Empl Record: 0
Payroll Information Find  First B0 4 o g B Last
Effective Date: 05/01/2012
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Appointment Unclassified
Payroll Status: Active Job Indicator: Primary Job
current [}
“Payroll System: Payroll for North America -

I Y

Medicare only -
Edit CharfFields

Job Data Employment Data Earnings Distribution

Benefits Program Participation ‘

oK Cancel | Apply

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

£ Refresh

Done

Y

G Local intranet | Protected Mode: Off v H10% v

Step Action

83. Click the Look up Pay Group button.

@,
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Look Up

Look Up Pay Group

Company: 0oz
Pay Group:  begins with v |

Description: begins with ~ |

LookUp | Clear | Caneel | gasis Looin

Search Results

0 First [ 1

Company 003 Retires (EAC]

Tio B Determing diEKL)

MR- Exerm it v beneftErL]
Students (EKL)
TemporaniunclassiRestric(ERL
Exermpt & Unclass wi Bien (KL
EKL Monthly

€ Local intranet | Protected Mode: Off v WI00% v

Step Action

84. Click the EMT link.
[EmT EkL Marnithly ]
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites

Main Menu > Workforce Administration > Personal Information > Add a Person

Work Location

Job Information

JobLabor | Payroll

Job Indicator:

MNew Window | Help | Customize Page | B

Primary Joo

SalaryPlan | Compensation
Juan Cabrillo Empl ID: 0143237
Employee Empl Record: 0
Payroll Information Find  First B0 4 o g B Last
Effective Date: 0510112012 _GoToRow |
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Appointment Unclassified
Payroll Status: Adtive

*Payroll System:

Payroll for North America

Combination Code:

Payroll for Morth America

Pay Group: EMT 2 ExL monthiy

Employee Type: 5% saanea Holiday Schedule:
Tax Location Code: I

GL Pay Type: ]

FICA Status:

Current

]

NHS @, NOHOLSD

Medicare only -
Edit CharfFields

 Lsuteaith

Job Data Employment Data Earnings Distribution

Benefits Program Participation ‘

oK Cancel |  Apply

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

£ Refresh

€ Local intranet | Protected Mode: Off

H100% v |

Step
85.

Action

Enter the desired information into the Tax Location Code field. Enter "LA".
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

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

MNew Window | Help | Customize Page | B
Work Location | Joblinformation | JobLabor | Payroll

SalaryPlan [ Compensation

Juan Cabrillg Empl ID: 0143237
Emplojee Empl Record: 0
Payroll Information Find  First B0 4 o g B Last
Effective Date: 0510112012 _GoToRow |
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Appointment Unclassified
Payroll Status: Active Job Indicator: Primary Job
current [}
G Payrollfor North America -

Payroll for North America

Pay Group: EMT A ek Monthly
Employee Type: s A salared Holiday Schedule: NHS @, NOHOL SD
Tax Location Code:

LA % Louisiana
I

GL Pay Type:

FICA Status: Medicare only -
Combination Code:

Edit ChartFields

Job Data Employment Data

Earnings Distribution Benefits Program Participation

oK Cancel |  Apply

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

£ Refresh

G Local intranet | Protected Mode: Off v H10% v

Training Guide
Workforce Administration 9.1 - HCSD

Step

Action

86.

Click the Look Up Holiday Schedule button.
@,

87.

Click the HCS - Health Care Srvs Div link.
|HCS HEALTH CARE SRVS D |

Page 61




Training Guide
Workforce Administration 9.1 - HCSD

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

 Lsuteaith

MNew Window | Help | Customize Page | B

Payroll for North America

Pay Group: EMT @ ExL monthiy

Employee Type: s % salariea Holiday Schedule:
Tax Location Code: LA A Louisiana

GL Pay Type: FICA Status:

Combination Code:

Work Location | Job Informati Job Labor ayroll | SalaryPlan [ Compensation
Juan Cabrilio Empl ID: 0143237
Employee Empl Record: 0
Payroll Information Find  First B g ore B Last
Effective Date: 0510112012 _soToRow |
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Appointment Unclassified
Payroll Status: Active Job Indicator: Primary Job
current [}
+Payroll System: Payroll for North America -

Hes @, HcsD

Medicare only -
Edit CharfFields

Employment Data

‘ Job Data Earnings Distribution

Benefits Program Participation ‘

oK Cancel |  Apply

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

£ Refresh

0% v

<
B
Y

€ Local intranet | Protected Mode: Off

Step Action

88. Click the Compensation tab.
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Training Guide
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Mew Window | Help | Customize Page | =«

Bl or A Last

Find  Firs

 Comparative Information

Change Amount: 0.0000005] usp

Monthly
Change Percent: 0.000

Compa-Ratio:

PSOHEWEBDEV11 RcB

Favorites . Main Menu > Workforce Administration >  Personal Information > Add a Person
Work Locati Job Informati Job Labor yroll ||| SalaryPlan | Compensation
Juan Cabrillo Empl ID: 0143237
Employee Empl Record: 0
Compensation

Effective Date: 05/01/2012

Effective Sequence: o Action: Hire

HR Status: Active Reason: Appointment Unclassified
Payroll Status: Active Job Indicator: Primary Job
Compensation Rate: 0005 usD &, “Frequency:

Current (]

M2 yonthy

1

[ Amounts /iGGriroR [ Changes ) [ Canversion

*Rate Code [Comp Rate

[ — Gl

Annual usD Daily usD
Monthly usD Hourly usD
Default Pay Companents
Pay Components

Calculate Compensation

Time and Labor Pay Rules

Begin Date:

Time & Labor Status:

Hot Enrall: [T T

3

€ Local intranet | Protected Mode: Off

<

h v R100% v

Step Action

89. Click the Rate Code button.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > Workforce Administration > Personal Information > Add a Person

Look Up

Look Up Rate Code

Comp Rate Code: begins with = |

Description: beginswith = |

Rate Code Class: beginswith = |

LookUp | Clear | Caneel | gasis Looin

Search Results

Pay Switch

Adjust Upwards hd Percent
Base Supplemental Pay Hrly Rate
Certification Pay Hrly Rate
In Charge Hrly Rate
on Call Pay Hrly Rate
0on Call PayWeekend Hrly Rate

Tz Iz = <)

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

Step Action

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

91. Click the Look Up button.
Look Lip
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PS9HRTRN:s0
PSOHEWEBDEV11 Res
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Look Up

Look Up Rate Code

Comp Rate Code: beginswith = [N

Description: begins with = |

Rate Code Class: hegins with = |

LuokUpl Clear | Cancel |Bas\c\_oakun

Search Results

wi
Default A Anhual ¥ FlatAmt
Default A Hourly Y Hrly Rate
Default A Manthly ¥ FlatAmt

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

Step Action

92. Click the NAMNTH - Default NA Monthly link.
|NAMNTH Default A Manthly
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > Workforce Administration > Personal Information > Add a Person

Q Lsutealth

MNew Window | Help | Customize Page | =

First Bl 4 or 4 B Last

Go To Row

Job Information Compensation
Juan Cabrillo Empl ID: 0143237
Employee Empl Record: 0
Compensation Find
Effective Date: 05/01/2012
Effective Sequence: o Action: Hire
HR Status: Active Reason: Appointment Unclassified
Payroll Status: Active Job Indicator: Primary Job
Compensation Rate: 0005 usD &, “Frequency:

 Comparative Information

M2 yonthy

Current

a0

I

Pay Components
" Amounts  TiiGantroRs [ Changes ) [ Canversion

customize | Fnd | 2| 2§

Currency Frequency Percent

*Rate Code seq

Q[ o

(Comp Rate

1 [NAMNTH

Change Amount: 0.00000055] usb Monthly

Change Percent: 0.000 Compa-Ratio:

Annual usD Daily usD

Monthly usD Hourly usD
Default Pay Companents

First Bl 4 or 4 B Last

%= [usD @ [m @ [+]/[=]
Calculate Compensation
Time and Labor Pay Rules
Begin Date: Time & Labor Status:
Hot Enrall: [T T
o m ] '
€ Local intranet | Protected Mode: Off v B00% v

93.

Enter the desired information into the Comp Rate field. Enter "5000.00".

94, Click the Calculate Compensation button.

Calculate Compensation

95.
and Pay Rates sections.

Benefits Program Paricipation

Annual and Monthly compensation rates display in the Comparative Information

Click the Benefits Program Participation link.

96.

