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1. Introduction

The purpose of this document is to provide a basic explanation of where information from previous
Budget 3270 transactions can now be found on the Human Resources System (HRS).

For each 3270 transaction, this document explains where to navigate in HRS to find similar
information, a visual comparison of the HRS side and the 3270 screen is displayed, and the
information equivalents are pointed out. Some screen data such as person name, employee ID and
department has been changed to imaginary equivalents or blurred-out for confidentiality.

In an attempt to keep instructions as simple as possible, this document will not get into all the details of
the HRS screens.

In this document are references to “*Navigation tip: When you get here, add this to your Favorites if
you have not already done so.” Follow this tip to quickly jump to the HRS screens you commonly will
use, rather than drilling down through multiple menu layers. Section 10. Navigation Tips, will explain
how to “....add this to your Favorites”. Also in the navigation tips is how to find a navigation path
through the SEARCH function on the Oracle Menu.

For most queries listed in this document, log into HRS production. A few may use the EPM website or
the Interactive Reporting (IR) site. The instructions will point out the exceptions to you.

e HR Production On-line screens, reports, and queries: https://www.hrs.wisconsin.edu/login

e EPM Production queries: https://www.epm.wisconsin.edu/login
HR and EPM Contact: HRS Support Center , 855-4UW-SUPP or 608-890-1501

e Interactive Reporting (IR) query: https://bi2.fastar.wisconsin.edu/workspace
IR Contact: Kathy Luker at 608-265-3761, kwluker@wisc.edu
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2. Data Security - what you may or may not be able to view

Ask for ok to security info from Kay’s and Cathy’s paper.
The menus that will be presented to you and even the data that you can view will depend on the roles

|”

for which you are authorized, as well as your “row level” security.

In HR Production, row level security applies. Row level security gives a user access at the department,
division, campus, or system-wide level. For example, if a user has campus level security, a user can only
see job information for people with jobs within the user’s campus. A search for the employee will
return a “No matching values were found” response.

Row level security currently defaults to department level, but can be requested at a higher level. To
request a higher level of security, consult your campus site lead. At the department row level, data will
be masked or unavailable if the user’s department does not match the employee’s job department

The explanations and examples below are taken from PEOPLESOFT HRS SUMMARY INQUIRIES, by Kay
Schoenherr, 04JAN2011.

In the examples below, the user has row level security for division A48 (Letters and Science) at
UWMSN only.

The employee has 2 jobs: one at UWMSN in Dept A482600 (French & Italian); and one at UWEAU,
Dept C034001 (Vice Chancellor for Student Affairs, Gear Up Program).

Empl Rcd #0 is the UWMSN assignment.
Empl Red #1 is the UWEAU assignment.
Note: The Job Data hyperlink may appear as if it is active for all rows below. However, the Job Data

hyperlink is dependent on a user’s row level security. In our example, the Job Data hyperlink will
only work for rows containing Empl Rcd #0 (e.g. UWMSN) information.

Wd Active hyperlinks

[ CLEAM_Address

I Inbound File Upload based on user’s

[ Self Senice { Workforce Job Summary %
> Manager Self Sevice row level security
[ Recruiting Jimi Coco EMP 10 00650118

= Workforce Administration
[> Personal Information
= Job Information
[ Contract Administration

Job Information Customize | Find | View All | %8 First [ 1505 (] 155t
General Y Joblnformation ' Vork Location ' Salary Plan ) Compensation | |2

I» Temporary Orq Relation Empl Red# Effective Date Seq Action Action Reason
Assignments EMF 0 05/23/2011 1] Short Work Bri EndAcdmeyT
I Employment | EwP 112152010 0 Posn Chg
SRR _ EMP 1111212010 0 Hire orig
= Review Job Information
ETTE——— EMF 111122010 1 Data Chg EEDtaUpdt
Summary EMP 011012010 0 Hire Reassign Job Data
— Job Summary JPM
— Multiple Jobs
Summarn
— Compensation
Summary USF
— Personal Data USF 42\ Return to Search | [=] Motify |

L
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On the Workforce Job Summary, Salary Plan tab, notice that the UWEAU Empl Rcd #1 shows “XX’s”
in some of the fields. The data is masked due to the user’s row level security.

| Workforce Job Summary |

Jimi Coco EMP 1D: 00650118

Job Information
“ Job Information

- Customize | Find | View All | i First [1] 1-5of § [ Last

General “{" Work Location

i Salary Plan Compenzation
Org Relation Empl Rod# w Seq Sal Plan Grade Step Pay Group Frequency
EMP 008232011 0 AD1C 103 [ CAR am
EMP 1121572010 0 K X 99 30X
EMP 111122010 0 UK X 99 X0
EMP 111122010 1 OO0 OO 99 300
EMP 010uzo010 0 AD1C 103 0 CAR am

Workforce Job Summary, Compensation tab, the UWEAU Empl Rcd 1 shows all 9’s in some fields,

due to the user’s row level security.
{ Workforce Job Summary

Jimi Coco EMF 1D

00650118

Custornize | Find | View All | B First [{] 1.50r5 [*] Last
e Salary Plan I Compensation

General | JobInformation | Work Location

%aﬂon Empl Red# ;:’:""9 Seq Annual Rt Monthiy Rt Daily Rt Hrly Rate Currency g:ﬂi omponents
EMP 0 05/23/2011 0 54000.000 4500.000 207.692 25.362069 USD Components
EMP 1211512010 0 999999999955999.999 999999999999999.999 999999999999999.999 999999999999.999999 10X 999.999

EMP 1111212010 0 999999999999999.999 999999999999999.999 999999999999999.999 999999999999.999999 XX 999.999

EMP 11/12/2010 1 999999999999999.999 999999999999999.999 999999999999999.999 999999999999.999999 XK 999.999

EMP 0 11/01/2010 0 54000.000 4500.000 207.692 25.862069 USD

On the Workforce Job Summary, Compensation tab, you can click on the Components
hyperlink only for the UWMSN Empl Rcd O job, but not the UWEAU Empl Red 1 job.

EPM and IR data viewing is limited by security role, which includes whether the user is limited to viewing
only “non-sensitive” information. There is no restriction on who you can see, but information such as

Home Address, ethnicity, social security number, may be considered sensitive information and not
available to most users.
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3. APPI / HRS Job Data Query

APPI 3270 Screen

DOE, JANE L

APPT ID 01234567 PERS ID 00298765

APPT BEGIN DATE 08 26 2009 01 -

APPT END DATE -
LAST WORK DATE

AS OF 07 12 11

(NEW APPOINTMENT)

SENIORITY:

NEXT LOC
LENGTH MONITOR

APPI PAGE 1

PRIOR LOC A TYPE AS BRK N

APPT TYPE: FA (FACULTY) TITLE: C40NN (ASSISTANT PROFESSOR)

BASIS C RATE 45850 UWME'S

CONTINUITY 01 (ON-GOING) SEASONAL

FLSA E (EXEMPT)

MAJOR DEPT Q321456 (UW-MNT/PSYCHOLOGY) TOTAL APPT % 0.000
TOTAL LEAVE % 0.000

BACKUP FOR APPT

NEXT TP EXIT

YOUR LAST REQUEST WAS 01365762 07-12-11
1=CHGT 2=APCT 3=APPR 4=APRH 5=APDT 6=CHGA 7=CHGR 8=DEPT 9=-1 10=+1 11=EXIT

APPIl:  Appointment Inquiry
The Appointment Inquiry displays information for one selected appointment as of a requested

date.

The most detailed place to find the information that appeared in the APPI query is on the HRS Job Data
screens. It will display the most current information. Historical information can be retrieved if needed.
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Log into HRS Production

HRS Menu Navigation:

>

Search:

ORACLE’

&

[ My Favorites

[* Inbaund File Lipload

[ Self Senice

[ Manager Self Semice

[ Recruiting

= tarkforce Administration
[ Persanal Infarmation
P = Job Information

[+ Contract Administration

[ Temporary Assignments

[ Employment
Categaorization ITA

[ Review Job Information
[ Reports

= Jabh Data - Student Help

L X I

*Navigation tip: When you get here, add this to your Favorites if you have not already done so.

ORACLE

Search:
®

[> bty Favorites
[+ Inhound File Upload
[> Self Service
[> Manager Self Service
[» Recruiting
= Workforce Administration
[> Personal Information
= Job Infarmation
[> Contract Administration
[» Temporary Assignments
[» Employment
Categorization ITA
[» Review Job Infarmation
[ Repors
= Joh Data
= Job Data - Student Help
Dnly
= Review Staffing
Assignments
= Add Emplmnt Instance -
Student
= Other Payee
= Add Additional
Assignment
= Move Assignmnt to
another Inst
= Demote an Instance
= Add Employment
Instance USF

= Additional Appointrment

| v

Job Data

{ Find an Existing Value '

Enter any information yau have and click Search. Leave fields blank for s

Home

EmpliD:

| begins with || oo20s78s

" Empl Rcd Nbr: |: j |

Harme: |begins with jl

Last Name: | begins with x|

Second Name: | begins with ||

Atternate Character Name: [ egins with =] |

Midg |begins with jl

I” Include Histol

Search Results

I” case Sensitve €¢———

@ Clear |EIaS|c Search Save Search Criteri
S =

directly to the Job Data screen.

EmpliD  Empl Rcd Mbr Hame
00298765 0 JANE DOE
00298765 1 JANE DOE
00298765 2 JANE DOE

If a list is returned, select a result and click on it.

Last Name Second Name Alternate Character Name Middle Name

1-3 of 3

bl (hlank) L
hlank blank L
hlank blank L

3270 Query to HRS Mapping - APPI / HRS Job Data Query

hutiChannel C Acd to Favorites

Mews Window | Help

Sign out

| B
hEER

Enter your search criteria. If you know the
EmplID (formerly Person ID), use it.

Check “Include History” box if you want to see
the changes to an appointment over time, or else
only the most current info will be returned.

Click on Search box or hit Enter key.
— y

If there are multiple appointments, a selection
list is returned. Otherwise you will be taken
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Job Data: HRS Work Location Tab

{ Work Location Y Job Information " Job Labor ¥ Payroll ¥ Payroll® Y SalaryFlan ) Compensation | LW Gustorm ' [b)
EMP (D: oozeeris EmplRcd# 0 )

Find First [4] 1af 1 [¥] Last

R Status: Active Payroll Status:  Leave of Absence
< Effective Date: 0ar26r2011 Sequence: 0 m Job Indicator:  Prima b
(E\ Short WWork Break Reason: End of Academi =
Current
Last Start Date: 021002011 Termination Date:
< Expected Joh End Date Expected Return Date:
Last Date Worked: 05f2ar2011 I override Last Date Worked
| Position Entry Date: | 02i0/2011
< osition Number: 01234567 ASSISTANT PROF@ * . .
, - = A date of 02/10/2011 is the migration date to
Owertide Pogition Data | I" Position Management Record . .
] the new HR System. Obtaining the original
Regulatory Region: LISA United States X .
- ) ) entry date is explained on the next page.
Compams (WL University of'Wisconsin Systerm
Business Unit: Department Entry Date: 02M 02011
0321458 MNTIPSYCHOLOGY
Location: MAIN-ADMINISTRATION BLDG
Establishment ID: < pate Created: 015i28/201

Job Data (Emplu:n.rment Diata )Earninus Distribution Benefits Pradgramm Padicipation

The items in above are equivalent to the APPI items highlighted in yellow below.

DOE, JANE L AS OF 06 22 11 APPI PAGE 1
APPT ID 01234567 PERS ID 00298765 SENIORITY:
APPT BEGIN DATE 08 26 2009 01 - (NEW APPOINTMENT) PRIOR LOC A TYPE AS BRK N
APPT END DATE - NEXT LOC

LAST WORK DATE LENGTH MONITOR
APPT TYPE: FA (FACULTY) TITLE: C40NN (ASSISTANT PROFESSOR)
BASIS C RATE 45850 UWMF'$
CONTINUITY 01 (ON-GOING) SEASONAL
FLSA E (EXEMPT)
MAJOR DEPT Q321456 (UW-MNT/PSYCHOLOGY) TOTAL APPT % 0.000

TOTAL LEAVE %  0.000

e The new APPT ID is equal to the last 6 digits of HRS employee ID + 2 digit employer record number;
for this example, the Budget appointment ID would be 29876500
o If an expected end date exists, it is shown; the actual termination date is listed separately

o Look at Action to see if person is on break

Other useful information on the HRS Work Location tab, shown in(green ovals:

e Status of appointment, the last Action taken, the Effective Eate of the action, and the action Reason

e Payroll Status and Job Indicator (ex.: primary job, secondary job), Expected Job End Date

e Position Number, Title description
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e Employment DWottom of any of the Job Data tabs, click on Employment Data
Joh Data

(Empluvment Data) Earnings Distribution Benefits Program Paricipation

This opens an HRS Employment Information screen:

/ Employment Information

JAME DOE EMP 1D: 00288785 EmplRcd #: 0
Organizational Instance Rcd: 0 [ Original Start Date: ] 08f26i2009 ¥ override
Last Start Date: 02072011 First Start Date: 024102011
Termination Date: Years Months Days
[ Adj Cont Service Date: ':‘ i} 0 a
Instance Record
Last Assignment Start Date: 02M 062011 First Assignment Start: azrorz2011
Assignment End Date:
HomeHost Classification: Haorme Years Months Days Time Reporter Data
Company Seniority Date: nzr0/2011 I override © i 5 3
Benefits Service Date: 08/26/20089 I override ¥ 1 10 17
Seniority Pay Calc Date: 0z2r 052011 I~ override 47 0 a 3
Criminal Background Check Date: 02/26/2009
Probation Date:
Professional Experience Date: Last Verification Date:

Business Title: ASSISTANT PROFESSOR Position Phone:

» E=ysa
—

( Job Data >

e The Employment Data screen will show you the{original start date] This is equivalent to
APPT BEGIN DATE on the 3270 APPI screen. This is useful if the HRS Work Location tab
showed the migration date in the Position Entry Date; if the person started after migration,
the Work Location tab will show the original start date.

o Adi Cont Service Date) shows the classified seniority date.

