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Course Objectives

Query Manager is accessed through the PeopleSoft SA/HR menu. The Query Manager
allows access to all the data stored in the PeopleSoft SA/HR database: historical,
current and future.

In this course, you review the UA Directory Information, Personal Data and Job Data
pages, which display the HR data that is most frequently used by departments at The
University of Akron. P eaoasedtectkate drépertti@iweizey
some of this data. The report data is downloaded to Excel for use in a Word mail merge.

You will:
¢ Review the restrictions on the use of employee personal information
e Review the UA Directory Information, Personal Data and Job Data pages
¢ Discuss additional HR data that is available with the appropriate security access
e Review Effective Dating
e Create a query
e Download the query data to an Excel worksheet
¢ Use the mail merge wizard in Word to create labels with the data

Ver. 2008.11.24 Page 3 pstrain@uakron.edu
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Lesson 1. Human Resources Directory Information

Discussion

Individuals granted access to Human Resource information are required to maintain the
strictest confidentiality with regards to employee information. Information is to be used
for management decision making and personnel action processing only.

Like students, employees have rights to protect their personal information. Departments
cannot release any personal data about an employee other than home phone number
and address. Before releasing any information related to home address or phone
number, you must check the UA Directory Indicator.

Requests for individual employee information (other than home phone number and
address) from outside entities, such as employment verifications from a bank, are to be
directed to Human Resources Information Services at extension 7096. A breach of an
empl oyeebs right to confidentiality may

REMEMBER: Before releasing any information related to home address or phone
number, you must check the UA Directory Indicator.

Ver. 2008.11.24 Page 4 pstrain@uakron.edu
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UA Directory Indicator

Path: UA Human Capital Management> Human Resource Support>
UA Directory Info

Steps

1. Enter the path as shown above. The Find an Existing Value page displays.

2. Enter the empl oye Enter the first name or partial
first name in the Name field
and the last name in the Last

Name field.
UA Directory Information UA Directory Information
Enter any information you have and click Search. Leave fislds blank for a list of all values.  Enter any information you have and click Search, Leave fields blank for a list of all values.
Find an Existing Value | Find an Existing Value
EmpliD: [begins with x| 2208854 EmpliD: [ begins with = ||
Name: [begins with j| Name: | begins with x| Joa
Last Name: | begins with > | [ Last Name: [bagins with x| [Frotessar
Second Name: |begms with jl Second Name: |begins with jl
ARternate Character Nnme:l hegins with j | Alternate Character Name:l hegins with j |
Middle Name: [eging with =] | Widdle Name: [begins with =]
Search | Clear | Basic Search Save Search Criteria Search Clear | Hasic Search Save Search Crieria

In class, enter your EmplID.

3. Click —=83rh

4. Review the restrictions on the releas
(home phone number and home address).

[ URDirectry Toi
Joseph Professar Person ID: 2257446
Directory Indicator values:
e No Home Address or
‘Directory Indicator: |N0 Horne Address or Phane l < Phone
Building: [CAS @ College of Atts and Sciences e Home address or Phone
Room: [z01 e Phone
e Address

B save | LLReturn to Search | [=] matify |

NOTE: An individual can edit his/her UA Directory information, using eProfile,
which is available through Zipline then the Faculty/Staff page.

5. If more than one record is returned, select the appropriate record from the
Search Results at the bottom of the search page.
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Examples

Directory information is considered the
address. Here are some examples of when it is and is not okay to release directory
information about an employee:

T

- Overall, a good rule is that the information you have access to
should be used ONLY to do your job. If in doubt, send the request to
Human Resources Information Services at extension 7096.

If a professor needs to contact another professor for University related business,

it is okay to provide this information regardless of directory authorization.

e If another department needs data to prepare a PAF (Personnel Action Form) for
work the person is doing in their department, it is okay to provide this information
regardless of directory authorization.

¢ If a bank, previous colleague, or debt collector is trying to track down an
employee and wants their directory information, the UA Directory Info page must
be reviewed. If there is a restriction, do not release information. If there is not a
restriction, release of phone number and address is permitted.

¢ A department can create a home phone list for their department, but this would
be for departmental use ONLY. This type of list should not be created for or
distributed to anybody outside the department.

e Any information regarding birthdays should not be released unless the list is

being used to project future staffing or for planning purposes.

Any requests for information, other than home phone and home address, should be
referred to Human Resources.

Ver. 2008.11.24 Page 6 pstrain@uakron.edu
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Lesson 2 : Viewing Personal Information

Personal data includes such information as: home address, phone, birth date and
highest degree earned. There are three pages in the group:

¢ Biographical Details

e Contact Information

e Regional

Whenever possible, use the EmpliIDt o | ocate an individual 6s dat
unique value of up to eleven digits that is assigned to every individual in PeopleSoft.

Name or Last Name also may be used to search for an employee. Using these criteria
will return a list of all employees matching the name information entered.

Path: Workforce Administration > Personal Information > Modify a Person

Locate a Record

Steps

1. Enter the path as shown above. The Find an Existing Value page displays.

2. Enter the EmppD o Enter the first name or partial
This is the preferred method. first name in the Name field
and the last name in the Last
“OR- " Name field.

