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Location: Agency Business Services
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Date of Request: 07/10/2013
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Overview
This training manual covers instruction on how to submit a personnel transaction request to be routed for approvals using PeopleSoft HCM system.
Currently, the following transactions can be routed through an electronic approval workflow process:
· Personnel Requisition 

· Job Action  
A Person Requisition is always required when:

· Hiring, transferring, promoting, demoting

· Giving a salary adjustment for an IT position/employee

· Reallocating a position 

A Personal Requisition may be required if the salary on the transaction is over the budgeted amount for the “receiving” position:

· Hiring

· Promotions (excluding career progressions)

· Demotions

· Appointment changes

· Transfers

· Detail to special duty

· Salary adjustments 

“Receiving” position means: The position the employee is going into.
Job action is used when:

· Market and equity adjustments

· Skill-based pay and pay for performance

· Mid-point exceptions
These transactions can be initiated by a manager or an HR staff.  A transaction is routed based on a pre-determined standard workflow designed by the agency for approval.  When a transaction is routed to an approver, the approver is notified via email.  A transaction can be approved, denied, or put on hold.  When all of the approvals have been completed, a group of users will be notified of its completion.  
To initiate or approve personnel transactions, access PeopleSoft HCM System via this link:
https://corehr.ok.gov/mrhri/signon.html
Personnel Requisition
Submit a Personnel Requisition

Navigation: Manager Self Service > Electronic Personnel Action > Personnel Requisition (0646)

For HR Personnel Only:

Navigation:  Workforce Administration > Electronic Personnel Action > Personnel Requisition (0646)

To initiate a new transaction, click the Add a New Value tab.

To access an existing transaction for approval, you can search for the transaction using:


Transaction ID


Request Date


Position Number


Department ID


Transaction Status


Initiator ID
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Enter the search criteria, and then Click [image: image2.png]Search
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Position Information:

Transaction ID:  System generated ID for the transaction.

Request Date:  Date the transaction is submitted/requested.

Agency:  Agency ID
New Position:  Select by clicking on the box if Requisition requested is for a brand new position
Existing Position Number:  If for an existing position number to reallocate, fill a vacancy, or request an Unclassified Budget Code.
IT Position:  Select if the position duties are primarily Information Technology related.

Freeze Exception:  Select if the position has an approved freeze exception and does not require Cabinet Secretary’s approval.

Last/Current Incumbent:  Current incumbent name or last incumbent if the position is vacant.  This field is display only field and pre-populated from position information. 
Vacated: This is a display only field and populates with date the position was last vacated.
Last Salary:  Last compensation rate paid to the employee occupying the position.

Reallocate Existing Position:  Select if the requisition will require reallocating the position.

Request Unclassified Budget Code:  Select if the requisition is for the purpose of requesting Unclassified Budget Code.

Fill Vacant:  Select if the requisition is for the purpose of filing a vacancy.

Days Vacant:  System calculated field displaying number of days the position has been vacant.  

Job Code:  Job code associated with the position.

Department:  Department ID associated with the position.  This field determines the routing for the approval workflow.

Location Code:  Work location associated with the position.  This field determines the routing for the approval workflow.

Full/Part Time:  Select Full-Time and Part-Time position.

Classified/Unclassified:  Select to indicate whether the position is Classified or Unclassified

Regular/Temporary:  Select to indicate whether the position is for a regular, temporary, seasonal, student or project position.

FLSA Status:  Select to indicate whether the position is exempt or non-exempt;either select No FLSA for exempt position or Nonexempt for a nonexempt position.
FTE:  Enter Full Time Equivalent value for the request.
Supervisor Level:  Select supervisor level for the position.  This field can be left blank if there is no supervisor level applied to the position.

Reports To:  The reports to position number associated to the position.  This is a display only field based on position information.

Anticipated Hiring Rate:  Enter hiring rate anticipated to fill the position.

Budget Impact:  System calculated value based on the difference between Last Salary Rate and Anticipated Hiring Rate.
Budget Funding Available:  Select if Budget Funding is available.

Increase in FTE:  Select if this request increases the number of FTE.

Projected Effective Date:  Input projected hiring effective date.

Special Conditions/Justification:  
This section is used to input to indicate Special Condition or Justification for the request.
Click the right arrow [image: image4.png]


 to expand the section and input text for Special Conditions or Justification for the request
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Click [image: image6.png]‘Save Comment



 button to save comment.  

Additional comments can be added by clicking on the [image: image7.png]


 for a new text area.