NOTE: The Effective Date defaults as the current date. Depending on when you
are entering the employee’s information into the system, you may need to change
the Effective Date. The Effective Date is the employee's hire date.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Benefit Program Participation

New Window | Help | Customize Page | =

Juan Cabrillo Empl ID: 0143237
Employee Empl Record: 0
Benefit Status

Find  First B 4 or ¢ B Last

2
Benefit Record Number: L Go Ta Row

Effective Date: 050112012
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Appointment Unclassifisd
Payroll Status: Active JobIndicator:  Primary Job
curent [
*Benefits System: Base Benefits T Benefits Employee Status: Active L

Annual Benefits Base Rate: = usb

Benefits Administration Eligibility

BAS Group ID: @,
Elig Fid 1: Elig Fid 2: Elig Fid 3:
Elig FId 4: Elig FId 5: Elig Fid 6:
Elig Fld 7: Elig F1d 8: Elig Fid &:
Benefit Program Participation Find | view Al First KB 4 or 4 B Lot
“Effective Date: 0510312012 [ Currency Code: EE]
“Benefit Program: @
Job Data Employment Data Eamings Distribution Benefits Program Participation
ol = = = n ] ) v
Done G Local intranet | Protected Mode: Off “h v R10% ~

Step Action

97. In this example the effective Date has defaulted to the current date. This must be
changed to reflect the employee's hire date.

Click the Choose a date button.
[=4)

98. Click the desired date.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > Workforce Administration > Personal Information > Add a Person

Mew Window | Help | Customize Page | 4|
Benefit Program Participation

Juan Cabrillo Empi ID: 0143237

Employee Empl Record: 0

Benefit Status Find  First Bl 4 or 4 I Last

2
Benefit Record Number: L Go Ta Row

Effective Date: 050112012
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Appointment Unclassifisd
Payroll Status: Active JobIndicator:  Primary Job
curent [
*Benefits System: Base Benefits T Benefits Employee Status: Active

Annual Benefits Base Rate: = usb

Benefits Administration Eligibility

BAS Group ID: N
Elig Fid 1: Elig Fid 2: Elig Fid 3:
Elig Fid 4: Elig Fd 5: Elig Fid 6:
Elig Fid 7: Elig Fid 8: Elig Fid 9:
Benefit Program Participal
“Effective Date: 050112012 [ Currency Code: EE]
“Benefit Program: @
Job Data Employment Data Eamings Distribution

Benefits Program Participation

Done

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

Step Action

99. Click the Look up Benefit Program button.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites © Main Menu > Workforc

inistration > Person: rmation > Add a Person

Look Up

Look Up Benefit Program

Benefit Progran: begins with ~ |
Effective Date: = - |DE/DMIDW 2

Description: begins with + |

LookUp | Clear | Caneel | gasis Looin

Search Results

05/16/2011 Eells
12/0142011  FullTempiPart-tire FulTmpPart
DB/01/2005  Health Care Pool Hith CrPI
05/18/2008 Mot Eligible Mot Eligity
01/01/1900  Sys delivered empty Ben Pam Ermpty
05/16/2011  Retirees Retirees

€ Local intranet | Protected Mode: Off

Training Guide

Workforce Administration 9.1 - HCSD

‘b v ®100% v |

Step Action

100. Click the FTP - Full/Temp/Part-time link.

|ETE

1210172011 FuliTemp/P art-time |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Juan Cabrilo Empl D: 0143237 A
Employee Empl Record: 0

Benefit Status fing  First B g or 4 I Lot i
Benefit Record Number: b % EoglEOs]

Effective Date: 05/01/2012

Effective Sequence: 0 Action: Hire

HR Status: Active Reason: Appointment Unclassified

Payroll Status: Active Job Indicator:  Primary Job

curent

*Benefits System: Base Benefils T Benefits Employee Status: Active

Annual Benefits Base Rate: ] usD

Benefits Administration Eligibility

BAS Group ID: &
Elig Fid 1: | Elig FId 2: [ Elig Fid 3: ] E
Elig Fid 4: ] Elig Fid 5: ] Elig Fid 6 ]
Elig FId 7: | Elig Fid 8: [ Elig Fid ]

Benefit Program Particips

“Effective Date: 0s/01:2012 [E) Currency Code:  USD ==

*Benefit Program: F1e A FullTemp/Part-time

‘ Job Data Employment Data Earnings Distribution Benefits Program Participation ‘

0K Cancel Apply % Refresh

5

G Local intranet | Protected Mode: Off h v R100% v

Step Action

101. Click the OK button.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > Workforce Administration > Personal Information > Add a Person

Warning - Establishment D is required for a location in the U.S. (1000,111)

The countryis U5 and the 1D field is blank. o
is a required field for U 8. Incations.

Enter an establishment 1D

OK Cancel

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

Step Action

102. Click the OK button.
(0]
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

MNew Window | Help | Customize Page | i

Biographical Details || Contactinformation || Regional | Organizational Relationships

Juan Cabrillo Person ID: 0143237
Choose Org Relationship to Add

Employee
Contingent Worker
Person of Interest

Empl Record: 0

Select Checklist Code: h ®

el Pl 5

(5l save | =] notify | £ Refresh [Eb Add EUDda‘eJDssu\ayl = Inciude History | [Z7 Correct History

jical Details | Contact | Reaional | 0

0l i ] v

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

Step Action

103. Click the Save button.

Save I

104. This completes Add a Person - Unclassified.
End of Procedure.
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Record an Employee Data Change

Procedure

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

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu
Search Menu:

/04 to Favorites

Personalize

3 Self Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payrol for North America
3 Payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring

3 Set Up HRMS

(3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

e R Y (3

€ Local intranet | Protected Mode: Off G v ®10% ~

Step Action

2. Point to the Workforce Administration menu.

3. Point to the Personal Information menu.

4, Click the Modify a Person menu.
=] Modify a Person
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > Workforce Administration > Personal Information > Modify a Person

Add to Favorites | Sian out

New Window | Help |

Personal Information

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

Find an Existing Value || Add a New Value

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

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

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

[Tinclude History [] Correct History [ Case Sensitive

search | Clear |pasic searcn B Save Searcn crteria

Find an Existing Value | Add a New Value

al m ] v

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

Step Action

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

6. Click the Search button.
Search

7. In this example update the employee's contact information by adding a new home
address and adding his work telephone and email address.
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Biographical Details

Contact Information gional

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

Training Guide
Workforce Administration 9.1 - HCSD

Mew Window | Help | Customize Page | =«

Eve Dallas Person ID:

0143236

Effective Date: 0411612012 HE
Format Type: English
Display Name: Eve Dallas

Biographic Information

0810911980 T

Biographical History

“Effective Date: [oantero12 H

“Gender: Female -

“Highest Education Level: ~ G-Bachelors Level Degree  ~

“Marital Status: Maried =
Language Code: English -

Alternate ID: ]

[ Full-Time Student

Date of Birth: Years g Months

Date of Death: &

Birth Country: UsA L United States

Birtn State: 2 A Texas 3
Birth Location: Dallas [Tl waive Data Protection

Find | View Al

04M6/2012 [

First Bl 4 or 4 B Last

v National ID

*Cou

usaA @ Social Security Number ~  [243-56-0087

= e | Ehonneen en concan | Easnns, | o8 anenon | 51 aasl Eicacemece | B aean winenn, | M comencs winenc. | -
< m ] »
Done € Local intranet | Protected Mode: Off 5 v H100% v

Action

8. Click the Contact Information tab.
Contact Information
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Modify a Person

MNew Window | Help | Customize Page | B

Biographical Details_|| Contactinformation

Eve Dallas Person ID: 0143236

Current Addresses Find | Wiew Al First Kl 1 or 1 B Last

|As Of Date. Status \Address

12760 Roarke Road
Baton Rouge, LA 70806 View Address Detail
EastBaton Rouge

Il First Kl 4 or 4 B Last

|Telephone Extension Preferred

- [225343-0223

Find | view A1 B0 First Kl 4 or 4 B Last

"Email Address Preferred

~  |topcop@yahoo net [+] [=]

Save | [&hReturn to Search | [ Notify | £ Refresh Ebadd| Hu v | include History | [ Correct History
Details | Contact | Regional
L [ ] »
Done €& Local intranet | Protected Mode: Off v 0% v

Step

Action

Click the View Address Detail link.
| View Address Detail |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Modify a Person

Home | Addio Favortes |

Sign out

MNew Window | Help | Customize Page | i

Address History

Address Type: Home
Address History g Fist Bl 1or1 B Lagt
Effective Date: 0411612012 Address: 12760 Roarke Road HE
Baton Rouge, LA 70806
Country: UsA

East Baton Rouge
Status: A

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

Training Guide
Workforce Administration 9.1 - HCSD

Step

Action

10.

Click the Add a new row at row 1 button.

[+]

11.

The Effective Date defaults to the current date.

Click the Add Address link.

