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Manage Positions

Create a Position

Procedure

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

PS9HRTRNes

PSOHEWEBDEV11 Rce
Favorites  Main Menu
Personalize Content | Layout Help
Done €4 Local intranet | Protected Mode: Off fa v H100% v

Step Action

1. Click the Main Menu link

2. Click the Organizational Development menu.
| Organizational Development r |

3. Click the Position Management menu.
|P|:|5'rti|:|n Management P|

4, Click the Maintain Positions/Budgets menu.
| Maintain Positions/Budgets b |

5. Click the Add/Update Position Info menu.
| Add/Update Position Info |
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PS9HRTRNes
PSSHEWEBDEV11 RCB
Favovrkes MainvMenu > Organntiona\'Deve\opment > Position Mgnagement > Maintain Posrgons}audgets » Add/Update Position Info

New Window | Help | B

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 o 300y 300 |

Position Number: begins with ~ |

Description: begins with + |

Position Status: = - -

Business Unit: begins with + ‘

Department: begins with = ‘
Job Code: begins with ~ |

Reports To Position Number: begins with - ‘

[Tinclude History ["] Correct History []Case Sensitive

L L

Search | Clear |Bas|:Search [ save Search Criteria

Find an Existing Value \ Add a New Value

< i ] +

Dene €5 Local intranet | Protected Mode: Off v H10% -

Step Action

6. Click the Add a New Value tab.

7. Click the Add button.
Add
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PS9HRTRNes

PS9HEWEBDEV11 RcB Home | AddtoFavortes |  Signout

Favovrtes MainvMenu b3 Organuationa\'Deve\upment > Posn:mnMgnagamant > Maintain Pusrgans}ﬁudgets » Add/Update Position Info

Description Specific Information Budget and Incumbents Position Aftribute

New Window | Help | Customize Page | B+

Position Information Eind | View Al First [ 10f1 o Last
Position Number: 00000000 =]
Headcount Status: Current Head Count: 0 outof 0

*Effective Date: |05/16/2012 Status: Active - M

Reason: NEW . e Fosition Action Date: 05/16/2012

“Position Status: Approved Status Date: 05162012 [ [CIKey Position

Job Information

*Business Unit: |HCSDAL HCSD Administration

i

*Job Code: @

“Reg/Temp: hd *FullPart Time:  Full-Time =

Regular Shift:  N/A - Union Code: | @

“Title: [ Short Title: Detailed Position Description

Work Location

"RegRegion:  |USA L United States

*Department: ,—OA “Company: ,_O‘
*Location: ,—OA
ReportsTa: | @ Dot Line: S
Supervisor Lvl: ,—O, Security Clearance: I_OA

Salary Plan Information

Salary Admin Plan: @, Grade: 2 stepr | @

| einmgoc e, A0 sarork Dosics el
& 7= 1
© @

= .

Step Action

8. Click the Look up Business Unit button.

9. Click the LSUNO link.

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

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

the position. If the correct option does not default, click the drop-down button the
right of the field and select the appropriate option.

12. NOTE: Check the Full/Part Time field to make sure the correct option is selected
for the position. If the correct option does not default, click the drop-down button
the right of the field and select the appropriate option.

13. Click the Look up Department button.
14. Click the button to the right of the Department field.
15. Click the contains list item.
16. Enter the desired information into the Department field. Enter "NO1673".
17. Click the Look Up button.
Loak Up
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Step Action

18. Click the Information Technology-Adminis link.
|Information Technology-Adminis |

19. Click the Look up Location button.

20. Click the COMPUTER SERVICES link.
[COMPUTER SERVICES]

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

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

]

PS9HRTRNs
PSSHEWEBDEV11 RcB
Favorites - Main Menu > Urganuatluna\'Deve\uumant > Position Ménagamant > Maintain Pusrguns/Eudgets > Add/Update Position Info
“Job Code: 404 @ TANALYST2
*Reg/Temp: Regular - *FullPart Time:  Full-Time ~
*Regular Shift:  NiA - Union Code: @
“Title: [T AnALYST 2 shortTite:  [NFORMATIO  boiiod position Description

Work Location

*Reg Region: USA @ United States

*Department: MO1673000 @ Information Technology-  Company: 001 LSUHSC-New Orleans |
Adminis
*Location: ,WO COMPUTER SERVICES
ReportsTo: | @ Dot Line: [ &

Supervisor Lvl: | Security Clearance: @
Administrative
RN CTENT computer Employee
Executive

Salary Admin Plan: |Exempt b Step: ’70‘
Highly Compensated Employees
Standard Hours: Management @ Weekly
Mo FLSA Required i sat Sun =

None ’m ’7 ,7

Nonexempt Alt Overtime

—E=ysp Cutside Salesperson
Professional
FLSA Status: Nonexempt Bargaining Unit: 8888 O
Updated on: Updated By:

[5] save | =] Hotify [ Add ﬂumatevnsplay| = Include History | [ correct History

Description | Specific Information | Budget and Incumbents | Position Aftribute

‘ il ] v

€5 Local intranet | Protected Mode: Off v H10% -

Step Action

22. Click the Nonexempt list item.

23. Click the Specific Information tab.

24. NOTE: The Classified Indicator field defaults as "*Classified"". This option will
need to be changed if the position is Unclassified.
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PS9HRTRNas0
PSOHEWEBDEV11 Rca

Favovrkes MainvMenu b3 Organntiona\'Deve\opment > Position Mgnagement > Maintain Posrgons}audgets » Add/Update Position Info

Description

Specific Information

New Window | Help | Customize Pace | E=l

Budget and Incumbents Position Aftribute

,
Position Number: tow

Headcount Status: Current Head Count: 0 outof 0
Specific Information Find | View Al First B 4 of 1 B st
Effective Date:  05/16/2012 Status: Active
Max Head Count: fi
. ‘ [“]update Incumbents
MNP Include Salary PlaniGrade
Work Phone: Budgeted Position
Health Certificate: - ["I confidential Position
[T/ Job Sharing Permitted
Signature Authority: [ Available for Telework
+ Education and Government
Position Pool ID: @
*Pre-Encumbrance Indicator: Immediate ~ Calc Group (Flex Service): Q
*Encumber Salary Option: Salary Step ~  Academic Rank: @,
*Classified Indicator: Classified ~ FTE: [ 0.000000 [7] Adds to FTE Actual Count

Save | [=] Notify

Di 1| Specific

Ek Add Eumalwhu\ayl &1 include History | [ correct History

1 | Budget and Incumbents | Position Attribute

<

n

Dene €4 Local intranet | Protected Mode: Off

-

®100% -

Step Action

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

26. Click the Adds to FTE Actual Count option.
| ] Adds to FTE Actual Coun

27. Click the Position Attribute tab.
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PS9HRTRNes

PSSHEWEBDEV11 RCB

Favovrkes MainvMenu b3 Organntiona\'Deve\opment > Position Mgnagement > Maintain Posrgons}audgets » Add/Update Position Info

Descripion | Spedific Information | Budgetand Incumbents | Position Attribute

Bu " LSUNO

SAP Position No:

Position Number: ggg0p0gp  Department  win4573000

Job Code: 404 IT ANALYST 2

Find | View All
["] master Job Description HE

Special Entrance Rate Type

[ITraining Series Indicator

Effective Date: 05/16/2012

Special Entrance Rate:

@ N | ) Flexible ) Flex.Max Hire Rats
Approved Premium Above the Max: ~ Normal A B x.Max Hire Rate

Approved Shift Rates Eind First K 4 or 4 I Last

Rate Code: & Shift Rate: Rate Freq.: HE

First B0 1 or4 Bl Last

Approved Premium Pay Rate Find | View Al

“Rate Code: @ Pay Rate: Rate Freq.: (E¥]E]
Total for Approved Premiums:
Approved Base Supplemental Pay: Patient Care A [C] Temporary Funding

Fist B 4 or 4 B 1ast

Save | [=] Notify

[Eh Add ,Z|upda|amusmay| 1 Include History | [ Correct History

Q Lsuteslih

New Window | Help | Customize Pace | B2l

Description | Specific Information | Budget and Incumbents | Position Attribute

ol il

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

Step

Action

28.

Click the Training Series Indicator option.
| I Training Series Indicator]

29.

Click the Save button.
[5] save

30.

00049728 after a successful save.

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

31.

This completes Create a Position.
End of Procedure.
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Update Position Data

Procedure

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

PS9HRTRNss0
PSOHEWEBDEV11  Rca Home | AddtoFavortes | Sianout
Fa\’ﬂvntes MavaEnU

Personalize 6rch Menu: ® Help

3 Seff Service

3 Manager Self Service

3 workforce Administration
3 Benefits

3 Compensation

3 Time and Labor

3 Payroll for North America
3 Ppayroll Interface

3 Workforce Development
3 Organizational Development
3 Enterprise Learning

3 workforce Monitoring
3 Set Up HRMS

(3 Reporting Tools

3 PeopleTools

3 LSUHSC Processes

D My Personalizations

v r T T Yy Yy Yy Yy vy vyvovov v A

Done € Local intranet | Protected Mode: Off i v H10% <

Step Action

1. Click the Main Menu button.
2. Click the Organizational Development menu.
| Organizational Development r |

3. Click the Position Management menu.
| Position Management k |

4, Click the Maintain Positions/Budgets menu.
| Maintain Positions/Budgets » |

5. Click the Add/Update Position Info menu.
| Add/Update Position Info |
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PS9HRTRNes

PSSHEWEBDEV11 RCB
Favovrkes MainvMenu > Organntiona\'Deve\opment > Position Mgnagement > Maintain Posrgons}audgets » Add/Update Position Info

New Window | Help | B

Add/Update Position Info

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value Add a New Value

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

Position Number: peginswitn ~ 00049723
Description: begins with ~ ’7

Position Status: = - -
Business Unit: begins with + ’70\
Department: begins with = ’70;

Job Code: begins with - ’70\

Reports To Position Number: begins with -

[Tinclude History ["] Correct History []Case Sensitive

Search | Clear |Bas|:Search [ save Search Criteria

Find an Existing Value \ Add a New Value

<[ i ] +

s

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

Step Action

6. Enter the Position Number to update and click the Search button.
Search
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| AddioFavorites | Signout

Hew Window | Help | Customize Page | [E  »

Description Specific Information Budget and Incumbents Position Aftribute

Position Information Find | View Al First Bl 1 or 1 B Last
Position Number: 00049723 ==
Headcount Status: Open Current Head Count: 0 outof 1

“Effective Date: |P4/12/2012 “Status: Active -

Reason: NEW S, ey Position Action Date: 0411272012

*Position Status: APProved Status Date: 0411212012 [ [T Key Position

Job Information

*Business Unit: |LSUNO“L [ SUMC New Orleans

*Job Code: 404 @ TANALYST2

*Reg/Temp: Regular - *FullPart Time:  Ful-Time =

*Regular Shift:  N/A - Union Code: @

*Title: |\TANAL\’ST2 Short Title: INFORMATIO Detailed Position Description

Main Content

n

*RegRegion:  |USA @, United States
*Department: MNO1673000 @, Information Technology- Company: 001 LSUHSC-New Orleans N
Adminis
~Location: 434150000 (@ COMPUTER SERVICES
Reports To: @ Dot-Line: @

Supervisor Lvl: O,

Security Clearance: OJ

Salary Plan Information

Salary Admin Plan: [UNC 2. Grade: D stepr | @
,,,,,,,,,,,,,,,, T aed e B A .. .. b4

I ] 0

€& Local intranet | Protected Mode: Off i v H10% <

Action

Click the Add a new row at row 1 button.

Click the Look up Reason button.

Click the REA link.
EEA

10.

NOTE: Check the Reg/Temp field to make sure the correct option is selected for
the position. If the correct option does not default, click the drop-down button the
right of the field and select the appropriate option.

11.

NOTE: Check the Full/Part Time field to make sure the correct option is selected
for the position. If the correct option does not default, click the drop-down button
the right of the field and select the appropriate option.

12.

Click the Look up Department button.

13.

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

14.

Click the Look Up button.
Look Up

15.

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

16. NOTE: Check the Location field to make sure no change is required. If the
correct option does not default, click the drop-down button the right of the field
and select the appropriate option.

17. NOTE: Check the FLSA Status field to make sure no change is required. If the
correct option does not default, click the drop-down button the right of the field
and select the appropriate option.

18. Click the Save button.
[5] save
19. This completes Update Position Data.

End of Procedure.
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Employment Actions

Add a Person - Classified

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

NOTE: Before you add a person, search for the person first to see if the person exists in the
system. If the person is not in the system proceed to add a person.

PS9HRTRN:s
PSYHEWEBDEV12 RCB
Favorites  Main Menu

Personalize Content | Layout Help

Done €4 Local intranet | Protected Mode: Off fa v H100% v

Step Action

1. NOTE: Before adding a person to the system, you must first check to make sure
the person does not already exist in the system.

Click the Main Menu button.

2. Click the Workforce Administration menu.
| Waorkforce Administration C ]
3. Click the Personal Information menu.
|Per5|:|nal Information k |
4, Click the Modify a Person menu.

| Modify a Person |
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Step Action

5. Enter the desired information into the Doe field. Enter "Last Name".
6. Click the Search button.
Search
7. NOTE: If there is a data match on the search criteria, check the Date of Birth
and National 1D fields to make sure you are not inputting a duplicate person into
the system.

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

If the person already exists in the system, continue to use the Modify action to
update the employee's data. You can reference the Record an Employee Data
Change topic for instructions on modifying a person’s data.

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

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

&dd a Person
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PS9HRTRN:s

PSSHEWEBDEV12 RCB

Home | AddtoFavorites | Signout
Favorites  Main Menu > Workforce Administration >  Personal Information >  Add a Person

New Window | Help | Customize Page | B

Add a Person

Person ID: NEW

Add Person

Search for Malching Persons

Downloading picture https://psShercb2.lsuhsc.edu/cs/hrtm/cache/PTPOPUP_SHADOW €i Local intranet | Protected Mode: Off v B10% v
Step Action
9. Click the Add Person button.
Add Person

10. The Effective Date defaults to the current date. Depending on when you are entering
the employee's information into the system, you may need to change the Effective
Date.
NOTE: The Effective Date is be the employee’s hire date.
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PS9HRTRN:s

PSSHEWEBDEV12 RCB

“Effective Date:

*Format Type:
Display Name:

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

Biographical Details Contact Information Regional Organizational Relationships

PersonID:  NEW
psizaiz012 HE=
English -

Add Name

Date of Birth:
Birth Country:
Birth State:
Birth Location:

Biographical History

*Highest Education Level:
“Marital Status:
Language Code:
Alternate ID:

Biographic Information

E 0 Years 0 Months
USA & United States
@,

[ [“]waive Data Protection

As of: )

fepeaniz ==

—

[C/Full-Time Student

<

Save | [<] Notify | £ Refresh

[E4 Add EupdalalDEp\ayl & Include History | % correct History |

New Window | Help | Customize Page | EE

Q Lsutealth

e

m

Done

€4 Local intranet | Protected Mode: Off

H100% -

Step Action

11. Click the Add Name button.

Add Mame
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PS9HRTRN: s
PSSHEWEBDEV12 RcB Home | AddioFavorites | Signout

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

New Window | Help | Customize Page | B

Edit Name
Prefix: _ -
First Name: |
Middle Name: [
Last Name: |
Suffix: hd
Display Name:
Formal Name:
Name:
Refresh Name

ok | cancel |[Refrssh

Done €& Local intranet | Protected Mode: Off i v ®10% v

Step Action

12. Click the button to the right of the Prefix field.
13. Click the Ms list item.
14. Enter the desired information into the First Name field. Enter "Mary Jane".
15. Enter the desired information into the Last Name field. Enter "Doe".
16. Click the Refresh Name button.