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

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

| Find an Existing Value { Find an Existing Value
EmplID: [begins witn ] [2200854 EmpliD: [begins with =]
Name: | hegins with ﬂ | Name: | beqins with j |.Jo I
Last Name: | begins with || Last Name: |begins with 7| [Frofessor
Second Name: | begins with || Second Name: | begins with ][
Atternate Character Name: [ negins with = | | Alternate Character Name: | begins with j|
Middle Name: [neging with ]| Middle Name: [begins witn =] |
™ Include History ™ nclude History
Search | Clear IElasic Search Save Search Criteria Search I Clear |Easn: Search Save Search Citeria

In class, enter your EmplID.

3. Click 283"

If more than one record is returned, select the appropriate record from the
Search Results at the bottom of the search page.

Ver. 2008.11.24 Page 7 pstrain@uakron.edu
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Biographical Details Page

This page provides basic information about the employee.

[ Biographical Details Y ContactInformation § Regional

Tony Test Person ID: 22098545
Fing [ View Al First 4 1 o 1 [ Last
Effective Date: 040172008
Format Type: English
Display Name: Taony Test Wigw Marme
Date of Birth: 010111970 38 Years 9 Momths Date of Death:

Birth Country:

Birth Location: Waive Data Protection [~
Biographical History Find | iew Al First [ 1 0 1 ] Last
Effective Date: 04/01/2008
Gender: Male
Highest Education Level: G-Bachelor's Level Degree
Marital Status: Unknah Asof:  panqr2008

Language Codle:

Alternate ID:

™ Full-Time Student

~ National ID Customize | Find |View &)l | 38 First [0 4 o4 [ Last
Country Mational ID Type Mational I} Primary I}
LISA Social Security Mumhber 123334443 I~
Save | LLReturn to Search | 1[5 Previous in List et in List | [=] matify | F‘reviouatabl UpcisteDisplay
Mexd tab | f‘b Refresh JEll Include History

Biographical Details | Contact Information | Eegional

Steps

1. Note the Effective Date of the row that is displayed.

By default, current and future rows are displayed. This is called £ Update/Display
mode. The Update/Display button is grayed out when you are in that mode.

2. To see rows that are history, click on £ fistory |

The Include History button is grayed out when you are in that mode.

3. Use the View tools IR TRICOEIN lEdIRERPICIRER 1o navigate to additional
rows of data.

Ver. 2008.11.24 Page 8 pstrain@uakron.edu
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Contact Information Pag e

/ Biooraphical Details ¥ Contact Information ' Regional

Taony Test Person ID: 2209855

Current Addresses ;
Address Type As Of Date Status Address
1234 5 High 5t

Harme 04/01/2008 A Akron, OH 44304 ¥iew Address

. Cetail

Surmmit
Phone Information Custamize | Find | i First [ 1.2 o 2 [ Last
Phone Type Telephone Extension Preferred
Home 3305334-4444 I
A Directary 33009722222 Il
Email Addresses Custamize | Find | #H First [ 4 of 4 [ Last
Email Type Email Address Preferred
|
Save | S\ Return to Search | 4[5 Previous in List Mt in List | [=] matity | Previous tabl Upiate/Display

(=) Next tak | s Refresh |

Z2 Include History
Biographical Details | Contact Information | Eegional

Ver. 2008.11.24 Page 9 pstrain@uakron.edu
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Regional Page

| Biographical Details | ContactInformation | Regional

Taony Test Person ID: 22098484

*Eysa

Find |view sl First (4 q o 1 ] Last

Regulatory Region: US4 United States Ethnic Group: wWHITE White
= Primary

Fired [ iew &l First (U 1 or 1 [ Last

Effective Date: 090482008
Date Entitled to Medicare: Military Status:
Citizenship (Proof 1) Citizenship (Proof 2):

[¥ Etigible to Work in U.S.

Customize | Find | i First [4] 4 of 1 [ Last

Smoker As of
1
Save | L1 Return to Search | +[E Previous in List e in List | [=] Matify | Previous takb UpdateDisplay
Mext tab | l':; Refresh | JE]| Include History

Biographical Details | Contact Information | Regional

Exercise

Search for and review the record for another person in your department.

Ver. 2008.11.24 Page 10 pstrain@uakron.edu
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Lesson 3 : Job Data

Originally, when the University converted job history from the legacy system into
PeopleSoft the old system did not utilize database technology. Therefore, multiple
employment records will appear anytime the effective dates in the old system
overlapped. In order to convert history, assumptions were made utilizing department
and account codes to organize and compress old system job information into the new
system. Itis important to keep in mind that when Human Resources updates
PeopleSoft HRMS, the PeopleSoft concept of multiple or concurrent jobs will be used.

For example: A full-time professor who also teaches in the summer will have more than
one Empl Rcd#.

e One Empl Rcd# for the full-time position
e One Empl Rcd# for the summer position

e The professor could have a third Empl Rcd# if the professor does summer
research where the effective dates of the research overlap the summer teaching
dates.