Add Address
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Modify a Person

Edit Address

Country: United States

[12760 Roarke Roag

Address 1:

Addressz |

Address 3: ‘

city: Baton Rouge State: [LA % Louisiana
Postal: 70308
Parish: EastBaton Rouge @

oK Cancel

Home | AddtoFavortes |  Sign out

MNew Window | Help | Customize Page | i

Q Lsutealth

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

Step Action

12. Enter the desired information into the Address 1 field. Enter "8845 Peabody Way".

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

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

13. Enter the desired information into the Postal field. Enter "70809".

14, Click the OK button.
OK
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

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

MNew Window | Help | Customize Page | i
Address History

Address Type: Home
Address History

First Kl 1.2 02 B Last

“Effective Date:  [05/03/2012 [ pqqress: 8845 Peabody Way

=
Baton Rouge, LA 70808
Country: UsA X East Baton Rouge
*Status: A @
Add Address
Effective Date: 0411612012 Address: 12760 Roarke Road ElE]
Baton Rouge, LA 70806
Country: UsA East Baton Rouge
Status: A

oK Cancel

Done

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

Step Action

15. Click the OK button.
OK
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Personal Information > Modify a Person

Biographical Details Contact Information Regional

Eve Dallas Person ID: 0143236

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | B

Current Addresses usto wiew First Bl 4 or 4 B Lot

8845 Peabody Way
Baton Rouge, LA 70809 EditView Address Detail
EastBaton Rouge

Phone Information usto view Al Gy B st B 4 ore B Lot

*Phone Type n Preferred

- [225(343-0223

Email Addresses Customize | Find | view A11 B0 B st B 4 or g B Lot
[*Email Type ai Iress Preferred

~  |topcop@yahoo net [+] [=]

Save | [hRetumto Searchl [ Notify | £ Refresh B Add | FlupdateDispla | =1 Include History | [ Correct History

i ical Details | Contact | Regional
o n ] »
Done €& Local intranet | Protected Mode: Off v B00% v

Step Action

16. Click the Add a new row at row 1 (Alt+7) button.
[+]

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

-]

18. Click the Work list item.

[work |

19. Enter the desired information into the Telephone field. Enter "2259229999".

20. Click the Preferred option.
[C]

21. Click the Add a new row at row 1 (Alt+7) button.
4]

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

]

23. Click the LSUHSC Email Address list item.
| LsUHSC Email Address |

24, Enter the desired information into the Email Address field. Enter
"edall@Isuhsc.edu".

25. Click the Preferred option.
]
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Step Action

26. Click the Save button.
[5] save
217. This completes Record an Employee Data Change.

End of Procedure.
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Add a Concurrent Job

Procedure

In this topic you will learn how to Add a Concurrent Job.

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Personalize S€arch Menu:

3 Self Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payrol for North America
3 Payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring

3 Set Up HRMS

(3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

»
»
,
»
»
,
»
»
,
»
»
,
»
»
»
»

€ Local intranet | Protected Mode: Off G v ®10% ~

Step Action

2. Point to the Workforce Administration menu.

3. Point to the Job Information menu.

4, Click the Job Data menu.
5] Job Data
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

Home | AddtoFavorites |  Sign out
Favgrites | Main Menu > Workforce Administration > Job Information > Job Data

New Window | Help |

Job Data

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

Find an Existing Value

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

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

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

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

search | Clear |gasicsearch [EF Save Search Criteria

al m ] v

Done

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

Step Action

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

6. Click the Search button.
Search
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | =

Work Location | JoblInformation | JobLabor | Payoll | SalaryPlan | Compensation

Eve Dallas Empl 1D: 0143236

Employee Empl Record: 0

Work Location Find  First Bl 4 o1 B Last

*Effective Date: 04162012 [ GoToRow | [+][=]

Effective Sequence: [9 *Action: Hire .

HR Status: Active Reason: Classified Appt -

Payroll Status: Active *Job Indicator: Primary Job -
Ccurrent (]

PRACTICAL NURSE-LICENSED, 2

Position Number: 00049724 @,

Acad Rank: BVEndeRoEion DAt

Position Entry Date: 041612012

Position Management Record

Regulatory Region: UsA United States

Company: 003 LSUHSC-Hospitals

Business Unit: EKLMC Earl K. Long Medical Center

Department: EL2047830 INFECTIOUS DISEASE CLINIC

Department Entry Date: 0416/2012

Location: EKLMC Earl K. Long Medical Center

Establishment ID: ) Date Created:  05/01/2012

Last Start Date: 0416/2012

Expected Job End Date:

Job Data Employment Data Eamings Distribution Benefits Pragram Participation i |

E Save | [6*Retum to Search | 1 notity | £ Refresn | FAupdzieeoiav | & include History | [ Correct History | s

« i ] f
Done € Local intranet | Protected Mode: Off v WI00% v

Step

Action

NOTE: Make note of the Empl ID number for use later in this exercise.

Click the Add a new row at row 1 button.

4]

Click the button to the right of the Action field.

[-]

Click the Leave of Absence list item.
[Leave of Absence |

10.

Click the button to the right of the Reason field.

[-]

11.

Click the Detail Out Concurrent Job list item.
HDetaiI Out Concurrent Job |

12.

Click the Job Information tab.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > Workforce Administration > Job Information > Job Data

Supervisor Level:

Supervisor ID:

Reports To: 00003585 RN-SUPERVISOR2 0002024 John Doe0002924
Regular/Temporary: Regular FullPart: Full-Time

Empl Class: Probation - *Officer Code: None -
Regular Shift: NiA Shift Rate:

Classified Ind: Classified Shift Factor:

Standard Hours: 40.00

Work Period: w Weekly
FTE: 1000000 As of Date: 05/04/2012
Adds to FTE Actual Count? Encumbrance Override

Combined Standard Hours: 80.00 FTE:  2.000000

Standard Hours

Contract Number

Q Lsutealth

Contract Number: @ Next Contract Number
Contract Type:
“Eysa
FLSA Status: Nonexempt Work Day Hours:
“EEQ Class: None -
| Job Data Employment Data Earnings Distribution

Bengfits Program Participation |

Save | [@PReturn to Search

evious in Lis | 5] Nextin Lssll HNnﬂfvl o REfreshl EUDEIE(E.’DISD\EV' =1 Include History

B Correct Histo

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

<[ n

] ’

Done

€ Local intranet | Protected Mode: Off

v RmI00% -

Step Action

13. Enter the desired information into the Work Day Hours field. Enter ".01".

14, Click the Save button.
@ Save

15. Click the OK button.

o ]

16. Click the Job Information link.
| lob Inﬁ:uvrrnatil:un |

17. Click the Add Employment Instance menu.
D Add Employment Instance
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Home | AddtoFavorites |  Sign out
Favgrites | Main Menu > Workforce Adminstration > Job Information > Add Employment Instance

MNew Window | Help | Customize Page | i

Add Employment Instance

Empl ID: @

Empl Record: | ©

Add Relationship

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

Step Action

18. Enter the desired information into the Empl ID field. Enter "0143236".

19. Click the Add Relationship link.
| Add Relationship |
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites . Main Menu > Workforce Administration > Job Information > Add Employment Instance

Q Lsutealth

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | B

]

Work Location | JoblInformation | JobLabor | Payoll | SalaryPlan | Compensation
Eve Dallas Empl ID: 0143236
Employee Empl Record: 1
Work Location Find  First BN 4 o g I st
*Effective Date: psinarzo12 (o) GoToRow | [+][=]
Effective Sequence: [ *Action: Hire -
HR Status: Active Reason: M
Payroll Status: Active #Job Indicator: Secondary Job -
Calculate Status and Dates
Current (]
Position Number: o‘
Acad Rank: oETErEEoEE i
Position Entry Date: )
Position Management Record
*Regulatory Region: USA Y United States
+*Company: @
*Business Unit: HCSDA A HCSD Administration
*Department: @
Department Entry Date: £
*Location: @
Establishment ID: @ Date Created:  05/04/2012
Last Start Date: 050412012
Expected Job End Date: I

Job Data Emplovment Data Eamings Distribution Benefits Program Participation
< m ] f
Done G Local intranet | Protected Mode: Off v B10% v

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

-]

21. Click the Detail In Con Job Up 1 list item.

[Detail In Con Job Up 1 |

22.

Click the Look up Position Number button.
e

a

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

[~]

24. Click the contains list item.

[contains

25.

Enter the desired information into the Description field. Enter "practical%3".

26. Click the Look up Business Unit button.

(&

a

27. Click the EKLMC link.

EKLMC Earl K. Lang Medical Center |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favosites | Main Menu > Workforce Adh or Instance

Look Up

Look Up Position Number

Position Number: begins with ~ |

Description: contains + [practicals3

Business Unit: begins with = [EKLMC

Department: begins with ~ |

Job Code: begins with |

Position Status: = -
Job Sharing Permitted
Reports To Position Number: begins with |

LookUp | clear | Caneel | asic Looup

Search Results

Cnly the first 300 results of a possible 35358 can be displayed. Enter more search
key information and search again to reduce the number of search results.

b m

€ Local intranet | Protected Mode: Off v WI00% v

Step Action

28. Click the Look Up button.
Look Lip

29. Click the 00049727 link.
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PSOHRTRN:s

‘Work Location

*Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

 Lsuteaith

Mew Window | Help | Customize Page | =«

PSOHEWEBDEV11 RcB
Favorites . Main Menu > Workforce » Job > Add Instance
Work Location ob Information SalaryPlan [ Compensation
Eve Dallas Empl ID: 0143236
Employee Empl Record: 1

06/04/2012 [

First Bl 1 or 4 B Las

GoToRow | [+](=]

0 “Action: Hire
Active Reason: Detail In Con Job Up 1
Active *Job Indicator: Secondary Job

Calculate Status and Dates

Expected Job End Date:

Current (]

Position Number: 0o04a727 [ PRACTICAL NURSE-LICENSED, 3
Acad Rank: Qverride Position Data 5
Position Entry Date: 05/0412012

Position Management Record
Regulatory Region: ucs United States
Company: 003 LSUHSG-Hospitals
Business Unit: EKLMC Earl K. Long Medical Center
Department: EL2047830 INFECTIOUS DISEASE CLINIC
Department Entry Date: 0510412012
Location: EKLMC Earl K. Long Medical Center
Establishment ID: @ Date Created:  05/0412012
Last Start Date: 05/04/2012

B

Job Data

Employment Data Earnings Distribution

Bengfits Program Participation

3

G Local intranet | Protected Mode: Off 0% v

<

5 -

Step Action

30.

