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Preface

Understanding the PeopleSoft Online Help and PeopleBooks

The PeopleSoft Online Help is a website that enables you to view all help content for PeopleSoft
Applications and PeopleTools. The help provides standard navigation and full-text searching, as well as
context-sensitive online help for PeopleSoft users.

PeopleSoft Hosted Documentation

You access the PeopleSoft Online Help on Oracle’s PeopleSoft Hosted Documentation website, which
enables you to access the full help website and context-sensitive help directly from an Oracle hosted
server. The hosted documentation is updated on a regular schedule, ensuring that you have access to the
most current documentation. This reduces the need to view separate documentation posts for application
maintenance on My Oracle Support, because that documentation is now incorporated into the hosted
website content. The Hosted Documentation website is available in English only.

Locally Installed Help

If your organization has firewall restrictions that prevent you from using the Hosted Documentation
website, you can install the PeopleSoft Online Help locally. If you install the help locally, you have more
control over which documents users can access and you can include links to your organization’s custom
documentation on help pages.

In addition, if you locally install the PeopleSoft Online Help, you can use any search engine for full-
text searching. Your installation documentation includes instructions about how to set up Oracle Secure
Enterprise Search for full-text searching.

See PeopleTools 8.53 Installation for your database platform, “Installing PeopleSoft Online Help.” If you
do not use Secure Enterprise Search, see the documentation for your chosen search engine.

Note: Before users can access the search engine on a locally installed help website, you must enable the
Search portlet and link. Click the Help link on any page in the PeopleSoft Online Help for instructions.

Downloadable PeopleBook PDF Files

You can access downloadable PDF versions of the help content in the traditional PeopleBook format.
The content in the PeopleBook PDFs is the same as the content in the PeopleSoft Online Help, but it has
a different structure and it does not include the interactive navigation features that are available in the
online help.

Common Help Documentation

Common help documentation contains information that applies to multiple applications. The two main
types of common help are:

* Application Fundamentals
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» Using PeopleSoft Applications

Most product lines provide a set of application fundamentals help topics that discuss essential information
about the setup and design of your system. This information applies to many or all applications in the
PeopleSoft product line. Whether you are implementing a single application, some combination of
applications within the product line, or the entire product line, you should be familiar with the contents

of the appropriate application fundamentals help. They provide the starting points for fundamental
implementation tasks.

In addition, the PeopleTools: PeopleSoft Applications User's Guide introduces you to the various
elements of the PeopleSoft Pure Internet Architecture. It also explains how to use the navigational
hierarchy, components, and pages to perform basic functions as you navigate through the system. While
your application or implementation may differ, the topics in this user’s guide provide general information
about using PeopleSoft Applications.

Field and Control Definitions

PeopleSoft documentation includes definitions for most fields and controls that appear on application
pages. These definitions describe how to use a field or control, where populated values come from, the
effects of selecting certain values, and so on. If a field or control is not defined, then it either requires
no additional explanation or is documented in a common elements section earlier in the documentation.
For example, the Date field rarely requires additional explanation and may not be defined in the
documentation for some pages.

Typographical Conventions

XXiv

The following table describes the typographical conventions that are used in the online help.

Typographical Convention Description

Bold Highlights PeopleCode function names, business function
names, event names, system function names, method names,
language constructs, and PeopleCode reserved words that must
be included literally in the function call.

Italics Highlights field values, emphasis, and PeopleSoft or other
book-length publication titles. In PeopleCode syntax, italic
items are placeholders for arguments that your program must

supply.

Italics also highlight references to words or letters, as in the
following example: Enter the letter O.

Key+Key Indicates a key combination action. For example, a plus sign (
+) between keys means that you must hold down the first key
while you press the second key. For Alt+W, hold down the Alt
key while you press the W key.

Monospace font Highlights a PeopleCode program or other code example.

... (ellipses) Indicate that the preceding item or series can be repeated any
number of times in PeopleCode syntax.
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Typographical Convention Description

{ } (curly braces) Indicate a choice between two options in PeopleCode syntax.
Options are separated by a pipe (| ).

[ ] (square brackets) Indicate optional items in PeopleCode syntax.

& (ampersand) When placed before a parameter in PeopleCode syntax,
an ampersand indicates that the parameter is an already
instantiated object.

Ampersands also precede all PeopleCode variables.

> This continuation character has been inserted at the end of a
line of code that has been wrapped at the page margin. The
code should be viewed or entered as a single, continuous line
of code without the continuation character.

ISO Country and Currency Codes

PeopleSoft Online Help topics use International Organization for Standardization (ISO) country and
currency codes to identify country-specific information and monetary amounts.

ISO country codes may appear as country identifiers, and ISO currency codes may appear as currency
identifiers in your PeopleSoft documentation. Reference to an ISO country code in your documentation
does not imply that your application includes every ISO country code. The following example is a
country-specific heading: "(FRA) Hiring an Employee."

The PeopleSoft Currency Code table (CURRENCY CD TBL) contains sample currency code data. The
Currency Code table is based on ISO Standard 4217, "Codes for the representation of currencies," and
also relies on ISO country codes in the Country table (COUNTRY_TBL). The navigation to the pages
where you maintain currency code and country information depends on which PeopleSoft applications
you are using. To access the pages for maintaining the Currency Code and Country tables, consult the
online help for your applications for more information.

Region and Industry Identifiers

Information that applies only to a specific region or industry is preceded by a standard identifier in
parentheses. This identifier typically appears at the beginning of a section heading, but it may also appear
at the beginning of a note or other text.

Example of a region-specific heading: "(Latin America) Setting Up Depreciation"

Region Identifiers

Regions are identified by the region name. The following region identifiers may appear in the PeopleSoft
Online Help:

e Asia Pacific
*  Europe

¢ Latin America
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e North America

Industry Identifiers

Industries are identified by the industry name or by an abbreviation for that industry. The following
industry identifiers may appear in the PeopleSoft Online Help:

» USF (U.S. Federal)

* E&G (Education and Government)

Access to Oracle Support

Oracle customers have access to electronic support through My Oracle Support. For information, visit
http://www.oracle.com/pls/topic/lookup?ctx=acc&id=info or visit http://www.oracle.com/pls/topic/
lookup?ctx=acc&id=trs if you are hearing impaired.

Documentation Accessibility

For information about Oracle's commitment to accessibility, visit the Oracle Accessibility Program
website at http://www.oracle.com/pls/topic/lookup?ctx=acc&id=docacc.

Using and Managing the PeopleSoft Online Help

Click the Help link in the universal navigation header of any page in the PeopleSoft Online Help to see
information on the following topics:

e What’s new in the PeopleSoft Online Help.
* PeopleSoft Online Help acessibility.
* Accessing, navigating, and searching the PeopleSoft Online Help.

* Managing a locally installed PeopleSoft Online Help website.

PeopleSoft HCM Application Fundamentals

XXVi

PeopleSoft Human Resources Administer Workforce provides you with implementation and processing
information for your PeopleSoft Human Resources Administer Workforce system.

Additional, essential information describing the setup and design of your system appears in a companion
volume of documentation called PeopleSoft HCM 9.2: Application Fundamentals. Each PeopleSoft
product line has its own version of this documentation.

PeopleSoft HCM 9.2: Application Fundamentals consists of important topics that apply to many or all
PeopleSoft applications across the PeopleSoft HCM product line. No matter which PeopleSoft HCM
products you are implementing, you should be familiar with the contents of this central. It is the starting
point for fundamentals, such as setting up control tables and administering security.
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PeopleSoft HCM Related Links

PeopleSoft Information Portal on Oracle.com

My Oracle Support

PeopleSoft Training from Oracle University

PeopleSoft Video Feature Overviews on YouTube

HCM Abbreviations

Contact Us

Send us your suggestions Please include release numbers for the PeopleTools and applications that you

are using.

Follow Us
n Get the latest PeopleSoft updates on Facebook.
u Follow PeopleSoft on Twitter@PeopleSoft Info.
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Chapter 1

Getting Started with Administer Workforce

Human Resources Administer Workforce Overview

PeopleSoft Human Resources (HR) Administer Workforce provides the foundation for your human
resource management system. The data entered into the Administer Workforce business process is
available to all of the Human Resources business processes as well as the other applications in the
PeopleSoft HVCM suite.

The Administer Workforce business process includes five basic steps:
1. Setting up the basic codes and formats needed for the business process.

Before you begin tracking worker data, it's helpful to set up codes to help you streamline human
resource processes for such areas as visas and permits, salary classifications, unions, banking,
employment contracts, and checklists. Setting up these codes simplifies data entry and helps ensure
that you have consistent information in records across all functions of your human resources system—
from recruitment to benefits. If you're managing a workforce in Australia, Belgium, Canada, France,
Germany, Hong Kong, Italy, Japan, Malaysia, Mexico, The Netherlands, New Zealand, Singapore,
Spain, Switzerland, the United Kingdom, or the United States, you'll also set up any codes necessary
for administering your workers in those countries.

2. Adding a person's human resources record into the system.
When you bring a new person into your organization, create a record that includes this information:

» Personal data, such as name, address, personal relationships, and organizational relationships,
such as employee or contingent worker.

» Job data, such as supervisor, department, job code, and compensation details.

3. Entering additional data into the record.
In addition to the data that you enter when you add a new record, the data you can track includes:
*  Tenure with your organization.
*  Prior work experience.
* Company property and credit cards issued to the employee.
* Business expenses.
* Emergency contact information.
*  Visas, passports, and other identification data.

* Driver's license information.

Copyright © 1988-2013, Oracle and/or its affiliates. All rights reserved. 29



Getting Started with Administer Workforce Chapter 1

* Bank accounts.
* Volunteer activities.
*  Employee membership in unions, works councils, or labor agreements.

*  Country-specific information for workers in Australia, Belgium, Brazil, Canada, France,
Germany, Hong Kong, India, Italy, Japan, Malaysia, Mexico, The Netherlands, New Zealand,
Singapore, Spain, Switzerland, the United Kingdom, or the United States.