@To determine which job record should be used pay attention to:

e FT/PT Status

e Termination date (if applicable)
e Job Title

e Department

Ver. 2008.11.24 Page 11 pstrain@uakron.edu
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Path : Workforce Administration > Job Information > Job Data

Steps

1. Enter the path as shown above. The Find an Existing Value page displays.

2.
Enter the EmMID. o Enter the last name in the

This is the preferred method. Name field and use the
-OR- operator contains.

Job Data
Enter any information you have and click Search. Leave fields blank for a list of all values Job Data
Enter any information vau have and click Search. Leave fields blank for a list of all values.
Findd an Existing Value
Find an Existing Value
EmpliD: |begins Withj|225?446
EmpliD: |begins Withj|
Empl Red Nbr: [= =
Empl Red NI)r:|= j |
Name: |begins Withj|
Name: [contains =] [Profeszor

™ Include History I Include Hist
nclude History

Search | Clear |Ela9\c Search Save Gearch Criteria

Search | Clear |Elasic Search Save Search Criteria

In class, enter your EmplID.

Click Search.

4. If more than one record is returned, select the appropriate record from the Search
Results at the bottom of the search page.

Search Results

1.2 of 2
EmpliD Empl Rcd Nbr Name FullPart Time Termination Date Job Title Department
SR000ZZ0 Professor Jrdoseph P Full-Time (blank) Assoc ProfTesting Services
26000231 Professor Jrdoseph P Pard-Time arraraoos Assoc ProfTesting Services

Ver. 2008.11.24 Page 12 pstrain@uakron.edu
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Work Location Page

This page provides basic information on
[ Work Location _Job Information | Payroll " Compensation | Job Data Ua | Job Labor " Job Data Titles Ua ) SalaryFlan
Tony Test 1D: 22098545 EmplRcd # 0
Find  First (4 1 0r2 B Lgst
HR Status: Inactive Payroll Status:  Terminated M
Effective Date: 05/01/2009 Sequence: i} Job Indicator:  Primary Job
Action: Termination Reason: End Temporary Emplayment
Future
Last Start Date: 040172008 Termination Date: 04r30/2009
Expected Job End Date
Last Date Worked: 04/30/2009 ™ Override Last Date Worked
Position Entry Date:
Pasition Number:
Owerride Position Data [~ Position Management Record
Regulatory Region: USA United States
Company: LIOA The University of Akron
Business Unit: STDBEU Standard Business Unit Department Entry Date: 04/01/2008
Department: 003016 Testing Services
Location: 23 WP, Student Affairs
Establishment ID: Date Created: 07232008

Joh Data Employment Data  Earnings Distribution Benefits Program Participation

Save | ELReturnto Search | Motify | Previous tabl (=% Mexdt tab | fb Refresh UpdateDizplay | | £l Include History:

Wark Lacation | Job Information | Payroll | Caompensation | Jokb Data Ua | Jok Labar | Job Data Titles Ua | Salary Plan

Steps

1. Review the data that displays on this page.
Keep in mind an employee may hold more than one position concurrently.
Use the View tools, if necessary, to advance through the records.

Your security also may restrict the rows of data you are able to view.
For example, there may be three rows of data (Empl Rcd# 0, 1, and 2), but your
security may restrict the view to Empl Rcd#2.

IMPORTANT: Security is based on the department in which you work. You may
not have security to see the row of data for a faculty member that teaches part-
time for another department. If you need certain data that you cannot view, please
contact HR at extension 7096.

2. Note the links at the bottom of the page.

Job Data Employment Data  Earnings Distribution Benefits Prodgram Fadicipation

Ver. 2008.11.24 Page 13 pstrain@uakron.edu
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Steps

3. Click on the Employment Data link. The Employment Information page displays.
| Employment Information

Joseph Professar EMP 1D: 2257446 EmplRed# 0
Organizational Instance Red: 0 Original Start Date: 05/01/2008 I~ override
Last Start Date: 05/01/2008 First Start Date: 0ai01/2008
Termination Date: Years Months Days
0Org Instance Senvice Date: 060172008 I~ override i 1] 4 T

Instance Record
Last Assignment Start Date: 0510142008 First Assignment Start:  D5/01/2008

Assignment End Date:

Home Host Classification: Home Years Months Days
Company Seniority Date: 060172008 I~ override v i} 4 7
Benefits Service Date: 05/01/2008 I~ override ~ 0 4 7
Seniority Pay Calc Date: 05/01/2008 I override © g 4 7
Probation Date:
Ft Continuous Service Date: Civil Service Step Date:
Business Title: Position Phone:
Job Data Employment Data  Eamings Distribution Benefits Program Participation ‘
zave | LAReturnto Search | [=] motify | %) Refresh F| UpdsteDisplay | Include History |

Click on the Job Data link to return to the Job Data page.

