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Notes:

Overview
The purpose of this Reference Guide is to illustrate the procedural steps and the PeopleSoft screens used by Departmental Time Administrators (DTA) and supervising managers to:

· establish the selection criteria they will use when searching for employees

· make additions and corrections to the time reported by the non-exempt employees in their department

· approve the time reported in the sysrem by the employees in the department: 

Notes: 

Accessing the HCM System
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There are several places you to get information about your HR transactions. 

HR Web Site
www.asu.edu/hr
The HR website will continue to be your source for HR information. You can access this site from any web browser connected to the Internet.  

[image: image44.png]HCM Web Site

hcm.asu.edu/

This site is your one stop for all information about HCM. You can get here from a link on the HR Web site. 

Come here to see: 

Frequently Asked Questions (FAQs) 
about the new system

Electronic copies of this document 
and many others

Simulations and demonstrations 
of the new system

Access to the Employee 
Self Service Portal itself

Figure 4
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Step 1 – Go to https://hrsa.oasis.asu.edu to access PeopleSoft.
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DTAs cannot access their pages through ASU Interactive. 

So, even though DTAs and Managers both access a link titled Manager Self-Service, the views are different.

Views for DTAs are only available thorugh the Oracle interface.

Approve Reported Time and Requested time Off for 
Non-Exempt Employees COMMENTS "" 
The purpose of this simulation is to illustrate the procedural steps and the PeopleSoft screens used by a Departmental Time Administrator to approve the time reported by the positive time reporter employees in the department. 

Reported time is what non-exempt employees have entered into their Timesheets.
 COMMENTS "" 
Figure 3
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Step 1 – Click on Time Management within the Manager Self Service area.

Before the DTA can approve reported hours or requested time off they must navigate to the Timesheets.

Click through this simulation to view the steps.
Figure 4
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Step 2 – Click on Timesheet under the Report Time area.

Figure 5
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Step 3 – Click in the Group ID field and type 00022.

Then click Get Employees.

Figure 6
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Step 4 – Click  on Constance Benedict's name link. 

Figure 7
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Step 5 – Click  the Select All link to prepare to approve hours. 

Note that Constance added two additional lines so that she could use more than one type of Time Reporting codes.

Figure 8
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Step 6 – Click  the Approved Selected button. 

The Select column now shows that each date has a check mark next to it so that they will all be approved.
NOTE: This example uses a non-exempt’s timesheet. The process is the same for an exempt employee. Please see examples of Time 

Figure 9
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Step 7 – Click OK.

Figure 10
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Step 8 – Click OK. 

Figure 11
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The hours are now approved.

End of simulation.

Approve Requested Time Off for Exempt and 
Non-Exempt Employees COMMENTS "" 
Figure 12

Exempt and non-exempt employees can enter a Paid Vacation time reporting code in their Timesheet. 
It is up to the individual departments to establish a business process for this. They may wish to have employees fill out a Request for Paid Time off Form before entering vacation into the system. 
Or, they may simply designate a process for DTAs to follow as they find the need to approve an employee’s vacation time as it is found in the timesheets.
 COMMENTS "" 
Figure 13
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Step 1 – Click the Select All link to prepare to approve the requested time off.

After an exempt employee submits time off the DTA needs to approve it in the system. 

Types of time off exempt and non-exempt employees may request are:

BER - Bereavement Leave Exempt

JRY - Jury Duty Pay Exempt

ML - Military Leave pay Exempt

PTL - Parental leave Exempt

SCK - Sick Leave Exempt

VAC - Vacation Leave Exempt

Figure 14
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Step 2 – Click the Approve Selected link to approve the requested time off.

Figure 15
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Step 3 – Click OK.
Figure 16
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Step 4 – Click OK.
Figure 17
[image: image17.png]Timesheet
SR O

Job Title:  Program Coordinator

EmpID: 100

EmplRedNbr: 0

@ Gick or nstuctions

ViewBy: |Wesk v|  Date:

lpar20/2007

Reported Hours: .00 Hours

‘Scheduled Hours: 0,00 Hours

=< Previous Week Next Week>>

== Previous Emplovee

800 8.00 [VAC - Vacation Leave Exempt v, =
© Reported Time Status - dickto hide

Date Status Total Time Code Comments

0812412007 Approved 800VAC (2}

® Reported Hours Summary - clck to view
® Balances - clck to view
GoTo:  Manager Self Senvice

Time Management

Retur to Select Emplovee




The employee's time is now approved.