4. Updating the record.

Over time, you'll need to enter changes to a person's human resources record, such as changes of
name, address, marital status, and organizational status; promotions; transfers; and leaves of absence.
You can also track employee grievances and disciplinary actions imposed on employees by your
organization.

5. Viewing and reporting on worker data.

You can view summary information about your workers and run a variety of different reports to
review and analyze your workforce.

Related Links
"Understanding Manage Labor Administration (PeopleSoft HCM 9.2: Manage Labor Administration)"

"Base Compensation and Budgeting (PeopleSoft HCM 9.2: Human Resources Manage Base
Compensation and Budgeting)"

Human Resources Administer Workforce Business Processes

PeopleSoft HR Administer Workforce provides these business processes:
*  Administer adding a person to the workforce.

* Manage workforce data.

» Administer country-specific functionality.

* Manage country-specific workforce data.

* (USF) Administer Personnel Action Requests and automatic actions.
* (USF) Manage leave.

* Manage workforce reporting.

We discuss these business processes in the business process topics in this documentation.
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Human Resources Administer Workforce Integrations

PeopleSoft HR Administer Workforce integrates with these PeopleSoft applications:
* All PeopleSoft HCM applications.

*  Other PeopleSoft applications.

*  Other third-party applications.

We discuss integration considerations in the implementation topics in this documentation.

Human Resources Administer Workforce Implementation

PeopleSoft Setup Manager enables you to generate a list of setup tasks for your organization based on
the features that you are implementing. The setup tasks include the components that you must set up,
listed in the order in which you must enter data into the component tables, and links to the corresponding
documentation.

PeopleSoft HR Administer Workforce also provides component interfaces to help you load data from
your existing system into the Administer Workforce business process tables. Use the Excel to Component
Interface utility with the component interfaces to populate the tables.

This table lists all of the components that have component interfaces:

Component Component Interface References

CHKLST ITEM TBL CI CHKLST ITEM TBL See Creating Checklists.

CNT_CLAUSE TABLE CNT_CLAUSE TABLE See Tracking Workforce Contracts.

SALARY PLAN TABLE SALARY PLAN See "Setting Up Salary Plans, Grades,
and Steps (PeopleSoft HCM 9.2: Human
Resources Manage Base Compensation
and Budgeting)".

Other Sources of Information

In the planning phase of your implementation, take advantage of all PeopleSoft sources of information,
including the installation guides, table-loading sequences, data models, and business process maps.

See the product documentation for
PeopleTools: PeopleSoft Setup Manager
and PeopleTools: PeopleSoft Component Interfaces

Related Links
PeopleSoft HCM 9.2: Application Fundamentals
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Setting Up the Administer Workforce
Business Process

Defining Personnel Actions and Reasons

To set up the Personnel Actions and Reasons tables, use the Actions (ACTION _TBL), FPS Action
(FPMACTION_PNL2), Action Reasons (ACTION_REASON_ TBL), and Action Reason Report
(RUN_PER710) components.

These topics provide an overview of personnel action reasons and discuss how to:
* Define or review personnel actions.

e Define personnel action reasons.

Understanding Personnel Action Reasons

In the course of maintaining information in the Administer Workforce business process, you'll enter
changes to worker data resulting from such activities as promotions, transfers, terminations, salary
increases, and leaves of absence. Each of these activities is called a personnel action, and you use them
to enter and update employee data on the Job Data - Work Location page and the Data Control page. The
codes classifying the types of personnel actions that you'll perform are stored in the Actions table.

You'll often have different reasons for performing the same type of personnel action for workers. For
example, you could enter the action leave of absence for one person for maternity or paternity leave, for
another person because of military service obligations, and for yet another person for health reasons.

So that you can easily identify the causes of changes made to worker data, you can designate reasons
for taking personnel actions. The Human Resources system already contains some reasons for actions,
but you'll probably want to add others that apply specifically to your company. To do so, use the Action
Reasons page.

Note: The PeopleSoft application delivers various actions and action reason codes. You should be
familiar with the rules associated with the action and take into consideration the benefit statuses
associated with in the action reasons when determining which action and reason codes are best for your
organization.

Note: To view a complete list of all actions and reasons already defined within the system, generate the
Action Reason Table report (PER710).

Positions and Action Reasons

If you're driving part or all of PeopleSoft Human Resources by position, you'll want to enter reasons for
changes to position data also (on the Position Data 1 page). For example, you might enter a personnel
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action of Position Change because of a reorganization of your company; a change in position title; a
job reclassification; or, when you transfer employees to other positions, you need to change the position
numbers (and related data) assigned to them.

To add action reasons pertaining to position change actions, use the action code POS (position change).

Global Assignments and Action Reasons

If you send workers on global assignments, you'll probably want to identify reasons for the assignments
(on the Home/Host Data page). For example, you might process some assignments that are due to a

transfer of skills and others due to a local shortage of skilled personnel. To track assignment types more
easily, you'll find it helpful to specify reasons for them.

To set up reasons specific to global assignments, use the action codes ASG (assignment) and ASC

(assignment completion).

Pages Used to Define Personnel Actions and Personnel Action Reasons

34

Page Name

Definition Name

Navigation

Usage

Actions

ACTION_TBL_GBL

Set Up HCM, Product
Related, Workforce
Administration, Actions,
Actions

Define or review a personnel
action code and its values.

Reason Summary

ACTION TBL2

Set Up HCM, Product
Related, Workforce
Administration, Actions,
Reason Summary

Display the list of reasons for
a specific action code.

FPS Action

FPMACTION PNL2

Set Up HCM, Product
Related, Workforce
Administration, Actions,
FPS Action

(French Public Sector). This
page displays if you have
French Public Sector selected
on the Installation table. Use
this page to assign the FPS
components that can use the
action code. This page is
discussed in the PeopleSoft
HR: Manage French Public
Sector (PeopleSoft HCM 9.2:
Human Resources Manage
French Public Sector).

Action Reasons

ACTRSN_TBL_GBL

Set Up HCM, Product
Related, Workforce
Administration, Action
Reasons, Action Reasons

Define personnel action
reasons or modify existing
action reasons.

Action Reason Table

RUN_PER710

Set Up HCM, Product
Related, Workforce
Administration, Action
Reason Report, Action
Reason Table

Run the Action Reason Table
report (PER710). This report
lists the reason codes for each
personnel action code and
arranges them alphabetically
by action.
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Copyright

Setting Up the Administer Workforce Business Process

ns Page

Use the Actions page (ACTION_TBL GBL) to define or review a personnel action code and its values.

Navigation
Set Up HCM, Product Related, Workforce Administration, Actions, Actions

Image: Actions page

This example illustrates the fields and controls on the Actions page. You can find definitions for the fields

and controls later on this page.

" Reason Summary | EPS Action |

Action: HIR
Action History Find | View All First K1 1071 I [ ast
*Effective Date: 01/01/1900 | *Status: | Active =l (=
*Action Description: |Hire
*Short Description: Hire Ovimer ID: HR Core Objects

Set Status Fields
[¥ Action sets Status Fields

Payroll Status: A I.—“-.n:’[i'v'e 'I

HR Status: Active

Set Organizational Instance Dt Set Assignment Dates
First Start Date: JOB.EFFOT Start Date: JOBEFFDT
Latest Start Date: JOBEFFDT
Latest Start Date: JOB.EFFDT
o End Date: Clear
Termination Date: Clear Last Date Worked: Claar
Expected End: Clear
Expected Return Date: Clear
Organizational Relationship
Valid if PER_ORG is: Employee Only
Valid if Previous HR 5tatus is: Inactive
Valid if Prev Pay Status is:
Message Set/Number: 1000 15 Action is valid only if HR Status is Inactive.
Used to create a new Organizational Instance for an Employee.
Comment: [Use Rehire (REH)to rehire using this Instance. Use Hire (HIR) to rehire and reset the start and semvice dates.
Set Status Fields
Action sets Status Fields Select this check box to identify actions that cause changes to

Status and Date fields for the person receiving this action. When

this check box is selected, the Set Organizational Instance Dt
and Set Assignment Dates regions, as well as the other fields in

the Set Status Fields region, are displayed.

Payroll Status Select the payroll status (EMPL_STATUS) of the person
receiving this action. Values are: Active, Deceased, Leave With
Pay, Leave of Absence, Retired, Retired With Pay, Retired-

Pension Administration, Short Work Break, Suspended,
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Terminated, Terminated Pension Pay Out, and Terminated With
Pay.

Identifies the status of the person receiving this action for HR
purposes.

Set Organizational Instance Dt (Set Organizational Instance Date)

First Start Date andLatest Start Date Select the action table value to use when this action causes the

Termination Date

Set Assignment Dates

Start Date

Latest Start Date

End Date

Last Date Worked

Expected End

job record for a person to be updated. The First Start Date is the
first date that this instance is active for a person receiving this
action. For example, in an employee relationship, this is the Hire
Date. The Latest Start Date is the latest date that this instance
was renewed. For example, in an employee relationship, this
is the re-hire date. The HIR or ADD actions modifies both the
First Start Date and the Latest Start Date to the effective date
of the Job row. On a Rehire or Renew action, only the Latest
Start Date is changed. These dates are only captured on the
organizational instance level, not for additional assignments.
The values are: JOB.EFFDT and No Action.

Select the action table value used to determine how to set the
termination date for an assignment. The values are: Clear, JOB.
EFFDT-1, and No Action.

Select the action table value used to determine how to set

the date on which an individual assignment starts. The Hire
(HIR), Add Contingent Worker (ADD), and Add Person of
Interest (POI) actions, as well as the Additional Job (ADL) and
Assignment (ASG) actions, set this value

The values are: JOB.EFFDT and No Action.

Select the action table value used to determine how to set the
date on which an individual assignment is restarted. The Rehire
(REH) and Renewal (RNW) actions, as well as all the actions
that set the start date, set this value.

The values are: JOB.EFFDT and No Action.

Select the action table value used to determine when an
assignment is stopped. The values are: Clear, JOB.EFFDT-1,
and No Action.