Click on the Earnings Distribution link. The Job Earnings Distribution page
displays. View account information. This is used when the earnings are
distributed against more than one account.

i Job Earnings Distribution

Joseph Professar EMP D 2600023 Empl Red #: u]

Earnings Distribution Tvpe Find First (4] 1 ot 2 I Last
Effective Date: 07/0142008 Effective Sequence: 1 i Job Indicator:  Primary Job GoTo ngl
Action: Erns Distn Reason: JED Other

Current

Standard Hours: 40.00 Work Period: W Weekly
Compensation Rate: 5,665 5560005 Comp Freq: I hdanthly

Earnings Distribution Type: By Percent

Job Earnings Distribution Find  First [ 2002 M Last
Position Unit Department Job Code Shift
gTDEU P o T
Earn Code GL Pay Type Compensation Rate  StdHrs Distrb %
MO Regular 50.000
Combination Code: 2001 40-5004 Edit ChartFields
Position Unit Department Job Code Shift
sTDBU ¥ @ TS
Earn Code GL Pay Type Compensation Rate  StdHrs Distrb %
MO Regular 50.000
Combination Code: 200670-5004 Edit ChartFields
Job Data Ernployment Data  Earnings Distribution Benefits Prograrn Participation ‘
Ver. 2008.11.24 Page 14 pstrain@uakron.edu
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Steps

6. Click on the Benefits Program Participation link.
| Benefit Program Participation |

Joseph Professar EMP 1D: 2257446 EmplRcd = 0

Benefit Record Number: 0

Find First [«] 1 of 1 [ Last

Effective Date: 05f01/2008 Effective Sequence: ] GoTo ngl
Action: Hire Reason:  Regular
Current
Benefits System: Benefits Administration Benefits Employee Status:  Active
Annual Benefits Base Rate: s0000.0105] UsD
BAS Group ID: a09 2009 9haonth Open Enraliment
Elig Fld 1: Elig Fld 2: B54 Elig Fld 3:
Elig Fld 4: Elig Fld 5: Elig Fld 6:
Elig Fld 7: Elig Fld 8: Elig Fld 9:
Benefit Program Participation Find | WView Al First [1] 1 of 1 ] Last
Effective Date Benefit Program Currency Code
0500172008 g Akron Manthly 2% 8 rmonth Ush
Joh Data Employment Data  Earnings Distribution Benefits Program Patticipation n

would change the September 1 salary figure.

Information onthispagei ndi cates the employeebs
The employeeds salary as of September
insurance amount and disability deductible. The Annual Benefits Base Rate field
is used when HR is notified of a retroactive pay increase for an employee that

e

7. Click on the Job Data link to return to that group of pages.
The Work Location page displays.

8. Click on the | Jeb Information  ¢5)4ar tab.

Ver. 2008.11.24 Page 15 pstrain@uakron.edu
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Job Informati on Page

This page provides more specifics regarding the job position. Notice how the header
information (Effective Date, Job Indicator, Action, and Reason) carries over from the
previous page.

| Work Location Y Job Information

Tony Test 1D: 2209855 Empl Rcd = 0,
Find First E 1cf 2 [} Last
Effective Date: 0&/0152008 Effective Sequence: o 0 Job Indicator:  Primary Jah Go To RDWl
Action: Tarminatn Reason: End Termparary Emplayment
Future
Job Code: 41311 Administrative Assistant Entry Date: 04/0152008

Supervisor Level:

Supervisor ID:

Reports To:
Regular Temporary: Temparary Full’Part: Full-Time
Empl Class: Officer Code: Maone
Regular Shift: IiA, Shift Rate:
Shift Factor:
Standard Hours: 40.00
Work Period: Wy Weelkly
FTE: 1.000000
Contract Mumber: Contract Type:
Mext Contract Mumber
(=T
Job Data Emploviment Data  Earnings Distribution Benefits Program Paricipation

Standard Hours: 40 for full-time; vary for part-time

Supervisor ID: Should reflect the immediate supervisor. If this is incorrect, please do
not question the employee. Contact HR at extension 7096, so that the data can be
updated.

Ver. 2008.11.24 Page 16 pstrain@uakron.edu
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Other Job Data Pages

The group of Job Data pages consists of eight pages:

[ Work Location {__Job Information }”  Pawroll | Compensation | Job Data Ua {" Job Labor Y Jok Data Titles Ua ) Salary Plan ',

e Work Location

e Job Information

o Payroll

e Compensation

e Job Data Ua

e Job Labor

e Job Data Titles Ua
e Salary Plan

Most of us only need and have security to view the first two pages, Work Location and
Job Information. Screenshots of the other six pages are shown on the following pages.
If you need the data on these pages to perform your job, discuss the required security
access with your supervisor.

Payroll Page

| Work Location " Joh Information ¥ Payroll '\ Compensation | Job Data Ua ' Job Labor Y Job Data Titles Ua @

Joseph Professor ID: 22088454 EmplRcd# D
Payroll Information Find  First 4 4 o 1 [P Last
Effective Date: 0141 4i2008 Effective Sequence: ] = Job Indicator:  Primary Job 50 To RElWl
Action: Hire Reason: Regular
Current
Payroll System: Payraoll for Morth America
Pay Group: Mog Monthly-9 pays Holiday Schedule: LI0A L of &
Employee Type: S Salaried
Tax Location Code:  AkROM U0g FICA Status: Medicare only
GL Pay Type:
Combination Code: 200140-5004 F{Teach4Ma Edit ChartFields
Job Data Emnplayment Data  Earnings Distribution Benefits Pragram Padicipation

Note the Show following tabs tool [}'. In the above screenshot, this tool appears after
the | Job DafaTiles Ua \ tah, \When the tool is displayed, there are additional tabs that are
not seen on the screen. Click on [® to display additional tabs.