End of simulation.

Time Adjustments

Figure 18
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NOTE about Time Adjustments after a pay period has ended.
If a DTA needs to make any changes in the reported hours of a timesheet, they need to document the change on a Time Adjustment Form which is filed in the departmental file for five years.

Submit these TAFs (Time Adjustment Forms) directly to Payroll after a pay period has ended since you will not be able to correct timesheets at that time.
If the pay period has not yet ended, employees can make their own corrections and additions.

Notes:
Time Corrections & Additions COMMENTS "" 
To make corrections and additions in a timesheet employees have the ability to go into their timesheets and do that for themselves. 

For those employees who do not have access to a computer DTAs would be in receipt of a paper timesheet or Time Adjustment form signed by the employee, indicating that a correction needed to be made to the employee’s Reported Time. 
On occasion the DTA may know of correction to be made and generate the paper timesheet for the employee’s signature. With the information needed for the change in hand,  the DTA would double click on the name of the employee to be reviewed at the bottom of the screen. This would return the employee detailed time record as shown here.

 COMMENTS "" 
Figure 19
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Step 1 – Enter the correct time by referencing the Time Adjustment form.

Step 2 – Click on the + sign to add a new line so that we can enter an additional Time Reporting Code.

Occasionally you may need to change reported time that has been approved. This section shows how to correct and add additional Time Reporting Codes.

Figure 20
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Step 3 – Click into the Tue field to change 8 to 4.
Step 4 – Click into the second line under the Tue field and type 4. 
Figure 21
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Step 5 – Click on the drop-down menu arrow to view Time Reporting Codes.

Figure 22
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Step 6 – Click on VAH - Vacation Hourly
Note that there is a greater variety of Time Reporting Codes available to the DTA.

Figure 23
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Step 7 – Click the Submit button.
Figure 24
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Step 8 – Click OK.

Figure 25
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Step 9 – Click Select All to prepare to approve the change.

Figure 26
[image: image26.png]Timesheet
AR EmpiD: 1000

JobTitle:  Offce AsstReceptionist EmplRedNbr: 0

@ Gick or nstuctions HourlyRate  10.11

087202007 |5 (2 Refresh ) == Previous Week
‘Scheduled Hours: 0,00 Hours

ViewBy: |Wesk v|  Date:

Next Week>>
Reported Hours: 16.00 Hours

Next Emplovee ==

HRY -Reg Hours

400 4,00 [VAH -Vacation Hourly v
__swmt |
 Reported Time Status - cickto hide
Select Date Status Total Time Cote  Comments
| 081202007 Approved 8.00 HRY. Q
0812112007 Needs Approval 400 HRY @
0812112007 Needs Approval 400 VAH Q

© Reported Hours Summary - click to view
© Baiance

lick to view
GoTo:  Manager Self Sevice

Time Management

Retur to Select Emplovee




Step 10 – Click Approved Selected to approve the change.

Figure 27
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Step 11 – Click Ok.
Figure 28
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Step 12 – Click Ok. 
Figure 29
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The change is approved. 

This brings us to the end of this simulation.

Notes:
Weekly Time Calendar View
Figure 30
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Reported Hours

Step 1 – Click on the Weekly Time Calendar view in the View Time menu.

Step 2 – Look up your employee using their ID # or criteria of your choice.

Step 3 – Click Get Employees

Step 4 – Click on the radial button titled Reported Hours

Step 5 – Click a checkmark into the Show Symbols area. This will color code the various types of pay an individual has generated. Eg. REG hours are green.
Step 6 – Click on the View Week button to bring up Reported Hours.
Payable Hours 
Step 1 – Click on the Payable Hours radial button.

Step 2 – Click on the View Week button.
Note: The Monthly, Daily, and Payable Time Detail views are useful as well. 
Note: Click on the hours links (Eg. 08.09 is highlighted above) to view details about them.

Notes:
Payable Time Details
Figure 31
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The Payable Time Detail view lists the status of an employee’s pay.

Step 1 – Click on the Payable Time Detail link under the View Time menu.

Step 2 – After entering your search data, click Get Employees.

Step 3 – Click on the employee name you wish to view.

Figure 32




Step 4 – Click on the calendar icon, and choose a date to view.

Step 5 – Click the Get Rows button.

Step 6 – View Payable Time Detail.

Appendex

Examples of Time Reporting Codes (TRCs) by Position Type

	Houry TRCs
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	Salaried
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	Academic Professinal ACD
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	Student
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Setting DTA Search Options
Departmental Time Administrators (DTA) and supervising managers can establish the selection criteria they will use when searching for employees.