Select the action table value used to determine the last date that
the person was actively working prior to a termination or a leave
action. The values are: Clear, JOB.EFFDT-1, and No Action.

Select whether or not to clear the expected end date on the job
record. The values are: Clear and No Action.
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Expected Return Date

Organizational Relationship
Valid if PER_ORG is

Valid if Previous HR Status is

Valid if Prev Pay Status is (Valid if
Previous Pay Status is)

Message Set/Number

Action Reasons Page

Setting Up the Administer Workforce Business Process

Select whether or not to clear the expected return date on the job
record. For example, when a person goes on temporary leave.
When the person returns from leave, the expected return date
should be cleared. The values are: Clear and No Action.

Indicate whether this action is valid only for certain
organizational relationships. Values are: Contingent Worker
Only, Contingent Worker or POI, EMP, CWR, or POI, Employee
Only, Employee or Contingent Worker, or Person of Interest
Only.

Indicate that this action is only valid if the job assignment is in
the selected HR status. For example, an action of HIR cannot
be entered if the prior HR Status is Active. The values are:
Activeand Inactive.

Indicate that this action is only valid if the job assignment is

in the selected status. For example, a return from leave action
can only be entered if the previous pay status in a Leave status.
The values are: P/L — Any Leave, P/L — Disability Leave, S —
Suspended, and W — Short Work Break.

Choose the Message Set Number and Message Number to
determine the error message used for the Valid if Previous HR
Status is or Valid if Prev Pay Status is settings.

Use the Action Reasons page (ACTRSN _TBL GBL) to define personnel action reasons or modify

existing action reasons.
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Navigation

Set Up HCM, Product Related, Workforce Administration, Action Reasons, Action Reasons

Image: Action Reasons page (1 of 2)

This example illustrates the fields and controls on the Action Reasons page (1 of 2). You can find

definitions for the fields and controls later on this page.

Chapter 2

Action Reasons

Action: DTA  Data Change
Reason Code: STC
Find | View Al First K8 10r1 I Last
“Effective Date: 01/0111900 |5 *Status: [Acive =] =
“Description: [Status Change
Short Description: Status Chg
= Il canada
*ROE Reason: | other =l
Benefits Employee Status: |A|:1i\.'e j
Benefits Administration Action: DTA
“Eysa
Benefits Employee Status: |A|:1i\.'e j
Benefits Administration Action: DTA
= Brazil
*CAGED Action | Reason: | 00-Mot Applicable j
*RAIS Action | Reason: |N0tAppIicabIe j
= Spain
Social Security Action: | =l

Image: Action Reasons page (2 of 2)

This example illustrates the fields and controls on the Action Reasons page (2 of 2). You can find

definitions for the fields and controls later on this page.

< £l Australia
Movement Code: @
= B Gorma ny
[ Spokesmen Committee Approval
[ Company Doctor's Approval
= Il mexico

IS5 Termination Reason: |

INFONAVIT Reason: I ﬂ
[ Maintain Variable SDI

[ Inter-Com pany Transfer

' Employee Register

& Employee Termination
" Salary Change

© NiA

" Employee Register

& Employee Termination
" Salary Change

' Re-enter

& NiA

Comment:

e —————— il

(1
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Note: Effective-dated fields include the description and status as well as country-specific sections for
Canada, USA, Brazil, and Spain. Other fields on this page, including the comments and the sections for
Australia, Germany, and Mexico are not effective dated.

(CAN) Canada

Canadian ROE Reason (Canadian
record of employment reason)

Benefits Employee Status

Benefits Administration Action

(USA) United States
Benefits Employee Status

Benefits Administration Action

(BRA) Brazil

CAGED Action / Reason
(Cadastro Geral de Empregados e
Desempregados action/reason)

RAIS Action / Reason (Relacio
Anual de Informacoes Sociais action/
reason)

(ESP) Spain

Social Security Action

Select a Canadian ROE reason, such as Return to School
or Pregnancy. Valid values are defined by the Canadian
government.

Select the status associated with this action.

If a particular action and reason code combination affects
benefits in some way, enter the PeopleSoft Benefits
Administration event classification for that combination

in the Benefits Administration Action field. The Benefits
Administration process will use this information to determine
what rules to apply when evaluating eligibility for, and
availability of, benefit option changes in response to this
personnel action.

Select the status associated with this action.

If a particular action and reason code combination affects
benefits in some way, enter the PeopleSoft Benefits
Administration event classification for that combination

in the Benefits Administration Action field. The Benefits
Administration process will use this information to determine
what rules to apply when evaluating eligibility for, and
availability of, benefit option changes in response to this
personnel action.

Enter the type of CAGED entry to report for actions with this

reason.

Enter the type of action to report to RAIS for actions with this
reason.

Select the social security action associated with this action
reason.
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(AUS) Australia

Movement Code

(DEU) Germany

Spokesmen Committee Approval

Company Doctor's Approval

(MEX) Mexico

Chapter 2

Select the appropriate Public Service Merit Protection
Commission (PSMPC) movement code for the employment
status change.

Select this check box as an action reason, if applicable.

Select this check box, if relevant, for this action reason.

IMSS requires a notification for every hire, termination, and salary rate change. Once you've defined the
details, these notifications are generated automatically by the system.

IMSS Term

INFONAVIT Reason

Maintain Variable SDI

Inter-Company Transfer

IMSS Print Form

SUA Reason

Related Links

Select the reason for termination. Values are: Agreement,
Collective Termination, Employee Death, Employee Transfer,
Inability, Lay-off, Leave, Mental or Physical Disability, N/A,

Pension-Off, Retirement, Voluntary Renounce, and Work Risk
Disability.

Select a reason to indicate to INFONAVIT why the
INFONAVIT loan payments will stop. Values are: Death,
Disability, Disengage, Never Work, Other, Retirement, and
Transfer.

Select this check box to maintain variable SDI.

Select this check box to indicate that the action and reason code
combination is valid for processing of inter-company transfers
in Global Payroll for Mexico. The Inter-Company Transfer
Application Engine process (GPMX_ INTERC) triggers for
processing only the action and reason code combinations that
you indicate by selecting this check box.

Select the reason for a change in a worker's information.

This is done to notify IMSS when an person is hired, rehired,
terminated, or has a salary change. Values are: Employee
Register, Employee Termination, Salary Change, and N/A (not
applicable).

Select the reason that gets printed on the SUA notification.
Values are: Employee Register, Employee Termination, Salary
Change, Re-enter, and N/A (not applicable).

PeopleSoft HCM 9.2: Manage Labor Administration

40
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(USF) Defining Award Actions

To set up the (USF) Award Actions tables, use the Award Actions (GVT_AWD_ACTN), and Award Type
Table (RUN_FGPERS810) components.

This topic discusses how to set up award actions.

Pages Used to Define Award Actions

Page Name Definition Name Navigation Usage
Award Actions GVT_AWD_ACTN Set Up HCM, Product Define award codes for
Related, Workforce monetary and nonmonetary

Administration, Workforce awards types.
Data USF, Award Actions,
Award Actions

Award Type Table PRCSRUNCNTL Workforce Administration, Run the Award Type table
Job Information, Reports, report (FGPER&810).
Award Action (USF), Award
Type Table

Award Actions Page

Use the Award Actions page (GVT_AWD_ACTN) to define award codes for monetary and nonmonetary
awards types.
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Navigation

Chapter 2

Set Up HCM, Product Related, Workforce Administration, Workforce Data USF, Award Actions,

Award Actions

Image: Award Actions page

This example illustrates the fields and controls on the Award Actions page. You can find definitions for

the fields and controls later on this page.

Award Actions

*Award Classification: IAwarcI j'

Payroll Data

Action: AWD
Reason Code: FER

Effective Date: [10/0112000 |5 Status: lm & =
*Nature of Action Code: WQ

Award Code:

[ Pay in Separate Paycheck?
[ Gross-Up

& Not Applicable
' Populate Amount

Earnings Code: |FAC @,
Combination Code: FCB-4476EXTSAL-USA Edit ChartFields
GL Pay Type:

NFC Populate Amount Indicator

Nature of Action Code
Award Classification

Award Code

Payroll Data

Earnings Code

Combination Code andEdit
ChartFields

GL Pay Type (general ledger pay
type)

Pay in Separate Paycheck?

Gross-Up

Enter the reason associated with this award action.
Select the award classification, either Award or Bonus.

Enter the NFC-defined code that identifies the bonus or award.
The entry in this field becomes the default value on the Award
Data page for this action reason and is read only.

Select an earnings code to associate with this award action.

Displays the key that defines a combination of ChartFields.
Click the Edit ChartFields link to access the ChartFields Details

page.

Select the pay type to associate with this award action.
Select if this award action should be paid in a separate check.

Select to indicate the award or bonus amount must be grossed-
up for payroll purposes.
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NFC Populate Amount Indicator
Not Applicable orPopulate Amount The default selection is Not Applicable.

Select Populate Amount to define a relocation or recruiting
bonus that is granted to an employee though a personnel action:

» For a relocation bonus, this setting triggers the system to
populate the GVT NFC RELBON _AMT NFC-specific
export field with the award amount when the action code is
BON (bonus) and the reason code is REL (relocation).

* For a recruiting bonus, this setting triggers the system to
populate the GVT NFC RECBON_AMT NFC-specific
export field with the award amount when the action code is
BON (bonus) and the reason code is REF (referral).

Note: These fields are not visible to the user.

Related Links
Award Data Page

Setting Up Smart HR Templates

To set up Smart HR templates, use the Template Record/Field (HR. TBH RECDEFN), Template
Section (HR_TBH_SECDEFN), Template Transaction Type (HR_TBH TXN TBL), Copy Transaction
Type (HR_TBH_COPY_ TXN), Template Creation (HR_TBH CREATION), Copy Template
(HR_TBH_COPY), and Template Category Table (HR_TBH CTG TBL) components.

These topics provide an overview of Smart HR Templates, list common elements used to setup up Smart
HR templates, and discuss how to:

*  Define template records and fields.

e Set up template sections.