The header information is repeated. The fields on this page are tied to the previous
page.

Ver. 2008.11.24 Page 17 pstrain@uakron.edu
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Compensation Page

Payroll ' Compensation ' Job DataUa | Joh Lahor | Job Data Titles Ua | [¥)

| Work Location | Joh Infarmation

Empl Rcd #: 1]

First [4] 1af1 [+ Last

Joseph Professor (1 2209854

Find
Effective Date: 01i14/2008 Effective Sequence: 0 Job Indicator:  Primary Joh GoTo RDWl
Action: Hire Reason: Regular
Current
Compensation Rate: 5,555.556000@ Frequency: " tdonthly
[
[

Default Pay Components

First [1] 1af 1 [+ Last

Pay Components Custarnize | Find | B8

Amounts Y Cortrals Changes ' Conversion
Rate Code Seq Comp Rate Currency Frequency Percent
1 MARNMNL 0 5,555 55600052 USD ]

Calculate Compensation |

Job Data UA  Page

Use this page to view specifics for the job.

BOT Date: Date the job went to the Board
Mail Opt: Indicator for Deans/Department heads
Term Rate: Load * Rate = UA general contract rate
(This is used for part-time faculty only.)
'/ Compensation " Job DataUa % Job Labor | Job Data Titles Ua | Salary Plan

Bayrall

J Work Location " Joh Information

Joseph Professor D: 2209854 Empl Red #: 0
Find [Wiew &l First B 4 o 4 ] Last
Effective Date: 011 42008 Current Effective Sequence: i]
Action /Reason:  Hire Regular

Contract Rate: 50000.000000 Pay Group: MO%ail Drop ID: 4730
Job Function:  FAC Faculty Stat: A Time Ret? 1y
Job Family: TEF Teaching Faculty BOTDt:  D&iD6/2008 ROCR Excl:
JRF=:
Faculty Rank: Asgoc Prof Graduate Status:
Graduate Status Recwil:
Rank Recv Date:
D@/25/2008 Graduate Status Ended:
Term Year: Tel PT AAF Docno:
Term: Fulltime Faculty?: M
Activity Type:
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Job Labor Page

This page is used if an employee is a member of a union: American Association of
University Professors or Communication Workers of America.

| Wiork Location | Job Information | Payroll " Compensation § Job DataUa | Job Labor ' Joh Daa Titles Ua ' [¥)

Joseph Professar 1D: 2206854 EmplRedz: 0

Find First E 1af 1 II' Last
Effective Date: 01i1 452008 Effective Sequence: o 5 Jobmdicator: Primary Joh GoTo RDWl
Action: Hire Reason: Reqular
Current

Bargaining Unit:

Labor Agreement: Labor Agreement Entry Di:
Employee Category: ™ Stop Wage Progression
Employee Subcategory: ™ Pay Union Fee

Employee Subcategory 2: ™ Position Management Record
Union Code: AL Amer Assoc of Univ Professors Union Seniority Date:

Works Council ID:

Labor Facility ID: Labaor Facility Entry Date:

Exempt from Layoff [7 | ayoff Exemption Reason:

Assigned Seniority Dates Customize | Find | View All | # First [4] 1cf1 [¥] Last
Seniority Date Control Value Labor Seniority Date Override Override Reason

-

Recalculate Seniority Dates
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Job Data Titles UA Page

Use this page to view data regarding additional job titles.

| Work Location ) Job Information ¥ Payroll ) Compensation | Job DataUa | Jok Labor | Job Data Titles Ua ' [¥)

Jogeph Profegsor EMF 1D: 2209854 EmplRed = 0

UA Official Title inc First [ 4 or 2 D Last

Effective Date: O7/01/2008  Current Effective Sequence: i

Action / Reason: Data Chg Title change

Job Code Description: Assoc Prof

Additional Titles

00451 Diir, School of Social Work
r
aov13 St Fellow, ILSDEG
Joh Diata Employment Data  Earnings Distribution Benefits Program Paricipation
Save | SUReturn to Search | [=] mctity | Previous tab | (= Next tab f‘:; Refresh & UpdateDisplay Inclucle History

Salary Plan Page

i4] | JobInformation ¥ Payroll Y Compensation ) Joh DataUa |} Job Labor Y Job Data Titles Ua | Salary Plan

Joseph Professar ID: 2209854 EmplRcd % 0

Find First [4] 10of 1 (¥ Last
Effective Date: 01414/2008 Effective Sequence: 0 Job Indicator:  Primary Joh GoTo Rnwl
Action: Hire Reason: Reqgular

Current
Salary Administration  Tgpg &, Grade: A o, Grade Entry Date 01452008
Plan:
Includes Wage Progression Rule [T Step: Step Entry Date
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Lesson 4: Know Your Data

Conversion Information

At the time of the initial implementation of PeopleSoft HR on 11-19-97, HR data was
converted from the mainframe system into PeopleSoft. It is important to understand
how the data was converted at that time, keeping in mind the following points:

e Full-time history for all faculty and staff beginning with 1974 was converted. Any
rows of HR data in PeopleSoft that have an effective date prior to 01-01-1974
may not be accurate. Why? In the systems that were used prior to PeopleSoft, a
particular record for a person was edited (overwritten) again and again, so that
the data was current. However, it was not possible to retain historical or future
rows of data.