To collapse the section, simply click on the down arrow [image: image8.png]



Additional Information:

This section may be used for additional information such as funding information associated with the request.
Click the right arrow [image: image9.png]


 to expand the section and input text Additional Information.
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Click [image: image11.png]‘Save Comment



 button to save comment.  

Additional comments can be added by clicking on the [image: image12.png]


 for a new text area.

Job Posting

This section is used to indicate Job Posting method.
Click the right arrow [image: image13.png]


 to expand the section.
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Select Job Posting method. Multiple methods can be selected.

Requisition Attachments

If there are attachments associated to the request, they can be uploaded to be attached to the transaction.
Click the right arrow [image: image15.png]


 to expand the section.
Click [image: image16.png]


 

Click [image: image17.png]


 to locate and select the document to be uploaded and then click [image: image18.png]Upload




When the attachments are uploaded, they can only be deleted by HR staff.

Submit Transaction

At this point, the transaction can be submitted, saved to submit later, or cancelled:
Submit – Transaction is being routed for approval.   Changes can no longer be made to the transaction

Save for Later – Transaction is saved and can later be updated and submitted.

Cancel – Transaction is cancelled and can no longer be submitted.

Click on the appropriate button to save, cancel, or submit the transaction.  
Approve a Personnel Requisition

Based on the department and location of the transaction, the authorized approver(s) will receive an email notification letting them know of a pending transaction requiring their review and approval. 
A transaction can be approved, denied, or put on hold.  

Approved – the transaction will be forward to the next approver or considered completed if the last approver approved the transaction.

Denied – Denied transaction will be pushed back to HR Staff if HR staff has already approved the transaction.  Denied transaction will be pushed back to the initiator if HR staff has not approved the transaction.  Denied transaction can then be updated to be submitted again, or cancelled completely.  If an approver denied a transaction, he/she will no longer be able to see this transaction because it has been pushed back to the initiator or HR staff.
Hold – The transaction is on hold until the approver is ready to approve the transaction.

Below is a sample of the email notification:


To approve a personnel requisition request:

Step 1: Log into PeopleSoft HCM

Step 2:  Access the transaction

Navigation: Manager Self Service > Electronic Personnel Action > Personnel Requisition (0646)

For HR Personnel Only:

Navigation:  Workforce Administration > Electronic Personnel Action > Personnel Requisition (0646)
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Input Transaction ID and click the Search button.
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Scroll down to the approval area, click the appropriate button to approve, deny, or hold transaction.

If needed, you can add comments in the Approval Comment section:

[image: image21.png]Entered by DatefTime Created





Click [image: image22.png]‘Save Comment



 

Job Action Request
Submit a Job Action Request

Navigation: Manager Self Service > Electronic Personnel Action > Job Action Request (0646)

For HR Personnel Only:

Navigation:  Workforce Administration > Electronic Personnel Action > Personnel Requisition (0646)

To initiate a new transaction, click the Add a New Value tab.

To access an existing transaction for approval, you can search for the transaction using:


Transaction ID


Request Date


Position Number


Department ID


Transaction Status


Initiator ID
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On the top of the page, input the following information:

Effective Date:  Effective date of the job action

Agency:  Agency ID

Requisition Number:  Select requisition number of this is a transaction resulting from a requisition requested that has been approved (Optional)
Employee ID:  Input employee for whom the transaction is being requested.
Empl Rcd Nbr:  Select record number associated to the employee.  Some of the employees may have multiple records if they work multiple jobs.

Action:  Select Action from the dropdown list.

Reason Code:  Select Reason Code from the dropdown list.

Job Information:

This section has 2 columns:  Current and Change

The “Current” column is populated with information from Job record.  This section should not be changed.
The “Change” column is populated with information from the requisition entered at the top of the page.  If no requisition number has been indicated, then this column will be blank.  Under this column, input changes where necessary.  This column determines where the transaction will flow through in the approval process based on Department ID and Location. It also determines which fields will be updated in the employee’s job record.
Click the right arrow [image: image24.png]


 to expand the section:
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Under the Change column, input values in the fields if different from values the current column.
Position Number:  Should be populated from Requisition Number.

Job Code:  Enter new job code
Job Title:  Populated from job code

Department:  Enter new department 

Location:  Enter new location

Pay Group:  Enter new pay group
FLSA Status:  Enter FLSA status.  Most of the time, you will select either “Nonexempt” or “No FLSA” (for exempt employee)
Employee Class: Select Employee Class 
Compensation:

This section allows you to input changes in pay rate.

Click the right arrow [image: image26.png]


 to expand the section:

 [image: image27.png]



Input Compensation Rate change if applicable to the request.