* Define template section field configurations.

* Define template categories.

* Define template transaction types.

* Identify components that should be updated by a template.
*  Specify label details.

* Specify sections that should be available for a template.

* Copy a template transaction.

* Create a Smart HR template.
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Configure a Smart HR template.

Set up the Smart HR template pages.

Identify the Smart HR Transactions page tab names.
Set up Smart HR template sections.

Configure the fields for a section.

Set up Smart HR template person rules.

Copy a Smart HR template.

Understanding Smart HR Templates

44

Smart HR templates are a simplified and streamlined approach to completing various transaction
processes, such as hiring, updating a person’s personal or job data, or managing a person’s profile data.
Smart HR templates are created and configured by the template administrator, someone who is very
familiar with your organization's HR transaction processes. After the template administrator has created
and tested templates, line managers or human resources (HR) representatives can use these templates for
hiring, managing personal or job data or maintain profile information. Access to the various Smart HR
transaction templates is based on the security rules that you establish.

The template administrator determines the following aspects of each transaction template:

The sections, or logical groupings of fields, that are included in a transaction type and template, as
well as the sequence in which the sections appear of the template pages.

The sequence of fields within a section.
Default values for fields.

Hidden fields.

Display-only fields.

If data entered by the end user can be directly submitted for processing or must be reviewed by an HR
administrator.
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The template administrator can test a template by performing a mock transaction, like a hire, without
actually applying the transaction to the system.

Image: Smart HR Integration

This diagram shows the integration between the Smart HR template process and other products. Template
administrators can create templates that enable the user to enter or update person, job, or profile data.
This data populates the person, job, and profile records in the core HR and federal HR systems, and it
provides default values for the PeopleSoft Benefits, Global Payroll, Payroll for North America, and Time
and Labor applications:

Person Data Job Data
Federal HR *_\ /,. Persan Profile
Smart HR
Transactions
Time and Labor “'f# \ Benefits
Payroll North

Global Payroll America

Smart HR Template Security

Implement security for the Smart HR template and transaction components using PeopleTools permission
lists and roles. This table lists the role, permission list, and components:

Role Permission List Components

HR Template Setup HCCPHR3321 HR_TBH_RECDEFN
HR_TBH_SECDEFN
HR_TBH_TXN_TBL

HR_TBH_COPY TXN

Note: The template setup components have no row-level security.
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Implement security for using the Smart HR templates through the existing Human Capital Management
row-level security. Smart HR templates use the following fields for security: Template ID, Organizational
Relationship (Employee or Contingent Worker), Transaction Type, Country, and Category.

See Understanding Smart HR Templates.

See "Understanding PeopleSoft Security (PeopleSoft HCM 9.2: Application Fundamentals)"

Delivered Smart HR Template Sections

The fields available for templates are grouped into sections, like group boxes. For example, you may have
a Work Location - Job Fields section that includes fields to enter a company, department, and location
code. You can determine which sections and the order in which the sections should be presented to the
end user when creating a Smart HR template. Sections and their fields are delivered as system data.
Sections are maintained in the Template Section component (Set Up HCM, Product Related, Workforce
Administration, Smart HR Templates, Template Section). These delivered sections can be modified
within your templates to suit your organization's needs for hiring.

The following table lists the delivered Personal Data sections used for template creation:

Section Number Section Name Countries with Country Specific
Sections

10 Name BEL, BRA, CHE, CHN, DEU, ENG,
ESP, FRA, HKG, ITA, JPN, MEX, and
NLD

20 Birth Information

40 Data Protection

50 Gender

60 Education

70 Person Marital Status

80 Language

85 Person Student Status

90 Alternate ID

100 — 108 National ID AUS, BEL, BRA, CAN, CHE, CHN,
DEU, ESP, FRA, GBR, HKG, IND,
IRL, ITA, JPN, MEX, MYS, NLD, SGP,
THA, and USA
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Section Number

Section Name

Countries with Country Specific
Sections

120 - 121 Address AUS, BEL, BRA, CAN, CHE, CHN,
DEU, ESP, FRA, GBR, HKG, IND, ITA,
JPN, MEX, MYS, NLD, NZL, SGP, and
USA
GBL (global address)

125-128 IM Chat

130 -133 Personal Phone

135-136 E-mail Address

140 Ethnic Group AUS, CHN, MYS, NZL, SGP, and THA

145 Religion AUS, CHN, MYS, NZL, SGP, and THA

147 Person Hukou Data — China CHN

148 Person Working Life — China CHN

150 Person Smoker Status CAN, JPN, and USA

210 General Registration — Brazil (Registro | BRA

Geral)
211 CTPS — Carteira de Trabalho e BRA
Previdencia Social

212 Voter Registration — Brazil BRA

213 Military Registration — Brazil BRA

214 PIS/PASEP BRA

220 Diversity CAN

221 Health Care CAN

230 Guardianship CHE

231 Place of Origin CHE

240 HR Responsibility DEU

241 Military Status DEU

242 Nationality DEU
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Section Number

Section Name

Countries with Country Specific
Sections

260 Personal Data — France FRA
270 Diversity GBR
280 Diversity IND
290 Military Status ITA
300 Honseki Prefecture JPN
310 Personal Data — Mexico MEX
320 Diversity USA
330 Personal Data — United States USA

The following table lists the delivered Job Data sections used for template creation:

Section Number

Section Name

Countries with Country Specific
Sections

400 Work Location — Job Indicator
410 Work Location — Position Data
420 Work Location — Expected Job End Date
430 Work Location — Job Fields
431 Work Location — Spain ESP
432 Work Location — Japan JPN
435 Work Location — Military
440 Job Information — Job Code
450 Job Information — Reporting Information
460 Job Information — Status
470 Job Information — Employee
Classification
480 Job Information — Shifts
490 Job Information — Standard Hours
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Section Number Section Name Countries with Country Specific
Sections
500 Job Information — Contract
505 Job Information — Military
510 Job Information AUS, BEL, BRA, DEU, ESP, FRA,
GBR, ITA, MEX, MY, NLD, and USA
511 Job Information — Australian Higher AUS
Education
520 Job Labor — Bargaining Unit and Labor
Agreement
530 Job Labor — Employee Categories
540 Job Labor — Union Code
550 Job Labor — Exemptions
560 Job Labor DEU, ESP, FRA, IND, and ITA
570 Payroll — Payroll System
580 Job — Absence System (Payroll)
590 Payroll — Payroll Information
600 Job — Global Payroll/Absence
Information
610 Payroll — Balance Group Number AUS, HKG, MYS, NZL, and SGP
620 Job — Salary Plan
625 Military (Salary Plan)
630 Job Compensation — Payroll Currency
and Frequency
640 Job Compensation — Auto Calc Premium
650 Job Compensation — Pay Components
655 Oracle Workforce Scheduling — Job Flag
660 Employment Information — Original
Start Date
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Section Number

Section Name

Countries with Country Specific
Sections

670 Employment Information —
Organizational Assignment Data
675 Employment Information — Military
680 Employment Information — Additional
Data
690 Employment Information BEL, BRA, CAN, JPN, NLD, and USA
690 Festive Advance MYS and SGP
691 Employment Information — E & G CAN and USA
700 Benefit Program — Benefit Record
Number
710 Benefit Program — Benefit Status
720 Benefit Program — Ben Admin Eligibility
730 Benefit Program — Participation
740 Time Reporter Status
750 Time Reporter Type
760 Time Reporter IDs
770 Time Reporter Type — Rule Elements

(USF) The following table lists the delivered Federal sections used for template creation:

Section Number

Section Name

Industry Specific Section Type

10 Data Control Dates & Action Federal
20 Data Control Codes Federal
30 Data Control PAR Request Federal
40 Data Control PAR Remarks Federal
41 Data Control PAR Remarks Federal
42 Data Control PAR Remarks Federal
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Section Number Section Name Industry Specific Section Type
43 Data Control PAR Remarks Federal
44 Data Control PAR Remarks Federal
50 Tracking Data Federal
60 Name Federal
70 Gender and Other Personal Data Federal
80 Citizenship Status Federal
90 National ID Federal
100 Additional Birth Information Federal
110 Home Address Federal
111 Mailing Address Federal
121 Personal Phone Number 01 Federal
122 Personal Phone Number 02 Federal
123 Personal Phone Number 03 Federal
124 Personal Phone Number 04 Federal
130 Veterans Information Federal
140 Marital Information Federal
150 Education Details Federal
160 Position Number Federal
170 Job Data Federal
180 Position Data Federal
190 Compensation Federal
200 Compensation - Quoted Pay Federal
210 Other Pay Information Federal
220 Accounting Information Federal
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Section Number Section Name Industry Specific Section Type
230 Dates Federal
240 Expiration Dates Federal
250 Appointment Data Federal
260 Service Computation Dates Federal
270 Service Conversion Dates Federal
280 Within-Grade Increase Data Federal
290 Union Data Federal
300 Permanent Data RIF Federal
310 Probation Dates Federal
320 Retained Grade Expires Federal
330 Non-Pay Data Federal
340 Security Information Federal
350 Benefits System Federal
360 Benefits Control Federal
370 Benefits Administration Eligibility Federal
380 FEHB Eligibility Federal
390 FEHB Date Federal
400 NFC Benefits Coverage Federal
410 FEGLI Data Federal
420 Retirement Data Federal
430 FICA Status Federal
440 NFC Military Service Deposit Federal
450 Time and Labor - Reporter Status Federal
460 Time and Labor - Reporter Type Federal

52 Copyright © 1988-2013, Oracle and/or its affiliates. All rights reserved.



Chapter 2

Setting Up the Administer Workforce Business Process

Section Number Section Name Industry Specific Section Type
470 Time and Labor - Reporter Ids Federal
480 Time and Labor - Rule Elements Federal
The following table lists the delivered Manage Profile sections used for template creation:
Section Number Section Name Countries with Country Specific
Sections
805 JPM Competencies
806 JPM Responsibilities
810 JPM Honors and Awards FRA
811 JPM Language Skills
812 JPM Licenses and Certifications
813 JPM Memberships
814 JPM Tests
815 JPM School Education
816 JPM Degrees AUS, DEU, and JPN
817 JPM Areas of Study
818 JPM Special Projects E&G
819 JPM Current Location
820 JPM Location Preferences
821 JPM Geographic Preferences
822 JPM International Preferences
823 JPM Travel Preferences

As the template administrator, you can use the section label name listed, or create a text catalog entry for
those fields in which you want to change the label.