Employment Data  Earnings Distribution Benefits Program Padicipation

DOE, JANE L
APPT ID 01234567

APPT BEGIN DATE 08 26 2009
APPT END DATE
LAST WORK DATE

APPT TYPE: FA (FACULTY)
BASIS C RATE 45850
CONTINUITY 01 (ON-GOING)

FLSA E (EXEMPT)

MAJOR DEPT Q321456

01

(UW-MNT/PSYCHOLOGY)

AS OF 06 22 11
PERS ID 00298765

(NEW APPOINTMENT)

TITLE: C40NN

APPI PAGE 1
SENIORITY:

PRIOR LOC A TYPE AS BRK N
NEXT LOC
LENGTH MONITOR

(ASSISTANT PROFESSOR)

UWME'S

SEASONAL

TOTAL APPT %
TOTAL LEAVE %

0.000
0.000

X

—At the bottom of the HRS Employment Data screen, click on Job Data to return to the Job Data tabs.

3270 Query to HRS Mapping — APPI / HRS Job Data Query
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e Appointment change history: View history to see actions taken since migration to HRS.

As explained earlier, to request history from the search criteria screen, click on the Include History box:

ORACLE =——

Search: =
E mﬁﬂ”ﬁﬁﬁ Upload Job Data
b Salf Sanvice Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.
[ Manager Self Service
[> Recruiting { Find an Existing Value
= Workforce Administration
[ Pergonal Information
EmpliD: i ith -+
ot Information | Eme | begins with =|[00295765
I Contract Administration Empl Rcd Mbr: |: ﬂ |
[> Temporary Assignments Name: - =
1> Employrrent ) I begins with JI
Categaorization ITA Last Name: | begins with ﬂ |
[» Review Job Information . - -
b Reports Second Name: | begins with ﬂ|
= .loh Data Alternate Character Name:| begins with ﬂ |
= Job Data - Student Help s AT - =
onl | begins with Jl
= Review Staffing ¥ Include History Case Sensitive
Azsignments
= Add Emplmnt Instance -
Studert Search | Clear |Basic Search Sawe Search Criteria

Or from the bottom of any of the Job Data tabs, click on the Include History box:

. Jﬁ_/‘f—m-—w‘/\uu’r\lu/uﬁuﬁfm\ur\\ N"“—mum% ’_,./"\__._h,_-—'-\ﬂ e

Save | E\Return to Search | Previous in List | HEl Next in List | [Emotity | Prewoustabl E cabad blay

Include History /

S
Work Laocation | Job Information | Job Labar | Payeall | Payeall® | Salary Plan | Compensation | W Custam | LW Custam® | LW Benefits | LW Benefits

(=it tab | V¥ Refrezh |

Use the arrows at the top right of a tab screen to scroll through historical records.

The most current information is displayed as the first record, the earliest as the last record.
Only history since migration is shown.

02/10/2011 is the migration date to the new HR svstem.

i Work Location Y Job Information/}” Job Labar ¥ Payroll ) Payrall® Y SalaryPlan Y Compensation ) UW Custom
JAME DOE EMP ID: 0020875 Empl Rcd #:

Uledo /o

mn

AR Status: Active Payroll Status:

Effective Date: 021072011 Sequence: 0 m Job\Indicator: Primary Job

Artive

Action: Hire Reason: Convarsion
N

Last e D2roi2011 Termination Date: /

The Effective Date on the HRS Work Location tab is the effective date of the change, Action will describe
what changed, and Reason is the cause of the action. In this example, Effective Date 02/20/2011 is the
date of migration/conversion to the new HR System, and the Reason for the Hire action is listed as the
Conversion; how to find the original start date is discussed on the previous page .

History
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Job Data: HRS Job Information Tab

Waork Location ™ Job Information % Job Labor ' Payroll | Payroll® Y SalaryPlan }” Compensation | UW Custorn ) UW Custe

JaMEDOE EMP ID: 00208765 EmplRcd # 0.
Joh Information Find
Effective Date: 0RIZ6/2011 Effective Sequence: 0 ﬁl Joh Indicator: Frirmary Joh GoTo Ro
Action: Shart woark Brk Reason: End of Academic Year
Current

C40MM ASSISTANT PROFESSOR Entry Date: 0211020

Supervisor Level:

Supervisor ID: A eligibility, not FTE %.; if part-time

but enough to be eligible for HI,

Full/Part refers to health insurance

Reports To: will say “Full-Time”.

FullPart: Full-Time
FA Officer Code:  None If a person has multiple
Regular Shift: MIA Shift Rate: active appt.s, Combined Std
Classified Indc: Classified Shift Factor: Hours should be a sum of
hﬂ::‘;rLM.‘EX Programi ot anplicable Pay Basis: acadermic  the FTE and standard hours

for all as of when the apt.

being viewed started.

Cstondarabowrs: a0 go>
Standard Hours: 40, @SthuursIFTE: 40.00 4 1.000000

Work Period: WYLIYS WIS As of Date 05/26/2011
'
FTE: 1.000000 ¢ I Adds to FTE Actual Count? ™ Encumbrance Override )
Contract Humber: Contract Type:
Mext Contract Number |

Ush < Click on the USA Flag to get the FLSA Status box, shown here, to appear.

FLSA Status: Exempt EEO Class:  Mane Work Day Hours:

Job Data Employment Data  Earnings Distribution Benefits Program Participation

The items in above are equivalent to the APPI items highlighted in yellow below.

Other useful information on the HRS Job Information tab is shown i

DOE, JANE L AS OF 06 22 11 APPI PAGE 1
APPT ID 01234567 PERS ID 00298765 SENIORITY:
APPT BEGIN DATE 08 26 2009 01 - (NEW APPOINTMENT) PRIOR LOC A TYPE AS BRK N
APPT END DATE - NEXT LOC
LAST WORK DATE LENGTH MONITOR
APPT TYPE: FA (FACULTY) TITLE: C40NN (ASSISTANT PROFESSOR)
BASIS C RATE 45850 UWMES
CONTINUITY 01 (ON-GOING) SEASONAL
FLSA E (EXEMPT)
MAJOR DEPT Q321456 (UW-MNT/PSYCHOLOGY) TOTAL APPT % 0.000
TOTAL LEAVE %  0.000
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Job Data: HRS Compensation Tab

" work Location | Job Information ) Job Labor Y Payoll Y Payrol® Y SalaryPlan Y Compensation | UW Custom ) [M)

JAMNE DOE EmMP 1D: nozagras EmplRcd # 10
Compensation Find First [1] 1af 2 o Last
Effective Date: 057262011 Effective Sequence: 0 m Job Indicator:  Prirmary Job GoTo RD:EJ
Action: Short Work Brk Reason: End of Academic Year
Current

<: Compensation Rate: ) 5,094.4444445 9 G
[>

[

Default Fay Components |

Pay Components Customize | Find | i First E 1af 1 El Last

Amounts | Contralz  §  Changes

Rate Code Seq omp e currency Frequency Percent
1 MAARMNL I 45,850.0000005=§USD A
J

Zalculate Compensation |

Job Data Employrment Data  Earnings Distribution Benefits Program Patticipation

The Comp Rate, marked by theabove, is equivalent to the APPI RATE highlighted yellow below.

e For unclassified, this is the amount earned annually or, for academic pay basis, in 9 month:s.
e For classified, this would show the hourly amount

DOE, JANE L AS OF 06 22 11 APPI PAGE 1
APPT ID 01234567 PERS ID 00298765 SENIORITY:
APPT BEGIN DATE 08 26 2009 01 - (NEW APPOINTMENT) PRIOR LOC A TYPE AS BRK N
APPT END DATE - NEXT LOC
LAST WORK DATE LENGTH MONITOR
APPT TYPE: FA (FACULTY) TITLE: C40NN (ASSISTANT PROFESSOR)
BASIS C RATE 45850 UWMF'$
CONTINUITY 01 (ON-GOING) SEASONAL
FLSA E (EXEMPT)
MAJOR DEPT Q321456 (UW-MNT/PSYCHOLOGY) TOTAL APPT % 0.000
TOTAL LEAVE %  0.000

Other useful information on the HRS Compensation tab, shown in

Frequency of payment; should match what one expects with pay basis from the Job Information tab.
Academic = 9M, Annual = M, Hourly = H

Compensation Rate is the monthly payment amount for an unclassified employee, the hourly rate
for a classified employee.
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Job Data: HRS UW Custom Tab

l{ Work Location | Job Information | Job Labor Y Payoll Y

Eayroll* " Salary Plan j Compensation | UMY Custom ' [¥)

Joh Security

Other

Source System:

Humber:

Income Code (for
1042-S):

JAHE DOE EMP ID: 00298755 Empl Rcd #: 1]
Find [4] 1af2 [} ast
Effective Date: 052682011 Effective Sequence: 0 ﬁ Joh Indicator: Prirmary Joh
Action: ShortWark Brk Reason: End of Acadernic Year
Current
[ Continuity 01 ] Probation Type

Mot Reguired
Probation End Date:

Working Title:

ASSISTAMT PROFESSOR

Reset

Business Unit:

0grzer2010
05r2512

Year: 2011

A

Begin Date:
End Date:

Session:

Continuity, marked by the above is equivalent to the APPI Continuity highlighted below.

AS OF 06 22 11
PERS ID 00298765

(NEW APPOINTMENT)

DOE, JANE L
APPT ID 01234567
APPT BEGIN DATE 08 26 2009 01 -
APPT END DATE -
LAST WORK DATE
APPT TYPE: FA (FACULTY) TITLE:
BASIS C RATE 45850
CONTINUITY 01 (ON-GOING)
FLSA E (EXEMPT)
MAJOR DEPT Q321456 (UW-MNT/PSYCHOLOGY)

APPI PAGE 1
SENIORITY:

PRIOR LOC A TYPE AS BRK N
NEXT LOC

LENGTH MONITOR

C40NN (ASSISTANT PROFESSOR)
UWMF'%

SEASONAL

0.000
0.000

TOTAL APPT %
TOTAL LEAVE %

Other useful information on the HRS UW Custom tab, shown in

e Rate Exceptions and Encumberances

3270 Query to HRS Mapping — APPI / HRS Job Data Query
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4. APRH / HRS Rate and Title History Query

APRH 3270 Screen

DOE, JANE L AS OF 07 13 2011 APRH PAGE 1 OF 1
APPT ID 01234567 PERS ID 00298765 SENIORITY:

EFF DATE BASIS RATE TITLE AND CHANGE REASON RATE CHANGE REASON
08 26 2010 C 45850 C40NN (ASSISTANT PROFESSOR) 078 (HIGH DEMAND FA)
01 10 2010 <C 44000 C40NN (ASSISTANT PROFESSOR) 078 (HIGH DEMAND FA)
08 26 2009 C 43000 C40NN (ASSISTANT PROFESSOR)

NEXT TP EXIT
3=APPR 4=APPI 5=APCHGR 6=APDT 9=-1 10=+1 11=EXIT

APRH: Appt Rate & Title History Inquiry
Displays all changes in rate and title from the "as of" date back to the earliest rate and title for
selected appt.

At this time, the best place to obtain rate and title changes is from the HR Job Data, as described in
Section 2. APPI / HRS Job Data Query. Request “Include History” to be returned.

o Title code and description is displayed on the Job Information tab
e Rate is displayed on the Compensation tab

Rate and Title History is also available through an on-line HRS-EPM Report.
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Replace Section 4. APRH / HRS Rate and Title History Query
when replacement query is available

NOTE: at this writing (11/2011), this query has been reported to not be dependable. It is
recommended that this query not be used at this time. A replacement query is being written,
but will not be available for several months.

Backdated rate changes that cause a “ripple” change to intervening records are not correctly
reported in the current query. A new data element will be added to EPM to correspond to the
true rate changes that should be reported.

In addition, the results do not currently include rate change amounts.

For now, limit the use of this query only to become familiar with the EPM queries.

To use the Rate and Title History query, you must know the Empl Id and the HRS Position number of the
appointment you wish to query. To get the position number, perform the HRS Job Data query described
in section 0. APPI / HRS Job Data Query. Position number is on the HRS Work Location tab.

{ Work Location Y Job Information " Jok Labor ¥ Payroll 7 Payroll® " SalanyFlan ¥ Compensation . UW Custorm | [1)

JAME DOE EMPF ID: 00298765 EmplRcd #: 0
Find First [ 1of 1 [¥] Last
HR Status: Active Payroll Status:  Leave of Absence GoTo RDV_Vi
Effective Date: 081262011 Sequence: i] m Job Indicator:  Frimary Joh
Action: Short Work Break Reason: End of Academic Year
Current
Last Start Date: 02102011 Termination Date:
Expected Job End Date Expected Return Date:
Last Date VWaorked: 0ai28/2011 I override Last Date Worked
Position Entry Date: oM z011
"
< Position Number: ASSISTANT PROFESSOR
Owerride FosOR Data I™ position Management Record
Regulatory Region: LISA United States
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For the HRS Rate and Title History Query, log into the HRS EPM site.

iearch:
©
> EPM Reports
* Planning and Budgeting
> Brorecards
» ey Performance Indicators
> Project Portfolio Management
> Customer Behavior Modeling
WWorkforce Analytics
» Financial Services Industries
» Global Consolidations
= Activity Based Management
> Upgrade Setup
> EPM Foundation
> Enterprise Components
> Tree Manager
HRS EPM Menu Navigation: |_ P Feparting Tools
— = Cllery
= Query Manager

= Cluerny Wiewer

= Schedule Suery

—

Enter the name of the report UW_HR_JOBCODE_RATEHIST into the “begins with” box and click on
Search. OR you can enter just UW_HR to get list of all report names that start with UW_HR.