Click the Job Information tab.

| Job Information
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favosites | Main Menu > Workforce Adh 5 Job Infor > Add Instance

Mew Window | Help | Customize Page | =

Work Location | Jobinformation | JobLabor | Payroll | SalayPlan | Compensation
Eve Dallas Empl ID: 0143236
Employee Empl Record: 1
Job Information find  First K 4 or g B Last
Effective Date: 05/04/2012
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Detail In Con Job Up 1
Payroll Status: Active Job Indicator: Secondary Job E
Current (] T
Job Code: 150020 PRACTICAL NURSE-LICENSED, 3
Entry Date: 05/04/2012
Supervisor Level:
Supervisor ID:
Reports To: 00003586 RN-SUPERVISOR 2 0002924 John Doe0002924
Regular/Temporary: Regular FulllPart: Full-Time
Empl Class: - *Officer Code: Nene -
Regular Shift: MiA Shift Rate: b
Classified Ind: Classified Shift Factor:
Standard Hours: 40.00 Work Period: w Weekly
FTE: 1.000000 “ As of Date: 05/04/2012
Adds to FTE Actual Count? [Clencumbrance Override
Combined Standard Hours: 80.00 FTE: 2000000

Annmon —e hinet etz

; L
ol I ] '

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

Step Action

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

-]

32. Click the Permanent list item.

Permanent

33. Click the Payroll tab.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Favorites . Main Menu > Workforce

> Add Instance

» Job or

Q Lsutealth

MNew Window | Help | Customize Page | B

Job Information | JobLabor | Payroll Compensation
Eve Dallas Empl ID: 0143236
Employee Empl Record: 1

Find  First B0 4 o e B Last

Payroll Information

Effective Date: 05/04/2012

Effective Sequence: 0 Action: Hire

HR Status: Active Reason: Detail In Con Job Up 1
Payroll Status: Active Job Indicator: Secondary Joo

current [}

*Payroll System: Payroll for Morth America

Payroll for North America

Combination Code:

Pay Group: [

Employee Type: [ Holiday Schedule: | |9,

Tax Location Code: &

GL Pay Type: ] FICA Status: Medicare only -

Edit ChartFields

Job Data Employment Data

Earnings Distribution

Benefits Program Participation ‘

[5) save | =] Notify | % Refresh

[EhAdd | FupdateDisplay

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

ol i J »
@ Local intranet | Protected Mode: Off v B10% v

Done

Step Action

34. Click the Look up Pay Group (Alt+5) button.

@

a

Click the EBN link.
EBM on-exermpt w benefittERL) |

35.

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

37. Click the Look up Holiday Schedule button.

QL

a

Click the HCS link.
|HCS HEALTH CARE SRYS DIV

38.

39. Click the Compensation tab.

| Compensation ]
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Favorites . Main Menu > Workforce > Job > Add Instance

 Comparative Information

Change Amount: 0.0000005] usb Hourly

Change Percent: 0.000 Compa-Ratio:
Annual usp  Daily usD
Monthly USD  Hourly usD

Default Pay Components

Pay Components

*Rate Code Seq (Comp Rate (Currency Frequency rcen

Amounts T Control [ Changes | Canversion

=l | Sl L

T Al o

Calculate Compensation

Time and Labor Pay Rules

Begin Date: Time & Labor Status:

Inactivate/Do Not Enroll: []

Meals: @ OverTime: @
Shift 2: Q WeeKEnd: @
Shift 3 @ CallBack: @
Holiday Wrkd: @,

| Job Data Employment Data Earnings Distribution Benefits Program Participation |

(5] save | =l notify | £ Refresh [EhAdd | Fupdatemispiay

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

<

] ’

Done

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

Training Guide
Workforce Administration 9.1 - HCSD

Step

Action

40.

Click the Look up Meals button.
ke

a

41.

Click the 30MIN link.
30MIM 30 MIN AFTER 5 HRS AMD 15 HRS

42.

Click the Look up Shift 2 button.
@

a

43.

Click the S2_3P1130P link.
|52 3P1130F SHIFT 2 3P-11:30F 2 Hriin

44,

Click the Look up Shift 3 button.

45.

Click the S3_11P730A link.
|53 11P7304A SHIFT 3 11P-7: 304 2 Hriin |

46.

Click the Look up OverTime button.
@

a

47.

Click the 40_KT-V link.
|40 KT-v 40 COMP TIME 1.0/1.5 |

48.

Click the Look up WeeKENd button.
e

a
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Step Action
49. Click the W3_7A730A link.
|W3 7AT304WKND3 74 SAT 7304 MO Moblin |
50. Click the Look up Holiday Wrkd button.
OJ
51. Click the KTH-HOL link.
|kTH-HOL Holiday Pay Worked |
52. Click the Look up Rate Code button.
53. Enter the desired information into the Comp Rate Code field. Enter "N".
54. Click the Look Up button.
Look Lip
55. Click the NAHRLY link.
56. Enter the desired information into the Comp Rate field. Enter "19.66".
57. Click the Add a new row at row 1 button.
+]
58. Click the Look up Rate Code button.
OJ
59. Enter the desired information into the Comp Rate Code field. Enter "S".
60. Click the Look Up button.
Look Lip
61. Click the SH2 link.
| sH2 Shif 2 Differential |
62. Enter the desired information into the Comp Rate field. Enter "0.50".
63. Click the Add a new row at row 2 button.
+]
64. Click the Look up Rate Code button.
65. Click the Down button of the scrollbar.
66. Click the SH3 link.
|5H3 Shift 3 Differential |
67. Enter the desired information into the Comp Rate field. Enter "0.50".
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Step Action
68. Click the Add a new row at row 3 button.
+]
69. Click the Look up Rate Code button.
OJ
70. Click the Down button of the scrollbar.
71. Click the WKN link.
|1k \Weekend Rate |
72. Enter the desired information into the Comp Rate field. Enter "1.00".
73. Click the Calculate Compensation button.
| Calculate Compensation |
74. Click the Save button.
EJJ Save
75. Click the OK button.
o]
76. Click the OK button.
Ok
77. Click the OK button.
o]
78. This completes Add a Concurrent Job.

End of Procedure.
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Record a Department Change

Procedure

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

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Personalize SearchMenu: ® Help

3 Self Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payrol for North America
3 Payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring

3 Set Up HRMS

(3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

e R Y (3

Done @ Local intranet | Protected Mode: Off a v W100% v

Step Action

2. Point to the Organizational Development menu.

Point to the Position Management menu.

Point to the Maintain Positions/Budgets menu.

gl A~ w

Click the Add/Update Position Info menu.
| =] Add/Update Position Info
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Step

Action

6.

A Department Change must be entered in two (2) places within the system:

1. The Description tab in Add/Update Position Info and
2. The Work Location tab in Job Data.

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

In this exercise Juan Cabrillo will change departments from EL 2058810 to
EL2058790.

NOTE: The employee’s original Position Number must be known. The Position

Number can be found on the Work Location tab in Job Data.

PS9HRTRN:s0
PSSHEWEBDEV11 RcB
Favorites * Main Menu > Organizational D > Posttion 5> Maintain Posti gets > Add/Update Postion Info

Addto Favortes | Sign out

New Window | Help | E&

Add/Update Position Info

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

Find an Existing Value Add a New Value

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

Position Number: beginswitn ~ |
Description: beginswith |

Position Status: = - -
Business Unit: pegnswmn ~ | @
Department: pegnswmn ~ | @

Job Code: beginswith ~[ @

Reports To Position Number: begins with =

[linclude History [] Correct History  [*] Case Sensitive

Search Clear |pasicSearcn (& Save Searc Criteria

Find an Existing Value | Add a New Value

Done € Local intranet | Protected Mode: Off 5 ov HI00% v

Step

Action

Enter the desired information into the Position Number field. Enter "00049726".