Contact HR for data dated prior to 1974.

e Part-time summer session and graduate assistant assignments after 1990 were
converted to PeopleSoft. History prior to 1990 is maintained in hard copy in the
empl oyeeods file or archives.

e No assignments less than one week were converted to PeopleSoft.

e Compensation frequency (used for Payroll), for part-time assignments and
graduate assistant assignments, was converted as 0 in a historical pay group
(HST) . The actual rate from the old syste
UA Job Data panel.

¢ Administrative stipends, previously included in the full-time faculty contract, have
been split out for the fiscal years beginning 1996-1997. Faculty, who have a
stipend, will have a full-time job record and a part-time stipend record. The
reason AADMO on Job Data 1 identifies the

e The old system did not maintain a history of job titles prior to 1989. Therefore,
the title effective in 1989 was converted as the job code for all effective dated
rows of information between the hire date and 1989.
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Current Data

Information processed on Personnel Action Forms (PAFS) is entered into PeopleSoft by
Human Resources on a daily basis. However, during peak times, such as the beginning
of each semester, PAFs are prioritized based on when the employees will be paid and
entered into the system based upon this priority.

Example: A college may process part-time faculty PAFs in late August. The priority at
this time would be for HR to input the key Graduate Assistant forms, since they receive
a pay before the part-time faculty members.

As a general rule, units should consider the payroll
schedule when extracting information from PeopleSoft.

Keep in mind that by the first faculty pay of the fall semester, ALL PAFs for full-time and
part-time faculty, received in Human Resources by the deadline, are in the system and
available for viewing. The database will be more up-to-date with fall part-time
faculty at the end of September than at the beginning of the month.

The data available in PeopleSoft is real-time, meaning that it is available as soon as it is
entered into the system, and updates are immediately reflected in PeopleSoft.
However, data from the UA_Employees record, which is used for HR queries, is NOT
real-time data. See Lesson 7 for more information about this record.

T

- For payroll schedules and forms, go
http://www.uakron.edu/busfin/controller/payroll.php .
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Lesson 5 : Effective Dating

Effective dates are an important concept in PeopleSoft. Effective dating allows you to
store historical data, see changes in your data over time, and enter future data.
Effective dating enables The University to maintain a complete chronological history of
the data and tables, regardless of whether the data changed two years ago or will go
into effect in two months. For example, you may inquireona p e r s aduréss and
need to be certain that you are viewing the current address and not a historic or future
address.

PeopleSoft uses three different categories to classify effective dates:

Current: The data row with the effectiveatedat e

but not a future date. Only one row is the current row.
History: Data rows that have effective dates earlier than the current data row.
Future: Data rows that have effective dates

Action Types and Effective Dat es

When action types are combined with effective dates, you need to remember the
following guideline:

The types of actions you can perform on rows of data depend on the data row type.

The table below summarizes the capabilities of each of the action types in relation to
effective dated rows.

Action Type View Modify Insert New Rows

Update/Display Current, Future Future Only Effective Date>
Llpdate.fDisplayl Current Row

Include History History, Current, Future | Future Only Effective Date>

A Include History | Current Row
OR
On a Search Page:

™ Include History

Correction History, Current, Future | All Existing Rows | No Effective Date
| & correct History | Restrictions
OR

On a Search Page:
[ Correct History
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If you wish to modify the data in an effective dated row, the proper procedure is to insert
a new row and enter the appropriate effective date and enter the new information. By
following this procedure, you will have a history of the data changes.

When you add an effective dated row the
the effective date. In some instances, the system will copy the data in the current row to
the new row. You can change the date of copied data in the newly inserted row (prior to
saving the data) as necessary.

@Note: Update/Display is the default mode in PeopleSoft.
Not all rows of data in the PeopleSoft records are
effective-dated.

Here is an example of an employee with four possible events, listed by effective dates.
Assume t odalp/6lf008.at e i s

Action Effective Date | History Current Future
Hired 08/27/2006 X

Transferred 01/12/2007 X

Promoted 09/01/2007 X

Expected Termination 01/12/2009 X

syste

With the retention of the job history, The Un
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Lesson 6 : TAARs (Term Academic Activity Reporting)

TAARSs is the acronym used for Term Academic Activity Reporting. The purpose of this
reporting is to:
e Assure all courses, research, administrative and other activity are assigned to the
appropriate employee
e Assure load limits are within University guidelines
e Provide a data resource for OBR/HEI reporting

TAARSs reports are printed for all full-time faculty and graduate assistants. Part-time
faculty will not have TAARSs printed since their information is captured on the Personnel

Action Form (PAF).

Documentation is available at http://www.uakron.edu/its/learning/training/TAARs.php .

Name Last Revised Description
PDF: TAARs Checklist 9/8/2008 3-page quick guide.
Tutorial: TAARs Overview 9/5/2008 This 5 -minute presentation provides an overview of

the TAARS process.