Managers can also set up display preferences for viewing employees selected through the self-service menus.

Figure 1
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Step 1 – Select the Manager Search Options link

Figure 2 – View of Search Options Settings [image: image38.png]PeopleSoft.
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Select the menu listing or icon for Manager Search Options and click. Clicking on this menu item displays the Select Default Criteria and Options screen.

This page allows each manager to specify criteria and display options used to search for employees. The search information selected here is used as the default for all self service pages used by the manager where there is an employee search capability. 

Place a check in the box in the Include in Criteria column if you wish to use this value to search for employees. 

Place a check in the box in the Include in List if you wish the value to be included in the listing of employees returned by the search.

Selecting the Prompt for Results button requires the manager to click on the Get Employees button after entering specific criteria on the search screen before results of the search are returned. 

With Auto Populate Results selected, the search screen automatically returns all employees assigned to that manager by Department or T&L security. 
The Auto Populate option has proven to be very slow in returning results and may return more data than is needed for a given operation.

The Expand Criteria option presents the manager with the full list of selected criteria on every search screen. 

The Collapse Criteria option eliminates the criteria listing from the search screens. For ease of understanding and use, the Expand Criteria option is better and less confusing.

These options can be changed by the manager at any time. After selecting the desired options, click on the Save button.

Notes:
Employee and Department Roles

The next few sections about roles and processes are offered as additional information that is useful information DTAs may need to know.

 .
	Sequential
	Role Name
	Description

	1
	HCM Dept Position View
	FOR DEPARTMENT USE - Grants view only access to ASU Position Management to review HR positions (job) with position funding (commitment accounting).

	 
	 
	 

	1
	HCM Dept Position Manager
	FOR DEPARTMENT USE - Grants view/add/update access to ASU Position Management to execute HR position (i.e., job title, department, reports to) transactions PLUS view only access to position funding (commitment accounting). 

	 
	 
	Comments:

HCM Dept Position Manager has the ability to create a position separate from adding the funding. Eg may have an accountant do the funding.
Don't request Position View if requesting Position Mngr or Financial Manager.
Must use effective dating in Position Mngt. EG Effective date of the position could be 7/1, although the person doesn't start until 7/11.
Navigation: ASU Customizations>Create/Modify Position>Maintain Position Accounting>Position Cross Reference (is view only)
The Business Unit = overarching dept # with letters, then numbers distinguish individual departments.
A position # is the catalyst that relates the position to payroll. So no position #, no pay.
01/01/1901 - came through conversion
07/2007 came after conversion
Fiscal Year Position Distr. = where charged
Difference between HRMS and PS is that the position must be in the system to generate pay. Pay continues even if funding stops. Pay continues to pay on that account.
EG: look at 112367 - position # for Linda Schupe = Current Incumbent list
Next step is New Hire or Reinstatement
Job data pages = Workforce Admin. in old system pages 3, 4, 5.
To get a person paid set up Job Data pages.
Work Location tab - position # entered, info defaults to the other tabs. Can't save the record without a position #.
Compensation Tab - Frequesncy ASUBW or H or horly. Determines Salary, hourly o contract.
Old system position # didn't stop pay. New system no # no pay.

	 
	 
	 

	1
	HCM Dept Financial Mgr
(was Position Accounting)
	FOR DEPARTMENT USE - Grants view/add/update access to ASU Position Management to executue HR position funding (commitment accounting) transactions. 

	
	
	

	hire the employee, reinstate, come over thru conversion

	2
	HCM Department View 
	FOR DEPARTMENT USE - Grants view only access to HR and Payroll data PLUS Payroll history - earnings only. (Workforce Admin>Job Info>Job data

	 
	Workforce Admin>Job Info>Job data>Compensation tab

	 
	frequency = asubw
	salary person - report when sick, vacation, bereavement, no web clock

	 
	
	 (continually pays until termination transaction is completed)

	 
	frequency = H
	Hourly = Time and Labor - web clock

	 
	
	 (only pays when T&L hours are entered)

	 
	frequency = C
	Contract employee - paid over a specific contract start and stop date

	 
	
	 (generally talking about grads and faculty, anyone paid for part of year - 6mos,

	 
	
	 9mos, 10 mos., 11 mos, 12 mo)

	 
	Payroll for North America>Payroll Processing>Process Payroll>Review Paycheck>EmpID (earnings only)

	 
	
	Comments:
HCM Dept View - HR data (Workforce Admin>Job Info Data Important to Dept, they need to be able to see that. No updating possible.
Check Payroll for North America to see if someone got paid. Pulls up a list of paychecks.