Required and Recommended Sections within a Hire Template

These sections are required when creating a hire template:
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* NAME 01 xxx (Names) - where xxx is the country code.
* BIRTH INFO (Birth Information)
*  GENDER (Gender)

+ JOB_PAYROLL SYSTEM (Payroll System)

Note: The Name, Birth Information, and Gender sections are sequentially listed before the National ID
section. Oracle highly recommends that you keep this order in the PeopleSoft Smart HR template for the
National ID validations to work properly for certain countries.

Oracle recommends that these sections be included in the PeopleSoft Smart HR hire template:
*  WORK LOC JOB FLDS (Work Location - Job fields)

»+ JOB_ABSENCE SYSTEM (Absence System)

* JOB_PAYROLL INFO (Payroll Information)

+ JOB_COMP_PAY_ CMPNT (Job Compensation - Pay Components) or JOB_SALARY_ PLAN (Job -
Salary Plan)

« BEN_PROG _BEN_STAT (Benefit Status)

Multiple Instances of an Element in a Template

The Template Record Setup table contains one row for each table currently included in the core hire
process with at least one enterable field. However, there are some tables with multiple instances, such
as phone numbers, email, addresses, and so forth, where more than one row exists. The system supports
the use of these multiple elements in hiring templates. This way you are able to maintain more than one
address section in a hiring template for different countries or multiple pay elements.

Note: If you need to have multiple instances of information in a template, such as names, addresses, or
compensation, you need to specify a unique record alias for each additional instance.

For example, to add multiple pay components, rather than adding multiple copies of the same
compensation section in a template, you must first create a new record and record alias, such as
COMPENSATIONTI, and then add the fields from the original compensation record to your newly created
record.

In addition, each template section must use a unique record alias. For example, if you need two address
sections in your hiring template, one for addresses in Australia and another section for addresses in Brazil,
selecting ADDRESS 01 AUS and ADDRESS 01 BRA can cause errors since both template sections
use the ADDRESSES 01 record alias. In this example you should use a different address alias selection,
such as ADDRESS 01 AUS and ADDRESS 02 BRA.

An alternative to creating multiple sections with different record instances, the section on the template can
be specified as a grid section. On the grid section, the record instances will automatically be added behind
the scenes and will correspond to the row number.

Troubleshooting Templates

During a Smart HR transaction of a hire, if a hire transaction for a person uses a past effective date and
the hire fails, check the Default Benefit Program and default Pay Group values for the organization and
make sure they are the correct. When the benefit system is Base Benefits or Benefits Administration, the
benefits code invoked during a hire requires a default benefit program to be set on the Pay Group Table.
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1. Check the Default Benefit Program value on the Pay Group table and make sure it has the correct

value.

2. Check the Pay Group value on the Company table and make sure it has the correct default Pay Group

value.

Common Elements Used to Set Up Smart HR Templates

Template

End user

HR administrator

Template administrator

Implementer

Template section (or section)

Template page (or pages)

Template Transaction Type

A pre-configured template that enables end users to enter a
subset of the data required for a transaction, such as a hire,
update to personal data, or update to a profile. Other data is
pre-entered by the template administrator during the template
creation process.

For the Smart HR Template process, the end user is typically a
line manager or HR (Human Resources) representative in the
field. This person is usually not familiar with the details of the
hiring process. Whenever complex issues arise, the process is
handed over to a centralized HR administrator.

The HR administrator is somebody who knows the hiring
process very well and can easily deal with any level of
complexity. This person reviews the data entered by end users
and takes over the hiring process whenever errors occur or
issues arise.

The person in your organization who knows the hiring process
very well (may be an HR administrator). The person assigned
this role sets up and maintains hiring templates to be made
available to end users.

For the Smart HR Template process, the implementer is
typically an IT (Information Technology) specialist who works
closely with the HR administrator and template administrator
to review the delivered template records/fields and sections and
modifies them, if necessary.

The fields available for the templates will be grouped into
sections. For example, the Work Location section will include
the following fields (all on the Job record): Regulatory Region,
Company, Business Unit, Department, Department Entry Date,
Location, and Establishment ID. Sections are the building
blocks for creating templates, not the individual records/fields.
PeopleSoft delivers these sections as system data, but the
implementer can modify them, delete them, or add new sections.

The dynamically generated data entry page visible to the end
user, consisting of one or more template sections. The template
administrator decides whether the sections are displayed in one
long page or divided into smaller pages.

The template administrator assigns each template to a template
transaction type. Template transaction types identify the
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function of a template and the application class ID and
path to specify the location of the implementation code for
the transaction type. Transaction types can also be used to
determine which users have security access to a template.

Person/Job Indicator

Template category

The template administrator assigns each template to a category.

The category provides row-level security for a template and can
be used to group templates. A category may represent a specific
department, location, business unit, region, and so forth.

Auto-updates

Determines whether data entered by the end user can be directly

submitted for processing (auto-updating is turned on) or will
need to be reviewed by an HR administrator (auto-updating is
turned off). This auto-update functionality is set by the template
administrator (the end user is not able to change it).

Search match parameters

The template administrator can associate a search match rule

with a template to determine if the person already exists in the
system. This search is done in the background and the results
are displayed using the Search Match Results page.

Pages Used to Set Up Smart HR Templates

56

Page Name Definition Name

Navigation

Usage

Template Record/Field HR_TBH_RECDEFN

Set Up HCM, Product
Related, Workforce
Administration, Smart HR
Template, Template Record/
Field, Template Record/Field

Set up and maintain the
records and fields to be used
in the Smart HR transaction
templates. The records/fields
that should be available to

be included in the templates
will be stored in the Template
Record Setup Table (HR
_TBH_RECDEFN) and
Template Field Setup Table
(HR_TBH_RECDTL). The
Template Record Setup Table
contains one row for each
table currently included in the
core Hire process with at least
one enterable field (except for
tables with multiple instances,
such as phone numbers, email
addresses, and so forth, where
more than one row exists).

It also contains views of the
Profile Management tables.

Template Section HR TBH SECDEFN

Set Up HCM, Product
Related, Workforce
Administration, Smart HR
Template, Template Section,
Template Section

Identify and configure
sections, and list and
configure the fields contained
in a section.
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Page Name

Definition Name

Navigation

Usage

Template Section Field

HR_TBH_SECDTL

Click the Field Configuration

Add additional user exit

Configuration link on the Template Section | information for field changes
page. and field prompts.
Template Category Table HR TBH CTG TBL Set Up HCM, Product Set up template categories for

Related, Workforce
Administration, Smart HR
Template, Template Category
Table, Template Category
Table

grouping templates and for
row-level security.

Template Transaction Type -
Transaction Type

HR_TBH_TXN_TBL

Set Up HCM, Product
Related, Workforce
Administration, Smart
HR Template, Template
Transaction Type,
Transaction Type

Define template transaction
types that identify the
function of a template and the
application class ID and path
to specify the location of the
implementation code for the
transaction type.

Transaction types can also

be used to determine which
users have security access to a
template.

Template Transaction Type -
Components

HR_TBH_TXN_CMP

Set Up HCM, Product
Related, Workforce
Administration, Smart
HR Template, Template
Transaction Type,
Components

Identify which components
will be updated when the
end user or HR administrator
saves the data to HR during
the Smart HR Transactions
process.

Transaction Component
Details

HR_TBH_TXN_SEC

Select the Label Details link
on the Template Transaction
Type - Components page.

Specify label details related

to a component. The Manage
Hire and Manage Transactions
Details pages display the
labels you enter on this page
for the HR administrator to
manage transactions that
require attention.

Template Transaction Type -
Sections

HR_TBH_TXN_SCT

Set Up HCM, Product
Related, Workforce
Administration, Smart
HR Template, Template
Transaction Type, Sections

Define which sections should
be available to a template
when it uses this transaction
type. Valid values come from
the Template Section table.

Copy Transaction Type

HR_TBH_COPY TXN

Set Up HCM, Product
Related, Workforce
Administration, Smart HR
Template, Copy Transaction
Type, Copy Transaction Type

Copy a template transaction
type.

Template Creation

HR_TBH_TMPL_HDR

Set Up HCM, Product
Related, Workforce
Administration, Smart HR
Template, Template Creation,
Template Creation

Create and modify templates.

57



Setting Up the Administer Workforce Business Process

Chapter 2

Page Name

Definition Name

Navigation

Usage

Configuration

HR_TBH TMPL_CFG

Set Up HCM, Product
Related, Workforce
Administration, Smart HR
Template, Template Creation,
Configuration

Set up general options and the
search page configuration for
a template.

Section Field Label Override

HR_TBH _TMPL _FLDL

*  Click the Change Label
link for a field on the
Configuration page.

*  Click the Change Label
link for a field on
the Template Section
Configuration page.

Change a field label by
selecting another text ID for
the field.

Section Field Default Value

HR_TBH_TMPL FLDC

*  Click the Change Value
link for a field on the
Configuration page.

*  Click the Change Value
link for a field on
the Template Section
Configuration page.

Identify a default value for the
field that will appear for the
end user to assist with data
entry for fields that would
often use the same value.

Maintain Text Catalog

HR_SSTEXT TEXT

*  Click the Maintain Text
Catalog link on the
Configuration page.

*  Click the Maintain
Text Catalog link on
the Section Field Label
Override page.

*  Click the Maintain Text
Catalog link on the Pages

page.

*  Click the Maintain Text
Catalog link on the
Define Tab Detail page.

*  Click the Maintain
Text Catalog link on
the Template Section
Configuration page.