Tutorial: Print TAARS Report 9/8/2008 This 5 -minute presentation demonstrates the
process to run the TAARS report.

Tutorial: Update Teaching 9/8/2008 This 5 -minute tu torial demonstrates the procedure
Activity to add/modify teaching activity.

Tutorial: Update Other 9/8/2008 This 5 -minute tutorial demonstrates the procedure
Activity to add/modify other activity.

Tutorial: Print the UA Acad 9/8/2008 This 5 -minute tutorial demonstrates the procedure
Activity by Location Report to print the Academic Activity by Location Reports
PDF: TAARs Manual 9/8/2008 55 pages. This manual provides complete

instructions on the Term Academic Activity Process.
Included is an overview of the process, instructions
on Printing the TAARs Report, codes used for
updating TAARS, instructions on updating teaching
and other activity, and printing the UA Academic
Activity by Location report.
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Lesson 7 : UA_Employees Record

The UA_Employees record is created each night, using data stored in the PeopleSoft
SA/HR database records. For active employees, all of their rows of data will be copied
from PeopleSoft to the UA_Employees record. An employee is considered active if
his/her status is Active, Leave of Absence, Paid Leave or Suspended.

An employee will not be in the UA_Employees record if:
e The persondés status is not Active, Leave o
and
e His/her Last Effective Dated row is dated for more than seven (7) years ago.

EXAMPLE: A person who retired or was separated from The University of Akron more
than seven (7) years ago would not be in the record. Retirees or people who left The
University within the last seven (7) years will be in the record.

This record contains the most frequently requested HR data, as copied from many
PeopleSoft records. Using the UA_Employees record makes it easier for departments to
obtain the data that they need.
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Lesson 8 : Create a New Query

When creating a query, first organize it on paper.
e List of fields needed
e Column order and sort order
e Criteria

In class, you design a query that lists the names, birthdays and u a n e t of tilesople
that currently work in your department.

Part A: Select the Fields

Path: Reporting Tools > Query > Query Manager

Steps

1. Enter the path as shown above. The Find an Existing Query page displays.
GQuery Manager

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

Find an Existing Query | Create New Query

“Search By: |Quer\,r Marme j begins with

Search | Advanced Search

Find an Existing Query | Create Mew Guery

2. Click on one of the Create New Query links.
The Find an Existing Record page displays.

3. Search by
|Hecnrd Mame j benins with |UA_EMF'LOYEES

The UA_Employees record is listed in the Search Results.

{ Records Y\ Query | Espressions | Prompts " Fields " Criteria " Having  j WiewSaL [ Run |

Query Name: pew Unsaved Query Description:

Find an Existing Record

‘Search By: IRecordName ~| hegins with UA_EMPLOYEE
Search | Advanced Search

Search Results

Cusiomize | Find First E 1 af 1 |I| Last

Recnaime Show Fields
LUA_EMPLOYEES - Personnel Data-Fut, Curr, Hist Add Record Show Fields
B save) Bave As Mew Query Preferences  Properties Hew Linion QL Return to Search |
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Steps

4. Click on the Add Record link to select the record.
The UA_Employees record is added to the Query.
The Query page displays with an Effective Date message.
[ Records }" Ouery \ Ewpressions | Prompts | Fields " Criteria " Hawing  } WiewSGL }  Run

Query Name: pew Unsaved Query Description:

Click folder next to record to show fields. Check fields to add to guery. Uncheck fields to rermove from guery. Add 20

additional recards by clicking the records tab. When finished click the fields tah.

Chosen Records
Alias Record Microsoft Internet Explorer ll

= a UA_EMPLOYEES - Personnel D

L] An effective date criteria has been automatically added For this effective dated recard. {139,600
Check All | .

pieds |
ok

T 5 EMPLID-EmplD [ o |
r B EMPL_RCD - Empl Red Mbr i
[T © EFFDT- Effective Date i
[T B EFFSEQ- Effective Sequence %
I MAME - Marme h A
[ MNAME_PREF[H- Mame Prefix cfi
[ FREFERRED_MNAME - Preferred Mame Cfi
— COUNTRY - Courntry Join COUNTRY THL - b4

Countries
r ADDRESS - Address Line 1 T
- ADDRESS?Z - Address Line 2 Cfi
r ADDRESS3 - Address Line 3 T
r ADDRESSY - Address Line 4 hA
r CITY - City T

5. Click on OK.

6. The list of the 205 fields in the UA_Employees table is available.
The list is in the order of the columns (fields) in the table.

This order is helpful, because many of the commonly-used fields are at the
beginning of the list.

7. Note the Sort Fields tool 29
Click on the tool to display the fields in alphabetical order, A through Z.

This order is helpful, when the names of the needed fields are known to you.
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Steps

8. Place a checkmark in these fields:
Birthdate
DeptIiD
DeptName
EFFDT
EmplID
Empl_Status
Name
UANET _ID

Wiewy 100 First El 1-50 of 205 o Last to scroll through the

Use the View tools
field list.

These fields are added to the query design.