	 
	
	 

	2
	HCM Dept Tenure Manager
	FOR DEPARTMENT USE - Grants view/add/update access to Tenure Data, School Education, and Professional Ed & Training pages to maintain faculty tenure data.

	 
	for academic depts only to update tenure data on faculty

	
	
	Comments:
HR, etc. wouldn't need this. Is view, add and update.

	
	
	

	pay employee
	 
	 

	3
	HCM Dept Pay Manager
	FOR DEPARTMENT USE - Grants view/add/update access to Additional Pay transactions (i.e., auxiliary pay, bonus, summer session, supplemental pay) PLUS Payroll history - earnings only. (generally for salary and contract pay employees in addition to regular salary)

	 
	
	 

	3
	HCM Dept Time Administrator
	DTA role (all hourly employees web clock time must be approved)

	
	
	

	
	
	

	employee roles
	
	

	dynamically assigned
	HCM Employee Self-Service
	FOR EMPLOYEE USE (dynamically assigned with ASUrite ID) - Grants view/add/update access to Self Service for employees to perform their individual Benefits, Payroll, and Personal Data transactions. (change fed W4)

	 
	 
	Comments:
In ESS can't enter state tax info, but can do Federal, and Benefits for open enrollment.

	
	
	

	dynamically assigned to nonexempt employees only
	EE Self Service - Punch Time
	You will need this role to be able to punch in and out for your job as a nonexempt employee at ASU. This will be dynamically assigned.

	
	
	

	dynamically assigned to exempt employees only
	EE Self Service Timesheet
	Exempt employees report sick, vacation, bereavement time.

	
	
	

	manager roles
	
	

	dynamically assigned
	HCM Dept Manager
	FOR DEPARTMENT USE (dynamically assigned to supervisors designated in the 'Reports To' field) - Grants view/add/update access to your employees in Manager Self Service to execute and authorize HR transactions.

	 
	 
	1. ad hoc salary change

	 
	 
	2. promote

	 
	 
	3. terminate/retire

	 
	 
	4. view info regarding compensation, personal contacts, 


Workforce Admin>Job Info>Job Data>Empl ID>Job Information tab> states who person reports to. (MSS is only for a reports to position)

MSS can do thiings for employees: Mngr has to assign proxy, but that person has to request the proxy role. Mnger must add additional user ID. (Have Rich show that)

Reports To Challenge; some don't want to undertake the MSS tasks, want Admin Assts to do this, but Admin Assts don't the the job classification to do this.

Should really have applicaiton for hourlys in the system - messess it up.

Salaried folks working sporadically are really working hourly, but FLSA standards state that their job is salaried.

	Base pay must be specific to get Additional Pay and/or benefits.

	
	
	

	request
	HCM Dept Mgr Approval Proxy
	FOR DEPARTMENT USE  - Grants Alternate Users designated under a supervisor's My System Profile to view/add/update access to authorize promotions and ad hoc salary changes in Manager Self Service for that direct supervisor.  (This role is not needed if the Alternate Users have their own direct reports and have access to Manager Self Service.)

	
	
	

	for specific depts
	HCM Student Employ Mgr
	FOR STUDENT EMPLOYMENT USE ONLY - Grants view/add/update access to ASU Position Management to execute HR position and HR position funding transactions PLUS view only access to Job Information and Payroll history - earning only.

	for specific depts
	HCM Registrar View
	FOR REGISTRAR'S OFFICE USE ONLY - Grants view only access to Benefits Program Participation and Job Information  pages only for tuition waiver eligibility verification.


Additional Pay
HCM Dept Pay Manager Role (Additional role sometimes held by a DTA)
Process Overview

Earnings entered on the Additional Pay page are additional earnings that are to be paid.  They can be a one time payment or paid on a recurring basis. Examples include Auxiliary Pay, Stipends or Supllemtental Pay. 

Additional Pay amounts will default to the employee’s paysheet if the employee’s Additional Pay record is created or updated prior to paysheet creation in the payroll process.  If the additional pay amounts are created or updated after paysheet creation then the appropriate amount will need to be manually entered on the pay line. 

ASU has the following types of recurring earnings:

	Type of  Earnings
	Maintenance  Source
	Earnings Code

	Supplemental Payments
	· HCM Dept. Supervisor/Mgr.