Click the Search button.
Search
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > O D > Posttion > Maintain Positi » Add/Update Position Info
Description | Specificinformation | Budgetandincumbents | Position Attribute

Position Information Find | view Al First Kl g or 4 B Lot
Position Number: 00049726 =
Headcount Status: Filled Current Head Count: 1 outof 1

*Effective Date: |04/15/2012 |5 *Status: Active -

Reason: NEWS, ew Position ActionDate: 051022012

“Position Status: APProved  ~ Status Date: (041152012 [ [ZJKey Position
Job Information

“Business Unit: |EKLMC . Ean K. Long Medical Center

“Job Code: 326 % MANAGER-SERVICE AREA

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

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

“Title: MANAGER—SERVICE AREA Short Title: MANAGER-S|  betalied Position Descrigtion

‘Work Location

"RegRegion:  |USA . United States

“Department:  |[EL2058810 2, RISKMANAGEMENT Company: 003 LSUHSC-Hospitals
R ERLwc @, Ear K Long Medical Center

ReportsTo: (00031267 @, DIREGTOR OF MEDICAL Dot-Line: @

SERVICE AR

Supervisor Lvi: Q

Security Clearance: Q

Mew Window | Help | Customize Page | =

I

Salary Admin Plan: |UNC (2. Grade: A step | @

PO [ anan ame e e irrre— - -
ol i ] '
Done G Local intranet | Protected Mode: Off A v BI0% v

Step

Action

10.

Click the Add a new row at row 1 button.

[+]

11.

department change will occur.

Click the Choose a date button.
i

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

12.

Click the desired date.

13.

Click the Look up Reason button.

QL

a
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > O > Postion Mar > Mantain Posti

Home | Ad
> Add/Update Position Info

Look Up

Look Up Reason

Action: POS
Reason Code: beginswith + |

Description:  begins with + |

LookUp | Clear | Caneel | gasis Looin

Search Results
Wi i First [ 1-19 of 19 | Last
[Reason Code [Description
Caonversion
Position Inactivated
Job Re-Clagsification
Job Study Correction
Job Sharing
Mew Position
Mave to New Pay Plan

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

Step Action

14. Scroll to the bottom of the pop up page.

Click the Down button of the scrollbar.

-]
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > O > Postion > Maintain Posti > Add/Update Position Info.

Conversion

Position Inactivated
Joh Re-Classification
Joh Study Correction
Joh Sharing

Mew Position

Move to New Pay Plan
PER

Pay Grade Change
Reassignment
Re-Organization

Job Description Update
Pogition Status Chanie
Transfer EAC (Act# 672
Transfer HPL {Act 220
Trangfer to Shrevepart
Title Chanee

Pogition Data Update
Trangfer

€ Local intranet | Protected Mode: Off v B0k v

Step Action
15. Click the XFR - Transfer link.
|ﬁ Transfer |
16. Enter the desired information into the Department field. Enter "EL2058790".
17. Even though the Location is displayed on the page, it must be selected again.
Click the Look up Location button.
@,
18. Click the EKLMC link.
|EKLMC  Earl K Long Medical Center
19. Click the Save button.
Save
20. Click the OK button.
ok |
21. Click the Main Menu button.
22. Point to the Workforce Administration menu.
23. Point to the Job Information menu.
24. Click the Job Data menu.
=] Job Data
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Add to Favorites | Sian out

New Window | Help |

Job Data

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

Find an Existing Value

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

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

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

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

search | Clear |gasicsearch [EF Save Search Criteria

al m ] v

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

Step Action

25. Enter the desired information into the Last Name field. Enter "cabrillo".

26. Click the Search button.
Search
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PS9HRTRN:

PSSHEWEBDEV11 RcB

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

Work Location | Jobinformation | JobLabor | Payoll [ salayPlan | compensation
Juan Cabrillo Empl ID: 0143237
Employee Empl Record: 0

Work Location Find  First B0 4 or1 B Last

Training Guide
Workforce Administration 9.1 - HCSD

Home | AddtoFavortes | Signout

Mew Window | Help | Customize Page | BH

*Effective Date: os02012 | _GaToRow| [#][=]
Effective Sequence: [0 “Action: Hire M
T Active e Appointment Unclassified -
Payroll Status: Active *Job Indicator: Primary Job v

Current (]

Position Number: 00049728 [ MANAGER-SERVICE AREA
Acad Rank:

Position Entry Date: 0510112012 1

Position Management Record

Regulatory Region: usA United States
Company: 003 LSUHSC-Hospitals
Business Unit: EKLMC Earl K. Long Medical Center
Department: EL2058810 RISK MANAGEMENT
Department Entry Date: 0510112012
Location: EKLNC Earl K. Long Medical Center
Establishment ID: @ Date Created: 050312012
Last Start Date: 0510112012
Expected Job End Date:

Job Data Employment Data Eamings Distribution Benefits Program Participation

= save | [5Return to Search | <1 Notity | 2% Retresh A |5 include History | [ Correct History | s
<| i ] '
Done € Local intranet | Protected Mode: Off G v H100% v

Step

Action

27.

Click the Add a new row at row 1 button.

4]

28.

The Effective Date will be the date the department change will occur.

Click the Choose a date button.
E!

29.

Click the desired date.

30.

Click the button to the right of the Action field.

-]

31.

Click the Transfer list item.

i Transfer

32.

Click the button to the right of the Reason field.

[-]

33.

Click the Department ID Change list item.
||DepartrnentID Change |

34.

Click the Override Position Data button.
| Cwerride Position Data ||
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Step Action

35. Enter the desired information into the Department field. Enter "EL2058790".

36. Even though the Location displays on the page, it must be selected again.

Click the Look up Location button.

37. Click the EKLMC link.
|[EKLMC  Earl K Long Medical Center
38. Click the Save button.
[5] save
39. This completes Record a Department Change.

End of Procedure.
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Record a Leave of Absence

Procedure

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

Step Action

1. This example begins on the Job Data page. Navigation to the Job Data page is:

Main Menu > Workforce Administration > Job Information > Job Data

PS9HRTRN:s0
PSOHEWEBDEV11 Res

Home | AddtoFavortes |  Signout
Favorites - Main Menu > Workforce Administration > Job Information > Job Data

Mew Window | Help | B

Job Data

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

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

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

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

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

Search Clear |pasicSearcn [&F Save Searc Criteria

al i ] ’

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

Step Action
2. Enter the desired information into the Last Name field. Enter "dallas".
3. Click the Search button.
Search
4, Click the appropriate employee link.
0143236 1 Eve Dallas|
5. In this exercise Eve Dallas will take a Leave of Absence beginning on 05/05/2012
due to illness.
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Q Lsutealth

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | B

]

Work Location | JoblInformation | JobLabor | Paywoll | SalaryPlan | Compensation

Eve Dallas Empl 1D: 0143236

Employee Empl Record: 1

Work Location Find  First B0 4 o a I st
*Effective Date: bsoazotz & _GoToRow| [#]=]
Effective Sequence: [0 *Action: Hire -
HR Status: Active Reason: Detail In Con Job Up 1 -
Payroll Status: Active *Job Indicator: Secondary Job -

Ccurrent (]
Position Humber: 00049727 A PRACTICAL NURSE-LICENSED, 3
Acad Rank:
Position Entry Date: 05/04/2012 i
Position Management Record

Regulatory Region: usA United States
Company: 003 LSUHSC-Hospitals
Business Unit: EKLMC Earl K. Long Medical Center
Department: EL2047830 INFECTIOUS DISEASE CLINIC
Department Entry Date: 05/04/2012
Location: EKLMC Earl K. Long Medical Center
Establishment ID: ) DateCreated:  05/0412012
Last Start Date: 05/04/2012
Expected Job End Date:

Job Data

Employment Data

Eamings Distribution

Benefits Program Participation

2 save | 5 Return to Search | =] Previous in List
<

| =lnotity | £ Refresn |51
.

| inchude tistory | [ Correct History |

] »

Done

€ Local intranet | Protected Mode: Off

v ®mI00% ~

Step

Action

Click the Add a new row at row 1 button.

+]

The Effective Date is the date the leave will begin. In this example the Effective
Date is 05/05/12.

Click the Choose a date button.

Click the desired date.
s

Click the button to the right of the Action field.

-]

10.

Click the Leave of Absence list item.
|| Leave of Absence |

11.

Click the button to the right of the Reason field.

[-]

12.

Click the LWOP -llIness/Sickness list item.
|| LWOP -lliness/Sickness

13.