Refresh Mame
17. Click the OK button.

Ok
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PS9HRTRN:s

PSSHEWEBDEV12 RCB

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

Biographical Details | ContactInformation Organizational Relationships

Mary Jane Doe Person ID: NEW

Eind [ view Al First K 4 o1 B st

*Effective Date: 0512412012 FHE=
*Format Type: English M
Display Name: Wary Jane Doe
Date of Birth: B g Years 0 Months
Birth Country: usA A United States
Birth State: @
Birth Location: [ [“]waive Data Protection
Biographical History Find | View Al First K 4 of 4 B Last
“Effective Date: [osa012 H HE
=Gender: Unknown -
"H Level: A-NotIndicated -
“Narital Status: Unknown ~ Asof )
Language Code: M
Alternate ID:

[C/Full-Time Student

=
customize | Find | View At |20 ) B8 First Bl 1 or 1 B Last

*National ID Type National ID Primary ID rr
USA @ Social Security Number - [+] [=]

[5] save | [Z] Motify | ¢ Refresh [E4 Add }jumalamnsp\ayl = Include History | [ correct History |

Q Lsuteslih

New Window | Help | Customize Pace | B+

(i

ol il

€& Local intranet | Protected Mode: Off 3 v H100% -

Step

Action

18.

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

19.

Click the Look up Birth State button.

20.

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

21.

Click the Look Up button.
Loak Up

22.

Click the Texas link.

23.

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

24.

Click the button to the right of the Gender field.

[-]

25.

Click the Female list item.
[Female |

26.

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

217.

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

28.

-]

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

29. Click the Married list item.
[Married |

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

31. Click the English list item.
[English |

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

33. NOTE: If the National ID field is left blank during hire, when a change is made
to another field on the panel in Correction mode and then Saved, the text
"Applied For™ displays in the National 1D field. However, the National ID field is
still Null in the table (not populated with ""Applied For").

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

35. Click the Contact Information tab.

Contact Information |

PS9HRTRN: s
PSSHEWEBDEV12 RcB Home | AddicFavorites | Signout

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

New Window | Help | Customize Page | B

Biographical Details ‘Contact Information Regional Organizational Relationships

WMary Jane Doe Person ID: NEW

customize | Find | View Al B 88 First Bl 4 o2 B Last

/As Of Date Status Address

Add Address Detail

Phone Information Customize | Find | View All| E\ L] First Bl 1 or 1 B st

[*Phone Type Telephone Extension Preferred

Email Addresses customize | Find | View Al B 8 First B 4 or g B ast

[*Email Type Preferred

[5] save | [=] Hotify | £ Refresh [Ek Add _}jumata’nsplayl L nclude: Hstnryl [ % correct History
Biographical Details | Contact ion | Reqgional | Organizational Relationships
[ J r
Done €& Local intranet | Protected Mode: Off i v H10% <
Step Action
36. Click the Add Address Detail link.

|§dd Address Detail|
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PS9HRTRN:s

PSSHEWEBDEV12 RCB

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

New Window | Help | Customize Page | B

Address History

Address Type: Home
Address History

First B 4 o 4 B Last

“Effective Date:  [P5/24/2012 Address:

B3]
Country: UsA @
“status: A o

Add Address

ok | cancel |[Refresh

javascript:submitAction_win0{document.wind, 'SICField1 SnewS0350; & Local intranet | Protected Mode: Off

Step Action

37. Click the Add Address link.
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PS9HRTRN: s ‘ . —
Fa\'P;::sz:::;:ﬁ >Rc\l:\’orkfurce Avdmmistmtmn > Personalnjformation » Add a Person = e =
New Window | Help | Customize Pace | E=l
Edit Address
Address: 1 Hunneu =
Address 2: ‘
Address 3: ‘
City: ‘ State: ‘ O‘
Postal: [m
Parish: ‘ O‘
OK Cancel
Don €4 Local intranet | Protected Mode: Off fa v H100% v
Step Action
38. Enter the desired information into the Address 1 field. Enter "2233 Main Street".
NOTE: The Address 1 field has a limited number of characters. Use the Address 2
field for apartment numbers, P. O. Box information, etc.
39. Enter the desired information into the City field. Enter "New Orleans".
40. Enter the desired information into the State field. Enter "LA".
41, Enter the desired information into the Postal field. Enter "70112".
42. Click the Look up Parish button.
43. You may enter the first character of the Parish in the Description field or click
the Look Up button.
Enter the desired information into the Description field. Enter "O".
44, Click the Look Up button.
Loak Up
45, Click the Orleans link.
46, Click the OK button.
OK
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PS9HRTRN:s

PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Address History

Address Type: Home

Address History e ot K 1ora I Lo
*Effective Date: 05/24/2012 5 Address: 2233 Main Street [#][=]
Country: usa @ g:‘:a[n):ﬂni LATD112

»Status: A @

Add Address

New Window | Help | Customize Pace | B2l

Q Lsutealth

ok | cancel |[ Refresh

Done

€4 Local intranet | Protected Mode: Off

Ga v BI0% v

Step

Action

47.

Click the OK button.
OK
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Biographical Details

Mary Jane Doe

Current Addresses

(Address las Of Date Status  |Address
[Type

Home

PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites  Main Menu > Workforce Administration >  Personal Information >  Add a Person

Training Guide
HCM 9.1 LSUNO

New Window | Help | Customize Page | B

‘Contact Information Regional Organizational Relationships

Person ID: NEW
First B 4 of 4 B Last

Customize | Find | View A1l G0 | 3

2233 Main Street
New Orleans, LA70112
Orleans

05/24i12012 A EditView Address Detail

Phone Information

[*Phone Type

First B 4 or4 B 1ost

Preferred

=
Customize | Find | View A1 @] 8

Telephone Extension

First Kl 1 or 1 B st
Preferred

=
Customize | Find | View A1 @] 8

Save | [Z] Notify | O Refresh

Biographical Details | Contact

[ Add EUpdate!Dssplayl = Include History | [ correct History

1 | Regional | Organizational Relationships

n

Done

€& Local intranet | Protected Mode: Off

<

G v ®10% -

Step

Action

48.

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

49.

Click the Home list item.

50.

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

51.

Click the Preferred option.

52.

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

-]

53.

Click the Home list item.

54.

Enter the desired information into the Email Address field. Enter

"mjdoe@hotmail.com”.

55.

Click the Preferred option.

O]

56.

Click the Regional tab.
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PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Biographical Details | Contactinformation | Regional | Oraanizational Relationships

Q Lsutealth

New Window | Help | Customize Pace | =l

Mary Jane Doe Person ID:

NEW

Ethnic Group Find | View Al

First Kl 1 of 1 Bl Last
FE

Eligible to Work in U.S.

Regulatory Region: USA A United States
Ethnic Group: A
Primary
Find | View Al
Effective Date: B wittary Status: -
Date Entitled to Medicare: & Military Discharge Date: Edit Discharge Date
Citizenship (Proof 1): Q Citizenship (Proof 2): Q

First B 1 or1 B 1ast
FE

smoker History Customize | Find | View 41| @] 8

[*Smoker

First K 4 of 4 B Lost

|5 save | =] Notify | i Refresh [Ek Add EUpdale!Disp\ayl ﬁ Include

History | [ correct History |

Biographical Details | Contact Information | Regional | Qrganizational Relationships

< [}

Done

€4 Local intranet | Protected Mode: Off

<

HA00% v

Step Action

57. Click the Look up Ethnic Group button.

58. Click the HISPA link.

EEZY

59. Click the Primary option.

1

60.

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

61. Click the No Military Service list item.

[Mo Military Service |

62. Click the Organizational Relationships tab.

Qrganizational Relationships ]
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PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Home | AddtoFavortes |  Signout

New Window | Help | Customize Pace | B2l

Regional ‘Organizational Relationships

Mary Jane Doe D: NEW
‘Choose Org Relationship to Add
] Employee
[] contingent Worker
[Tl person of Interest
Select Checklist Code: - @
Add Relationship
[5] save | [=] Notify | % Refresh [EkAdd | FUpdate/Display ‘ & Include History ‘ % Correct History

Biographical Details | Contact Information | Regional | Organizational Relationships

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

Step Action

63. Click the Employee option.

64. Click the Add Relationship button.
NOTE: Once you click the Add the Relationship button, the system will
automatically assign the employee an 1D number.

Add Relationship

65. 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 ID number is the only means of locating the
employee in the system until the Job Data and Benefits Program Participation
sections are completed.

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

PS9HRTRN:s
PSYHEWEBDEV12 RCB Home | AddtoFavortes | Signout
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person
Mew Window | Help | Customize 1‘33\!9{1“ E
Work Location Job Information Job Labor Payroll Salary Plan Compensation [ J
Mary Jane Doe Empl ID: R
Employee Empl Record: 0
Wark Location Fing  First BN g or o B Lot
“Effective Date: bsizar2012 GoToRow | [+][=]
Effective Sequence: 0 *Action: Hire v
HR Status: Active Reason: M
Payroll Status: Active *Job Indicator: Frimary Job -
Calculate Status and Dates
Current D
posion b e ]
Acad Rank: Sizrla Flosiige B E
Position Entry Date:
Position Management Record
*Requlatory Region: usA Y United States
*Company: @
*Business Unit: HCSDA 2 HCSD Administration
*Department: O‘
Department Entry Date:
*Location: *Q
Establishment ID: @ Date Created: 05124i2012
Last Start Date: 0512412012
Expected Job End Date: N
JobData Employment Data Earnings Distribution Benefits Program Pariicipation
< § g g [0 r
Dene €5 Local intranet | Protected Mode: Off v H100% -

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

68. Click the Classified Appt list item.
[Classified Appt |

69.

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

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

70.

NOTE: Itis important to verify that each field is accurately populated from
manage position.

71.

Click the Job Information tab.

72.

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

]

73.

Click the Probation list item.
[Probation |
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Step Action
74. The Work Day Hours field defaults based on the employee's FTE.

NOTE: Itis important that you check to make sure the data that appears on the
Job Information page was populated from manage positions correctly. The Key
Fields to check are:

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

75. Click the Payroll tab.
76. Click the Look up Pay Group button.
77. Click the NBE link.
MBE
78. The Employee Type is automatically populated into the field according to the Pay

Group code selected.

If the Employee Type is incorrect, click the look-up icon and select an Employee
Type from the drop-down list.
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PS9HRTRNss
PSSHEWEBDEV11 RCB
Favorites

Work Location

Mary Jane Doe

Emnpiuyes
Payroll Information
Effective Date:
Effective Sequence:
HR Status:
Payroll Status:

Job Information

Job Labor

11/01/2008
0

Active
Active

Payroll

Main Menu > Workforce Administration > Job Information > Job Data

Salary Plan

Empl 1D:
Empl Record:

Action:
Reason:

Job Indicator:

Q Lsutealth

New Window | Help | Customize Page | B

Compensation

LS

First Kl 1 or 1 Bl Last

Go To Row

Find

Pay Rate Change
Sal Inc-Merit Inc/Pay Inc Uncl
Primary Job

Payroll System:

Payroll for North America

Payroll for North America

Current D

Pay Group: [NMF @ Fulltime FacultyStaff (New Or
Employee Type: s @, salaried Holiday Schedule: ~ NHS @, NOHOL SD
Tax Location Code: ’—Ov Louisiana
GL Pay Type: ’— FICA Status: Medicare only -
‘Combination Code: Edit ChariFields

| Job Data Employment Data Earnings Distribution Benefits Program Participation |

Savel [ErReturn to Eaarchl = Nntifyl * Refresh

& | L& Include History | [2# Correct History |

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

n

J
€& Local intranet | Protected Mode: Off e

Step

Action

79.

Click the Look up Tax Location Code button.

80.

Click the LA link.
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PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

New Window | Help | Customize Pace | =l

Work Location | Job Information | JobLabor | Payroll | SalaryPlan | Compensation
Mary Jane Doe Empl ID: PhE RS
Employee Empl Record: 0
Payroll Information Find First Bl 1 orq Bl ast
Effective Date: 052412012 M
Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Classified Appt
Payroll Status: Active Job Indicator: Primary Job
Current m
*Payroll System: Payroll for North America -

Payroll for North America

Pay Group: NBE 4 New Orleans Biweekly Exempt
Employee Type: H @ Hourly Holiday Schedule: NHS @, NOHOL SD
Tax Location Code: LA U Louisiana

GL Pay Type: FICA Status: Medicare only -
‘Combination Code: Edit ChanFields
| Job Data Emplovment Data Earnings Distribution Benefits Program Participation

ok | cancel | appyy 4 Refresh

Work Location | Job Information | Job Labar | Payroll | Salary Plan | Compensation

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

Step Action

81. Click the Look up Holiday Schedule button.
82. Click the NOC link.

MNOC

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

]

84. Click the Medicare Only list item.

85. Click the Compensation tab and then scroll to the bottom of the page.
Compensation ]
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PS9HRTRN:s

PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration
w Comparative Information

Job Information > Job Data

Change Amount: 0.000000%] usb Hourly
Change Percent: 0.000

Compa-Ratio:  1.00

Annual 37,440.000000 uspD  Daily 144000000  USD
Monthly 3,120,000000 USD  Hourly 18.000000 USD
DERUIESYE0mponeETtS
Pay Components

Amounts THiGantra ) [ Changes ] \Canversion

*Rate Code (Comp Rate

1[MAHRLY @ 0 | 12.000000 5  USD @ [H @
\letifz1 iz gl it i)

e and Labor Pay Rules
Begin Date: 0512412012

Time & Labor Status: Enrolled and Active
Pay from Sched: [

Inactivate/Do Not Enrolt: [7]

Meals: @ OverTime: @, 40 OVERTIME 1.0 5
Shift 2: @ WeeKEnd: =N E
Shift 3: @ CaliBack: @, CALLBACKCASH@ 1015

Holiday Wrkd: O\ Holiday Pay Worked

Job Data

Employment Data Earnings Distribution Benefits Program Participation

Savel [E+Return to Eaarchl = Nntifyl 7 Refresh

e/Display | & include History | [£7 correct History

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

n

€& Local intranet | Protected Mode: Off 3 v H100% -

Step Action
86. Click the Look up Meals button.
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PS9HRTRN:s

PSSHEWEBDEV12 RCB

Favorites

Main Menu > Workforce Administration >  Personal Information > Add 3 Person

Look Up

Look Up Meals

Business Unit: LSUND

Meal Code:  heginswith ~ |

Description: begins with v|

Look Up Clear | Cancel |Ela5icLDOkun

Search Results

Qi 30 MIN AFTER 5 HRS AMND 15 HRS

MOLUMNCH MO LUNGH DEDUCTIORN

Home |

€& Local intranet | Protected Mode: Off

Training Guide
HCM 9.1 LSUNO

Addto Favorites |  Signout

Chv ®10% v

Action

Click the 30MIN link.