Define text catalog entries,
and define the values for
context-sensitive keys.

Pages HR TBH_TMPL PAG Set Up HCM, Product Set up the page number order
Related, Workforce and tab names that should
Administration, Smart HR appear on the Smart HR
Template, Template Creation, | Transaction pages.
Pages

Define Tab Detail HR TBHTAB DTL SEC Click the Change Title link on | Identify the page names on

the Pages page.

the Smart HR Transaction
pages.
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Page Name Definition Name Navigation Usage
Sections HR _TBH_TMPL_SEC Set Up HCM, Product Add and configure template

Related, Workforce
Administration, Smart HR
Template, Template Creation,
Sections

sections.

Template Section
Configuration

HR_TBH_TMPL_FLDS

Click the Section
Configuration link on the
Sections page.

Configure the fields for a
section within the template.

Person Rules

HR_TBH_TMPL_PER

Set Up HCM, Product
Related, Workforce
Administration, Smart HR
Template, Template Creation,
Person Rules

Enable or disable Search
Match functionality for a
template and define options
for handling existing person
data and employment
instances in the database.

Copy Template

HR_TBH_COPY

Set Up HCM, Product
Related, Workforce
Administration, Smart HR
Template, Copy Template,
Copy Template

Copy a Smart HR template
and make modifications to the
new template.

Template Record/Field Page

Use the Template Record/Field page (HR TBH_RECDEFN) to set up and maintain the records and fields
to be used in the Smart HR templates.

The records/fields that should be available to be included in the templates will be stored in the Template
Record Setup Table (HR_TBH_RECDEFN) and Template Field Setup Table (HR TBH_RECDTL).

The Template Record Setup Table contains one row for each table currently included in the core Hire
process with at least one enterable field (except for tables with multiple instances, such as phone numbers,
email addresses, and so forth, where more than one row exists). It also contains views of the Profile

Management tables.
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Set Up HCM, Product Related, Workforce Administration, Smart HR Template, Template Record/Field,

Template Record/Field

Image: Template Record/Field page

This example illustrates the fields and controls on the Template Record/Field page. You can find
definitions for the fields and controls later on this page.

Template Record/Field

Record

Instance

Record Instance 1

Record Name PERS_MID

*Record Alias |PERS_MID_01

Field Personalize | Find |2 [ First 4 18 0f8 * Last
*Field Hame Field Lakel Key Field Required
COUNTRY Country 7 W
EMPLID Empl ID 7 [
NATIONAL_ID_TYPE Mational ID Type = =
LASTUPDDTTM Last Update Date/Time | W
PRIMARY_MNID Primary ID - <
MNATIONAL_ID @, National ID ] | [=]
S3N_KEY_FRA @&, Social Security Nbr Key - - =]
TAX_REF_ID_SGP (@, Tax Ref | | =
Add Field Add Al Fields

Description PERS_MNID Record

Find | View All First'& 1 of12 '}/ Last

*Status I Active A | ﬂ

" Internal Use Only

Record Name

Record Instance

Record Name Alias

Internal Use Only

Key Field

Indicate the name of the table to be included. (Prompted from
the same field in the PeopleTools Record Definition table.)

Displays the instance number of the record. Defaults to 1.
Use for records with more than one instance, such as phone
numbers, email addresses, and so forth.

Enter the alternative name of the table to be included. Defaults
to the Record Name value. This field enables the implementer to
differentiate between two different instances of the same record.
For example, business address (ADDRESSES 1) from mailing
address (ADDRESSES 2). This is the prompt shown for the
record when adding a new record/field to a section.

Select this check box to designate fields that are used in the
Smart HR process but are not passed to the Services/CI.

This check box is selected (in PeopleCode) if the field is defined
as a key field at the system level (in the PeopleTools Record
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Field table PSRECFIELD). This field cannot be changed by the
Implementer (display-only).

Required This check box is selected by default (in PeopleCode) and is
based on the PeopleTools Record Field table PSRECFIELD.
This field cannot be changed by the implementer (display-only).

Template Section Page

Use the Template Section page (HR_ TBH_SECDEFN) to identify and configure sections, and list and
configure the fields contained in a section.

Navigation

Set Up HCM, Product Related, Workforce Administration, Smart HR Template, Template Section,
Template Section

Image: Template Section page

This example illustrates the fields and controls on the Template Section page. You can find definitions for
the fields and controls later on this page.

Template Section
Section ldentification
Section|D MATIOMAL_ID_FRA
*Description |Persan Mational ID France

*Short Description |Matnl 1D

Comments [Person Mational ID France

Section Configuration

Sequence Number 100

*Section Type | Country Specific j

Section Type Value FRA @, Description France

Section Validation App Class
App Class ID |hrThhYalidateMID
Appl Path |HRTMPL.TBH

Method Name |execute

Section Fields Personalize | Find | 2 | E First'&/ 1-5 of 5 &/ Last

=21 Record Alias HEZTIE *Field Field Label Field Configuration

Nbr Instance
1) |PERS_MID_01 QJ 1|COUNTRY OJ Country Field Configuration ﬂ
2| |PERS_MID_01 @, 1|MNATIONAL_ID_TYPE |@, National ID Type Field Configuration =]
3 |PERS_NID_01 QJ 1|MNATIONAL_ID QJ Mational ID Field Configuration ﬂ
4/ |PERS_MNID_01 @, 1|55M_KEY_FRA @, Social Security Nbr Key Field Configuration =]
5/ |PERS_NID_01 @, 1|PRIMARY_MID @, Primary ID Field Configuration [=]
Add Field
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Sequence Number

Section Type

Section Type Value

Add Field

Section Validation App Class

Chapter 2

Enter the number to determine the order of sections on the end
user data entry page.

Specify a type that defines the section. Valid values are General,
Country, Name, Address, and Federal.

Note: (USF) U.S. Federal customers will only see National
Finance Center (NFC) interface fields if the database is
federalized and Payroll Interface is selected on the HR
Installation table.

See "Setting Up Implementation Defaults (PeopleSoft HCM 9.2:
Application Fundamentals)"

Enter the value for the section type you specified. For Name
sections, this field stores the name format code. For the Country
and Address sections, this field stores the appropriate country
code. The field is empty for Federal and General sections. For
JPM sections, the category type is stored here.

Click this button to add additional fields in the Section Fields
grid area.

A user-exit is provided for each section for validation that might be required by your organization. These
are implemented as application class methods routines and appear in the App Class ID, App Class Path,
and Method Name fields. There are three section validation methods delivered as system data: National

IDs, Addresses, and Names.

Template Section Field Configuration Page

62

Use the Template Section Field Configuration page (HR_ TBH SECDTL) to add additional user exit
information for field changes and field prompts.
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Navigation
Click the Field Configuration link on the Template Section page.
Image: Template Section Field Configuration page

This example illustrates the fields and controls on the Template Section Field Configuration page. You
can find definitions for the fields and controls later on this page.

Template Section Field Configuration

Section Field
Record Alias PERS_MID_01 Record Instance 1
Record Hame FERS_MID Record Description PERS_MNID Record
Field Hame COUNTRY Field Label Country

Section Field Configuration
*Display Type [ Prompt j DropDown List Display | Descr j

Prompt Table |NID_TYPE_VWV &, Prompt Fielcl| j

Field Prompt App Class

App Class ID|

Appl F‘ath|

Method Hame|

Field Change App Class
App Class ID
App Class Path

Method Name

Template Section

Section Field Configuration

Display Type, DropDown List Select how a field type should appear on the template to an end
Display, Prompt Table, and Prompt user and from which table it should retrieve valid values.
Field

The Display Type value options depend upon the field selected.
For example, a field may or may not require a prompt table, it
may use a date field, require a yes and no response, or needs to
display a push button. The prompt table fields are disabled for
all but the fields with a prompt table.

Field Change App Class

The Field Change App Class provides a user exit for field change code to be added. Some delivered
section fields include field change code. For example, the Company field on the Work Location - Job
Fields section has field change code that builds prompt lists for other fields in the section, such as
Location and Establishment ID.

Note: Oracle recommends that any validation methods added to the PeopleSoft application at
implementation be stored in a customer-created application class.
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Template Category Table Page

Use the Template Category Table page (HR_ TBH_CTG TBL) to set up template categories for grouping
templates and for row-level security.

Navigation

Set Up HCM, Product Related, Workforce Administration, Smart HR Template, Template Category
Table, Template Category Table

Image: Template Category Table page

This example illustrates the fields and controls on the Template Category Table page. You can find
definitions for the fields and controls later on this page.

Template Category Table
Template Category
Category Code SEASOMAL
*Description |Seasonal employment templates

*Short Description | Seasonal

Comments |Templates for seasoenal holiday employment - Temporary (]

When you create your templates, you will need to assign each template to a category. Template categories:
*  Groups templates.

Categories are helpful when a template administrator is trying to narrow their search results when
looking for a particular template. On the Template Creation page, you can perform an advance search
for existing templates by category, as well as by other defined fields.

*  Provide row-level security for a template.

End users will only see templates for which they have security access.

Note: To set up row-level security for end users, you will need to enable the security set (TBHTMPL)
and security access types for Smart HR Templates and set up security for the end user's permission
list.

Related Links
"Understanding PeopleSoft Security (PeopleSoft HCM 9.2: Application Fundamentals)"

Template Transaction Type - Transaction Type Page

Use the Template Transaction Type - Transaction Type page (HR_TBH_TXN TBL) to define transaction
types for your Smart HR templates.
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Navigation
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Set Up HCM, Product Related, Workforce Administration, Smart HR Template, Template Transaction

Type, Transaction Type

Image: Template Transaction Type - Transaction Type page

This example illustrates the fields and controls on the Template Transaction Type- Transaction Type page.
You can find definitions for the fields and controls later on this page.

Transaction Type || Components || Sections
Template Transaction (2
Transaction Type HIREUSF
*Description L. 5. Federal Hire/Rehire

Short Description |LSF Hire

*Transaction Type Status | Active -

Comments I—.dd 3 new person and job or rehire an existing person. &l

*PersonlJob Data I|1chcat0r| Hire/Rehire
Transaction Implementation App Class (2
*Class ID |hrTbhTransaction

*Appl Path | HRTMFL.TEH

H

Note: You can use transaction types when determining which users have security access to a template.