After the amount is input, the system calculates and displays the change %.

HR Additional Information:

This section allows you to make changes in HR Additional Information on employee job record.  

Click the right arrow [image: image28.png]


 to expand the section:
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Under the Change Column, input changes where applicable.  More than likely, only HR staff will need to input changes in this section.

HR Remark:
This section is reserved for HR staff use.
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Attachments

If there are attachments associated to the request, they can be uploaded to be attached to the transaction.
Click the right arrow [image: image31.png]


 to expand the section.

Click [image: image32.png]


 

Click [image: image33.png]


 to locate and select the document to be uploaded and then click [image: image34.png]Upload




When the attachments are uploaded, they can only be deleted by HR staff.

Submit Transaction

At this point, the transaction can be submitted, saved to submit later, or cancelled:

Submit – Transaction is being routed for approval.   Changes can no longer be made to the transaction

Save for Later – Transaction is saved and can later be updated and submitted.

Cancel – Transaction is cancelled and can no longer be submitted.

Click on the appropriate button to save, cancel, or submit the transaction.  

Approve a Job Action Request

Based on the department and location of the transaction, the authorized approver(s) will receive an email notification letting them know of a pending transaction requiring their review and approval. 

A transaction can be approved, denied, or put on hold.  

Approved – the transaction will be forward to the next approver or considered completed if the last approver approved the transaction.

Denied – Denied transaction will be pushed back to HR Staff if HR staff has already approved the transaction.  Denied transaction will be pushed back to the initiator if HR staff has not approved the transaction.  Denied transaction can then be updated to be submitted again, or cancelled completely.  If an approver denied a transaction, he/she will no longer be able to see this transaction because it has been pushed back to the initiator or HR staff.

Hold – The transaction is on hold until the approver is ready to approve the transaction.

Below is a sample of the email notification for a Job Action Request:


To approve a job action request:

Step 1: Log into PeopleSoft HCM

Step 2:  Access the transaction

Navigation: Manager Self Service > Electronic Personnel Action > Personnel Requisition (0646)

For HR Personnel Only:

Navigation:  Workforce Administration > Electronic Personnel Action > Personnel Requisition (0646)
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Input Transaction ID and click the Search button.
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Click on the appropriate button to approve, deny, or hold transaction.  

Enter any comments in the Comments/Reasons section if needed.
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Viewing Approval Status

The Initiator, HR Staff, and approvers can view the approval status of a Personnel Requisition or Job Action transaction.  A transaction can have the following status:

Pending – Transaction has not been submitted

In Progress – Transaction is waiting on approvals

Completed – All approvals have been completed

Cancelled – Transaction has been cancelled
Hold – Transaction is on hold

Within the transaction, the approval status is indicated toward the bottom of the page with the name of the initiator, approval status, last approved by, and date/time of approval.
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The [image: image40.png]View Approvals



 link gives users a graphical presentation of the approval flow and status:
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Ad-hoc Notification 

Within the transaction, you can also send ad-hoc email to other users if needed.

Scroll to the bottom of the transaction, and click the [image: image42.png](=] Notify



 button.
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Enter recipient email address, subject line, and message text.  Click OK to send the message.
Delegation

You can delegate approval authority to another approver to approve your transactions in your absence for a period of time.  Note that the person you delegate to must already have access to approve personnel transactions.
Delegation is done through My System Profile:
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Input User ID of the alternate approver, from and to date the delegation will be in effect and then click [image: image45.png]



This message is to notify you that there is currently a Personnel Requisition awaiting your approval for:





Agency: Mgmt and Enterprise Services 


Requested By: Hanh M Minson


Request Date: 05/29/2013 


Position Number: New 


Job Title: Secretary to the Administrator 


Department: ISD-Finance Admin & Regulatory


Location: Office of State Finance 


Personnel Requisition ID: 49 





To access the Personnel Requisition page, click on the following link. 





� HYPERLINK "http://webdev.ok.gov:7251/psp/hrtst2/EMPLOYEE/HRMS/c/OCP_AGENCY_PROCESSES.OCP_EPAR_REQ.GBL?Page=OCP_REQUISITION&Action=U&OCP_EPAR_NBR=49" �http://webdev.ok.gov:7251/psp/hrtst2/EMPLOYEE/HRMS/c/OCP_AGENCY_PROCESSES.OCP_EPAR_REQ.GBL?Page=OCP_REQUISITION&Action=U&OCP_EPAR_NBR=49�





NOTE: This is a system-generated email. Do not reply to this email.
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Original: July 1, 2013