30MIN |

Page 29



Training Guide
HCM 9.1 LSUNO

PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Payroll Status: Active Job Indicator: Primary Job
Current m
Compensation Rate: 18.0051 usD @, “Frequency: HE poury
~ Comparative Information
Change Amount: 0.000000] usp  Hourly
Change Percent: 0.000 ‘Compa-Ratio: 1.00

Annual 37440000000 uspD  Daily 144000000 USD
Monthly 3,120,000000 USD  Hourly 18.000000 USD

DefaullEzy o

Pay Components
" amounts T[lGantroi)) [ ehanges ) TCanversion

*Rate Code 'Comp Rate

Time and Labor Pay Rules
Begin Date: 05i2412012 Time & Labor Status: Enrolled and Active
Pay from Sched: [ Inactivate/Do Not Enroll: []

Meals: 20MIN O, 30 MIN AFTER SHRS AND 15 HRS ~ OverTime: @,
shift 2 @ WeeKEnd: @
Shift 3: @, CallBack: @,

Q Lsutealth

m

Holiday Wrkd: @
| JobData Employment Data Earnings Distribution Benefits Program Participation
< n ] b
Dene €5 Local intranet | Protected Mode: Off v H100% -

Step

Action

88.

Click the Look up OverTime button.
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PS9HRTRN:s

PSSHEWEBDEV12 RCB

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

Look Up

Look Up OverTime

Business Unit: LSUND

OverTime: hegins with ~ |

Description: begins with v|

Look Up Clear | Cancel |Ela5icLDOkun

Search Results
0 First [ 1-4eid [ Lact
[OverTime [Description
40 O1-R 40 OVERTIME 1.001.5
80 O1-R 20 OVERTIME 1.0/1.5
80 OT1 E0OVERTIME 1.0
80 OWC B0 OVERTIME FLATRATE

Home

€& Locsl intranet | Protected Mode: Off

Training Guide
HCM 9.1 LSUNO

Addto Favorites |  Signout

3 v ®10% v

Step

Action

89.

Click the 40_O1-R link.
40 01-R
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PS9HRTRN:s

PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Payroll Status: Active Job Indicator: Primary Job
Current m
Compensation Rate: 18.0051 usD @, “Frequency: HE poury
~ Comparative Information
Change Amount: 0.0000007] usp  Hourly
Change Percent: 0.000 ‘Compa-Ratio: 1.00

Annual 37440000000 uspD  Daily 144000000 USD
Monthly 3,120,000000 USD  Hourly 18.000000 USD

DefaullEzy o

Pay Components
" amounts T[lGantroi)) [ ehanges ) T Canversion

*Rate Code 'Comp Rate

Time and Labor Pay Rules

Begin Date: 051242012 Time & Labor Status: Enrolled and Active
Pay from Sched: [ Inactivate/Do Not Enroll: []
Meals: 30MIN %, 30 MINAFTER 5HRS AND 15 HRS ~ OverTime:40_0T-R (%, 40 OVERTIME 1.04.5
sz @ WeeKEnd:| @,
I CalBack: @,
Holiday Wrkd: (&
| Job Data Employment Data Earnings Distribution Benefits Program Participation

Q Lsutealth

m

< [}

€4 Local intranet | Protected Mode: Off

B v ®100% -

Step

Action

90.

Click the Look up CallBack button.
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PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites  Main Menu > Workforce Administration >  Personal Information >  Add a Person

Look Up

Look Up CallBack

Business Unit: LSUND
CallBack: hegins with ~ |

Description: begins with v|

Look Up Clear | Cancel |Ela5icLDOkun

Search Results

ack [Description
CBR CALL BACK CAGH @ 1.0
CBP-V  CALL BACK CASH i@ 1.0i1.5

€& Local intranet | Protected Mode: Off

Training Guide
HCM 9.1 LSUNO

Chv ®10% v

Step Action
91. Click the CBP-V link.
[CEE-V]
92. Click the Look up Holiday Wrkd button.
93. Click the HPW-HOL link.
[BPAHOL |
94. Click the Look up Rate Code button.
95. Enter the desired information into the Comp Rate Code field. Enter "N".
96. Click the Look Up button.
Loak Up
97. Click the NAHRLY link.
[NeHRLY |
98. Enter the desired information into the Comp Rate field. Enter *18.00".
99. Click the Calculate Compensation button.
Calculate Compensation
100. Click the Benefits Program Participation link.
|Eleneﬂts Program Paricipation
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Step Action

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

In this example the hire date and effective date are the same so the date does not
need to be adjusted.

102. Click the Look up Benefit Program button.

103. Click the FTP link.

PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites  Main Menu > Workforce Administration > Job Information > Job Data

Em;‘)l‘nyee‘ ----- Empl Record: 0 «
Benefit Record Number: b % EoRaRon} B
Effective Date: 05/24/2012

Effective Sequence: 0 Action: Hire

HR Status: Active Reason: Classified Appt

Payroll Status: Active Job Indicator: Primary Job

Current m

“Benefits System: Base Benefils M Benefits Employee Status: Active

Annual Benefits Base Rate: = uso

Benefits Administration Eligibility

BAS Group ID: C{,
Elig Fid 1: Elig Fid 2: Elig Fid 3:
Elig Fid 4: Elig Fid 5: Elig Fid 6:
EligFld 7: Elig Fid 8: Elig Fid 9:
Benefit Program Participation Fndlview Al Frst BB 1 or1 B Last
*Effective Date: 0512412012 5] Currency Code: uUsD ﬂ j
*Benefit Program: FTP O% FullTempiPart-time
Job Data Employment Data Earnings Distribution Benefits Program Participation
= Savel [EFReturn to Searchl = Nnufyl £ Refresh | Updatemispla | 5 Include History | -3 correct History |
« I ] r
€ Local intranet | Protected Mode: Off v ®10% -

Step Action

104. Click the Save button.
E| Save
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Training Guide
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PS9HRTRN:s

PSYHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

New Windg
Biographical Details Contact Information Regional Organizational Relationships

Mary Jane Doe Person ID:
Choose Org Relationship to Add

Employee
‘Contingent Worker
Person of Interest
Empl Record: a
Select Checklist Code: I | ©

£ad RElElonSHip

Save | [Z] Notify | 4 Refresh [Ek Add EUDda(estsDIayl & Include History | [:27 correct History

Biographical Details | Contact Information | Regional | Organizational Relationships

T

€ Local intranet | Protected Mode: Off]

Step Action
105. Click the Save button.
Save

106. This completes Add a Person - Classified.
End of Procedure.
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Add a Person - Unclassified

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

NOTE: Before you add a person, search for the person first to see if the person exists in the
system. If the person is not in the system proceed to add a person.

PS9HRTRN:s

PSSHEWEBDEV11 RcB
Favorites  Main Menu
Personalize Content | Layout Help
Done €& Locsl intranet | Protected Mode: Off i v ®10% <

Step Action

1. Click the Main Menu button.

2. Click the Workforce Administration link.
|‘u'*.f|:|rkfclrce Administration ¥ |

3. Click the Personal Information menu.
| Personal Information r |

4, NOTE: You must first search to see if the person exists in the system.
Click the Modify a Person menu.
| Modify a Person |
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PS9HRTRN:
PS9HEWEBDEV11 RcB Home | AddtoFavortes | Signout

Favo'rtes Mainyenu > Waorkforce Avdmmistmtmn > PersonaIIl'Wformation > Modify a Person

Mew Window | Help | /5,

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
~ Search Criteria

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

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

[include History [] Correct History [“]Case Sensitive

Search | Clear ‘Basi:Search B Save Search Criteria

Find an Existing Value \ Add a New Value

Step Action

5. Enter the desired information into the Last Name field. Enter "Doe".
6. Click the Search button.
Search
7. NOTE: If there is a data match on the search criteria, check the Date of Birth
and National 1D fields to make sure you are not inputting a duplicate person into
the system.

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

If the person already exists in the system, continue to use the Modify action to
update the employee's data. You can reference the Record an Employee Data
Change topic for instructions on modifying a person’s data.
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PS9HRTRN:s I
PS9HEWEBDEV12 RcCB Home Add to Favorites
Favorites  Main Menu
Personalize S€areh Menu: ® Help
£ seff service 4
3 Manager Self Service L4
., R .
g \é‘;anr:fﬂigce Admitetzaton 2 Personal Information & Bograshel R
3 Job Information
g Fr\nn:.::g;at:;m 3 Global Assignments 3 Organizational Refationships 4
3 Payrol for North America| ) 200" Adminitration £1 Personal Relationships v
2 Absence and Vacation | (1 Citizenship 4
3 Payroll Interface 9 Tenure FPS £ Disability »
3 workforce Development 3 Collective Processes {3 OEE Workforce Survey CAN b
1 Organizational Developme Template-Based Hire 3 Diversty Complance NLD »
(3 Enterprise Learning 3 Workforce Reports 2 19 Forms 3
3 workforce Monitoring D Add a Person
(3 Set Up HRMS 3 [£] Manage Hires
3 Reporting Tools 3 D Modify a Person
3 PeopleTaols 3 D Person Organizational Summary
3 LSUHSC Processes 4 -] search for Peonle
D My Personzlizations D Badge
(5] Security Clearance
D Badge/Clearance Access Summary
[£] Expiration Notification
[5] Exprration Inquiry
hitps://ps3herch2.lsuhsc.edu/psp/hrtrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEP. €& Local intranet | Protected Mode: Off fa v H10% v

Step Action

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

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

&dd a Person
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Add a Person

PS9HRTRNes
PS9HEWEBDEV11 RcB Home | AddtoFavortes |  Signout

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

New Window | Help | Customize Pace | B2l

Person ID: NEW

Add Person

Search for Matching Persons

Done

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

Step Action
9. Click the Add the Person link.
Add Person
10.

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

are entering the employee’s information, you may need to change the Effective
Date.
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PS9HRTRNes

PSSHEWEBDEV11 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Biographical Details Contact Information Regional Organizational Relationships

PersoniD:  NEW
Eind | view Al First K 4 o B Last
*Effective Date: psi2ai2012 #=
“Format Type: m

Display Name: Add Name
Biographic Information

Date of Birth: Bl o Years 0 Months

Birth Country: USA U United States

Birth State: @

Birth Location: [ [“Iwaive Data Protection

Biographical History

“Effective Date: [osi2a2012 |5 =
*Gender: Unknown -

“Highest Education Level: M

“Narital Status: \Unknown ~ Asof [ ®

Language Code: -

Alternate ID: ]

[C/Full-Time Student

Customize | Fi

*National ID Type MNational ID

Social Security Number

Save | [Z7] Hotify | i Refresh [E4 Add EupdalalDEp\ayl & Include History | % correct History |

Training Guide
HCM 9.1 LSUNO

New Window | Help | Customize Page | B 4|

m

< [}

] v

Done

€4 Local intranet | Protected Mode: Off

Ga v BI0% v

Action

be changed.

Click the Choose a date button.

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

Click the desired date.

Click the Add Name link.
Add Mame
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PS9HRTRNes
PSSHEWEBDEV11 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Edit Name

English Name Format

Prefix: _ -
First Name: |
Middle Name: [
Last Name: [
Suffix: hd
Display Name:
Formal Name:
Hame:
Refresh Name

Q Lsutealth

Home | AddtoFavortes |  Signout

New Window | Help | Customize Pace | =l

ok | cancel |[ Refresh

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

Step Action

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

15. Click the Mr list item.

16. Enter the desired information into the First Name field. Enter "John".
17. Enter the desired information into the Last Name field. Enter "Smith".
18. Click the Refresh Name button.

Refresh Mame
19. Click the OK button.

OK
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PS9HRTRNes

PSSHEWEBDEV11 RCB

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

Biographical Details

John Smith

Person ID: NEW

Eind [ view Al First K 4 o B Last

*Effective Date: 05114i2012 F=
*Format Type: English -
Display Name: John Smith Edit Name

Birth Location:
Biographical History

Date of Birth: 0 Months
Birth Country: USA A United States
Birth State: @

“Effective Date:
*Gender: Unknown -

“Hig T A-Not Indicated -

“Marital Status: Unknown - Asof: 0w
Language Code: -

Alternate ID: 1

Biographic Information

B 0 Years

[ [“]waive Data Protection

Find | View A1 First Il 4 of 4 Il Last

[#[=]

05/14/2012 el

[C/Full-Time Student

Training Guide
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New Window | Help | Customize Pace | B+

(i

[5] save | [Z] Motify | ¢ Refresh E’ﬂl }jumalamnsp\ayl & include HBIDryl [% correct Hstnwl |
I;olne b €& Local intranet | Protected Mode: Off ‘v’;;v #100% :

Step Action
20. Enter the desired information into the Date of Birth field. Enter "010173".
21, Enter the desired information into the Birth State field. Enter "LA".
22. Enter the desired information into the Birth Location field. Enter "Baton Rouge".
23. Click the button to the right of the Gender field.
24. Click the Male list item.

[Male |
25. ck the button to the right of the Highest Education Level field.
26. Click the I-Master's Level Degree list item.

[I-Masters Level Degree |
217. Click the button to the right of the Marital Status field.
28. Click the Single list item.
29. Click the button to the right of the Language Code field.
30. Click the English list item.

[English |
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Step Action

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

32. NOTE: If the National ID field is left blank during hire, when a change is made
to another field on the panel in Correction mode and then Saved, the text
"Applied For' displays in the National ID field. However, the National ID field is
still Null in the table (not populated with "*Applied For"").