· DTA

· HR Payroll
	AUX, STI, SUP

	Bonus/Commission Payments
	· HCM Dept. Supervisor/Mgr.

· DTA

· HR Payroll
	BNN, BNS, CMS

	Other Earnings and Allowances
	· HCM Dept. Supervisor/Mgr.

· DTA

· HR Payrloll


	TFB, UNI


Notes: 

PeopleSoft Procedure – Entering Additional Pay Records
HCM Dept Pay Manager Role

This is the Additional Pay Data page where the data for each type of reoccurring pay is entered.

There are three levels to the Additional Pay Page, each  marked by a  box or frame.  The first level is the earnings code level.  Each time the earnings code changes you must add another row by using the plus sign.  For example if I want to process a Stipend, you would enter STI in the earning code.

The next level is the effective date.  Each Additional Pay earning code will process only based on the most current effective date. For example if you want to pay the stipend beginning on 8/13/2007

The next level is the payment details.  This determines how the additional payment will be paid out.  
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Notes:
Step-by-Step Procedures for Supplemental, Bonus/Commission or Other Allowances
HCM Dept Pay Manager Role
The following step-by-step procedures are listed to provide the steps for each of the different types of earnings.

	Step
	Menu/Field/Page
	Action

	1.0
	Main Menu
	Navigate to the Additional Pay Data page: Payroll for North America> Employee Pay Data> Create Additional Pay



	2.0
	Search Dialog Page
	Select the Employee 

Enter Empl. ID – Ten digit # if known or  Name – (Last Name)

Click [image: image40.png]Search




.

 Click on the hyperlink for the employee.

The Additional Pay Data page appears.

	3.0
	Earnings Code
	Click the Earnings Code lookup icon - [image: image41.png]


. Select the earnings code needed from the list. Listed below are commonly used codes. The lookup icon will display all earnings.   

Earning Code   Description  

AUX                 Auxiliary Pay

BNN                 Bonus Nondiscretionary

BNS                 Bonus Discretionary

CMS                 Commission Earnings

STI                   Stipend

SUM                 Summer Session

SUP                  Supplemental

TFB                  Taxable Fringe Benefits

UNI                   Uniform Allowance 

	
	Effective Date
	Enter the Effective Date as MM/DD/YYYY 

The Default date is the Current Date. All manually entered start dates should be the begin date of the current pay cycle.



	
	Addl. Seq.#
	Enter “1” Every additional pay entry that you set up requires an additional sequence number. The system uses this number to uniquely identify the additional pay and, if necessary, to distinguish it from other rows of data that you set up.

	
	End Date
	Enter the pay period begin date (MM/DD/YYYY) of the first pay period the earning should not be paid. Specify an earnings end date for each additional pay. For example, if you know that the employee will be working in the Controller’s office for only six months, January 2 through June 30, you can enter those dates in the Effective Date and End Date fields, respectively. 



	
	Goal Amount
	Enter a goal amount. This causes the system to stop the additional pay after the amount has been reached. 



	
	Reason
	Indicate the reason the employee is receiving additional pay. Although this field is not used for payroll processing, the system generates a new Pay Earnings record for each additional pay earnings code where you have defined a different reason.

	
	Earnings
	Enter the flat amount to be paid. ($$$$.$$) Note when you tab out of this field you will see the amount extended. Example: 6500.00 or 6500. would appear as $6,500.00



	
	Sep Chk # (separate check number) 


	Enter a check number from 1 to 9 in this field, if you want the additional pay to be paid on a separate check. In one payroll run, the system can produce up to nine separate checks per employee, in addition to the regular paycheck. The additional pay is put on the check that you specify here. If you leave this field blank, the additional pay is included with regular pay in one paycheck. 



	
	Disable Direct Deposit

	Select this check box if the additional pay will be paid by check versus direct deposit to the employee’s bank account. In this case, a separate check is processed for the additional pay amount when a sequence number is entered in the Sep Chk # field. 



	
	Prorate Additional Pay

	Leave Un Checked

	
	OK to PAY
	Click on the OK to Pay box

	
	Applies to Pay Periods
	For Biweekly paid employees Click the First  and Second and Third boxes. (Note:  Some calendar months will have 3 bi-weekly pay periods in them)

	4.0
	Save
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	Click [image: image43.png]


at the bottom of the page to save your entry.