Transaction Type Status

Person/Job Data Indicator

U.S. Federal Transaction Type

Defaults to 7est. Valid values are Active, Inactive, and Test. You
must change the status to Active in order for the transaction type
to be available for selection on a Smart HR template.

You can set it to /nactive once a transaction type is no longer
needed.

Note: Existing active templates that use a transaction type that
has since been changed to inactive will still be valid. However,
you cannot create new templates using a transaction type with
an Inactive status.

Indicate if the transaction type will include changes to personal
data, job data, both, or neither.

Valid values are Hire/Rehire, Neither, Update Job, Update
Person, and Update Person and Job.

(USF) Select this check box to indicate that this is for a U.
S. Federal transaction. When you select a transaction type
in the Template Creation component that has been specified
as U.S. Federal, the U.S. Federal Template check box on
the Configuration page of the template will be selected
automatically as display only.

This check box is only available when the Federal check box
has been enabled on the Installation table.
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Class ID and Path Enter the application class ID and path to specify the location of
the implementation code for the transaction type.

Template Transaction Type - Components Page

66

Use the Template Transaction Type Components page (HR. TBH_TXN CMP) to identify which
components will be updated when the end user or HR administrator saves the data to HR during the Smart
HR Transactions process.

Navigation

Set Up HCM, Product Related, Workforce Administration, Smart HR Template, Template Transaction
Type, Template Transaction Type Components

Image: Template Transaction Type Components page

This example illustrates the fields and controls on the Template Transaction Type Components page. You
can find definitions for the fields and controls later on this page.

Transaction Type Components Sections

Transaction Type HIRE Hire/Rehire
Transaction Components (2

*Seq Nbr *Com Market Component Description Label Details

1 PERSONAL_DATA GBL Personal Data Label Details [+

2 JOB_DATA_EMP GBL Job Data - Add Employee Label Details [+

Identify the HR or other components that should be updated by a template. These components will be
updated upon saving the data to HR during the Smart HR Transactions process.

Seq Nbr (sequence number) Indicates the order in which the system will access the
components. The first sequence number must start with 1 and all
numbers must be consecutive, without gaps.

Component Define at least one component for a transaction type. You can
include up to 10 components.

The system automatically provides Personal Data or Job Data
components by default based on the value you entered in the
Person/Job Data Indicator field and the U.S. Federal Transaction
Type check box field selection on the Transaction Type page.
These components cannot be changed or deleted unless you
change either of the previously mentioned field values, and

then they will be replaced with the new default components

that correspond to that indicator. Any existing non-defaulted
components will be re-sequenced so that they follow the newly
defaulted components.

When the Person/Job Data Indicator value is Neither, the system
does not provide any components by default.

Note: The system will issue an error message if you add a
Personal Data or Job Data-related component manually.
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This list identifies the Personal Data or Job Data-related
components that you cannot include manually:

Market

Label Details

PERSONAL DATA
PERSONAL DATA ADD
JOB_DATA
JOB_DATA_EMP
JOB_DATA_CONCUR
JOB_DATA_CURRENT
JOB_DATA_CWR
JOB_DATA_POI
JOB_DATA_CWR_SRCH
JOB_DATA_EMP _SRCH
EE_HIRE

EE_HR_PROC

EE_1ST AUTH

EE 2ND AUTH
EE_ADD ORG_ASGN
EE_APPROVAL
EE_CANCELLATION
EE_CONC_HIRE

EE_CORRECTION

Identify the market for the component you selected.

Select this link to access the Transaction Component Details

page and add label details for the selected component.
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Transaction Component Details Page

68

Use the Transaction Component Details page (HR_ TBH_TXN_ SEC) to specify label details related to a

component.

Image: Transaction Component Details page

This example illustrates the fields and controls on the Transaction Component Details page. You can find
definitions for the fields and controls later on this page.

Transaction Component Details

Transaction Type
Component Name
Market

Label Details 2
*Group Box Label
*Add Button Label

*Add Button Text

Ok Cancel

*View/Edit Link Label

*View/Edit Description Text [y,

HIRE
PERSONAL_DATA

GBL

GROUPBOX_LBL_HIREP

ADD_BTM_LBL_HIREF

ADD_BTM_TXT_HIREP

_BTN_LBL_HIREP

\_BTN_TXT_HIREP

Maintain Text Catalog

Oa

Hire/Rehire
Persanal Data

Global

Personal Data

Add Personal Data

Select this button to upload Personal Data. You may view/update the data before saving it to the system
View/Edit Personal Data

Select this link to view Personal Data that was successfully uploaded to the system.

When the HR administrator is required to review or complete a Smart HR transaction, he or she will
access the transaction using the Manage Hire or Manage Transaction Details pages. Each component
associated with a transaction will appear on these pages as a group box, with corresponding links and
buttons to either view, edit, or add information to the component.

Use the Transaction Component Details page to configure the group-box, add button, and view/edit labels
and text for the component you selected. For each field, select labels and text IDs from the Text Catalogue
specific to your business processes. Valid values for Smart HR templates are text IDs that have Human
Resources (HHR) as the object owner and a sub ID of 7TBH.

Group Box Label

Add Button Label and Add Button

Text

View/Edit Link Label and View/Edit

Description Text

Identify a header for the group box that identifies the component
you will update or view.

Enter text information related to the Add button that appears
on the page for the HR administrator to add information to the
person’s Smart HR transaction. The system displays the Add
button when no data for the respective component has been
saved to the system.

Select a text ID that introduces the button in the Add Button
Text field, such as text that says to select the button to add
Personal Data.

Select text that will appear on the button in the Add Button
Label field, such as Add Personal Data.

Enter text information related to viewing and editing data
that was added during the Smart HR transaction. The
system displays the view and edit field labels when data was
successfully uploaded to the system during the Smart HR
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transaction. Although the data was saved successfully during the
Smart HR transaction process, the HR administrator can select
the link to review and update the user’s entry.

Select a text ID that introduces the link in the View/Edit
Description Text field, such as text that says to select the link to
view Personal Data.

Select text that will appear as a link in the View/Edit Link Label
field, such as View or Edit Personal Update.

Maintain Text Catalog Select this link to access the Maintain Text Catalog page to add
or update a text message.

Related Links
"Configuring the Text Catalog (PeopleSoft HCM 9.2: Application Fundamentals)"

Template Transaction Type - Sections Page

Use the Template Transaction Type Sections page (HR_ TBH TXN SCT) to define which sections should
be available to a template when it uses this transaction type.

Navigation

Set Up HCM, Product Related, Workforce Administration, Smart HR Template, Template Transaction
Type, Template Transaction Type Sections

Image: Template Transaction Type Sections page

This example illustrates the fields and controls on the Template Transaction Type Sections page. You can
find definitions for the fields and controls later on this page.

Transaction Type || Components Sections
Transaction Type HIRE Hire/Rehire
Transaction Sections (7 Personalize | Find | 22 | First ‘4 1-259 0f 259 ‘*' Last
*Section ID seq lbr section Description
NAME_01_HKG @, 10 Primary Name - Hong Kong = j
NAME_01_ITA @, 10 Primary Name - Italian B3]
NAME_01_JPN @, 10 Primary Name - Japanese ==
NAME_01_WMEX @, 10 Primary Name - Mexican ==
NAME_01_NLD =X 10 Primary Name - Netherlands HE=
MAWME_O1_ENG @, 10 Primary Name - English FHE
WAME_01_ESP @, 10 Primary Name - Spanish H =
MAME_01_FRA @, 10 Primary Name - French B[]
MAME_01_BEL @, 10 Primary Name - Belgium =+ [=]
MNAME_01_BRA @, 10 Primary Name - Brazilian ==
MAME_01_CHE @, 10 Primary Name - Swiss #H =
MNAME_01_CHN @ 10 Primary Name - Chinese =
NAME_01_DEU @, 10 Primary Name - German H =
BIRTH_INFO @, 20 Birth Information HE=
DATA_PROTECTION @, 40 Person Data Protsction =+ [=] I
Section ID Identify sections that are part of this transaction type. At least

one section must be defined for a transaction type. Valid values
are defined on the Template Section Page.
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Seq Nbr (sequence number) and
Section Description

Copy Transaction Type Page

Chapter 2

Note: Personal data sections are required for all transaction
types, even if there are no updates to Personal Data, so that

a person can be found in the system using the Search Match
process. These should be the sections which include data
typically used in Search Match (defined in the Search/Match
Rules and Search/Match Parameters components) such as name,
address, national ID, birth date and gender.

Templates associated with this transaction type can contain only
those sections you define here. For example, if for addresses
you associate only the Person Address - Canada section to this
transaction type, you will not be able to associate other person
address sections, such as Person Address - United States, to the
templates that use this transaction type. Use the Load/Reload
Sections button on the Template Creation - Sections Page to
have the system populate the template with all the sections
defined for the transaction type. You can delete those sections
that are not applicable to a template but you cannot add sections
that are not defined for the transaction type.

Displays the sequence number and description defined on the
Template Section page.

Use the Copy Transaction Type page (HR_TBH_COPY_TXN) to copy a template transaction type.

Navigation

Set Up HCM, Product Related, Workforce Administration, Smart HR Template, Copy Transaction Type,

Copy Transaction Type

Image: Copy Transaction Type page

This example illustrates the fields and controls on the Copy Transaction Type page. You can find
definitions for the fields and controls later on this page.

Copy Transaction Type
Transaction Type |dentification
Transaction Type HIRE

*New Transaction Type |HREUSF

Short Description

*Description |1 s, Federal Hire/Rehire

Description Hire/Rehire

When you access the Copy Transaction Type, select an existing transaction type you want to copy. Enter
the new transaction type information and click Save. The system will open the Template Transaction Type
- Transaction Type Page where you can update the appropriate information for the new transaction type.