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

34. Click the Contact Information tab.

Contact Information ]

PS9HRTRNes
PSOHEWEBDEV11 Rce
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

New Window | Help | Customize Page | =

Biographical Details | Contact Information | Regional | Oraanizalional Relationships

John Smith Person ID: NEW
Current Addresses Customize | Find | View Al B0 B8 pirat Bl 4 o5 B Lost
(Addrezs As Of Date Status  |Address
|Type

051412012 Add Address Detail
Phone Information customize | Find | View Al B0 B8 pist B 4 op 0 B Last
[*Phone Type: Telephone Extension Preferred

Email Addresses customize | Find | View Al B0 B8 pist B 4 op 0 B Last
Preferred

*Email Type:

Save | [Z] Notify | 3 Refresh [Eh Add EUpda(estsplayl = Include History | (27 correct History

Biographical Details | Contact 1| Regional | Organizational Relationships

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

Step Action

35. Click the Add Address Detail link.

|§dd Address Detail|
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PS9HRTRNes

PSSHEWEBDEV11 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

New Window | Help | Customize Pace | B2l

Address History

Address Type: Home

Address History d First B 4 or 4 B Last
“EffectiveDate: 051142012 ) pgdress: HE
Country: USA @

Add 3 new row at row1 (Alt=7)

*Status: A Y

Add Address

ok | cancel |[ Refresh

javascriptisubmitAction_wind({decument.win, SICFieldl SnewS0$50'); €4 Local intranet | Protected Mode: Off g v H10% v

Step Action

36. Click the Add Address link.
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PS9HRTRNss
PSSHEWEBDEV11  RcB Home | Addio Favorites | _Sign out
Favorites  Main Menu > Workforce Administration >  Personal Information > Add a Person
New Window | Help | Customize Page | B
Edit Address
Country: United States
Address 1: ”
Address 2: ‘
Address 3: ‘
City: [ State: | @,
Postal: Main Content
Parish: ‘ oY
OK Cancel
Done €& Local intranet | Protected Mode: Off v H10% v

Step Action

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

NOTE: The Address 1 field has a limited number of characters. Use the Address 2
field for apartment numbers, P.O. Box numbers, etc.

38. Enter the desired information into the City field. Enter "New Orleans".
39. Enter the desired information into the State field. Enter "LA".
40. Enter the desired information into the Postal field. Enter "70112".
41. Enter the desired information into the Parish field. Enter "Orleans".
42. Click the OK button.

OK
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PS9HRTRNes

PSSHEWEBDEV11 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

New Window | Help | Customize Pace | B2l

Address History

Address Type: Home
Address History

fing  First Bl q 014 B Loy

sEffective Date: 0811412012 []  pggress: 4545 Canal Bivd #HI=
’— New Orleans, LA70112

Groins usa A Orleans

“Status: e

Add Address

ok | cancel |[ Refresh

Dene €5 Local intranet | Protected Mode: Off g v H10% v

Step Action

43, Click the OK button.
OK
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PS9HRTRNss
PSSHEWEBDEV11 RCB
Favorites  Main Menu > Workforce Administration >  Personal Information >  Add a Person

Home | AddioFavorites | Signout

New Window | Help | Customize Page | B

Biographical Details ‘Contact Information Regional Organizational Relationships

John Smith Person ID: NEW

Current Addresses customize | Find | View A1 B B8 Fiest B g oy B aet

(Address las Of Date Status  |Address
[Type

4545 Canal Bivd.
05/14/2012 A New Orleans, LA70112 EditView Address Detail
Orleans

- =
Phone Information customize | Find | View Al G B8 First Kl 4 op 1 B Last

[*Phone Type Telephone Extension Preferred

=
Email Addresses customize | Find | View Al G 88 First Kl 4 op 4 B Last

I*Email Type I*Email Address Preferred

-1l =]

Save | [Z] Notify | % Refresh [Eh Add EUpdate!Dssplayl = Include History | [ correct History

Biographical Details | Contact 1 | Regional | Organizational Relationships
< . ] 3
Done €& Local intranet | Protected Mode: Off i v H10% v

Step Action

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

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

H

46. Click the Mailing list item.

47. Click the Add Address Detail link.

|§dd Address Detail|
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PS9HRTRNes
PS9HEWEBDEV11 RcB Home | AddtoFavortes |  Signout

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

New Window | Help | Customize Pace | B2l

Address History

Address Type: Mailing

Address History d First Bl 4 or 4 B Lost
*EffectiveDate: 052412012 5l pAqgress: H=
Country: USA O‘

*Status: A Y

Add Address

ok | cancel |[ Refresh

Dene €5 Local intranet | Protected Mode: Off 3o H100% -

Step Action

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

Click the Choose a date button.
49, Click the desired date.
50. Click the Add Address link.
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PS9HRTRNes
PSSHEWEBDEV11 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

Edit Address

Country: United States

Q Lsutealth

Home | AddtoFavorites |  Signout

New Window | Help | Customize Pace | E=l

Address 1 |

Address 2: ‘

Address 3: ‘

City: ‘ State: O‘

Postal:

Parish: ‘ O‘
OK Cancel

Don €4 Local intranet | Protected Mode: Off fa v W100% v
Step Action
51. Enter the desired information into the Address 1 field. Enter "P.O. Box 10054",
52. Enter the desired information into the City field. Enter "New Orleans".
53. Enter the desired information into the State field. Enter "LA".
54. Enter the desired information into the Postal field. Enter "70112".
55. Enter the desired information into the Parish field. Enter "Orleans".
56. Click the OK button.

OK
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PS9HRTRNes

PSSHEWEBDEV11 RCB
Favorites | Main Menu > Workforce Administration > Personal Information > Add a Person

New Window | Help | Customize Pace | B2l

Address History

Address Type: Mailing

Address History fing  First Bl q 014 B Loy
“Effective Date:  |05/1472012 [ pggress:  P.O.Box 10054 #[=
. WQ g:‘:a[n):sans‘ LAT70112

“Status: A R

Add Address

ok | cancel |[ Refresh

Dene €& Local intranet | Protected Mode: Off g v H10% v

Step Action

57. Click the OK button.
OK
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PS9HRTRNss
PSYHEWEBDEV11 RCB Home | AddtoFavorites | Signout
Favorites  Main Menu > Workforce Administration >  Personal Information >  Add a Person

New Window | Help | Customize Page | B

Biographical Details ‘Contact Information Regional Organizational Relationships

John Smith Person ID: NEW

Current Addresses customize | Find | View A1 1) 88 First B 4 20r2 B 1t

(Address las Of Date Status  |Address
[Type

4545 Canal Bivd.
05/14/2012 A New Orleans, LA70112 EditView Address Detail
Orleans

P.0. Box 10054
0511412012 A New Orleans, LA70112 EditView Address Detail
Orleans

Phone Information Customize | Find | View Al G B8 First B0 4 o1 I Last

*Phone Type Telephone Extension Preferred

Email Addresses A 1B piest B oy B st

*Email Type Preferred

Save | [Z] Notify | &% Refresh [Eh Add }jUpdateJDsplay| ) Include History | (%7 correct History

Biographical Details | Contact 1 | Regional | Organizational Relationships
< I ] »
Done €& Local intranet | Protected Mode: Off i v H10% v

Step Action

58. Click the Phone Type list.

59. Click the Home list item.

[Home |
60. Enter the desired information into the Telephone field. Enter "5045689999".
61. Click the Add a new row at row 1 button.

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

-]

63. Click the Mobile list item.
[Mobile |

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

65. Click the Preferred option.

1

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

-]

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

68. Enter the desired information into the Email Address field. Enter
"jsmith@Isuhsc.edu".

69. |CEIi(I:k the Preferred option.
70. Click the Regional tab.

PS9HRTRNss
PSSHEWEBDEV11 RCB
Favorites  Main Menu > Workforce Administration >  Personal Information >  Add a Person

New Window | Help | Customize Page | B

Biographical Details Contact Information Regional Organizational Relationships

John Smith Person ID: NEW
Ethnic Group Find | View a1 First Kl 4 or4 B Last
FI=
Regulatory Region: USA U United States HE
Ethnic Group: A
[] Primary
Eind | View Al First B 4 o1 B Last
= E
Effective Date: 05142012 [ Military Status: v EJE
Date Entitled to Medicare: Military Discharge Date: Edit Discharge Date
Citizenship (Proof 1): S Citizenship (Proof 2): @

Eligible to Work in U.S.

Smoker History Customize | Find | View Al B0 B First Bl 4 o0 B Last

I*Smoker

Save | [Z] Notify | i Refresh [E4 Add _)']UpdalalDBp\ayl = Include History | [ correct History |

Biographical Details | Contact Information | Regional | Organizational Relationships

< I | r

Done €& Locsl intranet | Protected Mode: Off i v ®10% <

Step Action
71. Click the Look up Ethnic Group button.

72. Click the BLACK link.
BLAC K

73. Click the Primary option.

]

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

75. Click the No Military Service list item.
[No Military Service |
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Step Action
Click the Organizational Relationships tab.

76.
Qrganizational Relationships ]

PS9HRTRNss
PSSHEWEBDEV11 RcB
Favorites  Main Menu > Workforce Administration >  Personal Information > Add a Person
New Window | Help | Customize Page | B

Biographical Details Contact Information Regional Organizational Relationships
NEW

John Smith

Choose Org Relationship to Add

[“1employee
[T contingent Worker
["] Person of Interest

Select Checklist Code:

Add Relationship
Save | [Z7] Motify | £ Refresh

Biographical Details | Contact Information | Regional | Organizational Relationships

[y add EUpda(EfDlsplayl &1 Include History | [ Correct History

| r
v BI0% v

n

€L Local intranet | Protected Mode: Off

<1

Done

Step Action
77. Click the Employee option.

78. Click the Add Relationship button.
Add Relationship
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Hnme | Addto Favorites |  Sign out

Work Location

John Smith

Employee

‘Weork Location Find First L 10f1 a Last

*Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

New Window | Help | Customize o
! ! Saved ‘ B
Job Information Job Labor [ J

Payroll | SalaryPlan | Compensation

Empl ID:
Empl Record: 0

05/14/2012
0

Active

GoToRow | [+][=]
*Action: Hire M
Reason: v

Active *Job Indicator: Frimary Job e

Calculate Status and Dates

Acad Rank:

Position Entry Date:

*Regulatory Region:

*Company:

*Business Unit:

*Department:
Department Entry Date:

*Location:

Establishment ID:

Current D

United States

HCSD Adminisiration

Date Created: 05124i2012

Last Start Date:
Expected Job End Date: L

0512412012

JobData

Employment Data Earnings Distribution Benefits Program Pariicipation

n | »

Done

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

Step

Action

79.

Click the button to the right of the Reason field.

80.

Click the ApClickment Unclassified list item.
[4ppointment Unclassified |

81.

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

82.

NOTE: Itisimportant to verify that each field is accurately populated from
manage position.

83.

Click the Job Information tab.

84.

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

85.

Click the Indf No tn list item.
[Inaf Mo Tn |

86.

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

NOTE: It is important that you check to make sure the data that appears on the
Job Information page was populated from manage position correctly.

The Key Fields to check are:

Regular/Temporary, Full/Part, Classified Ind, Standard Hours, and FTE.
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PS9HRTRNes
PS9HEWEBDEV11 RcB Home | AddtoFavortes |  Signout

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

New Window | Help | Customize Pace | B+

Work Location Job Information Job Labor Payroll Salary Plan Compensation

John Smith Empl ID: Pheslal

Employee Empl Record: 0

Job Information Find  First Kl 4 ord B Last
Effective Date: 05114/2012 ml

Effective Sequence: 0 Action: Hire
HR Status: Active Reason: Appointment Unclassified
Payroll Status: Active Job Indicator: Primary Job
Current i} £
Job Code: 245 COORDINATOR OF MON-ACADEMIC OR
Entry Date: 05114/2012

Supervisor Level:

Supervisor ID:

Reports To:

RegularTemporary: Reqular Full/Part: Full-Time

Empl Class: *Officer Code: None -

Regular Shift NIA Shift Rate: [ 4
Classified Ind: Unclassifd Shift Factor: ,7

Standard Hours

Standard Hours: 40.00 Work Period: w Weekly

FTE: 1.000000

Adds to FTE Actual Count? [C] Encumbrance Override

Contract Number

Contract Number: @, Next Contract Number
Ll E— i ] g
Dene €5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

87. Click the Payroll tab.

88. Click the Look up Pay Group button.

89. Click the Down button of the scrollbar.

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

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

If the Employee Type is incorrect, click the look-up icon and select an Employee
Type from the drop-down list.

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

93. Click the Look up Holiday Schedule button.

94. Click the NHS link.
MHES

95. Check to make sure the FICA Status is correct. If changes are required, click the
drop-down arrow and select an option from the list.
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Step Action

96. Click the Compensation tab.
97. Click the Look up Rate Code button.
98. Enter the desired information into the Comp Rate Code field. Enter "N".
99. Click the Look Up button.
Loak Up

100. Click the NAMNTH link.

[AMNTH]
101. Enter the desired information into the Comp Rate field. Enter *4000.00".
102. Click the Calculate Compensation button.

Calculate Compensation

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

Click the Benefits Program Participation link.
Benefits Program Padicipation

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

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

Click the Choose a date button.
106. Click the desired date.

107. Click the Look up Benefit Program button.
108. Click the FTP link.
109. Click the OK button.
Ok
110. Click the OK button.
OK
111. This completes Add a Person - Unclassified.

End of Procedure.
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Record a Department Change

Procedure

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

PS9HRTRN: s
PSOHEWEBDEV12 Rca
FaVUvntes Ma\ﬂvMEnU

Personalize Content | Layout Help

Done € Intemet | Protected Mode: On v H10% v

Step Action

1. Click the Main Menu button.

2. Click the Organizational Development menu.
|Grganlzatinna| Development r |

3. Click the Position Management menu.
| Position Management k |

4, Click the Maintain Positions/Budgets menu.
| Maintain Positions/Budgets » |

5. Click the Add/Update Position Info menu.
|A|:||:I,"I_I|:u:|ate Paosition Info |
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Step Action

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

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

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

7. In this exercise the employee will change departments from NO1651200 to
NO1651300.

PS9HRTRN:s

PSYHEWEBDEV12 RCB Home | AddtoFavorites | Signout
Favorites  Main Menu > Organizational Development > Position Management > Maintain Positions/Budgets > Add/Update Position Info

New Window | Help | EEl

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): 200

Position Humber: begins with + ’W
Description: begins with + ’7

Position Status: = - -
Business Unit: begins with ~ ’704
Department: begins with - ’701

Job Code: begins with + ’701

Reports To Position Number: begins with ~

[“linclude History [| Correct History [|Case Sensitive

Search | Clear_|@asic search [EF Save Search Criteria

Find an Existing Value \ Add a New Value

<

i ] 0

Done

€D Intemet | Protected Mode: On v ®10% v

Step Action

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

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

Enter the Position Number and click the Search button.
Search
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PSOHRTRN:=x m
PSSHEWEBDEV12 RCB

Favovrtes MainvMenu b3 Organuationa\'Deve\upment > Posn:mnMgnagamant > Maintain Pusrgans}ﬁudgets » Add/Update Position Info

New Window | Help | Customize Pace | B+
Description | Specificinformation | Budgetand Incumbents | Position Afiribute

Position Information Eind | View Al First Bl 1 or 1 B st
Position Number: 00017787 e
Headcount Status: Filled Current Head Count: 1 outof 1

“Effective Date; |09/09/2003 [ “Status: Adive
Reason: NPP 2, 11oye to New Pay Plan Action Date: 09/08/2003

“Position Status: “pproved ¥ Status Date: 1210212000 [T Key Position

Job Information

“Business Unit: |LSUNO'®, LSUNC New Orleans

m

*Job Code: 140470 OA ACCOUNTING SPECIALIST 2

*Reg/Temp: Regular “FullPart Time:  Ful-Time =

“Regular Shift:  Nix - Union Code: @

“Title: [ACCOUNTING SPECIAUIST 2 Short Title: ACCOUNTING  ny¢1qled Position Description

Work Location

*RegRegion:  |USA “L  United States

“Department:  |[NO1651200 (. A/S-CashiersOficsLRC ~ Company: 001  LSUHSC-New Orleans W
*Location: 484400004 (@ ACCOUNTING SERVICES/CASHIER'S
Reports To: @, Dot-Line: @,
Supervisor Lvl: @, Security Clearance: @,
Salary Admin Plan:  [AS @4 Grade: 610 @ stepr | @A
0 Ctandard Unure: ANNN_ WWark Darind- W07 [ TRTTPorT ‘ T
« 0 v
Dene & Intemet | Protected Mode: On 3 v H100% -

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

10. The Effective Date defaults to the current date. The effective Date is the date the
department change will occur.

Click the Choose a date button.