ORACLE e

Search; Mewy
[ EPM Reports +
uery Viewer
[> Planning and Budgeting Query ) . ) )
[> Georecards Enter any inforration you have and click Search. Leave fields blank for a list of all values.
[> Key Performance Indicatars _ )
I> Project Portfalio Management|  “Search By: | Query Mame ~| beginswith  [UW_HR_JOBCODE_RATEHIST —
[> Gustomer Behavior Modeling
[ Warkforce Analtics Search | Advanced Search

[> Financial Services Industries
[> Global Consaolidations

[ Activity Based Management
[ Upgrade Setup

[ EPM Foundation

[ Enterprize Components

[> Tree Manager

I~ Reporting Toals

= Query

~ Guery Manager
= Query fer
= Schedule Guery
Report Manager
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A list of queries starting with the criteria you entered will appear. If you entered the entire query name,
only one item is listed. If you entered a partial name, for example UW_HR, a list of all the queries
beginning with UW_HR would appear and you select the query you want.

Home:
Saarch: ® Mew Window | Help | Custormnize Page | B
I» EPM Reports 4
uery Yiewer
[> Planning and Budoeting Query . . .
I* Scorecards Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.
[> Key Performance Indicators ) )
[ Project Parfalio Management)  “Search By: |Query Marne v[ heging with |UW_HR_JOEICODE_RATEHIST
[ Customer Behavior Modeling
[ Workforce Analytics Search | Advanced Search

[> Financial Serwices Industries
[» Global Consolidations

. " .
b felivy Daces Mensgoment | Search Results If you use a query frequently, add it to “My Favorite
[» Upgrade Setup

. . .
= ot “Folder View: [ alFoiders— 7] Queries”. See section 10.3 Add a Favorite Query.
[» Enterprise Companents "
[ Tree Manager Custormize | Find | 1 . First [«] 10f 1 [¥] Last
[~ Reporting Tools . Run to Add to

< Query Query Name Description Owner Folder Excel Schedule Eavorites <+

= GUery Manager UW_HR_IOBCODE_RATEHIST Joh Code & Rate History Puhlic Excel Schedule Favorite

t
= Schedule Guery
= Beport Manager
[ PeopleTaools .
> Development Utilities Now select your results to be returned either as

~ Chande bly Password
~ Wty Personalizations HTML format'
= My Systern Profile

B e or in an Excel spreadsheet that you can

save, sort and edit.

The following search criteria screen is returned.
In the search criteria for this query, enter the Empl ID and the HRS Position Number, and click on view
results. The results will be displayed in the format you chose from the prior screen.

If you asked for Excel when you requested the report,
a box will pop-up asking if the system should open Microsoft Excel.

UW_HR_JOBCODE_RATEHIST - Job Code & Rate History

Empl ID {required / no %): Ig 0208765 Opening UW _HR_JOBCODE_RATF4ST_4725.xls x|
Position Nbr {required / no %): [g1234567 Yfou have chosen to open
view Results | ] UW_HR_JOBCODE_RATEHIST_4725.xls

which is @ Microsoft OFfice Excel 97-2003 Worksheet
From: https: /e, epm.wisconsin.edu

What should Firefox do with this File?
o

{~ Sawve File

I Microsoft Excel {default) j

cg::{::ﬁ:gﬂs Payroll Position Actiol
. Status | Number Reaso
Service Dt

. . . [ Do this automatically For Files ke this From now an,
First click the “Open with” (even

though it is already marked),

then OK o (o] 4 I Cancel

Your results will be displayed in an
Excel spreadsheet.

If you chose the HTML format, your result will be displayed in the format shown on the next page.
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The example below is in the HTML format.

Empl Adjusted

If you selected the HTML view, and then decide you would
Download resultsin© Excel SpreadSheet C8¥TertFie (1 kD) 4= |ike to save the results, select a format prior to leaving this

screen.

Action fction

Action Joh

-4 UL

. Payroll| Position - ) Pay . Job Code
Eare ENID RCd e Status Status | Number MBI Reason R"a?"’!‘_ Date Basis Comelaty Code | Description
Sennce Descriptior
; ASSISTANT
DOE, JANE L
9 00298765 01234567 HIR 99339 Conversion |04/08/2011 |C 45850.000000 | C40NN 2202 00
o HIGH
2| DCE 01224557 |RTCHG|078 DEMAND  |08/26/2010|C 45850.000000
JANE =%
DOE HIGH
3 0 00298765 01234567 | RTCHG 078 DEMAND  [01/10/2010|C 44000.000000
JANE A
DOE P B ASSISTANT
4 JaE 10285745 11224537 |TITLE 02/26/2008 |C 43000.000000 | C40NN 2202200 o
The items in|red boxes |above are equivalent to the APRH items highlighted in yellow below
DOE, JANE L AS OF 07 13 2011

APPT ID 01234567

EFF DATE
08 26 2010 C

01 10 2010 C
~ 08 26 2009 C

BASIS RATE
45850
44000
43000

TITLE
C40NN
C40NN
C40NN

PERS ID 00298765

AND CHANGE
(ASSISTANT
(ASSISTANT
(ASSISTANT

REASON

PROFESSOR)
PROFESSOR)
PROFESSOR)

A" PAGE 1 OF 1

RATE CHANGE REASON
078 (HIGH DEMAND FA)
078 (HIGH DEMAND FA)

e The new APPT ID is equal to the last 6 digits of HRS employee ID + 2 digit employer record number;
for this example, the new Budget appointment ID would be 29876500
e Action will list whether the record is for a title change or a rate change

e Changes show an Action Reason (change) code and Action Reason Description. For example: 078
High Demand FA; 019 Merit; 022 Market Factor.

e Actions show the job code and title description

e Action Date is the date of entry. Itis not the EFF DATE

. obtained through the HRS Job Information query described in section 0. APPI / HRS Job

Data Query

An alternate method to view title and rate changes is through the historical information on the HRS Job
Data Work Location and Compensation tabs described in section 0. APPI / HRS Job Data Query.
However, only the history after HRS migration will be available through the Job Data tabs.
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5. APPR /IR Query or HRS Workforce Job Summary

APPR 3270 Screen
APPR PAGE 01
NAME DOE, JANE L ID 00287010
SENIORITY CBC COMPLETED DATE 02/26/09
MAJOR  CONTINUITY
APPT ID APPTS TYPE BASIS RATE DEPT STATUS BEGIN END

01234567 0 FA C 45850 Q321456 01 08/26/09
C40NN  ASSISTANT PROFESSOR ON-GOING

01500150 0 AS L 0 B817161 02 06/01/10 12/01/10
D63NN  ASST PROF L/I FIXED TERMINAL

01488888 0 FA L 0 G300000 01 08/04/10 08/25/10
C40NN  ASSISTANT PROFESSOR ON-GOING

01414141 0 oT L 0 A202045 02 01/01/10 01/31/10
Z91NN  AD HOC PROGRAM SPEC FIXED TERMINAL

01111111 25 AS C 25998 B800900 02 08/27/07 05/17/09
D8OFN  ASSOC LECTURER FIXED TERMINAL

00876543 50 SA C 31897 487222 02 08/25/03 05/17/09
Y31IND  TCHING ASST-DISSERTAT FIXED TERMINAL

00919119 0 SH H 9.000 D017836 07/12/04 01/01/05
94870  STUDENT HELP

NEXT: TP EXIT

*%%% MORE APPOINTMENTS FOLLOW ****
1=APPROB 2=APTNR 3=SORT 4=APPI 5=APRH 6=APDT 7=SABB 8=CHGT 9=-1 10=+1 11=EXIT

APPR: Appointment(s) by Person Inquiry
This is an on-line list of appts for a specific person ID or Soc Sec Number. The list will be used to
look up appointment IDs if they are unknown, to provide employment verification or pick an
appt for update or other on-line review.

There are two methods by which to obtain APPR data.
e The first method is through an Interactive Reporting (IR) and Query Library. This query’s
result most closely resembles the APPR transaction.
e The second method is through the HRS screens.

5.1 APPR /IR Query Library Method

The Interactive Reporting (IR) and its Query Library is a web-based repository or pre-written queries.
Authorized users can access the IR/Query Library from
https://bi2.fastar.wisconsin.edu/workspace/index.jsp

This document assumes that you have obtained access to the IR and know how to Logon.
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You will be using the query name Employee Job History.bqy

Once logged into IR, you will obtain a screen similar to this:

If you have already used the
[Shared Workspace Pages/HomePage Employee Job History.bqy

query, you will see it listed.

\ . iecenty Opened. — Gelect it.

=

s HomePage |

If you selected Open, you will be presented with a list of queries available to you.

Open

Lookin: | G EPM ﬂ &l

Name & Type | Owir ]
1_QUERY FEEDBACK REQUESTED.docx.doc WS Word File U
Iﬂ Academic Staff Time in Jobcode.bgy Interactive Repor... UW"
Iﬂ Biweekly Payroll Edit Checkzheet by Interactive Repor...  UW1
Iﬂ Blank EPM Query.bgy Interactive Repor... UW"
Iﬂ Career Positionz for SAs and SHz bgy Interactive Repor...  UW1
Iﬂ Current Clagsified, Unclazsified and Student Appeintmentz.bgy  Interactive Repor...  UW/
Iﬂ Current Clazsified, Unclazsified and Student Jobs.bgy Interactive Repor...

Iﬂ Employes Directory Businezs Address.bgqy Interactive Repor...

Ig Employes Directory General bgy Interactive Repor...

E‘,"‘ Employee Job History. bgy E:

|4_;] Ended Classified, Unclassified and Student Jobs bgy Interactive Repor... 2 want and click Open.

1 |

Highlight the query you

MName: | Employee Job Hiztory.bgy

25
Type: ia™ All Files

¥ Options
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Welcome NANCY 5LUDWIG | Log Off ¢

Notes

Elzections

] Hotes

Employee Job History

Human Resources

nter EPM Logon ID

Enter Password

Then Press Logon

Logon

Enter your employee ID and the password you were given

E00123456

specifically for this function. Then click on Logon

Enter criteria to find the employee, or obtain a list you may choose from.

e File  Edit Favorite

This is your employee ID and the

Document Human Resources Enter EPM Logen ID Enter Password
Elsections Ii password you used to Logon
<l Motes Emplid must he entered to Process this query. ReLogon

Emplid I 00298765 Exampla: 12344 or 00012344, Laading zaros not nasded. e E nter the Emp|oyee 1D Of the

If Emplid is not known, enter the Last Name (Gender, Empl Class and Deptid are optional). Then select person you wi Sh to query gn d
“Click to Retrieve List of Names™ button below. Find the Emplid in the returned list of names, enter it in
the text box above, and select the "Process” hutton.

Last Name | Lower or upperease. "Begins with” condition.

If entering Last Name, the following parameters are optional.

First Name I Lower or uppercase. “Begins with” condition : :
Gender Passible Values

F (Fernale) or b (viale) or U (Undecided) Reset
Possitle Walues:

Empl Class Ag,CJ,CLCPET1,ET2,ET3,ET4,FALLOTI,0T2,072,074,
ST, AR, 543,544, 506,546,547 SH. "Beging with condition

Deptid Example: A, 406, ADG20, ADG2040.

“Begins with” condition

| Click to Retrieve List of Names List results may take 2-3 minutes. Once the list appears, find the Emplid and enter
into the Emplid text box above and click "Process™.

After Empid is entered, click "Process”

Or enter other criteria to get a selection list of people

If you entered an Employee ID and clicked on Process, wait for the processing hour-glass icon to
disappear and then select Employee Jobs Report (from the left pane) to view the results.

ISYSTEM ADMIN/Shared Gueries EPMEMployse Job History by
Document

=lsections

Employee Job History
Enter EPM Logon ID

IEDD184532

THE UMIVERSITY Human Resources

Emplid must be entered to Process this query.

If Emplid is not known, enter the Last Name {Gender, Empl Class and Deptid are of.
"Click to Retrieve List of Names™ utton below. Find the Emplid in the returned list
the text box above, and select the "Process™ hutton.

Last Name I Lower or uppercase. “Begins with” condition.
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File

Edit Actions  Help

(]

YSTEM ADMIMShared Gueries EPMEmMployes Job History boy

Pos Mbr Dept 100 ‘ Jaol

2221288 CAONN - 1.00 01 08426/2000

01234587

HomePage

|9 Employee Job .

AEEISTANT
PROFESS0R
CA0NM - 1.00 DZA O6ATZ011 ovinasz01 ovmes011 SRR
ASSISTANT
PROFESS0R
CA0NM - Fa g 22,382.82 1.00 DZA 602011 02maz011 02052011 SRR A
AEEISTANT
PROFESS0R
DAEZNH - ASST A5 L 0.ooo 0.o0 o2 060152010 120152010 1
PROF LA
CA0NM - Fa L 0.oo0 oo o1 0242010 02242010 1
AEEISTANT
o97 The odd Employer IDs are due to these positions ending 0173172010 1
4 B " 2 H H
99 prior to conversion so a “dummy” number is listed. 05172009 1
099 ¥3ND - TCHING SA [ 31807.000 050 0% DEf262003 | DSATA000 1
ASST-DISSERTAT
MA 4870 - Student SH H a.000 o.oo 071252004 010172005
Help
MA 94870 - Student SH H 6640 o.oo 020192001 O5/24/2002
Help
MA 4870 - Student SH H 4260 o.oo 09s08s2000 05262001
Help
MA 4870 - Student SH H 4260 o.oo 01#28/2000 05262001
Help

Use this example to compare APPR with the Employee Job History report above.