Template Creation Page

Use the Template Creation page (HR_TBH_TMPL HDR) to create and modify templates.

70
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Navigation

Set Up HCM, Product Related, Workforce Administration, Smart HR Template, Template Creation,
Template Creation

Image: Template Creation page

This example illustrates the fields and controls on the Template Creation page. You can find definitions
for the fields and controls later on this page.

Template Creation Configuration FPages Sections Person Rules

Template RETAILASSOCIATE

Template |dentification Find | View All First ‘& 1 0f1 & Last
*Status ITest 'I [#H[=]
*Effective Date |09/30/2012 El

*Description Retail Associate - Seasonal

*Short Description |Ril Season

Comments |Termplate for season hires starting Sept 30, 2012 (EL

Cancel

Template Enter a template name that defines this template.

Status Select a status. The default option for this field is 7est when
creating a new template. You can change the value to Active
when it's time to be published, or /nactive when the template is
no longer necessary. Only active templates are available to the
end user.

Effective Date Determine the effective date of a template. The default value for
this field is today's date.

Configuration Page

Use the Configuration page (HR_TBH TMPL CFG) to set up general options and the search page
configuration for a template.
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Navigation

Chapter 2

Set Up HCM, Product Related, Workforce Administration, Smart HR Template, Template Creation,

Configuration

Image: Template Creation - Configuration page

This example illustrates the fields and controls on the Template Creation -Configuration page. You can
find definitions for the fields and controls later on this page.

Template Creation

Template (27

General Qptions (2

Field Label

Template

*Country
*Category Code
Empl ID
Effective Date
Action

Reason Code
Mame Format

Address Format

Cancel

Configuration

Pages || Sections

Template KE1_SALES DEPT

Eerson Rules

Effective Date 01/01/1990

¥ Automatic Database Updates
¥ Show Comments On All Pages

[T v. 5. Federal Template

Search Page Configuration

*Qrganizational Relationship

*Transaction Type | Hire/Rehire

Change Label

Change Label

Change Lahel

Change Lahel

Change Lahel
Change Lahel

Change Lahel
Change Lahel

Change Label
Change Label

Change Lahel

Go To Maintain Text Catalog

Default Value

[

I allow Submission to HR

[ Show Update Contracts Link

KE1_SALES_DEPT

EMF - Employee Change V:
ESP - Spain Change
JOBCODE - Job Code Change V:
MNEW Change V;
Change V:
HIR - Hire Change
NP'S - New Position Change
ESP - Spanish Change
ESP - Spain Change

Change Value

alue

Walue

alue

alue

alue

Value

Walue

Value

Value

Override

< =

<1 =

O™

Hide

R0

LN R B R

=l

The system uses Transaction Type, Template ID, Org Relationship, Country, and Category Code fields as
part of row-level security. Use these fields to determine to which templates end users will have access.

Transaction Type

Select a transaction type that will identify how the template will
be used and determines which components will be updated. For
example, a transaction type of Change Job Data may update
the Job Data component only, while a Hire/Rehire type will
update both Job Data and Personal Data. The transaction type
also defines which sections will be available on the Sections
page when creating a template. This information is defined in

the Template Transaction Type component.
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Automatic Database Updates

Allow Submission to HR

Show Comments On All Pages

Show Update Contracts Link

Setting Up the Administer Workforce Business Process

When creating or working with a Smart HR transaction, the
user can use the Transaction Type field as a filter to search for a
specific template or transaction.

When you change a transaction type, the system will clear the
Action and Reason Code fields, if previously populated, and
display a warning message to indicate that the sections for the
template will need to be updated to ensure that the sections are
valid for the transaction type.

Select this check box to have the data entered by the end user
automatically update the database.

Deselect this check box to have the data entered by the end user
sent to an HR administrator for final processing.

Select this check box if the end user does not have all the
required data, such as a National ID, and needs to submit the
transaction request to HR to complete. This check box is only
available when the Automatic Database Updates check box is
selected.

If Automatic Database Updates is selected, the following
applies:

e The Submit to HR button appears on the Smart HR
Transactions pages. This enables the end user to submit
incomplete data to HR without entering all the required
fields (although first name and last name are required).
When the end user clicks this button, the transaction
request is sent to HR in HR Action Required status for HR to
complete final processing.

* The Save and Submit button appears on the Smart HR
Transactions pages. When the end user clicks this button,
data is automatically updated to the database (if no errors are
encountered).

Select to have a Comments edit box appear at the bottom of
each page of the Smart HR Transactions component when an
end user performs a Smart HR transaction.

Deselect to have the Comments edit box appear at the bottom
of only the last page of the Smart HR Transactions component
when an end user performs a Smart HR transaction. If there is
only a single page, the Comments box will appear on that page.

Select to have the Update Contracts link to the Contracts
component appear on the Confirmation page after performing

a Smart HR transaction. This enables users to update contract
information for a person. This link appears on the Confirmation
page when Automatic Database Updates is selected on the
template and the transaction is saved successfully.
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U.S. Federal Template

Search Page Configuration

Chapter 2

Note: Users of the template must have access to the Contract
Data component.

(USF) Displays this check box as selected when the transaction
type is defined as a U.S. Federal transaction type. This enables
you to see the standard U.S Federal (USF) sections. This check
box is only available when the Federal check box has been
enabled on the Installation table.

Note: Do not use a U.S. Federal-defined transaction type when
you are creating templates for U.S. Federal contingent workers.

Determine how you want to display these fields to the end user on the Enter Transaction Details page of
the Smart HR Transactions component. Select the field label and select whether the end user should be
able to override a default value, or if the field should be hidden from the user.

Template

Organizational Relationship

Country

Category Code

Empl ID (employee ID)

Effective Date

Action

Displays the template ID you entered for this template.

Select an organizational relationship of the worker. The default
option for this field is Employee. The other available option is
Contingent Worker.

Note: Person of Interest is not an option.

Enter a default country code for the template.

* The country you select impacts country defaults and what
sections appear on the template.

e (USF) This field defaults to USA for U.S. Federal
installations.

Select a category code for template grouping and as part of the
row-level security for this template. A category may represent a
specific department, location, business unit, region, and so forth.

Accept the default value of NEW to have the system
automatically assign the next ID or leave the field blank to have
the end user manually enter the ID.

Specify a default effective date of a Smart HR transaction, if
applicable. Usually you will select the Override check box
for this field and set the default value to blank so the end user
provides the actual transaction date. Some business processes
require a fixed effective date, such as in the case of seasonal
hiring.

Enter the action of adding this employment instance.

When using a hire or rehire transaction type, values for an
employee are Hire and Rehire, while values for adding a
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Reason Code

Name Format

Address Format

Change Label

Default Value and Change Value

Override

Hide

Maintain Text Catalog

Setting Up the Administer Workforce Business Process

contingent worker are Add and Renewal. For non-hiring
transaction that update job data, all valid actions will be
available except the ones listed for hires and rehires.

When using a personal or profile data transaction type that does
not involve a change to job data, this row will be unavailable for

entry.

Determine if you want to provide a default reason code, which
is associated with the action.

When using a personal or profile data transaction type that does
not involve a change to job data, this row will be unavailable for
entry.

Specify a name format that may be used during the Smart HR
transaction. The name format that you select impacts the actual
transaction page. You can hide this field from the end user if
you do not want the end user to select a different name format.
If you enable the end user to choose another name format, you
must include at least two different name sections on the Sections

page.

Specify an country address format that may be used during the
Smart HR transaction process. The country address format that
you select impacts the actual transaction page. You may hide
this field from the end user if you do not want the end user to
select a different address format. If you enable the end user to
choose another address format, you must include at least two
different address sections on the Sections page.

Click this link to open the Section Field Label Override page
and use the Text Catalog to select another text ID to change the
field label.

Click the Change Value link to open the Section Field Default
Value page and define a default value for the field. The value
you select displays in the Default Value field.

Select this check box to enable the end user to change the
default value when performing a Smart HR transaction. Deselect
this check box when the end user is not allowed to change the
value. When you select this check box, the system deselects the
Hide check box so the end user has access to the field to edit the
value.

Select this check box to hide this field and the default value
from the end user when performing a Smart HR transaction.
When you select this check box, the system deselects the
Override check box. The end use will not be able to change the
default value since the field is hidden.

Click the Maintain Text Catalog link to open the Text Catalog
- Maintain search page or Maintain Text Catalog page in a new

Copyright © 1988-2013, Oracle and/or its affiliates. All rights reserved. 75



Setting Up the Administer Workforce Business Process Chapter 2

browser window. Use the Maintain Text Catalog page to change
or create labels.

Related Links
"Configuring the Text Catalog (PeopleSoft HCM 9.2: Application Fundamentals)"

Template Creation - Pages Page

Use the Pages page (HR TBH_TMPL PAG) to set up the page number order and tab names that should
appear on the Smart HR Transactions pages.

Navigation

Set Up HCM, Product Related, Workforce Administration, Smart HR Template, Template Creation,
Pages

Image: Pages page

This example illustrates the fields and controls on the Pages page. You can find definitions for the fields
and controls later on this page.

Template Creation Configuration Pages Sections Person Rules
Template
Template ADMIN_IT_DEPT Effective Date 01/01/2002
Page Information (2 Personalize | Find | viewal |0 B First @ 13 073 @) Last
*Page Number Page Title Change Title
1 Personal Data Change Title ﬂ j
2| Woaork Location Change Title [+] [=]
3| Job Data Change Title [+] [=]
Go To: Maintain Text Catalog
Cancel
Page Number Enter a number that will define the page tab order on the Smart

HR Transactions - Enter Transaction Information page. On the
Sections page, you will assign sections to one of these page
numbers. This will group sections together or separate them
onto different tabbed pages. The system will display these tab
names when the end user or HR administrator is entering a
transaction using the Smart HR Transactions - Enter Transaction
Information page. For example, you may want to group all
compensation and payroll information-related sections and
fields within a page called Salary Data.

You can have all the sections appear on one page, by entering
only one page number and label, or you can group th