11. Click the desired date.

12. Click the Look up Reason button.

13. Click the Transfer link.

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

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

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

17. Click the Save button.
E| Save
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Step Action
18. Click the OK button.
i,
19. Click the Home link.
| Home |
g
e ot s o
Dene & Intemet | Protected Mode: On v H10% -
Step Action
20. Click the Main Menu button.
21. Click the Workforce Administration menu.
| Workforce Administration * |
22. Click the Job Information menu.
|J|:|I:| Information I‘|
23. Click the Job Data menu.
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PS9HRTRN:s
PS9HEWEBDEV12 RcB Home | AddtoFavortes |  Signout

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

New Window | Help | B

Job Data

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value
Maximum number of rows to return (up to 300) |300

EmplID: begins with =
Empl Record: = -

Hame: begins with

Last Name: begins with

Second Last Name: begins with ~

Alternate Character Name: begins with

Middle Name: begins with +

[Tinclude History ["] Correct History []Case Sensitive

Search | Clear |Bas|:Search [ save Search Criteria

O i ] v

Dene & Intemet | Protected Mode: On v H100% -

Step Action

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

25. Click the Search button.
Search
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PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

New Window | Help | Customize Pace | B+

Q Lsutealth

Hnme | Addto Favorites |  Sign out

Work Location Job Information Job Labor Payroll Salary Plan Compensation
John Doe Empl ID:
Employee Empl Record: 0

‘Work Location Eind First | 10f2 o Last

*Effective Date: 06/01/2012 _GoToRow| [#][=]
Effective Sequence: [ o *Action: Pay Rate Change -
HR Status: Active Reason: SalInc - Legislative v
Payroll Status: Active +Job Indicator: Frimary Job h
Future m
Position Number: 00017787 @ ACCOUNTING SPECIALIST 2
Acad Rank: Use Position Data
Position Entry Date: Dazor2002 [
Position Management Record
*Regulatory Region: usA @ United States
Company: 001 LSUHSC-New Orleans
*Business Unit: LSUNO Y LSUMC New Orleans
“Department: NO1651200 @ AS-Cashier's Office-LRC
Department Entry Date: 11/021998
*Location: 484400004 @ ACCOUNTING SERVICESICASHIER'S
Establishment ID: a Date Created: 05M17/2012
Last Start Date: 110211998
Expected Job End Date:

JobData

Employment Data

Earnings Distribution

Benefits Program Participation

| 8 noiude History | (2 correct History |

Save | [EhReturn to Search ‘ 7] Notify ‘ 72 Refresh
<

n

*

Done

€ Intemet | Protected Mode: On

5 v B10% v

Step

Action

26.

Click the Add a new row at row 1 button.

27.

NOTE: The Effective Date will be the date the department change will occur.
The Effective Date will default to the current date. To change the date, click the
calendar to the right of the field or enter the date directly into the field.

28.

Click the button to the right of the Action field.

-]

29.

Click the Transfer list item.

30.

Click the button to the right of the Reason field.

31.

Click the Department ID Change list item.
IDepartment D ChangeJ

32.

Enter the desired information into the Department field. Enter "1651300".
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PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

John Doe Empl 1D st
Employee Empl Record: V] —
Work Location fnd  First B 1 o3 0 Last
*Effective Date: 06/01/2012 (] GoToRow | [+][=]
Effective Sequence: 0 *Action: Transfer t]
HR Status: Active Reason: Department ID Change -
Payroll Status: Active *Job Indicator: Primary Job -
Future

Position Number:
Acad Rank:

Position Entry Date:

*Regulatory Region:
Company:

*Business Unit:

*Department:
Department Entry Date:
“Location:

Establishment ID:

00017787 Q

Use Position Data

04/29/2002 [51)

ACCOUNTING SPECIALIST 2

Position Management Record

sa @
001

suno @
Notes1300 2,
a0
pssnooos
[ =

United States
LSUHSC-New Orleans
LSUMC New Orleans
AlS-Cashier's Office-Fla Ave

ACCOUNTING SERVICES/CASHIER'S

Date Created: 05i29/2012

Last Start Date:
Expected Job End Date:

11/02/1998

B

Benefits Program Participation |

| Job Data Emplovment Data Earnings Distribution
Savel [EhReturn to Saan’:hl Elmnufyl £ Refresh Eupd ay | ) Include History | [% correct msmryl N

‘Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation
| 0

] v

Dene & Intemet | Protected Mode: On 3 v H100% -

Step

Action

33.

Click the Save button.
E| Save |

34.

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

35.

This completes Record a Department Change.
End of Procedure.
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Record a Leave of Absence

Procedure

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

PS9HRTRNss0
PSOHEWEBDEV11  Rca
FaVUvntes Ma\ﬂvMEnU

Personalize Content | Layout

Done €& Local intranet | Protected Mode: Off i v H10% <

Step Action
1. Click the Main Menu button.
2. Click the Workforce Administration menu.
| Waorkforce Administration 4 |
3. Click the Job Information menu.
|J|:|I:| Information * |
4, Click the Job Data menu.

Page 67



Training Guide 0 LSUHealth
HCM 9.1 LSUNO

PS9HRTRNes
PS9HEWEBDEV11 RcB Home | AddtoFavortes |  Signout

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

New Window | Help | B

Job Data

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

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

Empl ID: peginswin ~ [
Empl Record: = - ’7
Hame: begins with ~ ’7
Last Name: begins with ~ ’7

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

[Tinclude History ["] Correct History []Case Sensitive

Search | Clear |Bas|:Search [ save Search Criteria

[ ] r

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

Step Action

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

Number".
6. Click the Search button.
Search
7. In this exercise the employee will take a Leave of Absence beginning on 05/23/2012

due to illness.
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PSSHEWEBDEV11 RCB

Training Guide
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Hnme | Addto Favorites |  Sign out

Favorites | Main Menu > Workforce Administration > Job Information > Job Data
New Window | Help | Customize Page | B«
Work Location Job Information Job Labor Payroll Salary Plan Compensation
Jane Doe Empl ID: e
Employee Empl Record: 0
‘Work Location Eind First | 10f2 o Last
“Effective Date: bsn6i2012 GoToRow | [+][=]
Effective Sequence: 0 *Action: Transfer v
HR Status: Active Reason: Department ID Change M
Payroll Status: Active +Job Indicator: Frimary Job -
Current
Position Number: 00034087 S PROJECT COORDINATOR
Acad Rank: Use Position Data
Position Entry Date: 05032012 [ E
Position Management Record
*Requlatory Region: UsA a United States
Company: 001 LSUHSC-New Orleans
“Business Unit LSUNO oS LSUMC New Orleans
“Department: NO1673000 2 Information Technology-Adminis
Department Entry Date: 05/09/2012 ]
*Location: LSUNO 2
Establishment ID: aQ Date Created: 05/16/2012
Last Start Date: 05/03/2012
Expected Job End Date: ’7
| Job Data Employment Data Earnings Distribution Benefits Program Pariicipation b
save | [2FRetum to Search | ] Netify | £ Refresn | | 5 nelude History | [ correct History | -
< i ] v
javascript:submitAction_win(document.wing, SICFieldd1Snews0$$0"); €4 Local intranet | Protected Mode: OFf fa v H100% v

Step

Action

Point to 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 05/23/12.

Click the Choose a date button.

10.

Click the desired date.

11.

Click the button to the right of the Action field.

12.

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

13.

Click the button to the right of the Reason field.

14.

Click the LWOP -llIness/Sickness list item.
"LWDF' liness/Sickness

15.

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

16. You can enter the date directly into the field or select it from the calendar.
Click the desired date.
29
17. Click the Save button.
[5] save
18. This completes Record a Leave of Absence.

End of Procedure.
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Return from Leave of Absence

Procedure

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

PS9HRTRNss

PSSHEWEBDEV11 RCB
Favorites = Main Menu
Personalize Content | Layout Help
Done €& Local intranet | Protected Mode: Off i v H10% <

Step Action
1. Click the Main Menu button.
2. Click the Workforce Administration menu.
|‘u'-.f|:|rkfurce Administration 4 |
3. Click the Job Information menu.
|J|:|I:| Information * |
4, Click the Job Data menu.
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PS9HRTRNes
PSSHEWEBDEV11 RCB
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Job Data

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

Q Lsuteslih

New Window | Help | B

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

Empl ID: pegins with = [ wine

Empl Record: = -
Hame: begins with ’7
Last Name: begins with ’7

Alternate Character Name: begins with

Second Last Name: begins with ~

Middle Name: begins with
[Tinclude History ["] Correct History []Case Sensitive

Search | Clear |Bas|:Search [ save Search Criteria

ol i

Done

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

Step

Action

Number".

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

Click the Search button.
Search
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PS9HRTRNes

PSSHEWEBDEV11 RCB

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

Work Location

Employee

‘Work Location Eind First | 10f2 o Last

Job Information Job Labor

05/17/2012

Training Guide
HCM 9.1 LSUNO

New Window | Help | Customize Pace | B+

Payroll | SalaryPlan | Compensation
Empl ID: i it
Empl Record: 0

“Effective Date: ml H[=
Effective Sequence: 0 *Action: Leave of Absence M

HR Status: Active Reason: LWOP -llinessiSickness id
Payroll Status: Leave of Absence +Job Indicator: Frimary Job -

Current

Position Number: 00019722 S DEAN OF MAJOR ACADEMIC AREA

Acad Rank: Prof Use Position Data L
Position Entry Date: 11/01/2004 ]

Position Management Record

“Requlatory Region: usA @ United States

Company: 001 LSUHSC-New Orleans
“Business Unit: LSUNO oS LSUMC New Orleans
*Department: NO1050100 [ LSUNG AH-Administration

Department Entry Date: 05/01/2009 ]
*Location: 405010000 @ ALLIED HEALTH - ADMINISTRATION

Establishment ID: aQ Date Created: 05M17/2012
Last Start Date: 06/01/1979

Expected Job End Date: |
Expected Return Date: 05172012 [ [T] Override Last Date Worked

Last Date Worked: 05/08/2012

JobData Employment Data Earnings Distribution Benefits Program Participation

<

n

javascript:submitAction_winO(document.win, 'SICField41Snews0550°);

€4 Local intranet | Protected Mode: Off

H100% -

-

Step

Action

Click the Add a new row at row 1 button.

Click the button to the right of the Action field.

]

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

10.

Click the button to the right of the Reason field.

11.

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

12.

Click the Save button.
E| Save

13.

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

Procedure

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

PS9HRTRNss
PSSHEWEBDEV11 RCB
Favorites = Main Menu
Personalize Content | Layout Help

& Intemet | Protected Mode: Off i v H10% -
Step Action

1. Click the Main Menu button.
2. Click the Workforce Administration menu.

|‘u'-.f|:|rkfnrce Administration 4 |
3. Click the Job Information menu.

| Job Inforrmation * |
4, Click the Job Data menu.
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PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Job Data

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

Q Lsuteslih

New Window | Help | B

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

Empl ID: begins with ~
Empl Record: = -
Hame: begins with

Last Name: begins with

Second Last Name: begins with ~

Alternate Character Name: begins with
Middle Name: begins with
[Tinclude History ["] Correct History []Case Sensitive

Search | Clear |Bas|:Search [ save Search Criteria

ol i

Done

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

Step

Action

Number".

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

Click the Search button.
Search

Page 76



 Lsuteslth

PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

New Window | Help | Customize Pace | B+

Training Guide
HCM 9.1 LSUNO

Hnme | Addto Favorites |  Sign out

Work Location Job Information Job Labor Payroll Salary Plan Compensation
John Doe Empl ID: Ui
Employee Empl Record: 0

‘Weork Location Find First BN 1 or 1 Bl Last
10/04/2010

*Effective Date: GoToRow | [+][=]
Effective Sequence: 0 *Action: Data Change -
HR Status: Active Reason: Other Data Changes -
Payroll Status: Active *Job Indicator: Primary Job -
Current m

00018051 @,
02/25/2008 [51)

Position Management Record

Position Number: ADMINISTRATIVE COORDINATOR 3
Acad Rank:

Position Entry Date:

*Regulatory Region: usA @ United States

Company: 001 LSUHSC-New Orleans
- LSUNOD @,

B LSUMC New Orleans
*Department: MO1651000 e Accounting Services

Department Entry Date: 05/01/2007
*Location: 484400003 @ ACCT SERVIASSET MGHT

Establishment ID: @ Date Created: 09/20/2010
Last Start Date: 0211111992

Expected Job End Date:

| JobData Employment Data Earnings Distribution Benefits Program Participation TN
Save | [EhReturn to Search ‘ 7] Notify ‘ £ Refresh | & nclude History | [% correct History | -

< i ] v

Done €4 Local intranet | Protected Mode: OFf fa v H100% v

Click the Add a new row at row 1 button.

Click the button to the right of the Action field.

-]

Click the Promotion list item.

Promaotion

10.

Click the button to the right of the Reason field.

11.

Click the Non Comp Prom Up 1 list item.
[Mon Comp Prom Up 1 |

12.

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

13.

NOTE: Make sure to update manage position for these types of actions to capture
any changes in Titles, FTE, etc. Refer to the Update Manage Position topic for

instructions on how to update manage position.

14.

Click the Job Information tab.
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Step

Action

15.

Check the Empl Class for appropriate designation. If the designation is incorrect,
click the drop-down arrow to the right of the Empl Class field to select another
option.

NOTE: It is important that you check to make sure the data that appears on the
Job Information page was populated from manage position correctly. The Key
Fields to check are: Regular/Temporary, Full/Part, Classified Ind, Standard
Hours, and FTE.