001 - End of
Academic
“ear

006 - Fixed-
Terminal

006 - BH
Higibility
Update

- HiA

- NiA

APPR PAGE 01 )
NAME DOE, JANE L ID 00287010
SENIORITY CBC COMPLETED DATE 02/26/09
MAJOR CONTINUITY
APPT ID APPTS TYPE BASIS RATE DEPT STATUS BEGIN END )
01234567 0 FA C 45850 0321456 01  08/26/09
C40NN  ASSISTANT PROFESSOR ON-GOING
~ 01500150 0 AS L 0 B817161 02 06/01/10 12/01/1Q
D63NN ASST PROF L/I FIXED TERMINAL
01488888 0 FA L 0 G300000 01  08/04/10 08/25/10
C40NN  ASSISTANT PROFESSOR ON-GOING
01414141 0 oT L 0 2202045 02 01/01/10 01/31/10
Z9INN  AD HOC PROGRAM SPEC FIXED TERMINAL
01111111 25 AS C 25998 B800900 02  08/27/07 05/17/09
D8OFN  ASSOC LECTURER FIXED TERMINAL
00876543 50 SA C 31897 C487222 02  08/25/03 05/17/09
Y3IND  TCHING ASST-DISSERTAT FIXED TERMINAL
00919119 0 SH H 9.000 D017836 07/12/04 01/01/05
94870 STUDENT HETLP
NEXT : TP EXIT
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5.2 APPR / HRS Workforce Job Summary Method

APPR 3270 Screen
APPR PAGE 01
NAME DOE, JANE L 00287010
SENIORITY CBC COMPLETED DATE 02/26/09
MAJOR CONTINUITY
APPT ID APPTS TYPE BASIS RATE DEPT STATUS BEGIN END

01234567 0 FA C 45850 0321456 01 08/26/09
C40NN  ASSISTANT PROFESSOR ON-GOING

~ 01500150 0 AS L 0 B817161 02 06/01/10 12/01/10
D63NN  ASST PROF L/I FIXED TERMINAL

01488888 0 FA L 0 G300000 01 08/04/10 08/25/10
C40NN ASSISTANT PROFESSOR ON-GOING

01414141 0 oT L 0 2202045 02 01/01/10 01/31/10
Z 91NN AD HOC PROGRAM SPEC FIXED TERMINAL

01111111 25 AS C 25998 B800900 02 08/27/07 05/17/09
D8OFN  ASSOC LECTURER FIXED TERMINAL

00876543 50 SA C 31897 Cc487222 02 08/25/03 05/17/09
Y31ND TCHING ASST-DISSERTAT FIXED TERMINAL

00919119 0 sH H 9.000 D017836 07/12/04 01/01/05
94870 STUDENT HELP

NEXT : TP EXIT

*%%* MORE APPOINTMENTS FOLLOW ****
1=APPROB 2=APTNR 3=SORT 4=APPI 5=APRH 6=APDT 7=SABB 8=CHGT 9=-1 10=+1 11=EXIT

A list of appointments can be obtained from the HRS Job Data search described in section 0. APP! / HRS
Job Data Query, but each appointment must be looked at separately to obtain the same information as

on the

APPR 3270 screen

Alternately, the Workforce Job Summary provides a listing of all the person’s jobs, a summary of the

change history for the jobs, and a hyperlink to the HRS Job Data to obtain details.

[—%Job Infarmation

ORACLE’ W Log into HRS Production

Search:
: O]

[+ My Favorites

[+ Inhound File Upload

[ Self Service

[: Manager Self Service

[» Recruiting

= Workforce Administration
[ Persanal Infarmation

[ Cantract Administration

[ Temporary Assignments

[ Employment

Categarization [TA

= Review Joh Infarmation
K = 1l

= tultiple Jobs
Sumrnary

= Compensation
Sumrmary LISF

-

Workforce Job Summary

Home

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

{ Find an Existing Value

EmpliD: | begins with = |[00298785

Name: Ibegins wiith jl h criteri
Last Narme: [regmwinr =] Enter search criteria
Second Name: | begins with | I

Alternate Character Name: [\;eging with ]|

Middle Name: [ begins with =]]

Organizational Relatiunship:| = j | j

™ case Sensitive

Search | Clear |Elasic Search Save Search Criteria

= Personal Data LISF
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A listing of the person’s jobs are brought back.

You can view data by using the tabs, or click on the
Re-sort the order of the data by clicking on any file icon and the data row from each tab will
of the column names (ex: Effective Date) appear on a single screen in one line

“ \Workforce Job Summary |

JAME DOE 00298765

Job Information Custornize | Find | % 2w All | i First (1 1.7 ot 7 [ Last

General | Joh Information ‘i yark Location | Zalary Plan i Compensatian

Org Relation / Empl Rcd# Effective Date Seq Action Action Reason Go To Job
EMP 1 p7o9rz011 1] Terminath Fixed-Term

EmMP 1 PEA T2011 ] Hire Crig Joh Data
EmP 1 PEM F2011 1 Data Chay Brleliglpdt Joh Data
EmMP 2 DEM 02011 ] Hire Cirig Joh Data
EmMP 2 DB 02011 1 Data Chy Breligl)pdt Joh Data
EmMP 0 par2er2o1 1] Short Work Brk EndaAcdmcr Job Data
EMP \ 0021 0/2011 ] Hire Canversn Joh Data

All the jobs are listed with a summary of changes )

Below shows how the data for each record is now on one line instead of broken into tabs.
In this view-mode, scroll to the right to see more data.

[/ Workforce Job Summary |

JAMNE DOE ERP ID: 00298765
Pl
g—;ﬁl ation Empl Rcd# [E:Tlic‘lnre Seq Action Action Reason gi% Job Code ;—TL';—I Empl Status FullPart Time
EWPF 1 07/092011 0 Terminatn Fixed-Term Job Data  C40RMMN Salaried  Terminated  Full-Time
EMP 1 06M 72011 0 Hire Cirig Job Data C40MM Salaried  Active Full-Tirme
EMP 1 061720111 Cata Chy Breliglpdt Joh Data C40MMN Salaried  Active Full-Time Et
EMP 2 06M02011 0 Hire Cirig Joh Data C40MM Salaried  Active Full-Time c.
EMP 2 061020111 Cata Chy Breliglpdt Joh Data C40MM Salaried  Active Full-Time
EnP 0 05/26/2011 0 ShortWork Brk EndAcdmeyr  Job Data C40MM Salaried  Leawe Full-Time
EnP 002102011 0 Hire Conversn Job Data  C40RMN Salaried  Active Full-Time

— Reclick on the icon to revert back to tab mode.
Use whatever view you like best. The examples in this document show the tab view.
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Workforce Job Summary: General Tab

 \Workforce Job Summary |

JAMNE DOE

EMF

1D: 002957685

Job Information

First El 1-Fof 7 II' Last

General | JobInformation | ork Locstion | Salary Plan e Compensation
Org Relation | Empl Rcd# Effective Datd Seq Action Action Reason Go To Joh
EMP 107/09/2011 0 Terminatn Fixed-Term : |
EmMP 1 06712011 ] Hire Crig Job Data
EmMP 1 060712011 1 Data Cha BreligUpdt Job Data
EMP 2 06052011 ] Hire Crig Job Data

Click on Job Data to be taken directly to the Job Data screens to obtain additional info (ex.: original date,

employee class type, continuity status, or title description). To return back here from the Job Data
screen, close the Job Data screen. Job Data is described in section 0. APPI / HRS Job Data Query.

The items iabove are equivalent to the APPR items highlighted in yellow below.

APPR PAGE 01
NAME DOE, JANE L ID 00287010
SENIORITY CBC COMPLETED DATE 02/26/09
MAJOR CONTINUITY
APPT ID APPT% TYPE BASIS RATE DEPT STATUS BEGIN END
~ 01234567 0 FA C 45850 Q0321456 01 08/26/09
C40NN ASSISTANT PROFESSOR ON-GOING
~ 01500150 0 AS L 0 B817161 02 06/01/10 12/01/10
D63NN ASST PROF L/I FIXED TERMINAL
°

Workforce Job Summary: Job Information Tab

The new APPT ID is equal to the last 6 digits of Empl ID + 2-digit Empl Rec #
The END date would be the HRS effective date of an ending action such as termination.

Job Information

Zeneral | Job Information ' Work Location ) Salary Plan
Remtion EmplReas DIBHM  seq e
EmMP 1 07m0%Z011 0 C40MM Salaried
EMF 1 061752011 0 c40MM Salaried
EmMP 1 061752011 1 C40MM Salaried
EMF 2 0602011 0 c40MM Salaried

The items inl red boxes

Customize | Find | ¥i First E 1-7cf 7 Last
e Compenssation
Empl Status{ FullPart Time ReqTemp| Standard lmurk Period
Hours

Terminated  FUIFTime Regular 40,00 WUWS
Active Full-Tirme Regular 40.00 WLWS
Active Full-Time Regular 40.00 WIS
Active Full-Tirme Regular 40.00 WLWS
0omdinm Foll T~ Fremnlaw RN Ty Y PN

bove are equivalent to the APPR items highlighted in yellow below.

APPR PAGE 01
NAME DOE, JANE L ID 00287010
SENIORITY CBC COMPLETED DATE 02/26/09
MAJOR CONTINUITY
APPT ID APPTS TYPE BASIS RATE DEPT STATUS BEGIN END
01234567 0 FA C 45850 0321456 01 08/26/09
C40NN ASSISTANT PROFESSOR ON-GOING

3270 Query to HRS Ma

pping -APPR / IR Query or HRS Workforce Job Summary Page 25



Workforce Job Summary: Work Location Tab
{ Workforce Job Summary

JANE DOE EnP 1D: 0029855

Job Information i

General | Job Information ¥ Work Location Salary Plan i Compnsmon
——— S e S P —~
ol oy EmplReds T Seq Compa Location Reports To
EMF 1 .07/08/2011 0 C4ONN LIS
EMF 1 061772011 0 C4ONN LS
EMF 1 061772011 1 C40NN LS
EMF 2 0671072011 0 C4ONN LS
EMF 2 061072011 1 C40NN LS
EMF 0 05/26/2011 0 C4ONN Uwis 0321456
EMF 0 02710/2011 0 C4O0MN Uws 0321458
The items in |red boxes|above are equivalent to the APPR items highlighted in yellow below.
APPR PAGE 01
NAME DOE, JANE L ID 00287010
SENIORITY CBC COMPLETED DATE 02/26/09
MAJOR  CONTINUITY
APPT ID APPT% TYPE BASIS RATE DEPT STATUS BEGIN END
01234567 0 FA C 45850 0321456 01  08/26/09
C40NN  ASSISTANT PROFESSOR ON-GOING

Workforce Job Summary: Salary Plan Tab

{ Workforce Job Summary

JAMNE DOE EmMP

D: 00298765

Joh Information nize | Fi Il i First [4] 1.

General Y JobInformation | Wvork Location | Salary Plan M Compensation
Org Relation Empl Reds % seq SalPlan  Grade Step PayGroup | Frequency
EMP 1 07i08:2011 0 RD1C 503 0 5RR QM
EMP 1 06/1752011 0 RD1C 503 0 ERR Sh
EMP 1 0641752011 1 RD1C 503 0 5RR Qi
EWMP 2 0052011 0 RDI1C 503 0 8RR Ghd
EMP 2 0610:2011 1 RO1C 503 0 5RR 9
EMP 0 05/26:2011 0 RD1C 503 0 CRR QM
EMP 0 021052011 0 RO1C 503 0 CRR S

If a field contains x’es , it means the data is being masked for a viewer who does not have security
clearance to the information.

The items in the Ired boxlabove is equivalent to the APPR item highlighted in yellow below.

APPR PAGE 01
NAME DOE, JANE L ID 00287010
SENIORITY CBC COMPLETED DATE 02/26/09

MAJOR CONTINUITY

APPT ID APPT% TYPE BASIS RATE DEPT STATUS BEGIN END
01234567 0 FA C 45850 0321456 01 08/26/09
C40NN ASSISTANT PROFESSOR ON-GOING
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Workforce Job Summary: Compensation Tab

First E 1-7 of 7 E| Last

Job Information

zeneral Yy .Job Information § work Location ) Salary Plan i Cnn
Restion EmplRodz (M8 sy annuaiRt BN paivRt tivRate Curency MR components
EMP 1 0750972011 0 53293.0008 4441.500 149.?5{1 25.525852'U8D
EMP 1 068M7/2011 0 53298.000 4441.500 149751 25525862 USD Cnmgonents—
EmMP 1 06712011 1 53293.000 4441.500 149751 26525862 USD Components
EMP 208M10/2011 0 22382.520 1865.211 62.888 10.719602 USD Compaonents
EMP 2 068M0/2011 1 22382530 1865.211 G2.888 10719602 USD Companents| -
EmMP 0 05f2652011 0 45850000 3820833 128.825 21.958812 USD Components
EMP 00210/2011 0 45850.000 3820.833 128825 21.953812 USD Components

If a field contains all 9s, it means the data is being masked for a viewer who does not have security -
clearance to the information.

The items in above are equivalent to the APPR item highlighted in yellow below.

APPR PAGE 01
NAME DOE, JANE L ID 00287010
SENIORITY CBC COMPLETED DATE 02/26/09

MAJOR CONTINUITY

APPT ID APPTS TYPE BASIS RATE DEPT STATUS BEGIN END
01234567 0 FA C 45850 0321456 01 08/26/09
C40NN ASSISTANT PROFESSOR ON-GOING
v
Workforce Job Summary: Components Tabs Click on Components to
Salary Components view Salary Components.

JAMNE DOE 1D: 00298765 Empl Rcd#: a

Compensation Rate: 5,004 4444445 UsD

Compensation Fregquency: =L A
Pay Components
]f Amounts Y Controls Y Changes Y Conversion \I

Rate Code Seq Comp Rate Currency Freguency Points Percent Rate Code Group
1 MAAMML 0 45,850.0000005] UsD Annual
? For classified, the hourly rate would be displayed,
OK | Cancel |

and frequency would say “Hourly”.