Click the Save button.
[5] save

Page 106



Training Guide

O LSU Hea|th Workforce Administration 9.1 - HCSD

Step Action

14. Click the OK button.
Ok
15. This completes Record a Leave of Absence.

End of Procedure.
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Return from Leave of Absence

Procedure

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

Step Action

1. This example begins on the Job Data page. Navigation to the Job Data page is:

Main Menu > Workforce Administration > Job Information > Job Data

PS9HRTRN:s0
PSOHEWEBDEV11 Res

Home | AddtoFavortes |  Signout
Favorites - Main Menu > Workforce Administration > Job Information > Job Data

Mew Window | Help | B
Job Data

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

Find an Existing Value

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

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

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

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

Search Clear |pasicSearcn [&F Save Searc Criteria

al i ] ’

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

Step Action

2. Enter the desired information into the Last Name field. Enter "dallas".

3. Click the Search button.

Search

4, Click the appropriate employee link.
0143236 1 Eve Dallas |

Page 109



Training Guide
Workforce Administration 9.1 - HCSD

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Work Location | JoblInformation | JobLabor | Payoll | SalaryPlan | Compensation
Eve Dallas Empl 1D: 0143236
Employee Empl Record: 1

Work Location Find  First Bl g o1 B Last

psiosr2012 [

Position Number:
Acad Rank:

Position Entry Date:

00049727 @,

05i04/2012

*Effective Date: GoToRow | [+[=]

Effective Sequence: [0 *Action: Leave of Absence -

HR Status: Active Ferer LWOP linessiSickness -

Payroll Status: Leave of Absence *Job Indicator: Secondary Job -
Ccurrent (]

PRACTICAL NURSE-LICENSED, 3

Position Management Record

Regulatory Region: UsA United States

Company: 003 LSUHSC-Hospitals

Business Unit: EKLMC Earl K. Long Medical Center
Department: EL2047830 INFECTIOUS DISEASE CLINIC
Department Entry Date: 05/04/2012

Location: EKLMC Earl K. Long Medical Center
Establishment ID: B DateCreated:  05/04/2012
Last Start Date: 05/04/2012

Expected Job End Date:

Expected Return Date: El [7] override Last Date Worked
Last Date Worked: 05/04/2012

Home | Addio Favortes |

MNew Window | Help | Customize Page | B

Sign out

Q Lsutealth

]

Job Data Employment Data Eamings Distribution Benefits Program Participation
< i ] ’
Done G Local intranet | Protected Mode: Off v B10% v

Step

Action

Click the Add a new row at row 1 button.

+]

Click the Action list.

-]

Click the Return from Leave list item.
|Return from Leave

Click the Reason list.

[-]

Click the Return from LWORP list item.
|Return from LWOP |

10.

Click the Save button.
E| Save

11.

End of Procedure.

This completes Return from Leave of Absence.
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Record an Employee Promotion

Procedure

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

Step Action

1. This example begins on the Job Data page. Navigation to the Job Data page is:

Main Menu > Workforce Administration > Job Information > Job Data

PS9HRTRN:s0
PSOHEWEBDEV11 Res

Home | AddtoFavortes |  Signout
Favorites - Main Menu > Workforce Administration > Job Information > Job Data

Mew Window | Help | B

Job Data

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

Find an Existing Value

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

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

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

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

Search Clear |pasicSearch [6F Save Search Criteria

al i ] ’

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

Step Action

2. Enter the desired information into the Last Name field. Enter "cabrillo".

3. Click the Search button.
Search
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Q Lsutealth

Home | AddtoFavorites |  Sign out

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

MNew Window | Help | Customize Page | i

]

Work Location Jobinformation | JobLabor | Payroll | Salary Plan Compensation
Juan Cabrillo Empl ID: 0143237
Employee Empl Record: 0
Work Location Find  First B 4 o2 D st
*Effective Date: bsseotz & _GoToRow| [#]=]
Effective Sequence: 0 *Action: Transfer -
HR Status: Active Reason: Department ID Change d
Payroll Status: Active +Job Indicator: Primary Job -
Future (]
Position Humber: 00049726 A MANAGER~SERVICE AREA
Acad Rank: Use Position Data
Position Entry Date: osi0112012 [ 3
Position Management Record
*Regulatory Region: usA X United States
Company: 003 LSUHSC-Hospitals
*Business Unit: EKLMC @ Earl K. Long Medical Center
ELeoserso BUDGET AND FINANCE
Entry Date: [ositsr2012
*Location: [ExLuc @ Earl K. Long Medical Center
Establishment ID: @ Date Created:  05/0412012
Last Start Date: 0501/2012
Expected Job End Date:

| Job Data Employment Data Eamings Distribution Benefits Program Participation |

&l save | [StReturn to Search | 7] Notifty \ £ Refresh \ & Inciude History \ [%7 Correct History \ -
«| I ] ’
Done € Local intranet | Protected Mode: Off v 0% v

Click the Add a new row at row 1 button.

+]

Enter the desired information into the Effective Date field. Enter "06/01/2012".

Click the button to the right of the Action field.

-]

Click the Promotion list item.

F'rnmntinn

Click the button to the right of the Reason field.

-]

Click the Prom Up 1 list item.

10.

Enter the desired information into the Position Number field. Enter "00041335".

11.

Click the Refresh button.

o Refresh

12.

Click the Job Information tab.

13.

Check the Empl Class for appropriate designation. If the designation is incorrect,
click the drop-down arrow to the right of the Empl Class field and select it.
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Home | AddtoFavorites |  Sian out

Mew Window | Help | Customize Page | =

Work Location | Jobinformation | JobLabor | Payroll | SalayPlan | Compensation
Juan Cabrillo Empl ID: 0143237
Employee Empl Record: 0
Job Information First B 1 or3 I Last
Effective Date: 08/01/2012
Effective Sequence: 0 Action: Promotion
HR Status: Active Reason: PromUp 1
Payroll Status: Active Job Indicator: Primary Job
Future E
Job Code: 155 DIRECTOR OF BUDGET AND FINANCE
Entry Date: 08/01/2012
Supervisor Level:
Supervisor ID:
Reports To: 00004085
Regular/Temporary: Regular FulllPart: Full-Time
Empl Class: Permanent - *Officer Code: Mone -
Regular Shift: NiA Shift Rate:
Classified Ind: Unclassifd Shift Factor:
Standard Hours Il
Standard Hours: 40.00 Work Period: w Weekly
FTE: 1.000000
Adds to FTE Actual Count? Encumbrance Override
Contract Number
Contract Number: & Next Contract Number
Contract Type:
il =17y -
i i ] v
Done € Local intranet | Protected Mode: Off v H100% v

Step Action

14. Click the Payroll tab.

15.

new position.

In this example the Pay Group and Holiday Schedule do not change. However, you
will need to verify, and edit if needed, the Pay Group and Holiday Schedule for the
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites

Work Location | Job Informati

Juan Cabrillo

Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

Job Labor ayroll | Salary Plan

Empl ID:
Empl Record:

06/01/2012

0 Action:

Active Reason:
Active Job Indicator:

Main Menu > Workforce Administration > Job Information > Job Data

Compensation

 Lsuteaith

MNew Window | Help | Customize Page | i

0143237
o

Payroll Information Fnd  First B0 g ora O fast

Promation
PromUp 1
Primary Job

Future

Payroll System:

Payroll for North America

Pay Group:
Employee Type:
Tax Location Code:
GL Pay Type:
Combination Code:

Payroll for North America

EMT @, EKL Monthly
s % salaried
LA % Louisiana

Holiday Schedule:

FICA Status:

HCS @, HCSD

Medicare only -
Edit ChartFields

Job Data

Employment Data

Earnings Distribution

Benefits Program Participation ‘

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

Waork Location | Job Information | Job Labor | Payrll | Salary Plan | Compensation

| & Include History | [3# correct History |

Done

H100% v

<
B
Y

€ Local intranet | Protected Mode: Off

Step Action

16.

Click the Compensation tab.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB
Favorites . Main Menu > Workforce Administration > Job Information > Job Data

Mew Window | Help | Customize Page | =

Work Location | Joblinformation | JobLabor | Payroll | SalaryPlan | Compensation

Empl ID: 0143237
Employee Empl Record: 0

Compensation Fna  First Bl 1ora 0 Last

Effective Date: 06/01/2012

Effective Sequence: o Action:

Promotion
HR Status: Active Reason: PromUp 1
Payroll Status: Active Job Indicator: Primary Job
Future £
(Compensation Rate: 5,000.005] usD &, *Frequency: M2 yanty
~ Comparative Information
Change Amount: 0.0000005] usD Manthly
Change Percent: 0.000 Compa-Ratio:
Annual 60,000.000000 usp  Daily 230769231  USD
Monthly 5,000.000000 USD  Hourly 28846154 USD
Default Pay Components

Pay Components

customize | Find | B0 38 First B0 4 o0 B Last b
amounes TR N s

"Rate Code: seq (Comp Rate Currency Frequency Percent

1NAMNTH @ o | 5,000.0000005% [UsD @ [m @, +[=]
Calculate Compensation

Time and Labor Pay Rules

Begin Date: Time & Labor Status:

Inactivate/Do Not Enroll: [
| —— T
i ]

’
G Local intranet | Protected Mode: Off v B100% v

Step Action

17. Enter the desired information into the Comp Rate field. Enter "6000.00".

18. Click the Calculate Compensation button.
Calculate Compensation

19. Click the Save button.
Save

20. This complete Record an Employee Promotion.
End of Procedure.
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Record a Pay Rate Change