PS9HRTRN:s

PSSHEWEBDEV12 RcB Home | AddioFavorites | Signout

Favorites ~ Main Menu > Workforce Administration > Job Information > Job Data
Hew Window | Help | Customize Page | [E  »
Work Location Job Information Job Labor Payroll Salary Plan Compensation
John Doe! Empl ID: L
Employee Empl Record: 0
Job Information Find  First B0 1 oz D Last
Effective Date: 0511712012
Effective Sequence: 0 Action: Promotion
HR Status: Active Reason: Non Comp Prom Up 1
Payroll Status: Active Job Indicator: Primary Job
Current =
Job Code: 168070 ADMINISTRATIVE COORDINATOR 4
Entry Date: 0511712012
Supervisor Level:
Supervisor ID:
Reports To:
RegularTemporary: Regular Full’Part: Full-Time
Empl Class: Permanent h *Officer Code: None M
Regular Shift: NIA Shift Rate:
Classified Ind: Classified Shift Factor:
Standard Hours
Standard Hours: 30.00 Work Period: w Weekly
FTE: 0.750000
Adds to FTE Actual Count? Encumbrance Override
Contract Number
Contract Number: @, Next Contract Mumber
Contract Type:
~ B uca T
« I ] r
Done €L Local intranet | Protected Mode: Off 45 v H10% -

16.

Click the Payroll tab.

17.

In this example the Pay Group and Holiday Schedule do not change. However, you
will need to verify, and edit if needed, the Pay Group and Holiday Schedule for the
new position.
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| Addto Favorites |  Sign out

PS9HRTRN:s
PSSHEWEBDEV12 RCB Home
Favorites | Main Menu > Workforce Administration > Job Information > Job Data
Work Location Job Information Job Labor yroll Salary Plan mpensation
Jo i Empl ID: it
Employee Empl Record: 0
Salary Plan Find First B 1 or2 o Last
Effective Date: 0511712012
Effective Sequence: 0 Action: Promotion
HR Status: Active Reason: Mon Comp Prom Up 1
Payroll Status: Active Job Indicator: Primary Job
Current
"
Salary Admin Plan: AS Qe
G ” STz |
Grade: 611 Qe Grade Entry Date: 05172012 5
Step: % Step Entry Date:
[“Tincludes Wage Progression Rule

Job Data Employment Data Earnings Distribution Benefits Program Pariicipation

Savel [EhReturn to Eaarchl = Nntifyl 7 Refresh

& | & Include History | [ Correct History |

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

.
Done

€4 Local intranet | Protected Mode: Off

]
B v ®100% -

Step

Action

18.

Click the Compensation tab.
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PS9HRTRN:s

PSSHEWEBDEV12 RCB

Work Location

John Doe

Employee

Job Information

Job Labor

Bayroll

Empl 1D:

Salary Plan

Empl Record:

Compensation Find  First B 1 o2 D0 Last

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

Compensation

Q Lsutealth

MNew Window | Help | Customize Page | [E |

Effective Date: 051712012
Effective Sequence: 0 Action: Promotion
HR Status: Active Reason: Non Comp Prom Up 1
Payroll Status: Active Job Indicator: Primary Job
Current =
Compensation Rate: 14155 USD/ “Frequency: H Hourly

+ Comparative Information

Change Amount: 0.0000005] usD Hourly
Change Percent: 0.000 Compa-Ratio:  0.78
Annual 22,069.831680 usD Daily 84.883968 USD
Monthly 1,839.152640 usD Hourly 14147328 USD
Default Pay Components

Pay Components

customize | Find | & | B8 First B 4 o4 B Lot

amounts  THGantroi ) T/ Ghanges )] \Canversion

|— Seq \Comp Rate |Currency Frequency Percent
1[NAHRLY @ [ 141473285 [UsD @ [H @

Calculate Compensation

*Rate Code

[+ =]

Time and Labor Pay Rules

Time & Labor Status:

Pay from Sched: [ Inactivate/iDo Not Enroll: []

——

n | 3

€& Local intranet | Protected Mode: Off

Step

Action

19.

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

20.

Click the Calculate Compensation button.
Calculate Compensation

21.

Click the Save button.
Save

22.

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

Procedure

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

PSOHRTRN::
PS9HEWEBDEV1Z RCB Home Add to Favortes Sion out
Favorites Menul
Personalize 6arch Menu: ® Help
3 Self Service 4
(3 Manager Ssff Service 4
| ey B :
3 Benefits ersonal Information
&1 compensation gmg Contract Administration 4
£ Time and Labor £ Labor Administration Temporary Assignments v
53 Payroll for North America 9 Absence and Vacation Employment Categorization ITA »
3 Payroll Interface 3 Tenure FPS Review Job Information ’
3 Workforce Development 9 Collective Processes Reports »
3 Organizational Developme 9 Templste-Based Hire
3 Enterprise Leaming 1 Workfarce Reparts Add Employment Instance
3 workforce Monitoring Other Payee
(3 Set Up HRMS 4 Add Additional Assignment
(23 Reporting Tools 3 Move Assignmnt to another Inst
3 PeopleTools 3 Demote an Instance
3 LSUHSC Processes » Additional Appointment JPN
5 My Personalzations Current Job

Pay Rate Change

Cost Rate PN

Calculate Compensation
Business Expenses

Company Property

Maintain Employee Credit Card
Mandates FRA

Employee Data Tracking MIL
Request Job Change

Review My Job Change Request
Review All Job Change Request
Review Errors and Warnings
Additional Information BRA
Employee AFI Data ESP

) O ) O T ) ) ) [ [ D [ [ [ 2 [

https://psShercb?.lsuhsc.edu/psp/hrtrn/EMPLOYEE/HRMS/ c/ ADMINISTER_WORKFORC

€ Local intranet | Protected Mode: Off i v H10% <

Action

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

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

Click the Search button.
Search
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PS9HRTRN:s

PSSHEWEBDEV12 RCB

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

New Window | Help | Customize Pace | B+

Q Lsuteslih

Hnme | Addto Favorites |  Sign out

Work Location Job Information Job Labor Payroll Salary Plan Compensation

Empl ID: il e
Employee Empl Record: 0
‘Work Location Eind First | 10f2 o Last
“Effective Date: psi7i2012 _GoToRow| [#][=]
Effective Sequence: 0 *Action: Data Change v
HR Status: Active Reason: Other Data Changes M
Payroll Status: Active +Job Indicator: Frimary Job -
Current
Position Number: 00017787 S ACCOUNTING SPECIALIST 2
Acad Rank: Use Position Data
Position Entry Date: 04/29/2002 & =
Position Management Record
“Requlatory Region: usa @ United States
Company: 001 LSUHSC-New Orleans
“Business Unit LSUNO oS LSUMC New Orleans
*Department: NO1851200 @ AS-Cashiers Office-LRG
Department Entry Date: 11/02/1998 ]
*Location: 4sa400004 @ ACCOUNTING SERVICESICASHIER'S
Establishment ID: S Date Created: 05/17/2012
Last Start Date: 11/02/1998
Expected Job End Date:
| Job Data Employment Data Earnings Distribution Benefits Program Pariicipation N
save | [2FRetum to Search | ] Netify | £ Refresn | Fupesteispiey | B meiude History | 2 correct History | -
< i v
javascriptisubmitAction_wind{decument.wind, SICFieldd1Snews0550°); €4 Local intranet | Protected Mode: Off fa v H100% v

Click the Add a new row at row 1 button.

Click the Choose a date button.

Click the desired date.

[]

Click the button to the right of the Action field.

Click the Pay Rate Change list item.
|F'ay Rate Change |

Click the button to the right of the Reason field.

Click the Sal In - Legislative list item.
|Sa| Inc - Legislative |

10.

Click the Compensation tab.

11.

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

Amount is 0.000000.
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PS9HRTRN:s

PSSHEWEBDEV12 RCB

Work Location

John Doe

Employee

Job Information

Job Labor

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

Payroll

Salary Plan

Compensation

Mew Window | Help |

Training Guide
HCM 9.1 LSUNO

Empl ID:

Empl Record:

Compensation find  First B g o2 B Last

St

0

~ Comparative Information

Effective Date: 06/01/2012
Effective Sequence: 0 Action: Pay Rate Change
HR Status: Active Reason: Sal Inc - Legislative
Payroll Status: Active Job Indicator: Primary Job
Future
Compensation Rate: 14.835] usD [, *Frequency: HE Houry

Pay Components
" Amounts |[ICantrais ]| iEhanges ) Tl Conversion

|

Comp Rate

[Currency Frequency Percent

Change Amount: 0.0000005] usD Hourly
‘Change Percent: 0.000 ‘Compa-Ratio: 087
Annual 30433628160 usD Daily 117.052416 USD
Monthly 2,536.135680 usD Hourly 14631552  USD
Default Pay Components

Customize |

Fing | ) 8

Seq
1 |NAHRLY

Q[ o

1463155252 [USD

First Bl 1 or 1 B L ast

] =]

Calculate Compensation

Time and Labor Pay Rules

Time & Labor Status:

Pay from Sched: [_|

 —"

Inactivate/Do Not Enrolt: [C]

Customize Page | & ol

n

n

€4 Local intranet | Protected Mode: Off

H100% -

-

Step

Action

12.

Click the Changes tab.

13.

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

14.

Click the Calculate Compensation button.
Calculate Compensation

15.

3.000 instead of 0.000

NOTE: The employee's Compensation Rate has changed from 14.63 to 15.07. The
Change Amount is now 0.438947 instead of 0.000000, and the Change Percent is

16.

Click the Save button.
El save

17.

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

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

Step

Action

1.

PS9HRTRN:s

PSSHEWEBDEV12 RcB
Favorites ~ Main Menu > Workforce Administration > Job Information > Job Data

Add to Favorites |  Sign out

New Window | Help | B2l

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 te return (up to 300): 200

Empl ID: begins with ~ ’i-‘l‘i
Empl Record: = -

Hame: begins with ~ ’7
Last Name: begins with ’7

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

[“linclude History [| Correct History [|Case Sensitive

Search | Clear | asic Search [EF Save Search Criteria

< | [ J r

Done € Locsl intranet | Protected Mode: Off v H10% v

Step

Action

Enter the desired information into the Empl ID field. Enter "7-digit Empl 1D
Number".

Click the Search button.
Search
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PS9HRTRN:s
PSSHEWEBDEV12 RCB
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Work Location Job Information Job Labor
John Doe EmplID:
Employee Empl Record: 0

Compensation

T ]

Q Lsuteslih

‘Weork Location Find First Bl 4 or2 o Last

“efectve Date ositranz | CoTorow| EE
Effective Sequence: 1Y *Action: Prometion v

HR Status: Active Reason: Non Comp Prom Up 1 M
Payroll Status: Active +Job Indicator: Primary Job h

History

Position Number: 00013089 @ ADMINISTRATIVE COORDINATOR 4

Acad Rank: Override Position Data

Position Entry Date: 051712012

Position Management Record

Regulatory Region: UsA United States

Company: 001 LSUHSC-New Orleans

Business Unit: LSUNO LSUMC New Orleans

Department: NO1553000 Family Nursing (formerly: Grad

Department Entry Date: 051712012

Location: 455940000 NURSING - FAMILY

Establishment ID: Date Created: 05(17i2012
Last Start Date: 0211111992

Expected Job End Date:
Job Data Employment Data Earnings Distribution Benefits Program Pariicipation

New Window | Help | Customize Pace | B+

i

[5] save | [EReturnto Search | =] Notify | £2 Refresn | Jusesieminay | 5 inciude History | [ Correct History | -
[ m v
javascriptisubmitAction_wind({decument.wind, SICFieldd1Snews0550°); €4 Local intranet | Protected Mode: Off v H10% v

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

5. NOTE: The Effective Date defaults to the current date. If the termination date is
not the current date, enter the correct termination date in the Effective Date field
or select it by clicking the Choose a date (calendar) button.

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

]

7. Click the Termination list item.

Termination \

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

9. Click the Family Reasons list item.

Family Reasons \

10.
inactivated from Time and Labor.

Click the OK button.

o ]

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

11. Click the OK button.

E| Save |
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Step Action

12. This completes Record an Employee Termination.
End of Procedure.
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Record an Employee Rehire

Procedure

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

PS9HRTRN:.:

PSSHEWEBDEV11 RCB

Favuvntes : Main 'Manu

Training Guide
HCM 9.1 LSUNO

Step

Action

Click the Main Menu button.

| Workforce Administration 4 |

Click the Workforce Administration menu.

Click the Job Information menu.
|J|:|I:| Information k |

Click the Job Data menu.
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PS9HRTRNes
PSSHEWEBDEV11 RCB
Favorites | Main Menu > Workforce Administration > Job Information > Job Data

Job Data

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

Q Lsuteslih

New Window | Help | B

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

Empl ID: begins with ~
Empl Record: = -
Hame: begins with

Last Name: begins with

Second Last Name: begins with ~

Alternate Character Name: begins with
Middle Name: begins with
[Tinclude History ["] Correct History []Case Sensitive

Search | Clear |Bas|:Search [ save Search Criteria

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

Step

Action

Number".

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

Click the Search button.
Search
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PS9HRTRN:
PS9HEWEBDEV11 RcB Home | AddtoFavorites | Signout
Favorites | Main Menu > Workforce Administration > Job Information > Job Data
New Window | Help | Personalize Paqe | n5, “
work Location | JobInformation | JobLabor | Payoll | SalaryPlan | Compensation
John Doe0100352 Emp ID:
Employee Empl Record: 0
Work Location Find  First B0 1 or 1 I Last
*Effective Date: 06/25/2005 [51) M =
Effective Sequence: 0 *Action: Termination e
HR Status: Inactive Reason: Vol Res-Accepted Another Job Ad
Payroll Status: Terminated *Job Indicator: Primary Job v
History D
Position Number: 00018140 Q ADMINISTRATIVE ASSISTANT 3
Acad Rank:
Position Entry Date: 03/01/2004
Position Management Record E
Regulatory Region: USA United States
Company: 001 LSUHSC-New Orleans
Business Unit: LSUNO LSUMC New Orleans
Department: NO1492000 Medicine
Department Entry Date: 03/01/2004
Location: 449640000 MEDICINE/NEW ORLEANS
Establishment ID: Q Date Created:  07/11/2005
Last Start Date: 03/01/2004 Termination Date: 06/24/2005
Expected Job End Date: Bl
[Cloverride Last Date Worked
Last Date Worked: 06/2412005
Job Data Emplovment Data Earnings Distribution Benefits Program Participation
® Save | O Return to Searcn | =] notity | 72 Refres | 2 mchige istory | 5 comect history | -

Click the Add a new row at row 1 button.

NOTE: The Effective Date defaults to the current date. If the rehire date is not
the current date, enter the correct rehire date in the Effective Date field or select it
by clicking the Choose a date (calendar) button.