T— Click on OK to return to the Workforce Job Summary tabs view.

e Amounts tab shows Compensation Rate and Frequency (example: Annual)

e Controls tab shows how the pay components were assigned (example: Calculated by, or
Manually Updated).

e Changes tab shows any changes made to pay components

e Conversion tab shows the converted compensation rate. The “Apply FTE” (apply full-time
equivalent) indicates that the value associated with the rate code is to be multiplied by the FTE
factor for annualization and de-annualization.
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6. APDT and APCT / HRS Job Data Query and Tenure Query

APDT 3270 screen
DOE, JANE L PERS ID 00298765 APDT PAGE 1
APPT ID 01234567 SENIORITY: AS OF 07 14 2011
TYPE FA (FACULTY) C40NN (ASSISTANT PROFESSOR)
APPT BEGIN 08 26 2009  END BASIS C SEASONAL

MAJ DEPT Q321456
TOT APPT % 0.0000 TOT LOA % 0.0000 NET % 0.0000

__ DEPARTMENT X999999 (UW-MNT/HISTORY) FROM 06 21 2010 - 07 09 2010
BEGIN END SESSION TYPE PERCENT HRS LOA TYPE/CHANGE RSN
CURRENT FACULTY REL 2 (TENURE-TRACK) FAC REL BEGIN 06 21 2010
06 21 2010 07 09 2010 SS DEPT% 50.0000
~ DEPARTMENT Q321456 (UW-MNT/PSYCHOLOGY) FROM 08 26 2009 -
CURRENT FACULTY REL 2 (TENURE-TRACK) FAC REL BEGIN 08 26 2009

08 26 2010 05 25 2011 AY DEPT% 100.0000
08 26 2009 05 25 2010 AY DEPT% 100.0000

_ DEPARTMENT 27999999 (ONLINE/PSYCHOLOGY) FROM 06 07 2010 - 07 30 2010
CURRENT FACULTY REL 2 (TENURE-TRACK) FAC REL BEGIN 06 07 2010
06 07 2010 07 30 2010 SS DEPT% 50.0000

NEXT TP EXIT

1=APPROB 2=APTNR 3=APPR 4=APPI 5=APRH 6=DEPT 7=APCT 8=CHGT 9=-1 10=+1 11=EXIT

APDT: Appointment Department Inquiry
Provides information regarding: how an appt is shared, what dept affiliation exists, dept FTE%,
and active LOA

APCT 3270 screen
DOE, JANE L PERS ID 00298765 APCT PAGE 1 MORE
APPT ID 01234567 SENIORITY:
TYPE FA (FACULTY) APPT BEGIN 08 26 2009 APPT END
MAJ DEPT Q321456 REQUESTED DATES 07 01 2010 THRU 06 30 2013
INTERVAL BEGIN END NET % APPT % LOA %
08 26 2010 05 25 2011 100.0000 100.0000
07 10 2010 07 30 2010 50.0000 50.0000
07 01 2010 07 09 2010 100.0000 100.0000

APCT: Appointment Percent History
Displays the total appt % levels for a requested period of time. (Net % = Appt % - LOA %)
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No queries currently exists that closely mimic the APDT and APCT 3270 screens.

e Appointment information can be obtained through the various HRS Job Data tabs discussed in
section 0. APPI / HRS Job Data Query.
Review HRS Job Data historical information for changes to FTE and standard hours, and
whether the employee was on LOA.

e Tenure and faculty relationship information must be obtained through the HRS Tenure Query
discussed in section 7. TNIQ / HRS Tenure Query.

e Section 8. HRS Budget Funding Query will display how appointment funding is shared across
departments.
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7. APTNR / HRS Tenure Query

The APTNER 3270 Screen, formerly the TNIQ screen, displayed history of faculty relation changes for all

campuses and history of tenure percent changes for Madison campus.

NAME SMILEY, JOANN PERSON ID 00074068 APT

APPT ID 00064909

BEGIN 01 01 1990 END

MAJOR DEPT A060100

TYPE FA (FACULTY) C30NN (ASSOCIATE PROFESSOR)
PROBATION FROM TO PRIOR SERVICE
CONTRACT FROM TO
BASIS A TENURE % & PROB VERIF Y TENURE VERIEF N TOT TEN
__ APPT DEPT A037700 (BUS SV/STORES) BEG 01 01 1990
BEG END FAC REL DEPT TENURE
01 01 1995 5 (AFFILIATE)
01 01 1994 12 31 1994 1 (TENURE) 20.0000
06 01 1993 12 31 1993 2 (TENURE-TRACK) 20.0000
01 01 1990 05 31 1993 2 (TENURE-TRACK) 0.0000
_ APPT DEPT A060100(A D P/ADMINISTRATION) BEG 01 01 1990
BEG END FAC REL DEPT TENURE
01 01 1994 1 (TENURE) 60.0000
06 01 1993 12 31 1993 2 (TENURE-TRACK) 60.0000
01 01 1992 05 31 1993 2 (TENURE-TRACK) 50.0000
01 01 1990 12 31 1991 2 (TENURE-TRACK) 40.0000

NR PAGE 1 MORE
AS OF 06 01 1998

0.0

o)
o

URE

X

70.0000

END

o

END

o

Appointment information can be obtained through the various HRS Job Data tabs discussed in

section 0. APPI / HRS Job Data Query. Review HRS Job Data historical information for changes, and

whether the employee was on leave.
This section will show how to find tenure data.
Section 8. HRS Budget Funding Query will explain how to obtain funding da

ta to determine if the

tenure home departments or faculty relationship departments fund the employee’s position and by

what percentage.
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Log into HRS Production

HRS Menu Navigation:

ORACLE

Search:

)

[ My Favarites

[ Inhound File Upload

[ Belf Bervice

[ Manager Self Service

[ Recruiting

[= Workforce Administration
[> Benefits

[ Compensation

[ Btock

[= Titne and Labaor

[= Payrall for kaorth America
[> Global Fayroll & Absence
|t

[= Payrall Interface

p= Wiorkforce Development

[ Profile Management
[ Perfarmance Manadement
= Faculty Events

—p == Calculate Tenure

= Create Tenure Data
= Perform Tenure

*Navigation tip: When you get here, add this to your Favorites if you have not already done so.

[ 5
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OrAcLe

‘Search: =
E m‘;ga‘fd”;?; Ul Create Tenure Data
b Salf Service Enter any information you have and click Search. Leave fields hlank for a list of all values.
[ Manager Self Service
I Recruiting [ Find an Existing Value |
[ \Workforce Administration
[> Benefits
EmpliD: i ith =

[ —— p | begins with | |00314159
b Stack Name: | beging with = ||
[ Time and Labar ) - -
[» Payrall far Morth Amertica Last Name: I begins with jl
[> Global Payroll & Absence Second Hame: |begins with j'
hdmit . - -
5 Bemall miErees _| Atternate Character Name.| hegins with j'
= Waorkforce Development Middle Name: | hegins with jl

[: Profile Management N

[: Performance Management I” case sensitive

=2 Faculty Events

= Caleulate Tendre

Search | Clear |Elasiu: Search Save Search Criteria

ate Tenure
= Perform Tenure

Enter your search criteria. For an EmplID, you will be taken directly to the tenure data. If other search
criteria fits multiple employees, a listing will appear for you to select an employee.

Create Tenure Data: Tenure Data Tab

* Tenure Data ' Prior Experience/Cradits | Sewvice History | Faculty Relationships

JOHM DOE ID: 00314159
[Tenure Status: Tenure ] [ Home Rank: ooz Associate Professar
Track Start Date: 0702006 Change Date: Change Reason:
Tenure Target Date: 0750152004 Tenure Home: Bo49494 SMPHIRADIOLOGY Grant Tenure: v
IRADIOLOGY
Service Calc. Group: Mandatory Review Dt: Maotes Granted Date: 0710142004
¥ override Calculation Committed FTE: 1.000000
Total Required: 7.000000 Time Accrued: 0.000000 Current s Of Date:  04/0972011
Extended By: 0.00ooa0 Time To Accrue: 7.000000 I Terminal Year
Jther Tenure Departments List i First 4 1 of 4 [P Last
Department Description Grant Tenure Status Begin Date FTE End Date
> SMPHIRADIOLOGY
1 B949494 RADIOLOGY Y Tenure 07/01/2004 1.000000 —

Custornize | Find | 88 First [ ¢ 1 [
Extension Reason Code Approval Date Lenygth of Extension {In Years)

o All Tenure Home departments are listed here. In this example, the employee has only one
tenure home, but if an employee has multiple tenure homes, they are all listed here.
e In this example, the FTE is shown for the Tenure Home; but this is not always the case. ——
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Create Tenure Data: Prior Experience Credits Tab

Just .i here is that the faculty member’s original start data can be found on this tab as
well as the Employee Information screen described in section 0. APPI / HRS Job Data Query.

Tenure Data f Prior ExperiencelCredits ‘( Service Histary Y Faculty Relationships ‘||

JOHN DOE Person ID: 00314159
Original Start Date: 10/10/1998 Highest Education A-rot Indicated
Lewvel:
Total Time Required: 7 nooooo Total Time Accrued:  0.000000 Prior:  0.000000 Time To Accrue:  7.000000

Prior Experience/Credit Customize | Find | Wiew All | ] First E 1of 1 E Last

Exp fCredit Description From Date To Date

fAdd to Tenure Rank Rank Description  Notes

1 = Nuteg]

Create Tenure Data: Faculty Relationships Tab

 Tenure Data | Prior ExperienceiCredits | Service History | Faculty Relationships

JOHM DOE Person ID: 00314159

Post Tenure Review Date

Faculty Relationships Customize | Find | i First E 1-2 of 2 |I| Last

s Faculty -
Department Description Relationshi Bedin Date End Date

1 B948000 §H$5H|IéﬂED PHYSICSMED  ciiate 02/04/2003 0E/30/2014

2 BZ61000 PHARRMIPHARMACY Affiliate 0&ratr2008 06/30/2011

. 4
This tab lists faculty relationships with other departments. Relationship types can be Affiliate, Joint
Department, and Joint Executive.

To determine at what percentage, if any, tenure home and faculty relationship departments fund the
employee’s position or positions, and what the Employee title modifiers that appear on Budget screens
will be, one must look at funding information as well. The HRS Budget Funding Query is described in the
next section, 8. HRS Budget Funding Query
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8. HRS Budget Funding Query
ORACLE

Search:
[= hly Favarites

[+ Inbound File Upload
[ Self Senice
Log into HRS Production [ Manager Self Service
[ Recruiting
[ Workforce Administration
[ Benefits
[ Compensation
[ Stock
[ Time and Lahor
[ Payrall for Marth America
[ Global Payroll & Absence
IMamt
[ Payrall Interface
[=Workforce Development
[ Organizational Development
[ Enterprise Learning
[= Workforce Manitaring
. i [ Pensian
HRS Menu NaVIgatlon: } = Set Up HRMS
= Install
[ Security
[ Upgrade
[ Foundation Tahles
[ Commaon Definitions
P = Product Related
[ Recruiting
[ wWorkforce Administration
[» Base Benefits
[ Automated Benefits
[ eBenefits
[ Compensation
[ Stock
[* Time and Labor
[ Payrall far Maorth America
} = Commitment Accounting
[ Fringe Costs
P = Budoet Infarrmation
= comhination Code
Tahle
= ChartField
Transaction Table
= Budget Benefit
Groups
= Departrment Budoet
FTE CAM
= Departrment Buddet
FTE LISA
= Departrment Budget
Table CAM
= Department Budget
Table USA

= Budget Funding

Diata Entry
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*Navigation tip: When you get here, add this to your Favorites if you have not already done so.

ﬂ

ORACLE

= Budget Information

= Combination Cade
Table

= ChartField
Transaction Table

— Budget Benefit
Groups

= Department Budget
ETE CARN

= Department Budget
ETE USA

= Department Budget
Tahle CAN

= Departrnent Budget
Tahle USA

= Budget Funding
Data Entry

= Deparirment Offzet
Groups

= Position Paal Takle

= SETIDVBEU
Crosswalk

||

Funding Data Entry

Enter any infarmation you have and click Search. Leave fields hlank for a list of all walues.

| Find an Existing Value

SetiD: [ begins with =] |SHARE

Business Unit: |begin8 with j |UWSY5

Department: [ begins with =] |

Fiscal Year: | = j |

JERyeRy e

A

Budget Level: | = j |

Position Number: [egins with 7] |

EmpliD: [begins with =]

Empl Rcd Nbr: |= j |
I Include History

JERy ey

= Date Control Table  |=—

= Load LWV Pa »
Schedule Table SearcTN

[» Process Budoets

Fasic Search Save Search Criteria

The system automatically fills in the Business Unit, —
based on your log-on into HRS, as part of your search criteria.

If the person you want is not in the unit listed in Business Unit,

click on the CLEAR button before you enter additional search criteria
otherwise the system will respond that it cannot find the person.

j Find an Existing Value

SEﬂ_D: ) I hegins with j IEHARE Q As the example person is not in UWSYS, a clear was

Business Unit: | pegins with =] | S done to remove the business unit.

Department: | beging with jl aQ,

Fiscal Year: | = j |

Budget Level: | = j |

Position Numher:| hegins with j| o .

EmpliD: | PT—— j | T q_Then enter your.search criteria and click the SEARCH
button. EmplID is toward the bottom of the search

Empl Red Nbr: I = [ I U criteria on this screen.

I™ Include History

A funding list will appear. Select the correct
Search | Clear |Elasi|: Search Sawe Search Criteria  fiscal year and employer record number.

Search Results l

1-2lof 2

SetlD  Business Unit Department Fiscal Year Budget | evel Position Number EmpliD  Empl Rcd Hbr

5049494 2012
SHARE B943484 oy

Appointrnt  (blank)
Appointnt  (blank)

00314159 0
003141580
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If there were changes to the

Funding for the fiscal year and the empl rec selected is returned. appointment that affects the

Funding Data Entry | funding, such as FTE %, history
SetiD: SHARE  Department: 249494  SMPHRADIOLOGYIRADIOLOGY along with the current data will be
Fiscal Year: 2012 Budget Begin Date: 07/01/2011 Budget End Date: 05/30/2012 displayed on multiple lines.

Einel | Wigw Al First 4 4.0 4 O a4

© pepartment  Position  Appointment  JOHMN DOE ID: 00314159 EmplRed#: 0
Eff Date Eff Seq |Comp Rate Job Code |Job Descr Pos Hbr Pay Basis [FTE %

0710142011 0[11030.750000[C30NN  |ASSOCIATE PROFESSOR | 01224567 |Annual  |1.000000|

021 0i2011 0[11030.750000 |C30NN  |ASSOCIATE PROFESSOR | 01234567 |Annual  |1.000000

ﬁecti\reDate: O7m1r2011 ) Eff Seq: 0 Status: Active Date Entered: 04/10/2011 Used by Distribution Process =

) 1 [4] [¥]
SEQ# |GL Business Unit |Fund DeptiD Progratn Project Project End Date |Distrib % |ERNCD
1 T LM 136 933333 4 5.000
2 T LM 233 949404 4 233Y876 1213119999 95.000
i

This funding example is for the same JOHN DOE queried in section 7. TNIQ / HRS Tenure Query. Here is a
recap of JOHN DOE'’s Tenure Home department and Faculty Relationships from the HRS Tenure Query.