Procedure

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

Step Action

1. This example begins on the Job Data page. Navigation to the Job Data page is:

Main Menu > Workforce Administration > Job Information > Job Data

PS9HRTRN:s0
PSOHEWEBDEV11 Res

Home | AddtoFavortes |  Signout
Favorites - Main Menu > Workforce Administration > Job Information > Job Data

Mew Window | Help | B

Job Data

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

Find an Existing Value

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

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

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

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

Search Clear |pasicSearcn [&F Save Searc Criteria

al i ] ’

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

Step Action

2. Enter the desired information into the Last Name field. Enter "dallas".

3. Click the Search button.
Search

4, Click the appropriate employee link.
|0143236 1 Eve Dallas |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Q Lsutealth

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | =«

Work Location | JoblInformation | JobLabor | Payoll | SalaryPlan | Compensation
Eve Dallas Empl 1D: 0143236
Employee Empl Record: 1

Work Location Find  First Bl 4 o1 B Last

*Effective Date: psiorzo12 GoToRow | [+[=]

Effective Sequence: [0 *Action: Retum from Leave -

HR Status: Active Reason: Retum from LWOP -

Payroll Status: Active *Job Indicator: Secondary Job -

Ccurrent (]

Position Humber: 00049727 A PRACTICAL NURSE-LICENSED, 3

Acad Rank:

Position Entry Date: 05/04/2012 i
Position Management Record

Regulatory Region: usA United States

Company: 003 LSUHSC-Hospitals

Business Unit: EKLMC Earl K. Long Medical Center

Department: EL2047830 INFECTIOUS DISEASE CLINIC

Department Entry Date: 05/04/2012

Location: EKLMC Earl K. Long Medical Center

Establishment ID: ) DateCreated: 050712012

Last Start Date: 05/04/2012

Expected Job End Date:

Job Data Employment Data Eamings Distribution

Benefits Program Participation

2 save | [5"Return to Search | =] Previous in List | =lnotity | £ Refresn |51
«| .

| inchude tistory | [ Correct History |

] »

Done

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

Step Action

Click the Add a new row at row 1 button.

+]

Click the Choose a date button.
E

Click the desired date.

Click the Action list.

-]

Click the Pay Rate Change list item.
HF'ay Rate Change

10. Click the Reason list.

-]

11. Click the Sal Inc - Legislative list item.

|| Sal Inc - Legislative |

12. Click the Compensation tab.

13.
0.000000.

NOTE: Currently Eve's Compensation Rate is 19.66 and the Change Amount is
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Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Work Location | Joblinformation | JobLabor | Payroll | SalaryPlan | Compensation

Eve Dallas Empl ID: 0143236
Employee Empl Record: 1
Compensation fng st B g o2 D Last

Effective Date: 05/14/2012

Effective Sequence: o Action: PayRate Change
HR Status: hctive Reason: Sal Inc- Legislative
Payroll Status: hctive Job Indicator: Secondary Job
Future
Compensation Rate: 19.6651] usD &, “Frequency: HA Houny
 Comparative Information
Change Amount: 000000057  USD  Houry
Change Percent: 0.000 Compa-Ratio:  1.08
Annual 40892200000  USD  Daly 157.280000  USD
Monthly 3407733333 USD  Hourly 19660000 USD

Default Pay Components

Pay Components

customize [Find | B0 38 First B 4 g o B Last
amounes TR N S

"Rate Code: seq (comp Rate Currency Frequency Percent

1NaHRY @ [ o | 19.6600005  [USD @ M @, ] [=]
2[sH2 @ [ o | 050000057 [USD @ [H @, & =
3fsia @ [ o | 05000005 |USD @ M Q [+][=]
4 [wkn @ [ o | 1.0000005] [usD @ [ @, & =]

Calculate Compensation |

Ql m

Training Guide
Workforce Administration 9.1 - HCSD

Mew Window | Help | Customize Page | =

’

Done € Local intranet | Protected Mode: Off

v Bm100% -

Step Action

14. Click the Changes tab.

Changes

15. Enter the desired information into the Change Percent field. Enter "4".

16. Click the Calculate Compensation button.
Calculate Compensation

17. NOTE: Eve's Compensation Rate has changed from 19.66 to 20.45. The Change

Amount is now 0.786400 instead of 0.000000.

18. Click the Save button.
E Save

19. This completes Record a Pay Rate Change.
End of Procedure.
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Record an Employee Termination

Procedure

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

Step Action

1. This example begins on the Job Data page. Navigation to the Job Data page is:

Main Menu > Workforce Administration > Job Information > Job Data

PS9HRTRN:s0
PSOHEWEBDEV11 Res

Home | AddtoFavortes |  Signout
Favorites - Main Menu > Workforce Administration > Job Information > Job Data

Mew Window | Help | B

Job Data

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

Find an Existing Value

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

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

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

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

Search Clear |pasicSearcn [&F Save Searc Criteria

al i ] ’

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

Step Action

2. Enter the desired information into the Last Name field. Enter "dallas".

3. Click the Search button.
Search

4, Click the appropriate employee link.
|0143236 1 Eve Dallas |

Page 121



Training Guide
Workforce Administration 9.1 - HCSD

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Work Location | JoblInformation | JobLabor | Payoll | SalaryPlan | Compensation
Eve Dallas Empl 1D: 0143236
Employee Empl Record: 1

‘Work Location

Home | Addio Favortes |

New Window | Help | Customize Page | =

First K 4 or 1 B s

Q Lsuteaith

Sign out

FEind st
*Effective Date: bsioarzo12 GoToRow | [+[=]
Effective Sequence: [ *Action: Hire -
HR Status: Active Reason: Detail In Con Job Up 1 -
Payroll Status: Active *Job Indicator: Secondary Job -
Ccurrent (]
Position Humber: 00049727 A PRACTICAL NURSE-LICENSED, 3
Acad Rank:
Position Entry Date: 05/04/2012
Position Management Record
Regulatory Region: usA United States
Company: 003 LSUHSC-Hospitals
Business Unit: EKLMC Earl K. Long Medical Center
Department: EL2047830 INFECTIOUS DISEASE CLINIC
Department Entry Date: 05/04/2012
Location: EKLMC Earl K. Long Medical Center
Establishment ID: ) DateCreated:  05/0412012
Last Start Date: 05/04/2012
Expected Job End Date:

Job Data Employment Data Eamings Distribution Benefits Program Participation

Sl save | [*Retumn to Search | 1= Previous in List | =lnotity | £ Refresn |51
.

| inchude tistory | [ Correct History |

<

] »

Done

€ Local intranet | Protected Mode: Off

v ®mI00% ~

Step Action

Click the Add a new row at row 1 button.

+]

by clicking the Choose a date (calendar) button.

The Effective Date defaults to the current date. If the termination date is not the
current date, enter the correct termination date in the Effective Date field or select it

Click the button to the right of the Action field.

-]

Click the Termination list item.

Termination

Click the button to the right of the Reason field.

[-]

10. Click the Family Reasons list item.

[Family Reasons |

11. Click the Save button.

LEJJ Save

12. Click the OK button.

)4

13. This completes Record an Employee Termination.

End of Procedure.
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Record an Employee Rehire

Procedure

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

Step Action

1. This example begins on the Job Data page. Navigation to the Job Data page is:

Main Menu > Workforce Administration > Job Information > Job Data

PS9HRTRN:s0
PSOHEWEBDEV11 Res

Home | AddtoFavortes |  Signout
Favorites - Main Menu > Workforce Administration > Job Information > Job Data

Mew Window | Help | B

Job Data

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

Find an Existing Value

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

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

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

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

Search Clear |pasicSearcn [&F Save Searc Criteria

al i ] ’

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

Step Action

2. Enter the desired information into the Last Name field. Enter "dallas".

3. Click the Search button.
Search

4, Click the appropriate employee link.
0143236 1 Eve Dallas |
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Q Lsutealth

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

Home | Addio Favortes |

Mew Window | Help | Customize Page | B

Sign out

]

Work Location Jobinformation | JobLabor | Payroll | Salary Plan Compensation
Eve Dallas Empl ID: 0143236
Employee Empl Record: 1
Work Location Find  First B0 4 o0 I st
*Effective Date: psor012 & _GoToRow| [#]=]
Effective Sequence: 0 *Action: Termination -
HR Status: Inactive Reason: Family Reasons -
Payroll Status: Terminated +Job Indicator: Secondary Job -
Ccurrent (]
Position Humber: 00049727 A PRACTICAL NURSE-LICENSED, 3
Acad Rank: 3
Position Entry Date: 05/04/2012
Position Management Record
Regulatory Region: usA United States
Company: 003 LSUHSC-Hospitals
Business Unit: EKLMC Earl K. Long Medical Center
Department: EL2047830 INFECTIOUS DISEASE CLINIC
Department Entry Date: 05/04/2012
Location: EKLMC Earl K. Long Medical Center
Establishment ID: B Date Created:  05/07/2012
Last Start Date: 0510412012 Termination Date: 05/06/2012
Expected Job End Date: M
[“l override Last Date Worked
Last Date Worked: 05/08/2012

Job Data Employment Data Eamings Distribution Benefits Program Participation
<[ i ] ’
Done G Local intranet | Protected Mode: Off v B10% v

Step

Action

Click the Add a new row at row 1 button.