Click the button to the right of the Action field.

-]

10.

Click the Rehire list item.

11.

Click the button to the right of the Reason field.

12.

Click the Non-Comp Re-emp Prob/Prior St list item.
[Mon-Comp Re-emp Prob/Prior St |

13.

NOTE: Make sure to verify each field and enter the new position number.
Rehires are rarely rehired back into their old position, since key fields are similar
to those of a new hire, it’s important to verify each field for accuracy.

Click the Save button.
El save

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.

PS9HRTRN:.:

PSSHEWEBDEV11 RCB

Favuvntes H Ma\n'MEnu

Step Action

1. Click the Main Menu button.

2. Click the Workforce Administration menu.
| Waorkforce Administration 4 |

3. Click the Job Information menu.
|J|:|I:| Information k |

4, Click the Review Job Information menu.
|Review Job Information 4 |

5. Click the Workforce Job Summary menu.
|‘u'*.“|:|rkﬁ:|rce Job Sumrmary |
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PS9HRTRN:

PSSHEWEBDEV11 RCB

Home | AddtoFavorites | Signout
Favo'rkes MainvMenu > Workforce Avdmmistmt\on > Job Infgrmation > ReviewJob'Inforrration > Workforce Job Summary

New Window | Help | B,
Workforce Jeb Summary

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

Find an Existing Value

~ Search Criteria

Empl ID: peginswitn ~ [
Empl Record: = - ’7
Name: begins with - ’7
Last Name: begins with + ’7

Second Last Name: begins with «
Alternate Character Name: begins with -

Middle Name: begins with +
Organizational Relationship: = - -
[CIcase Sensitive

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

Step Action

6. Enter the Empl ID and click the Search button.
Search
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PS9HRTRNss
PSSHEWEBDEV11  RcB Home | AddioFavorites |  Sianout
Favu'ntes MEII‘I'MEHIJ > Workforce Administration > Job Information > Review Job Information > Workforce Job Summary
New Window | Help | Customize Page | B
Workforce Job Summary
John Doe: EMP EmpliD:  Gamass
Job Information Fing | 1 First K 1.5 015 B Lot
" General T Jobnformation | Work Location | SalaryPlan | Compensation
lorg Empl Effective .
e e e Seq |Action |Action Reason | Key Person  |GoToJob
EMP 0 06/25/2005 0 Terminatn Vol Resign Job Data
EMP 0 01/M17/2005 0 Job Reclas JCw-o0 Adj Job Data
EMP 0 09/01/2004 1 PayRtChg 12-000 Job Data
EMP 0 09/01/2004 0 Data Chg 09-926 Job Data
EMP 0 03i01/2004 0 Hire 01101 Job Data
[SHReturn to Search | =] Notify
[ €& Locsl intranet | Protected Mode: Off i v H10% v

Step Action

7. The General tab displays Action and Action Reason.

Click the Job Data link.
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PS9HRTRN::
PSSHEWEBDEV11  Rcs Home | Addto Favorites | Sign out
Favorites | Main Menu > Workforce Administration > Job Information > Review Job Information > Workforce Job Summary > lob Data
Mew Window | Help | P Page | [
Compensation
J 2 Empl ID:
Employee Empl Record: 0
Work Location find  First Kl 4 o4 Bl Last
“Eftective Date: obizsi2005 e
Effective Sequence: 0 *Action: Termination v
HR Status: Inactive Reason: Vol Res-Accepted Another Job -
Payroll Status: Terminated *Job Indicator: Frimary Job -
Current m
Position Number: 00018140 Q ADMINISTRATIVE ASSISTANT 3 3
Acad Rank: OVETIHE iiiele)
Position Entry Date: 03/01/2004
Position Management Record
Reqgulatory Region: UsA United States
Company: 001 LSUHSC-New Orleans
Business Unit: LSUNO LSUMC New Orleans
Department: 101492000 Medicine
Department Entry Date: 03/01/2004
Location: 449640000 MEDICINE/NEW ORLEANS L.
Establishment ID: Q Date Created: 07/11/2005
Last Start Date: 03/01/2004 Termination Date: 06/2412005
Expected Job End Date: [
["l override Last Date Worked

1 ast Nate Warked- 0A24200E =

Step Action

8. Click the Close button.

Page 96



 Lsutealth

Training Guide
HCM 9.1 LSUNO

PS9HRTRN:.
PSSHEWEBDEV11 RCB
Favorites  Main Menu > Workforce Administration > Job Information > Review Job Information > Workforce Job Summary

Home | AddtoFavorites | Sianout

Hew Window | Help | Personalize Page | J&,

Workforce Job Summary

John Doe0100352 EMP Empl ID:
Job Information :e\muﬂ\ i First Bl 1.5 or5 B Last
" General T Jobnformation | WorkLocation | SalaryPlan | Compensation
'El':c'f]'r 4 [ffectiveDate  |seq |Action :::2“ Key Person  |Go To Job
EMP 0 06/25/2005 0 Terminatn Vol Resign Job Data
EMP 0011712005 0 Job Reclas JC w-0 Adj Job Data
EMP 0 00/01/2004 1 PayRtChg 12-000 Job Data
EMP 009/01/2004 0 Data Chg 09-926 Job Data
EMP 003/01/2004 o Hire 01101 Job Data

&\ Return to Search | [=] Notify

Step Action

9. Click the Job Information tab.
10. The Job Information screen displays Employee Status, Standards Hours and Work
Period.

Click the Work Location tab.
i Location

:

—1

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

Click the Salary Plan tab.
| Plan

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

¢

—1

Click the Compensation tab.
| Compensation ]

13. Click the Components link.
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PS9HRTRN:s
PSOHEWEBDEV11 Rca

Favo'rkes MainvMenu > Waorkforce Avdmmistmt\on > Job Infgrmation > ReviewJob'Inforrration > Workforce Job Summary

Salary Components

John Doe0100352

Empl 1D: Empl Record: 0
Compensation Rate: 120000005 usp
‘Compensation Frequency: H Hourly
[Pay Components
Amounts | Controls | Cianges " Conversion
Rate Code |Seq |Comp Rate \Currency  |Frequency  |Points  |Percent  |Rate Code Group
NAHRLY 01200 usD Hourly

OK Cancel

Q Lsutealth

New Window | Help | Personalize Page | B,

Step Action

14. Click the OK button.

OK
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PS9HRTRN:.

PSSHEWEBDEV11 RCB
Favorites  Main Menu > Workforce Administration > Job Information > Review Job Information > Workforce Job Summary

Home | AddtoFavorites | Sianout

Mew Window | Help | Personalize Page | J&,

Workforce Job Summary
John Doe0100352 EMP Empl ID:

Job Information

&
k |
General || doblnformation ||| Wark Lacation | Salary Plan || Compensation

Personalize | Find | First Kl 1.5 05 B Last

Empl : Monthly [Daily Change
roworg  [Fective Date |seq Annual Rate || rate  |Hourly Rate  |Currency Components

Percent
EMP 0 D6/25/2005 o 24960000 2080.000 96.000 12.000000 USD Components
EMP 00117/2005 1] 24960.001 2080.000 96.000 12.000000 USD Components
EMP 0 09/01/2004 1 24960.001 2080.000 96.000 12.000000 USD 4000bomg.ﬂnems
EMP 009/01/2004 0 24000.001 2000000 92308  11.538462USD Components
EMP 003/01/2004 ] 24000.001 2000000 92308  11.538462 USD Components

&4 Return to Search | [=] Notify

Step Action

15. Click the Show all columns button to expand the tabs. This will allow the user to
view all data located on the tabs.

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

17. Click the Return to Search button.
4 Return to Search
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PS9HRTRN:

PSSHEWEBDEV11 RCB
Favo'rkes MainvMenu > Waorkforce Avdmmistmt\on > Job Infgrmation b3 ReviewJob'Inforrration > Workforce Job Summary

Workforce Jeb Summary

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

Find an Existing Value

~ Search Criteria

Empl ID: peginswitn ~ [
Empl Record: = - ’70
Name: begins with - ’7
Last Name: begins with + ’7

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

Middle Name: begins with +
Organizational Relationship: = - -
[Ccase Sensitive

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

Search Results

First | 1of1 [ Lest

Empl ID [Empl Record |Name Last Name [Second Last Name Alternate Character Hame [Middle Hame |Organizational Relationship|

-] John Doesisess. DOESSisss (blank) (blank) (blank) Emp

Q Lsuteslih

Home | AddtoFavorites | Signout

Mew Window | Help | n

Step

Action

18.

Clear

If you would like to view another employee's Job Summary, click the Clear button
to clear the previous search criteria, to enter another Empl ID.

19.

This completes View Job Summary Information.
End of Procedure.
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Record an Employee Data Change

Procedure

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

PSO9HRTRN:: 0
Home | AddtoFavorkes | Sianout

PSOHEWEBDEV11  Rca

Favorttes - Man Menu

Personalize Content| Layout Help

Step Action
1. Click the Main Menu button.
2. Click the Workforce Administration menu.
|1|.-"."IIIF|CFI:IFCE Administration * |
3. Click the Personal Information menu.
| Personal Information * |
4, Click the Modify a Person menu.
| Modify a Person
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PS9HRTRN:so
PSOHEWEBDEV12 Rce
Favogites © Main Menu > Workforce Administration > Personal Inforration > Modfy a Person

New Window | Help | &

Personal Information

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

Find an Existing Value |/ AddaNew Value

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

EmplID: begins with = ||
Name: begins with -
Last Name: begins with

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

[include History [] Correct History [] Case Sensitive

search | Clear | &P save Search Criteria

Find an Existing Value | AddaNew Value

@ Local intranet | Protected Mode: Off 45 v ®100% -

Step Action

5. You can search for an employee using either the Empl ID or the Last Name. You
must include the preceding zeros when entering the Empl ID.

Enter the desired information into the Empl ID field. Enter "7-digit Empl 1D
Number".

6. Click the Search button.
Search
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Favorites * Main Menu > Workforce Administration > Personal Information > Modify a Person

Biographical Details | Goniactnfoimaiion

Jane Doe

Regional

PersoniD:  1haiiu

Effective Date:
Format Type:
Display Name:

05/03/2012
English
Jane Doe

Date of Birth:
Date of Death:
Birth Country:
Birth State:
Birth Location:
Biographical History

Main Content

“Effective Dats
“Gender:

“Highest Education Level:
“Marital Statu

Language Code:
Alternate ID:

0810411968 o)

[
usa % Unted states
LA % Louisiana
Baton Rouge Waive Data Protection

051032012 ]

Female -

single
English

—

achelors Level Degree

Biographic Informatio

43 Years 9 Months

First K 4 or4 I Last

Asof: 050312012 [

USA @, Social Security Number -~

123112022 =]

save | [GPRetum o Seareh | (=2 oty | £3 Reresh | [ Aga| Eupes

| nclue History | [ correet istory |

Biographical Details | Contact Information | Regional

New Window | Help | Gustomize Page |

Training Guide
HCM 9.1 LSUNO

Done

@ Local intranet | Protected Mode: Off 43 v ®100% -

Action

Click the Contact Information tab.

Contact Information ]
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PSOHRTRN; 5
PSOHEWEBDEV12 RcB
Favgrites | Main Menu > Workforce Administration > Personal Information > Modify a Person

jographical Details act Information gional

Jane Doe Person ID: P

Current Addresses Customizs | Find First KN 12 or2 B Last

Address lasofpate  [tatus  [Address

Type
1234 Main Street

Home. 0510312012 A New Orleans, LA70112 View Address Detail [+ =]
Orleans
1234 Main Street

Wailing 05032012 A New Orleans, LA70112 View Address Detail BEE

Orleans

Phone Information

A &)

Customize | Find t
[Telephone [Extension Preferred

Home - [soarsss2222 eji=|
5041555-9999 [ HE

‘ Work -

A &) rst K 4 or1 B Last

N

[+]|[=]

Customize | Find | V.
FEmail Address

doe@lsunsc edu

LSUHSC Email Address  ~

[5) save | [BRetum to Search | (=] Natity | £2 Refresh

Bioaraphical Details | Gontact Information | Regional

Q Lsutealth

New Window | Help | Customize Page | &

Done

€ Local intranet | Protected Mode: Off da v ®MI0% v

Step

Action

Click the View Address Detail link.

EIEW Address D eta|l|
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PSIHRTRN: 5

PSOHEWEBDEV12 Rcs

Home | Astofsvortes | Sinout
Favuvrrtes Ma\nvMenu > Workforce Administration > Personal Information > Modify a Person

New Window | Help | Gustomize Page | &

[Address History

Address Type: Home
Address History

ping  First K 4o 1 D0 Last

Effective Date:  05/03/2012 Address: 1234 Main Street =
New Orleans, LA70112

Country: usA o,

Status: A

ok | cancel

@ Local intranet | Protected Mode: Off 45 v ®100% -

Step Action

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

10. Click the Add Address link.
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PSIHRTRN: 5

PSOHEWEBDEV12 Rcs
Favorites * Main Menu > Workforce Administration > Personal Information > Modify a Person

New Window | Help | Gustomize Page | &

Edit Address

Country: United States

Address 1: 1234 Main Street

Address 22 |

Address3: |

City: New Orleans state: [LA % Lovisiana
Postal: 70112

€ Local intranet | Protected Mode: Off 45 v ®100% -

Step Action

11. Enter the desired information into the Address 1 field. Enter "1515 Pine Street".
12. Enter the desired information into the Postal field. Enter "70111".

13. Click the OK button.
QK
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PSOHEWEBDEV12 Rcs

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

[Address History

Address Type: Home
Address History

fng  Frst K 1202 B Last

*Effective Date: 1050092012 ] pddress: 1515 Pine Strest

H=
New Orleans, LA70111
Country: USA A Orleans
*Status: A Y
Aud Address
Effective Date: 0800312012 Address: 1234 ain Sireet =E
New Orleans, LA70112
ELIE G Orteans
Status: A

oK Cangel

Done

New Window | Help | Gustomize Page | &

Training Guide
HCM 9.1 LSUNO

on out

€ Local intranet | Protected Mode: Off

Step

Action

14.

Click the OK button.
Ok
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PSOHRTRNG: 50
PSOHEWEBDEV12  RCH
Favorites = Main Menu > Workforce Administration > Personal Information >  Modify a Person

graphical Details

egional

Jane Doe

[addre=s |as Of Date. Status Address
[Type.

1515 Pine Street

Person ID:

BN 1 zor2 B ost

Home 05/00/2012 A New Orleans, LA 70111 Edit/View Address Detail B =
Orleans
1234 Main Street

Mailing 05/03/2012 A New Orleans, LA70112 Wiew Address Detail 3| =

Orleans

T First Kl 1.2 or2 Bl Last

504/555-2222

[s04/555-9909

Telepnone Extension Preferred

BN 1 or1 B oot
[*Emai Type ~Email Address

LSUHSG Email Address  ~  |idoe@Isunsc.edu [+] =]

Save | [EFReturn to Search | [=X] Motify | £2 Refresh |

pioy | B nclude History | [ Corret History |

Q Lsutealth

Bioaraphical Details | Contact Information | Regianal

Done

Step

Action

15.