Custornize | Find | view &0 | B8 First [ 4 o 1 [ Last
Begin Date FTE End Date

A Tenure 070172005 1.000000

Description

SMPHRADIOLOGY
IRADIOLOGY

Tenure Status

1%949494

Faculty Relationships Custamnize | Find | 58 First (4] 1.2 ot 2 (M Last

. Faculty |
Department Description Relationshi Bedqin Date End Date
1 BO45000 SMPHMED PHYSICSIMED e ioie 0240472003 OB/30/201 4
PHYSIC
2 B261000 PHARMPHARMACY Affiliate 0R/01/2008 0R/30/2011

From the funding and tenure information, one can see that this person is funded:
e 95% by the Tenure Home Department 949494, and
e 5% by “another” department 933333.
¢ No funding is by the Affiliate departments.

From this, one can also deduce that the title modifier for the employee under the Tenure Home UDDS
will be “T”, and the title modifier under the Other (non-faculty relationship) department UDDS will be
HAH
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9. PHIQ / HRS Payroll History Query

The PHIQ 3270 Screen listed data related to an employee’s payroll history including:
e Job Data
e Funding
e Payment Details

FHED EMPLOYEE PATHENT LIST B-1
AANGLL, MAY FERBON 1D Q0002446 S5 303-33-000P
HMAY & CLASSIFIED CALC ID BTOSTOMD CHANGE ID COBRENT
EFPT ID TOOD3B44 TITLE 16101 CLERICAL ASSISTANT 1
UbDE RCT FHD ROCT  GROSE FD PRY TYPE HOURS LY RATE
o1 REINATE 4 13) =kl 2B7.76 B odd.b . G
RPFT 1D TOQOT70% TITLE 54300 CLERICAL HELFER=LIE
uoos ACT FHO  RCCT GROS3 F1 PRY TIFE HOUERES HELY ERTE
02  R518303 3 13 240 B 43.0 E. 000

Gl ENTER LIHE NUMSER FOR EHPLOYEE PAYMEMT DETAIL
SELECTION CRITERIA  USEDr CRLC WUMBER EYO5TOD

wassess  FND OF LISTIHGE ®sssass
[1) HELP {2} MEKT {1} FREY [4) FOBRCE [&] EEMU (11) EKIT

=

FERQ EMFLOYEE PAYEENT DETRIL B=1=L
ABEHOLD, HAT FERSON ID @000ZA4E 55d 393-33-9999
MAY A CLASSIFIED CALC ID ETRS5T0O
CHANOGE ID CHANIE RERSOH CURERERT
RPPT ID TODOIEL4 TITLE 16101 CLERICRL ASSISTANT 1
e PAID 467.T6 PRY TYFE REG HOURE
HOURE £0.0 HELTY RATE B.5094
PAY EREIS H AUTHCRIZED HOORS 0.0
rr &% FunD 13}  ROCT DMdE  UDDE  AERITE F i | CLASS 18dd
PAR O
SECTICK 09 FEQ AS333 WRE EERVICE BOURS
FED ThiRILE a1 STATE TAXABLE BO1
e FICA oL RETE BAT
Ug WRGE DEDUCTION UdL
EARNED FERICD 0L/ 87 HORAESTLUDY FERIOD
FTHT HBE3I-EED 04/ 26/87-05/09/8T

(1) HEL®  [Z] HEAT (3] PREW (4] GOBRCK (8] MERU  {1L] EKIT

———
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section 0. APPI / HRS Job Data Query
e Section 8. HRS Budget Funding Query explains how to obtain funding data
e This section shows the payment information that can be obtained in the HRS Payroll History.

ORACLE

Search: .
Log into HRS Production @

[= hiy Favaorites

[ Inbaund File Upload

[» Self Service

[ Manager Self Senice

[ Recruiting

= Workforce Administration

[ Benefits

[ Compensation

[ Stock

[ Time and Labor

=~ Pawrall for Morth America
[ Employvee Pay Data CARN
[ Employvee Pay Data LISA
[ Employee Pay Data LISF
[= Payrall Processing CAN

> - Fayrall Processing LISA
[ Create and Load
Paysheets
[ Update Paysheets

P = Produce Payroll

= Precalculation Audit

Feport
= T84 Admin Fee

= Calculate Pay

= Precanfirm Audit
FEepaort

= Confirm Pay

= BEeverse Pay
Confirmation

= Employees Mot
Frocessed Report

v

HRS Menu Navigation:

= Review Pavcheck

*Navigation tip: When you get here, add this to your Favorites if you have not already done so.

Appointment/job information can be obtained through the various HRS Job Data tabs discussed in
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Review Paycheck
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value

Compary: |begins with j| Q
Pay Group: [ begins with =] | Q
Pay Period End Date:' = j | Q.
Off Cycle ? r
Page #: |= j | Q.
Line #: |= j | Q,
Separate Check #: | = j |
Paycheck Number: |= j |
EmpliD: |begms with = | 002093765 <«— Enter your search criteria. If you know the EmplID
Name: [begins with =] | (formerly Person ID), use it.
I Case Sensitive
Search | Clear | Basic Search Save Search Criteria If there is a history of payments over time, a list will be

4—/’ returned. Otherwise you will be taken directly to the
Search Results

first, and only, payment made so far for the employee.

_ T
s CRE o4raar2011 Il 161 2 i ADVICE - 00298765 DOE. JAME L
WS CRR 0512552011 N 163 2 o ADVICE 00298765 DOE. JAME L
LIS SRR 0Er22r2011 ] 4] 1 I} ADVICE 00298765 DOE. JANE L

—Pick the pay period you wish to view and click on it.
Note: If the employee has multiple appointments with the same payroll period, the
payments for those appointments will all be on the same check.
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This payroll history sample is for an unclassified person

Paycheck Earnings | PaycheckTaxes | Paycheck Deductions MEcerductions i
2

EmpliD: 00288755 Name: DOE. JAME L

Reviews Track Adjustments
Page: E9 Line: 1 Separate Check:

Compams WS Pay Group: SRR | PayPeriod End: 06/22/2011

3
Paycheck Status: Confirm er Paycheck Option:  Advice 2,348.38
a47.27
Issue Date; 06/30/2011 Paycheck Humber: s 13
] : 5
I~ offcycle T/ ] I adjustment I~ corrected [ 10 Net Pay: 1797.28
4 4
Begin Date: 061 7/201 End Date: (06221201 Addl Line #: Reason:) Mot Spe
Employment Record Humber: 1 ] Benefit Record Number: 0 Qriginal Paygroup: SRER Additional Data
Hours: 3520 Hours: 000 Hours: 0.oo
Rate: 26525862 Rate: Q.o00000 Rate: Q.oo00oo
arnings: 1, 269.00 Earnings: 0.00 Earnings: 0.00
Rate Code: Rate Code:
Rate Used: Hourly Rate Shift: Mg Shift Rate:
State: YW N\ Locality:
Other Earnings Zustomize | Find | i First [« 1af1 [+ Last
Uine a L= all=
Code Description Rate Used Hours Rate Amount

1 - Employee ID and name

2 —Pay Period End Date

3 — Paycheck Status: Confirmed means this is not a pre-payroll run, but the final payment amount.

4 — The Earnings section. This example shows the earnings section displayed (expanded). Clicking on
the triangle will collapse the display into just the header line; re-click to expand.

5 — The number of earnings records for the payment. This example has 4 earnings records for this
paycheck (described on next page). You may scroll through each record by using the arrows or click
on the “View All” to have all 4 earnings sections display on one screen.

6 — This is the pay period for the earnings record being displayed. If this earnings record was for a retro
adjustment, the begin and end dates would be earlier to indicate the pay period for which the retro
applies.

7 — This is the Empl record. If there are multiple appointments on this paycheck, this will indicate the
appointment associated with this earnings record.

8 — For an unclassified person, this is their “regular” earnings for the pay period indicated in #6.

9 — For an unclassified person, any other earnings (positive or negative amounts) beyond the regular
earnings in #8 are listed here. An example is on the next page.

10 — This could be used to explain other earnings or adjustments, but this information must be entered
by HRS staff in order to be listed on the payment history, and is not always provided.

11 —This is the gross for the entire paycheck, which is NOT necessarily the amount coming to Budget.
To determine the amount coming to Budget, sum the “regular” earnings.

3270 Query to HRS Mapping - PHAQ / HRS Payroll History Query Page 40



This page shows the other 3 earnings records for the unclassified person from the previous page:

* Earnings

Find | i

e: 062272011 Addl Line #: 1 Reason: Mot Specified

Begin Date: 0611752011 End Dat
Employment Record Humber: 1] Benefit Record Number: 0 Original Paygroup: SRR Additional Data
Hours: 0.00 Hours: 0.00 Hours: n.oo
Rate: 25525862 Rate: n.o0oo0o Rate: n.o0oo0o
Earnings: 0.00 Earnings: 0.00 Earnings: 0.00
Rate Code: Rate Code:
Rate Used: Hourly Rate Shift: M Shift Rate:
State: Wl Locality: Subtracted from the gross payment,
( Other Earnings but not sent on to Budget_ ot
Other Earnings Details 1 W Bther Earnings Detailz 2 [T=T M
Code Description Rate Used Hours Rate Amount
\_LFUD _Furlough Percent Redyftion Hourly Rate > -38.84

* Earnings

Employment Record Number: 2

Find |

Begin Date: 061072011 End Date: DEI2212E|1|| Addl Line #: 2 Reason: Mot Specified

Benefit Record Humber: 0 Original Paygroup: SRR

Additional Data

Hours:
Rate:

A2™ appointment is also on this payment since the

TE.2T
10.7149602

|Earnings:

115466 |

State:

Rate Used:

Hourly Rate
Uil

pay period end date is the same.

Earnings: (.00
Rate Code:

Shift:  HiA Shift Rate:
Locality:

Earnings:
Rate Code:

n.0o

n.0oooao

n.aa

Other Earnings
Other Earnings Details 1 W Cther Earnings Details 2 [F=2 0

First E 1 of 1 |I| Last

Code Description

Rate Used

Rate

* Earnings

Begin Date: 05/10/2011

Employment Record Number: 2]

Find | Wiew All

End Date: 06/22/2011) Addl Line #: 3 Reason: Mot Specified

Benefit Record Number: 0 Original Paygroup: SRR Additional Data

Hours: 0.00 Hours: 0.00 Hours: 0.00

Rate: 10.719602 Rate: n.ooooon Rate: n.ooooon

Earnings: 0.00 Earnings: 0.00 Earnings: 0.00

Rate Code: Rate Code:

Rate Used: Hourly Rate Shift: MiA Shift Rate:

State: W Locality:
Other Earnings Custormize | First (41 4 or 4 [ Last
r Other Earnings Details 1 W Other Ear ing=s Details 2 [F=2H
Code Description Rate Used Hours Rate Amount
FUD  Furlough Percent Reduction Hourly Rate -35.349

3270 Query to HRS Mapping - PHAQ / HRS Payroll History Query Page 41



What the payroll history does not show you:

e Funding splits: it does not show the amount paid under each fund, nor funding percentages. You
have to calculate this after looking at the HRS Budget Funding for the correct fiscal year.

e Departments: it does not show the major department, nor the funding departments

e Though you see the earnings codes listed, it does not tell you which of the earnings are part of the
amounts that are sent on to Budget. For example, overtime payments are added into the earned
gross, but overtime amounts are not sent to Budget as they are not “regular “earnings.

Here is an example earnings record from a classified hourly employee

Paycheck Status: Confirmed Paycheck Option:  Advice Earnings: 1,995.39
Taxes: 489.74
Issue Date: 0B/02/2011 Paycheck Number: 9999999 Deductions: 2341
IMoffcycle 7 Reprit [ Adjustment [ Corrected  I™ Cashed Net Pay: 1.482.24
* Earnings Find | Wiew A
ﬁeain Date: 05/02/2011 End Date: 05/14/2011 'Addl Line #: 4 Reason: Mot Specified
Employment Record Humber: 0 Benefit Record Humber: 0 Additional Data
Hours: 000 Hours: n.aa Hours: 0.00
Rate: 23.858000 Rate: 0.o0ooon Rate: 0.000000
Earnings: 0.00 Earnings: 0.00 Earnings: 0.00
Rate Code: Rate Code:
Rate Used: v Rate Shift: A Shift Rate:
State: Locality:

First E 1-2of 2 E Last

COther Earnings

- B - f - i
Custormize | Find | Yiew All | ===

Other Earnings Details 1 W Cther Earningzs Details 2 =
Code Description Rate Used Hours Rate Amount
HRG Regular Hours - Mo GG 19 Hourly Rate 40.00 23.858000 G954 32
OTR  Overtime 1.5- Mo 1CAC 19 FLSA Rate 0.25 24 35T8E8 Q.07

Information is similar to that on the unclassified paycheck except for the following:

1 —The hourly rate is listed. Nothing is shown in Earnings as this data field is for unclassified.

2 —The person’s earnings are detailed-out in the “Other Earnings” section. This example shows for
week 05/08/2011 — 05/14/2011, which is the first week of the biweekly May B 2011 pay period, the
hours, hourly rate, and amount earned for regular earnings (HRG). The OTR, which has been added
into the paycheck gross amount, is not regular earnings and so does not get passed to Budget.

A retro payment could appear 2 ways:

o If the pay record’s Begin and End dates are prior to the dates of the pay period being run, all
amounts shown in “Other Earnings” are retro

e Aretro earnings code(example: HRP) is listed in “Other Earnings”.

Retros are not passed to Budget.
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10.

CNAM / HRS Person Information Query

The CNAM 3270 Screen presented a list of people with data similar to the search requested.