+]

Click the Choose a date button.
E!

Click the desired date.

Click the button to the right of the Action field.

-]

Click the Rehire list item.

10.

Click the button to the right of the Reason field.

-]

11.

Click the Non-Comp Re-emp Prob/Prior St list item.
||Nnn-Cnmp Re-emp ProbiPriar St |

12.

Click the Save button.
@ Save

13.

Click the OK button.
Ok
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Step Action

14. This completes Record an Employee Rehire.
End of Procedure.
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View Job Summary Information

Procedure

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

Step Action

1. Click the Main Menu button.

PS9HRTRNG: s
PSOHEWEBDEV11  RcE
Favorites © Main Menu

Search Menu: Help
I ®

/04 to Favorites

Personalize

3 Seff Service

3 Mmanager Seff Service

3 Workforce Administration
3 Benefits

& compensation

3 Time and Labor

3 Payrol for North America
3 Payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitoring

3 set Up HRMS

3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

[E] My Personalizations

v e v v r T vy vr v v vy v A

€ Local intranet | Protected Mode: Off G v ®10% ~

Step Action

2. Point to the Workforce Administration menu.

3. Point to the Job Information menu.

4, Point to the Review Job Information menu.
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Q Lsutealth

PS9HRTRNG: s il
PSIHEWEBDEVI1  Rce Home | Addto Favorites | Sian out
Favorites | Main Menu
Personalize Search Menu: ® Help
3 self Service 4
3 Manager Seff Servica L4
3 Workforce Administration o (— R
£3 Benefits ersonal Information
3 Job Information
g iﬂfz;at:’;ﬂr 3 Global Assignments 3 Contract Administration :
3 payroll for North America £ Labor Adminitration £ Termooray Assgnments
3 Absence and Vacation | 3 Employment Categorization TTA 3
&3 Payrol Interface £3 Tenure FPS £3 Review Job Information -
3 Workforce Development |~ oy e processes 3 Reports [E] workforce Job Summary
3 Organizational Developme 3 Template-Based Hire [ Job Data (5] Job Summary JPN
{3 Enterprise Leaming £3 Workforce Reports (5] Add Employment Instanc [E] Muttiple Jobs Summary
3 Workforce Monitoring [5] Other Payee
3 set Up HRMS 4 [5] Add Additional Assignment
{3 Reporting Tools » [E Move Assignmnt to another Tnst
3 PeopleTooals 3 [E] pemote an Instance
{3 LSUHSC Processes 3 [E] Additional Appaintment PN
[5] My Personalzations (5 current Job
[5] Pay Rate Change
[5] Cost Rate JPN
[5] Ccalculate Compensation
[£] Business Expenses
[E] company Property
[£] Maintain Employee Credt Card
[5] mandates FRA
[5] Employee Data Tracking MIL
[£] Reguest Job Change
[£] Review My Job Change Request
[5] Review All Job Change Request
[£] Review Errors and Wamnings
[E] Addttional Information BRA
[=] Employes AFI Data ESP
ps://p: 2 Isuhse.edu/psp; OVEE/H L1B_PTPP_SC.HOMEP. €& Local intranet | Protected Mode: Off v WI0% v

Step

Action

Click the Workforce Job Summary link.
=] Workforce Job Summary

Enter the desired information into the Last

Name field. Enter "dallas".

Click the Search button.

Search

Click the appropriate employee link.
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PSOHRTRN:s
PSSHEWEBDEV11  RcB
Favgrites | Main Menu > Workforce Administration > Job Information > Review Job Information » Workforce Job Summary
Mew Window | Help | Customize Page | B
Workforce Job Summary
Eve Dallas ENP EmplID: 0143236
Job Information customize | Find | ) 8 First B 4.3 073 B Lot
General T Jobinformation | WorkLocation | Salary Plan T compensation
lorg Empt Effective -
Relation Recard Date Seq /Action |Action Reason Key Person |Go To Job
ENP 10514/2012 0 Rehire 01112 Job Data
EMP 105072012 0 Terminatn Family Rsn Job Data
ENP 105042012 0 Hire DetGUp 1 Job Data
(& Return to Searchl 1] Previous in List | JE Next in Lis | [=] Notify |
Done € Local intranet | Protected Mode: Off v 0% v

Step Action

9. Click the Job Data link.

NOTE: This will open a new window.
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/€ Job Data - Internet Expl 3
.8 ] htps://psSherch.lsuhsc.edu/psp/hrtm_1/EMPLOYEE/HRMS/c/ADMINISTER WORKFORCE_(GBL) + G |4 | X [[I[=) 8ing P~
S Favorites | 7 @ Suggested Sites ~ ] Web Slice Gallery =
| @ 1obDate i~ ~ (9 dm v Pagew Safety~ Tookv @~
PS9HRTRNG:s0
PSQHEWEBDEVI1  RcB | Addto Favorites |
Favgrites  Main Menu q.| Job Information > Job Data
New Window | Help | Customize Page | ] =
v ocation | Jobinformation | Joblabor | Payroll | salayPlan | Compensation
Eve Dallas Empl ID: 0143236
Employee Empl Record: 1
Work Location fing st B 4 or2 D Last
“Effective Date: 051412012 [ GoToRow | [+][=]
Effective Sequence: 0 “Action: Rehire - L
HR Status: Active e Non-Comp Re-emp Prab/Prior St - 1
Payroll Status: Active “Job Indicator: Secondary Job -
Future [}
Position Number: 00049727 ) PRACTICAL NURSE-LICENSED, 3
Acad Rank: Override Position Data
Position Entry Date: 0514/2012
[ | Position Management Record
Regulatory Region: USA United States
Company: 003 LSUHSC-Hospitals
Business Unit: EKLMC Earl K. Long Medical Center
Department: EL2047830 INFECTICUS DISEASE CLINIC
Department Entry Date: 05/14/2012
Location: EKLMC Earl K. Long Medical Center
0. @ NataCrastass _ nEm7mnan -
<[ m | 3
Done € Local intranet | Protected Mo -

Step Action

10. Click the Close button.

=

X
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PS9HRTRN:s
PSSHEWEBDEV11  RcB
Favorites  Main Menu > \Workforce Administration > Job Information > Review Job Information > Workforce Job Summary
MNew Window | Help | Customize Page | B
Workforce Job Summary
Eve Dallas EMP EmplID: 0143236
Job Information Fing | B0 B First B 13 03 B Lot
" General T jobinformation T Work Location | Salary Pian | Compensation
lorg Emp! Effective -
B e Seq  |Action |Action Reason | Key Person  [Go To Job
EMP 105142012 0 Rehire 01112 Job Data
EMP 105072012 0 Terminatn Family Rsn Job Data
EMP 105042012 0 Hire DetCUp 1 Job Data
(& Return to Searchl 1] Previous in List | JE Net in Lis | [=] Notify |
5] € Local intranet | Protected Mode: Off v B0% v

Step

Action

11.

Click the Job Information link.
" Job Information |

12.

Click the Work Location link.
| Work Location

l

13.

Click the Salary Plan link.
" Salary Plan

!

14.

Click the Compensation link.
| Compensation

l

15.

Click the Components link.
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favosites | Main Menu > Warkforce Adh > Job

> Review Job » Workforce Job Summary

Mew Window | Help | Customize Page | i

Salary Components

Eve Dallas Empl ID: 0143236 Empl Record: 1

Compensation Rate: 19.66000053] usb

Compensation Frequency: H
Pay Components
Amounts {Controle | Changes ) [ Conversion

Haurly

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

MAHRLY 0 19.665] usD Hourly
SH2 00505 usD Hourly
SH3 0 05057 usD Hourly
WKN 0 1.005] UsD Hourly

0K Cancel

Done

E € Local intranet | Protected Mode: Off v B00% v

Step Action

16. Click the OK button.
OK
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favgrites | Main Menu > Workforce Administration > Job Information > Review Job Information » Workforce Job Summary
MNew Window | Help | Customize Page | B
Workforce Job Summary
Eve Dallas EMP EmpliD: 0143236
Job Information customize | Find | 0] B First Bl 4 op B Lost
General | iob information || Work Location | SaleryPian | Compensation
lorg Empl Effective [annual Monthly  |Daily Hourly [Change
Relation Record  |Date =2 Rate Rate Rate Rate [Currencey  Jperoent  |ComPanents
ENP 105142012 0 40892800 3407733 157.280 19.660000 USD Components
EMP 105072012 0 40892800 3407733 157.280 19.660000 USD Components
ENP 1050412012 0 40892800 3407733 157.280 19.660000 USD Components
(& Return to Searchl 1] Previous in List lext in Lis | [=] Notify |
Done B € Local intranet | Protected Mode: Off v 0% v

Step Action

17. Click the Show all columns button.

18. Click the Show tabs button.

19. This completes View Job Summary Information.
End of Procedure.

Page 133