9. Clickonthe ! Fels i{qder tab to see the list of added fields.

Mew Window | Help | Customize Page | p5,

[ Records | Query ) Expressions | Prompts |} Fields | Criteria ) Having ) WiewSGQL ) Run

Query Name: new Uinsaved Query Description:

iew field properties, or use field as criteria in query statement. Reorder/ Sort |

stomize | Find | view All | B8 First 4 1acrs
Heading Text Add Criteria Edit Delete

Col Record.Fieldname Format Ord XLAT Aga

1 ABIRTHDATE - Date of Birth Date Birthdate 7 Edit | =
2 ADEFTID - Department Charll CeptlD Cf?, Edit | E|
3 ADEFTHAME - Department Char3n Dept Cfi Edit | E|
4 AEFFDT - Effective Date Date Eff Date T Edit | =
5 AEMPLID - EmpllD Chart1 1] h Edit | =
B AEMPL_STATUS - Payroll Status Char I Pay Status C(:', Edit | E|
7 AMNAME - Name Chara Marme 9 Edit | =
8 AUANET_ID - UANET_ID Char3n UAMET_ID T Edit | =
M Save As Hew Query Preferences Properties Mew Unioh Q) Return to Search
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Part B: Select Column Order and Data Sort

Steps

1. On the Fields page, click on _Reorder/ Sort|

The Edit Field Ordering page displays.
Edit Field Ordering

Reorder columns by entering column numbers on the left. Columns left blank or assigned a 0 will be autormatically
assigned a number. Change the order by number by entering numbers on the right. To remove an order by numbhber, leave
the field blank or enter a 0.

Edit Field Ordering Customize | Find | Wiew All | i First 4] 1.5 o s [F] Last
New Column Column Record.Fieldname Order By Descending New Order By
— 1 A BIRTHDATE - Date of Birth r I
[ 2 ADEPTID - Department r |—
[ 3 A DEPTNAME - Department r [
— 4 AEFFDT - Effective Date r
— 5 & EMPLID - EmpliD r I
[ B A EMPL_STATUS - Payrall Status r [
— 7 ANAME - Name r [ —
— & A UANET_ID - UANET_ID r

Ok | Cancel |

2. To change the order in which the fields appear in the query results, enter a new
column number in the New Column edit box.

In class, enter a 1 (one) in the Name field.

The employeesd names wil |l be in the fi
3. To select a sort order for the rows of data, enter a number in the Sort Order edit
box. You can sort by more than one field.
In class, enter a 1 (one) in the Name field.
The empl oyeesd namedordariinitie quergresslts.r t ed i n
4. Click on OK.
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Steps

5. Review the Name field.
The Name field is the first field in the list.
The number one appears in the Ord (Order) column to indicate how the rows of
data will be sorted.

Col Record.Fieldname Format XLAT Agg Heading Text Add Criteria Edit : elete
—Pp 1 ANAME - Name CharSD Marne % Edit | =
2 ABIRTHDATE - Date of Birth Date Birthdate T Edit | =
3 ADEFTID - Department Char10 DeptlD C{i Edit | E|
4 ADEPTHAME - Department Char3d Dept Cf?r Edit | E|
5 AEFFDT - Effective Date Date Eff Date L Edit | =
6 AEMPLID - EmpllD Char11 D T Edit | =
T AEMPL_STATUS - Payroll Status Chart I Pay Status Cfi Edit | E|
8 AUANET_ID - UANET_ID Charan UANET_ID A Edit | =
M Save As MNewy Query Freferences Fropetties Mew Unian L Return to Search
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Part C: Add Criteria

To restrict the rows of data that are returned, create criteria.

In class, you first restrict the results by EmplID. Then, that criterion is removed and you
restrict the results to your department and Active employees.

Criteria can be set in two methods:

e Set the criterion on a field that displays in the query results.

4

Use the Add Criteria tool on the Fields page.

e Set the criterion on any field that is in the record(s) selected to use in the query.
The field does not need to be included in the query results.
Use the Criteria page.

Thoughtful selection of the fields that appear in the query results and setting of the
criteria will get you the data that is needed.

Use the Fields Page

Steps

1. On the Fields folder tab, click on the Add Criteria tool *

the criterion.

for the field to use for

In class, use the EmplID field.

The Edit Criteria Properties page displays.
Edit Criteria Properties

* Field

. Record Alias.Fieldname:
" Expression

Q) AEMPLID - ErmpliD

‘Condition Type: | equal o =]

” Field

I Expression
¥ Constant
" Prompt

7 Subguery

Constant: Q

Ok | Cancel
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Steps

2. Read the page.

Currently, it reads Field A.EmplID equal to Constant
No value is selected for the EmplID to be equal to.

3. Enter your EmplID in the Constant edit box.

4. Click on OK.
The Fields page displays.

5. Test the query.

Click on the folder tab.
The query results display.

profj@uakron.edu

6. Review the results.
Make a written note of your DeptID.
The leading zeroes are required.

7. Return to the Fields page by clicking on the

folder tab.

The Criteria page displays.

8. To edit criteria, click on the folder tab.

O

9. Delete the EmplID criterion by clicking on its Delete button

Ver. 2008.11.24 Page 33

pstrain@uakron.edu

©2008 These materials may not be reproduced in whole or in part without the express permission of

The University of Akron.