INQ WAS: DOE, JANE SEX: TYPE: UD: Q PG 01 OF 01
DOE, JANE L CAMPUS: 222-5999

TRANS: 999999345 ANYCOUNTY COUNTY-MAIN AD
C40NN  ASSISTANT PROFESSOR

0321456 UW/UW-MNT/PSYCHOLOGY/GENERAL 00000
Y31ND TCHING ASST-DISSERTAT (H) HOME : 414-222-9444

B123456 MIL/L&S/PSYCHOLOGY/PSY 1500 MAIN ST

APPT PERSON ID: 00298765 ANYTOWN, WI

UPID: 0000212345 53700
DOB: 08-08-48 EMAIL: JANE.DOEQUW.EDU

DOE, JANIS A CAMPUS:

TRANS : 222222222 NO CAMPUS ADDRESS GIVEN

94870 STUDENT HELP

K905017 STP/CNR/ENVIRON RES UNIT/LAND

94870 STUDENT HELP (H) HOME :

R346800 UWC/UW-RLN/STUDENT CENTER/GENE NOT RELEASED

APPT PERSON ID: 00987654

UPTID: 0000490646

There is not one query that will present all the data that is in the CNAM query. The HR query you use

depends on whether you are looking for a UDDS, Budget ID, or Employee ID for a person to access a

Budget appointment, or demographic information such as address or date of birth.

10.1.

Job Data Search Method

If you are trying to find a UDDS, Budget ID, or Employee ID for a person to access a Budget
appointment or HRS information, go directly to the Job Data search described in section 0. APPI /
HRS Job Data Query, and enter name criteria. A list of matches is returned for you to select from.

Other than name, the return list does not present enough information for you to determine which

appointment to select. You will need to look at each appointment’s Job Data detail.

= My Favorites |

= Buddet Funding Data Entry

~ Create Tenure Data Job Data

= Joh Data Enter any information vou have and click Search. Leave fields blank far a list of all values

= Modify 8 Persan

= Query Manader Find an Existing Value

= Review Pavcheck

= Workforee Job Sumrary

— Add to Favorites EmpliD: | hegins with jl

~ Edit Favorites Empl Red Hbr: — j
[+ Inbound File Upload = J
> Self Service Hame: heqins with > i i
e, N Log into HRS Production
[ Recruiting g heqgins with j DOE
[ Warkforce Administration Second Name: | hegins with jl
[ Benefits . -
[t ecem— Alternate Character Name.| beging with ﬂ|
I Stock Middle Name: | beging with j|
> Time and Labor
I Payroll for Morth America ™ Include History [~ Case Sensitive
[ Global Payrall & Absence
[y Search Clear | Basic Search Sawe Search Critetia
[ Payroll Interface —I —I -
I Warkforce Development
[ Organizational Development Search Results
- Enterprise Learning 185 of 85
> Warkforce Monitaring -
I: Pension EmpliD  Empl Rcd Nbr Hame Last Name Second Name Alternate Character Name Middle Hame
1> Set Up HRME [REEE NOLL DOE LoE {alank) thlank 5
[> SetlUp SACR 002700 JOE DOE DOE ihlank blank; M
[ Enterprise Compaonents 002987650 JANE DOE DOE iblank blank L
[ Uy Absence Management 002987651 JANE DOE DOE blank hlank L
P . 002087653 JANE DOE DoE blank blank L
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10.2. Person Organizational Summary Method

A quick means of obtaining a list of all the appointments for a person is through the HRS Person

Organizational Summary. (* Add to favorites if you use

this frequently.)

ORACLE’ ﬁ Log into HRS Production

Hotne:

Mew Wiinde

Enter search criteria and click

on Search.

If there are too many matches,

Search: =
[ My Favorites P -
P Inbound File Upload E'etrson _Dfrgant_lzatlor:]al SUTT'T; h. Leave fields blank for a list of all val
b Self Service nter any infarmation you have and click Search. Leave fields blank for a list of all values.
[> Manager Self Service
[> Recruiting { Find an Existing Value %
_I:’vWDrkforce Administration
= Personal Information . - -
EmpliD:
[ Biographical P I hegins with jI
I Organizational Narme: | begins with ~||
Relationships Last Name: - .
> Personal Relationships ' I hegins with JIDO
I» Citizenship __| Second Name: |begins with jl
[> Digability . - -
b OEE Workforce Survey Alternate Character Name.l hegins with jl
CAN Middle Name: |begins with jl
[+ Diversity Compliance
MLD I case Sensitive
[ -9 Forms

= Add a Person
= Manage Hires
= Modify 3 Person
= E-Verify Status

Search | Clear |Elasic Search [g] Save Search Criteria

Search Results4—A list of matches is returned.

Only the first 300 results can be displayed. Enter more infarmation above and search again to reduce the number of search results.

you will need to be more specific
in your search criteria.

Click on the person you want to review

[ Person Org Summary

3 Wi All 1-100 o300 [3] Last
- AH—?B? a Person - Student EmpllD Hame Last Name Second Name Alternate Character Name Middle Name
- Badue S8 AARONM DOEBOY DOEBOY {blank) {blank) D
- Security Clearance LALLY DOAK DOAK (hlank) (blank) C
= Badoe/Clearance 00298765 JANE DOE DOE (hlank) (hlank) L

Left click on a column header to sort by it. In
this example, the list was sorted by first
name/last name column.

This person has 3 appointments.
Click on View All to see all 3 on the same screen. /

JAME DOE

* Employment Instances

Person ID: 00298765

ast

ORG Instance: 1] Last Hire: 02110/2011 Termination Date:
HR. Status: Active Payroll Status: Leave of Ahsence
Assighnments Customize | Find | B First E 1of 1 |I| Last
Empl Payroll Date Last Business Last Asqgn
Read# HomeHost HR Status Status Chanae Unit Department Start Term Date
. Leave of
0 Home Active ARSEnCE Q55262011 Q321456 021072011
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This example shows all the appointments on the same screen.

[ Person Org Summary '

JAMNE DOE [ Person ID: 00298765 l

¥ Employment Instances

0RG Instance: ] Last Hire: 021002011  Termination Date:
HR Status: Active Payroll Status: Leave of Ahsence

Assignments Custornize | Find | 28 First (44 or 4 [ Last
mpl\, Hayroll Date Last Business Last Asgn
Reds omeMHost HR Status Status Chande Unit Department Start Term Date
0 Home Active L (07 05/26/2011 0321456 |02 02011
thsence
ORG Instance: 1 Last Hire: 06M 712011 Termination Date: 070852011
HR Status: Inactive Payroll Status: Terminated

Assignments Customize | Find | i First [0 4 of 1 [ Last
Empl Payroll Date Last Business Last Asgn
Rcd# HomeMHost HR Status Status Change Unit Department Start Term Date
1 Home Inactive Terminated  07/092011 T —— 06M7i2011 07082011
ORG Instance: 2 Last Hire: 061 02011 Termination Date:
HR Status: Active Paytoll Status: Active
Assignments Customize | Find | i First [«] 1af 1 [ Last
Empl Payroll Date Last Business Last Asgn
Reds HomeMHost HR. Status Status Chande Unit Department Start Term Date
2 Home Active Arctive 061 052011 061 052011
The items in fed boxesjabove are equivalent to the CNAM items highlighted in yellow below.
Other useful information on the HRS Person Org Summary is shown in the
INQ WAS: DOE, JANE SEX: TYPE: UD: Q PG 01 OF 01
DOE, JANE L CAMPUS: 222-5999
TRANS: 999999345 ANYCOUNTY COUNTY-MAIN AD
C40NN  ASSISTANT PROFESSOR
0321456 UW/UW-MNT/PSYCHOLOGY/GENERAL 00000
Y31ND TCHING ASST-DISSERTAT (H) HOME : 414-222-9444
B123456 MIL/L&S/PSYCHOLOGY/PSY 1500 MAIN ST
APPT PERSON ID: 00298765 ANYTOWN, WI
UPID: 0000212345 53700
DOB: 08-08-48 EMAIL: JANE.DOE@UW.EDU

Unfortunately the Person Organizational Summary does not list the appointment title, which would be
helpful to identify the appointment you wish to query. Nor does it allow you to select an appointment
and through a hyper-link and directly jump to the Job Data details.
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10.3.

EPM Person Lookup Method

A third alternative is through EPM

ORACLE

Search:
©

— EPM Reports
- HR Repors
= W Person Lookup
= Locate Duplicate
\ Employees rep
= Job List by Department
[ Benefit Repors
[ TL Reports
[* Absence Management
Reports
[= Cluery
[> Planning and Budgeting
[» Scorecards
[+ Key Performance Indicators
[» Project Portfolio Management
[> Customer Behavior Modeling
[ Warkforce Analytics
[ Financial Services Industries
[» Global Consolidations
[+ Activity Based Management
[ Upgrade Setup
[ EPM Foundation
[» Enterprise Components
[ Tree Manager
[ Reporting Tools
[ PeopleTools
[ Development Utilities
- Change My Password
= My Personalizations
= My System Profile
= My Dictionary
= HRS

/

Log into EPM Production

_OW_HR_PERS_NS_SRCH

\Wrmation you have and click Searchl eave fields blank for a list of all values.

[ Find an Existing Value

EmpliD: begins with -

Date of Birth: = - El
Last Name: pegins with + doe

First Name: pegins with

Hational I pegins with

[[Icase sensitive

Clear

Search | Basic Search 3] Save Search Criteria

Search Results

Wiew All 1-100 of 120 |I| Last

Click on a column header

Last Name ¢ to sort; this example was

First Name

DOE JANE

DOEBBERT AMALIA sorted by Last Name
DOEBEL STEVEN

DOEBERT THOMAS Click on the person
DOEEBERT ADAN you want to review
DOEELER PAUL

DOEBLEY JOHN

DOEDE LIS4

DOEDE CHRIS

DOEDE MATTHEW

DOEDE JESSICA
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UW PersonNS Search '

00298765

Person Information

ame Jooe
Date of Birth Jozms/1045

JANE

Job Informaticn

First 1-3 of 3 Last

Status

Action

Department }1321455

Active Primary
Return from RBK

Start Academic Year

Effective Date 08/26/2011
Action Date 08/27/2011

Job Start Date (8/26/2089

MM TFSYLRULUGY

Position Nbr 041234567 ASSISTANT PROFESSOR

Job Codd C40MM ASSISTANT PROFESSOR
Status Inactive Primary Effective Date 07/09/2011
Action Terminatn Action Date 07/08/2011
Reason Fixed-Terminal Job Start Date 0617/2011

Department (320400
Position Nbr g1004567

Job Code C40MMN

MNT/DEANS OFFICE
ASSISTANT PROFESSOR

ASSISTANT PROFESS0OR

Status

Action

Reason

Inactive Primary
Terminatn

Fixed-Terminal

Effective Date 08062011
Action Date 08/05/2011

Job Start Date 06/10/2011

Department Q420400
Position Nbr 02007654

Job Code C40MM

ONLDIRECTORS OFFICE
ASSISTANT PROFESSOR

ASSISTANT PROFESSOR

The items in bove are equivalent to the CNAM items highlighted in yellow below
Other useful information is shown in th

What this query does not show is employer record number.

INQ WAS: DOE, JANE

DOE, JANE L

TRANS: 999999345

C40NN  ASSISTANT PROFESSOR

0321456 UW/UW-MNT/PSYCHOLOGY/GENERAL
Y31ND TCHING ASST-DISSERTAT (H)
B123456 MIL/L&S/PSYCHOLOGY/PSY

APPT PERSON ID:
UPID: 0000212345
DOB: 08-08-48

00298765

SEX:

TYPE: UD: Q PG 01 OF 01

CAMPUS: 222-5999
ANYCOUNTY COUNTY-MAIN AD

00000
HOME : 414-222-9444
1500 MAIN ST
ANYTOWN, WI
53700

EMAIL: JANE.DOE@UW.EDU
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10.4 Demographic Data Query

The Demographic Data Query will provide you with a person’s demographic information such as date of
birth, gender, home contact information and business contact information.

*Navigation tip: When you get here, add this to your Favorites if you have not already done so.

ORACLE

Menu & Log into HRS Production
Search:

)
[= by Fawarites

[ Inbhound File Upload

|»

Personal Infermation
Enter any information you have and click Search. Leave fields hlank for & list of all walues.

[ Self Service

[* Manager Self Service

I Recruiting J Find an Existing Value

—|—>:W0rkfnrce Administration

g EEEr”SDC'g”;'p'QL”:[”at'D” EmplID: [wegins with | [00288765
[ Crganizational Name: | hegins with jl
Relationships . - -
[» Persanal Relationships Last Name: I begins with jl
b Citizenship _| second Name: [ begins with ||
[» Disability | - -
b OEE Workforce Survey Alternate Character Name.' begins with j |
CARN Middle Name: I begins with ﬂ I
[+ Diversity Campliance
NLD |_ Case Sensitive
[+ 1-9 Forms

= Add a Person
= Manage Hires

Search | Clear |Elasic Search Save Search Criteria

Enter your search criteria. If you know the EmplID (formerly Person ID), use it.

If you want to see changes to the demographic data over time, check the {Include History”) box, else

only the most current information will be returned.