Click the View Address Detail link.

EIEW Address D eta|l|
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Favogites © Main Menu > Workforce Administration > Personal Inforration > Modfy a Person

[Address History

Adaress Type: Wailing
Address History a Frst K g ore B Last
Effective Date:  05/03/2012 Address: 1234 Main Street =
New Orleans, LA70112
Country: usA o,
Status: A

ok | cancel

Training Guide

HCM 9.1 LSUNO

Home | Astofsvortes | Sinout

New Window | Help | Gustomize Page |

Done

@ Local intranet | Protected Mode: Off

v R00% -

Step

Action

16.

Click the Add a new row at row 1 button.
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PSOHRTRN; 5
PSOHEWEBDEV12 RCB
Favgrites | Main Menu > Workforce Administration > Personal Information > Modify a Person

[Address History

Address Type: Wailing

Address History

Fing  First K 12 or2 B Lost

~Effective Date; 105092012 [ agqgress: 1234 Main Street HE
comt oA a New Orleans, LA70112
untry: 3

Orleans
“status: A Q
Ada Address
Effective Date: 0510312012 Address: 1234 Main Street =E
New Orleans, LA70112
Country: UsA v
Status: A

ok | cancal

a new row at row 1 (Alt=7)

New Window | Help | Customize Page | &

Home | AddtoFavores | Signout

Q Lsutealth

ction SICFi ):

€ Local intranet | Protected Mode: Off

v RI0% v

Step

Action

17.

Click the Add Address link.

Add Address

18.

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

NOTE: The Address 1 field has a limited number of characters. Use the Address 2
field for apartment numbers, P.O. Box numbers, etc.

19.

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

20.

Click the OK button.
i
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Favorites * Main Menu > Workforce Administration > Personal Information > Modify a Person

[Address History

Address Type: Wiailing
Address History

fng  Frst K 1202 B Last

*Effective Date: 1050092012 ] pddress: 1515 Pine Strest

=
New Orleans, LA70111
Country: USA A Orleans
*Status: A Y
Add Address
Effective Date: 08103/2012 Address: 1234 Main Street =
New Orleans, LA70112
EEIiE usA Orleans
Status: A

oK Cangel

New Window | Help | Gustomize Page | &

Training Guide
HCM 9.1 LSUNO

on out

€ Local intranet | Protected Mode: Off

Step

Action

21.

Click the OK button.
Ok
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PSOHRTRN:
PSOHEWEBDEV12 RcB
Favorites | Main Menu > Workforce Administration > Personal Information > Modify a Person

New Window | Help | Customize Page | &

ioraphical Details || Contact Informati

Jane Doe Person ID: pha

current Adaresses Fing irst Kl 1.2 or2 B Last

lAsOfpate  [status  |Address
Type

1515 Pine Street
New Orleans, LA70111 EdittView Address Detail
Orleans

1515 Pine Street
05092012 A New Orleans, LA70111 EditfView Address Detail

Orleans

Phone Information ind [view Al B0 B rirst B 42 0r2 B Lot

[Telephone [Extension Preferred
50415552222

[-] [soarszs-0000

rst K 4 or1 B Last

T = R N
LSUHSC Email Address  ~  doe@Isuhsc.edu [+ =]

o] B it Hotory | B carotHtary

[5) save | [BRetum to Search | (=] Natity | £2 Refresh Bad| Fu

Bioaraphical Details | Gontact Information | Regional

Done € Local intranet | Protected Mode: Off 43 v RI10% v

Step Action

22. Click the Save button.
Save

23. This completes Record an Employee Data Change.
End of Procedure.
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Budget Information

View Department Budget Tables

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

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

PS9HRTRNes
PSYHEWEBDEV11 RCB
Favorites  Main Menu

Personalize Content | Layout Help

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

Step Action
1. Click the Main Menu button.
2. Click the Set Up HRMS menu.
Sef Up HRMS 4

3. Click the Product Related menu.

|P'r|:u:|uct Related k |
4, Click the Commitment Accounting menu.

|C|:| mmitment Accounting r |
5. Click the Budget Information menu.

| Budget Information * |
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Step Action

6. Click the Department Budget Table USA menu.
| Department Budget Table USA |

PS9HRTRNes

PS9HEWEBDEV11 RCB Home | Addto Favorites |
Favorites | Main Menu > SetUp'HRMS > Pmdu:thelated > Cummtmen&ﬁccuuntmg > Eudget[llfarmat\on » Department Budget Table USA

Sign out

New Window | Help | B

Department Budget Table USA

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value Add a New Value
Maximum number of rows to return (up to 300) 300

setiD: = - SHARE @,
Department: begins with @

Fiscal Year: -
Budget Level: - -
Position Pool ID:  begins with ~
Job Code SetlD: begins with ~
Job Code: begins with ~ ’70,
Position Humber: begins with
Empl ID: begins with ~
Empl Record: = - @,

[include History ["] Correct History

Search | Clear | Basic Search [E Save Search Criteria

Find an Existing Value \ Add a New Value

(v Conter |
< I ] v
(2 items remaining) Downloading picture https://pshercb2 lsuhsc.edu/cs/hrim/cache/ e'l. Local intranet | Protected Mode: Off i ov H10% v

Step Action

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

8. Click the Search button.
Search

9. Click the Fiscal Year link.
[2012]
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PS9HRTRNes
PSSHEWEBDEV11 RCB
Favovrkes MainvMenu b3 SatUp'HRMS > Pmdu:thelated > CommtmensAccountmg > Budget Irlformat\on » Department Budget Table USA

New Window | Help | Customize Pace | E=l

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

SetID: SHARE Department: NO1673200 PEOPLESOFT ADMIN SUPPORT ORG
Fiscal Year: 2012
*Budget Begin Date: 7/01/2011 *Budget End Date:
*Offset Group: LSUNO LSUHSC NEW ORLEANS
Budget Cap
(@ Per Budget Level Per Earn/Tax/Ded
Suspense Combination Code Find | view Al First Kl 4 o1 B Last
*Effective Date: [p7io1i2011 | Effective Sequence: 0 H=
Combination Code: 000176095 Department Suspense - NO ChartField Details
Balance: 0.00
Save| [GhReturn to Search Previous in Lis | =] Nextin List | [=] Notify | [Eh Add| FupdateDispla | & Include History | [:2# correct History

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

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

Step

Action

10.

Click the Dept Budget Earnings tab.
Dept Budget Eamings

11.

Dept Budget Earnings Fields:
Effective Date - The date the actions begins.

Combination Code - The combination codes are used to identify funding sources
for the budget.

Distribution % - The percent of funding allocated to the specified account for the
assigned position which the employee holds.

NOTE: All of the remaining tabs contained in the component function in the
same way.
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PS9HRTRNas0
PSOHEWEBDEV11 Rca

Favovrkes MainvMenu b3 SatUp'HRMS > Budget Irlformat\on b3

Pmdu:thelated Commtmens Accounting >

Department Budget Table USA

Dept Budget Date

SetlD: SHARE
Budget Begin Date:

Dept Budget Defaul

Department: NO1673200

07/01/2011  OffsetGroup:  LSUNO

06/30/2012

Dept Budget Dedu

PEOPLESOFT ADMIN SUPPORT ORG

Budget Cap

(@ Per Budget Level

Dept Budget Tax

Fiscal Year: 2012

Per Earn/Tax/Ded

Budget End Date:

Q Lsutealth

New Window | Help | Customize Pace | B2l

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

Edrnmgs D\ﬁlnbulmn
Combination Code | Distributed ] Earning Code Description ] Combination Code Description

Earmngs Sequence | . ionCode Funding End
Humber

Date

5672200001-501000 33333

2 1 967320001A-501000 33.333

3 1 967320002A-501000 33334
Savel [EhReturn to Saan’:hl 15 us in List | =] Nextin List | [=7] Notify | B Add | Hupdate | & Include History | [:%# Correct History

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

e

Done

€& Local intranet | Protected Mode: Off

H100% ~

%
B
<=

Step Action

12. Click the Dept Budget Deductions link.

Dept Budget Deductions
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PS9HRTRN:s

PSSHEWEBDEV12 RCB

Home | Sign out

Favu'ntes MEII‘I'MEHIJ > SetUp HRMS > Product Relsted > Commitment Accounting > Budget Information > Department Budget Table USA
New Window | Help | Customize Page | B
Dept Budget Date Dept Budget Defaults Dept Budget Eamings Dept Budget Deductions Dept Budget Taxes
SetID: SHARE  Department: NO1673200 PEOPLESOFT ADMIN SUPPORT ORG Fiscal Year: 2032
Budget Begin Date:  07/01/2011 Budget End Date: 06/30/2012 OffsetGroup: | SUND

Eind | View Al First B 1 op 1 I Last
Department Position Pool Jobcode (@ Position Appointment [+
Position Number: 00034097 PROJECT COORDINATOR
Effective Date: 07/01/2011 Eff Seq: 0 Status: Active Date Entered: 06/29/2011

Deduction Distribution

Combination Code | Fringe Benefit Description | Combination Code Description | Distributed

Deduction Deduction Sequence
Class Number

Plan Type o

Savel [EtReturn to Eaarchl 1E] Previous in Li | 4E] Next in lel = Nntifyl B Add | JEUpdateDisplay | ﬁlnc\uda History | F‘)r,nrramu

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

%
&
Il
)

& Intemet | Protected Mode: On 100% -

Step

Action

13.

Click the Fringe Benefit Description link.

14.

Click the Dept Budget Taxes tab.
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Tax Distribution

PS9HRTRN:s
PSYHEWEBDEV12 RCB Sign out
Favovrkes MainvMenu > Set Up'HRMS > Pmdu:thelated > Commtmens Accounting > Budget Irlformat\on » Department Budget Table USA
New Window | Help | Customize Pace | B2l
Dept Budget Date Dept Budget Defaults Dept Budget Earnings Dept Budget Deductions Dept Budget Taxes
SetlD: SHARE Department: NO1673200 PEOPLESOFT ADMIN SUPPORT ORG Fiscal Year: 2012
Budget Begin Date:  07/01/2011 Budget End Date:  06/30/2012 Offset Group:  LSUNO

Department Position Pool Jobcode (@ Position Appointment
Position Number: 00034097 PROJECT COORDINATOR
Effective Date: 0710112011 Eff Seq: 0 Status: Active Date Entered:  06/29/2011

ar Fist K4 ore B ast

Combination Code | Locaity Description ] Combination Code Description | Distributed

State

m“;‘:e Combin

Tax Class Locality n Code
p 1 000000048 100.000
235U OASDIER 1 000000045 100.000
35U Med/ER 1 000000044 100.000
Save| [EhReturn to Search ious in Lis | 5] Nextin List | ] Notify EbAdd| Hupda | & Include History | [:2# Correct History

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

<[

e

Done

@ Intemet | Protected Mode: On “a

<=

H100% -

Step

Action

15. Click the Locality Description link.
cality Description

16. Click the Combination Code Description link.

mbination Code Description

17. Click the Distributed link.
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PS9HRTRNes

PSYHEWEBDEV11 RCB
Favovrkes MainvMenu b3 SatUp'HRMS > Pmdu:thelated > CommtmensAccountmg > Budget Irlformat\on » Department Budget Table USA

Sign out

New Window | Help | Customize Pace | B2l

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

SetlD:  SHARE Department: NO1673200 PEOPLESOFT ADMIN SUPPORT ORG Fiscal Year: 2012
Budget Begin Date:  07/01/2011 Budget End Date: 06/30/2012 Offset Group: LSUNO
v All FII"E[“ 1of1 n Last
Department Position Pool Jobcode @ Position Appointment [+
Position Number: 00034097 PROJECT COORDINATOR
Effective Date: 07/01/2011 EfT Seq: 0 Status: Active Date Entered: 06/29/2011

Deduction Distribution
" Combination Code | Fringe Benefit Description | Combination Code Description | Distributed

Deduction  |Deduction  |Sequence
Plan Type [Code Class Number

Save| @‘Retummsaarchl LELE

us in Lis | 5] Nextin Lssll = Nnufy| El Add | Fupgate/isplay | & Include History | [ correct H

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

< [}

<=

Dene €& Local intranet | Protected Mode: Off i #100% ~

Step Action

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

19. This completes View Department Budget Tables - LSUNO.
End of Procedure.
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Faculty Tenure

View Faculty Tenure

Procedure

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

PS9HRTRNss

PSSHEWEBDEV11 RcB
Favorites  Main Menu
Personalize Content | Layout Help
Done €& Locsl intranet | Protected Mode: Off fa v HI0% v

Step Action

1. Click the Main Menu button.

2. Click the Workforce Development menu.
|‘u'-.f|:|rkfnrce Development 4 |

3. Click the Faculty Events menu.
| Faculty Events * |

4, Click the Calculate Tenure menu.
| Calculate Tenure k |

5. Click the Review Rank/Status History menu.
| Review Rank/Status Hi5t|:|r~,r|
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PS9HRTRNes
PSSHEWEBDEV11 RCB
Favovrkes MainvMenu > Waorkforce Qevelopment > Facultvavents > Calculate' Tenure > Review Rank/Status History
New Window | Help | &
Review Rank/Status History
Enter any information you have and click Search. Leave fields blank for 3 list of all values
Find an Existing Value
Maximum number of rows to return (up to 300) 300
Empl ID: begins with ~
Hame: begins with
Last Name: begins with ~
Second Last Name: begins with ~
Alternate Character Name: begins with ~
Middle Name: begins with
[CIcase sensitive
Search | Clear | Basic Search [& Save Search Criteria
O i ] D
Dene €5 Local intranet | Protected Mode: Off v H100% -

Step Action

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

7. Click the Search button.
Search
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PS9HRTRNes

PSSHEWEBDEV11 RCB
Favovrkes MainvMenu > Waorkforce Qevelopment b3 Facultvavents > Calculate'Tenura > Review Rank/Status History

Review Rank/Status History

Employee: John Doe i i
Tenure Home:  NO1051000  Tepure Status: TEN Tenure Calc Group:
Track Start Dt 12/02/2000 Override Calc: Tenure Granted Date:

First Bl 4 or4 B Last

Home Department Rank/Status Change History Eind | Views All
Eff Date Academic Rank Tenure Status Action Date Change Reason

[GReturn to Search | [=] Notify

Training Guide
HCM 9.1 LSUNO

Home | AddtoFavortes |  Signout

New Window | Help | Customize Pace | =l

Done

€& Local intranet | Protected Mode: Off v

H100% -

Step

Action

View the Academic Rank and Tenure.

Click the Return to Search button.
[ Return to Search

This completes the View Faculty Tenure.
End of Procedure.
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