If the criteria you enter, such as a last name only, matches multiple people, a selection list is
returned. Otherwise you will be taken directly to the person’s demographic data.
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Person Information: Biographical Details Tab

[ Biographical Details ' ContactInformation | Regional ' Uw Personal

JANE DOE 00298765

First [+ = [¥] Last
Effective Date: 021052011
Format Type: Enalish
| Display Mame: | JANE DOE m Explained on the next page.
e
08/028/1948 62 Years 10 Months Date of Death:
Birth Country: LJSA LInited States
Birth State:
Birth Location: Waive Data Protection [
Biographical History First E 1 of 1 |E| Last
Effective Date: 04152011
<@ Female
ighiest Education Level: A-Mot Indicated
Marital Status: Unknown AsOf: 102011

Language Code:

Alternate ID:

I Full-Time Student Employee

* National ID Customize | Find | View Al | Bl First [ 4 o 1 [ Last
Country Mational ID Type Mational ID Primary ID
LISA Social Security Mumber 999-99-8345 ¥

Click on the National ID triangle to display the SSN

The items in red boxes |above are equivalent to the CNAM items highlighted in yellow below.
Other useful information on the HRS Person Org Summary is shown in the

INQ WAS: DOE, JANE SEX: TYPE: UD: Q PG 01 OF 01
DOE, JANE L CAMPUS: 222-5999

TRANS: 999999345 ANYCOUNTY COUNTY-MAIN AD
C40NN ASSISTANT PROFESSOR

0321456 UW/UW-MNT/PSYCHOLOGY/GENERAL 00000
Y31ND TCHING ASST-DISSERTAT (H) HOME : 414-222-9444

B123456 MIL/L&S/PSYCHOLOGY/PSY 1500 MAIN ST

APPT PERSON ID: 00298765 ANYTOWN, WI

UPID: 0000212345 53700

DOB: (08-08-48 EMAIL: JANE.DOEQUW.EDU
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Person Information: View Name Screen

Near the top of the Biographical Details tab, click on View Name

Biographical Details | Contact Information §° Regional 'y UW Personal |

JAME DOE Person IDx: 00298785

First E 1 of 1 |I| Last

Effective Date: ozraor2011

Format Type: English
Display Name: JAME DOE @
Py ————

The various ways of displaying the person’s name in HRS is returned.

View Name
Prefix:
First Hame: JAME Middle Name: L
Last Hame: DOE
Suffiz:

Display Name: JAME DOE
Formal Hame: JAME DOE

(0] 4 | Cancel Refresh

Click on OK to return to the Biographical Details tab.
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Person Information: Contact Information Tab

[ Biographical Details | Contact Information | Eesgional ' UW Personal

JANE DOE Person ID: 00228765

Release Home Information [

First E 1-Z of 2 |I| Last

Current Addresses

1500 MAIM ST
Home o2naor2o1t A ANYTOWN, W1 53700-1234
ANYCOLINTY

222 5 CAMPUS DR
AMYTOWM, W 537774321
AMYCOUNTY

Business zaorzot A Location: R112
MAIM-ADMIMISTRATION BLDG
Room #
Mail Drop Id: J

Wiew Address
D etail

A

Wiewy Address
Detail

First E 1-2 of 2 |I| Last

Phone Information Customnize | Find | B

Ielenhone Extension Preferred
414/333.9575 V
' 414/222-5999 r
Email Addresses Custornize | Fird | B8 First (4 1 or 1 [ Last
Email Type Email Address Preferred

7

Business JANME.DOE@UW.EDU

The items in Jred boxes Jabove are equivalent to the CNAM items highlighted in yellow below.

INQ WAS: DOE, JANE SEX: TYPE: UD: Q PG 01 OF 01
DOE, JANE L CAMPUS: 222-5999

TRANS: 999999345 ANYCOUNTY COUNTY-MAIN AD
C40NN  ASSISTANT PROFESSOR

0321456 UW/UW-MNT/PSYCHOLOGY/GENERAL 00000
Y3IND  TCHING ASST-DISSERTAT (H) HOME : 414-222-9444

B123456 MIL/L&S/PSYCHOLOGY/PSY 1500 MAIN ST

APPT PERSON ID: 00298765 ANYTOWN, WI

UPID: 0000212345 53700

DOB: 08-08-48 EMAIL: JANE.DOEQUW.EDU
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11. Navigation Tips

11.1. Add a Favorite in HR Prod
In this document are references to “*Navigation tip: When you get here, add this to your Favorites if
you have not already done so.” Follow this tip to quickly jump to the HRS screens you commonly use

rather than drilling down through multiple menu layers.

Navigate via the Oracle menu to the query screen you frequently use. Click on [\els Kol eI git=}

Log |nt0 HRS Productlon Hoime MuttiChannel Conzole Addto Favorites | Sign out
Search ® = Mew Windaw | Helo | B
© Inbound Fils Uplosd Job Data
b Self Service Enter any information yau have and click Search. Leave fields blank for a list of all values.
[> Manager Self Service
[ Recruiting { Find an Existing Value
= Workforce Administration
[> Personal Information
EmpliD: i ith
= Job Infarmation - P |beg|ns with JI
I» Contract Administration Empl Red Nbr: | = d| |
[» Temporary Assignments . " "
> Employment Name: IbEanS Wlthjl
Categorization ITA Last Hame: | hegins with j |
[ Review Jaob Information . - -
b Reports Second Name: | hegins with j|
= Joh Data Alternate Character Name:| hegins with j |
= Job Data - Student Help Middle Narme: —— =
onl |beg|ns with Jl
- Review Staffing " include History [~ Case Sensitive
Assignments
= Add Emplmnt Instance -
Search Clear | Basic Search Save Search Criteria
Student B

— Pt Daoee

This screen will pop-up

OrAcLe

Add to Favorites

Please Enter a Unigue Description for this Favarite

*Description: |Job Data Enter whatever you want to name

your favorite and click on OK
Ok | Cancel |

After you click OK you will be taken back to the original screen from which you started this process.
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Navigate up to the top of the Oracle Menu and open “My Favorites”. You should see your addition
listed. If it is not, try closing and reopening “My Favorites; sometimes it takes a while for the new
favorite to appear in the list. You can now navigate to the query from here.

ORACLE" —

= Budget Funding Data Entry Creste g list of frequently used transactions.
= Create Tenure Data
L— - .Job Data

= Modify a Person

= Query Manager

= Review Paycheck
= Add to Favorites

— Edit Favarites
[ Inbound File Unload
[ Self Semvice

To delete a favorite, go to Edit Favorites

ORACLE’ “

v

- Budget Funding Data Enty [~ E0It Favorites
= ireate Tenure Data
~ Joh Data Click the Save huttan after editing or deleting favorites.
= Modify a Person i ) ™ )
- Query Manager custornize | Find | 58 First 4] 1- of & [+ Last
- Review Paycheck “Favorite Sequence number
— Add to Favarites |Eludget Funding Data Entry | a Delete |
——p— Edit Favorites
[ Inbound File Upload |Create Tenure Data | i} Delete |
[ Self Service
I Manager Self Service JJab Data | 0 | Dekte |
[> Recruiting -
[ Workfarce Administration [Moudify & Person I o %I
[» Benefits
I Compensatian |Query Manager I 0 [ Deete |
I Stack Review Paycheck 0 Delete
[> Time and Labar I i I _I
[> Payroll far Maorth America .
b Global Payroll & Absence Click on the delete button of the ’
i grmt . .
b Payroll Inferface favorite you wish to delete.
[ Workforce Development
[ Organizational Development || . .
b Enterprise Leaming A message will pop-up telling you that
o plororse Monforing the deletion will take once you have
E gewp QES“RS saved the change. Click on OK to the
etlip
I> Enterprise Components message, then the Save button on the
[> LW Absence Management b fth
Reports ) ottom of the screen
[» UW Benefits Reports BEsave | [Elnotity |
[ LW Financial Repors LI

Close and reopen Favorites. The favorite you deleted will no longer appear in your favorites list.
You can also:

e Rename a favorite in Edit Favorites by typing in a new name and saving.

e Change the order of your Favorites list by changing the sequence numbers and save.
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11.2. Navigation Search

You can also search for queries via the “Search” capability at the top of the Oracle menu. Type in a key
word or words.

ORACLE =
Menu &

Search: Main Menu =

budget funding @ ﬁ My |

[= My Fawarites
[= Inbound File Upload Creste & lizt
[ Self Service

[= Manader Self Semice
[= Recruiting

A list of possible queries is returned. Click on the query name to navigate directly to the query.

ORACLE

Home

If you wish return to the
Oracle menu, click on Home

Search

Enter search keywords separated by a space. Use quotes for any phrases. For example: Cities
Countries 'United States’

& New Search " Search Within Results
|budgetfunding ﬂl Customize Settings Search Tips

Hide Summaties

Search Results
1 WY Budaet Funding Load

LW Budget Funding Load
Home=3et Up HRMS=Procuct Related=Commitment Accounting=Frocess Budgets=L0Y Budaet Funding
Load

2 BudaetFunding Data Entry <
Budget Funding Data Entry

Home=Zet Uk HEMS=Product Relstecd=-Commitnent Accounting=Budaget Information=Budget Funding Data
Entry

3270 Query to HRS Mapping - Navigation Tips Page 54



11.3. Add a Favorite Query
This function is available in both HRS Production and EPM Production.

When in Query Viewer, you have the option of adding a specific query to a list of “My Favorite Queries”.

ORACLE’
Menu &

Search:

®
[- EPM Reports
[> Planning and Budgeting
[ Scorecards
[ Key Performance Indicators
[> Project Porfalio Management
[» Custormer Behavior Maodeling
[ Warkforce Analytics
[> Financial Services Industries
[> Global Consolidations
[+ Activity Based Management
[> Upgrade Setup

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

*Search By: IQuery Marre vl heding with

Search | Advanced Search

Search Results

Uy

*Folder View: I - All Folders - 'l

[ EFM Fo_undation o Runto Runto Add to
[» Enterprise Components Query Hame Description Owner Folder — = Schedule — —
[ Tree Manager HTML Excel Favorites
k- Reporting Tools LWwWP_STUDENT_EMP_BY_S5M Student Employees by S5M  Public PLATTEVILLE HTwML Excel Schedule Favorite
P Cluery L AL LIOB_BY_EMPL Job History by Employee Fuhblic HTML Excel Schedule Favorite
— Gluery Manager vy EALU_WILLERDWM_PERSONID PersonlD load gquery Fublic HTmML Excel Schedule Favorite
- Schedule Query UW_HR_837_LTEX ';E::”“D Exceed 1043 Public HTML Excel Schedule Favarite
= Eeport Manager ; ; )
b PeopleTools W HR_838_PERPT Project Emploves Report Fuhlic HTML Excel Schedule Favorite
[» Development Utilities hW_HR_840_MARPT Missing Address Report Fublic HTML Excel Schedule Favorite
:%m UW_HR_COMP_HIST_CP_C.J Efﬂt; Histonyfor CP and G- gy, HTML Excel Schedule Favorite
:W UW_HR_JOBCODE_RATEHIST .ok Code & Rate Histary  Public HTML Excel Scheduls Favoriteeg
- _Y—NHRS W _HR_PERSOMN_LOCKUP_1 Ferson Lookup 1 {by S8 Fuhblic HTML Excel Schedule Favorite
UW_HR_PERSON_LOOKUP_z [ erson Lookup 2 (by Fublic HIML Excel Schedule Favorite
Mame/DOoE)
vy OSH_VANDBERG_FPERSONID PersonlD load query Fublic HTmML Excel Schedule Favorite
IW_SUP_PERSOMID_EXTRACT  Extract HR Emplid Superior  Public HTML Excel Schedule Favorite

Click on Favorite for a query you often access.
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Your favorite query will now appear in a “My

Favorite Queries” list at the bottom of the screen.

Query Name

UWWR_STUDENT_EMP_BY_SSN
UW_ALLIOB_BY_EMPL

UWY_HR_837_LTEX

UW_HR_838_PERPT
UW_HR_B40_MARPT

UW_HR_COMP_HIST_CP_CJ

UW_HR_JOBCODE_RATEHIST
UW_HR_PERSON_LOOKUP_1

UW_HR_PERSON_LOOKUP_2

UW_EALI_WILLERDNM_FERSONID

Description

Student Employees by SSh
Job History by Employee
PersoniD load guery

LTE Mot to Exceed 1043
Hours

Praject Emnlovee Repart
Missing Address Report

Rate History for CP and CJ
Emp

Job Code & Rate Histary
Person Lookup 1 {hy SSM)

Person Lookup 2 {by
Mame/DOB)

UW_OSH_VANDBERG_PERESONID PersonlD load query
UW_SUP_PERSOMID_EXTRACT  Extract HR Erplid Superior

Bunto Runto
Owner Folder HTML Escel
Fublic PLATTEVILLE HTML Excel
Fublic HTML Excel
Fublic HTML Excel
Puhlic HTML Excel
Fublic HTML Excel
Fuhlic HTML Excel
Fuhlic HTML Excel
Fublic HTML Excel
Fuhlic HTML Excel
Fuhlic HTML Exicel
Fuhlic HTML Excel
Fuhlic HTML Excel

Schedule

Schedule
Schedule
Schedule

Schedule

Schedule
Schedule

Schedule

Schedule
Schedule

Schedule

Schedule
Schedule

Add to

Favorites
Favarite
Favorite
Favorite

Favarite

Favorite
Favorite

Favarite

Favorite
Favarite

Favorite

Favorite

Favarite

First [ 1 of 1 [H Last

~* My Favorite Queries

Query Hame Description Owner Folder HTML %Schedule Remove| ¢———
UW_HR_JOBCODE_RATEHIST Job Code & Rate History Fublic HThL Excel Schedule [=]

Clear Favarites Lis

And it will be displayed each time you go into the Query Viewer, saving you the step of searching for the

query.

ORACLE’

Search:

®
[ EPM Reports
[ Planning and Budgeting
[» Scorecards
[ Key Performance Indicators
[> Project Porfolio Management
[ Customer Behavior Modeling
[ Warkforce Analytics
[> Financial Services Industries
[» Global Consolidations
[+ Activity Based Management
[ Upgrade Setup
[ EPM Foundation
[ Enterprise Components
[> Tree Manager
I~ Reporing Toals

Query Viewer
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

*Search By: IQUEN MName v[ begins with
Search I Advanced Search

¥ My Favorite Queries
Query Name
UW_HR_JOBCODE_RATEHIST Job Code & Rate Histary

e Windaw | Help | Customize Page |

Description

Owner

Fublic

Folder

Bun t
Excel

Excel

=]

First [1] 1.1 1 [ Last

(1]

Schedule

Schedule Remove

=

Schedule Guery

= Eeport Mananer
[ PeopleTools
[> Development Liilities
~ Change by Password
= My Personalizations
= My Systern Profile
= My Dictionary
- HRS

Clear Favorites List |

To remove a favorite, click on

" u
’

Or remove the entire Favorites List.

End of Document

A
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