	5.0
	File Completed Request
	


Employment Definitions for PeopleSoft Implementation

Regular/Temporary Status:

Regular – a position which is considered to be part of the established staff compliment; will be recurring from year to year.

Short Term Temporary – a position which is established to respond to a temporary increased workload not to exceed 6 months in duration.

Long Term Temporary – a position which is established to respond to a temporary increased workload due to additional short term project or special initiative needs which will extend 6 months or more, but not to exceed 2 years

Seasonal – a position which recurs during high (or peak) work or volume needs typically associated with an established work schedule (can be either full or part time, as defined above); assignment will be of a short duration (not to exceed 5 consecutive months) and occurs during the same time periods from year to year; may be employed as either full or part time during the period in which they are required.

Full/Part Time:

Full Time – designated as working no less than 2,080 hours per fiscal year (40 hours per week, 52 weeks); 1,560 hours per academic year (40 hours per week, 39 weeks); representing a 1.0 FTE.  Seasonal staff can be defined as full time during the period in which they are employed; however they are not benefit eligible.

Part Time – less than a 1.0 FTE; if assignment is less than .5 FTE; not benefits eligible; greater than .5 FTE but less than 1.0 FTE is benefits eligible.

PRN – (less than .1 FTE) a position that is established to provide additional staff on an as needed basis due to unexpected staffing shortage to meet workload of area; not benefit eligible; typically paid at a premium rate in recognition of the highly variable nature of the assignment.

Notes:

Benefit Eligibility by Employment Definition
Benefits eligibility is a combination of being hired to work at least .5 FTE or greater for a duration of 6 months or more in any employee classification other than Graduate or Student Worker. 

Retirement eligibility occurs upon accumulation of working an average of 20 hours over 20 weeks within a fiscal year (.5 FTE for 20 weeks or greater in a fiscal year)

	 
	PART-TIME <.5 FTE
	PART-TIME >=.5 FTE
	FULL-TIME =1.0 FTE

	REGULAR
	Non-Benefits/Non-Retirement Eligible
	Benefits & Retirement Eligible
	Benefits & Retirement Eligible

	LONG-TERM TEMPORARY
	Non-Benefits/Non-Retirement Eligible
	Benefits & Retirement Eligible
	Benefits & Retirement Eligible

	SHORT-TERM TEMPORARY
	Non-Benefits/Non-Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible

	SEASONAL
	Non-Benefits/Non-Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible

	PRN
	Non-Benefits/Non-Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible
	Non-Benefits Eligible; May be Retirement Eligible


Employee Classifications (EMPL CLASS)

	Administrative (Admin)
	Faculty w/Admin Appointment (FacAdmAppt)

	Academic Professional (Acadmc Prof)
	Graduate Student (GradAstAsc)

	Academic Professional w/Admin Appointment (AcPrfAdmAp)
	Post Doctoral Scholars (Post Doc)

	Classified (Classified)
	Service Professional (Srvc Prof)

	Faculty (Faculty)
	Student (Student)


Notes: 

Key board Shortcuts

There are also keyboard shortcuts for all of the above buttons and links listed below:

(Hot keys perform immediate actions. When you press one, the designated action occurs. Note that several hot keys perform different functions depending on the page that you are on, such as a transaction page or a search page.)

	ALT+1
	Saves a page in a transaction.

Moves to the Search or Add button on a search or look up page.

Moves to the OK button on a secondary page.

	ALT+2
	Returns to the search page from the transaction page.

	ALT+3
	View the next row in the list when the button is active.

	ALT+4
	View the previous row the in list when the button is active.

	ALT+5
	Accesses the Look Up page.

Opens the calendar prompt.

	ALT+6
	Opens the pop-up window on a page. 

	ALT+7
	Inserts a row in a grid or scroll area.

	ALT+8
	Deletes a row in a grid or scroll area.

	ALT+0
	When in Expert Entry mode, activates the Refresh button, which validates the data entered on the page.

	ALT+ .
	View the next set of rows in a grid or scroll area.

	ALT+ ,
	View a previous set of rows in a grid or scroll area.

	ALT+ /
	Finds data in a grid or scroll area.

	ALT+ ‘
	View all rows of data in a grid, scroll area, or search page results list.

	ALT+ \
	Toggles between Add a New Value and Find an Existing Value on a search page.

	CTRL+ J
	Displays the system information page.

	CTRL+ K
	When on a search or transaction page, accesses a page with a list of keyboard navigation shortcuts using hot keys and access keys. 

	CTRL+ Y
	Toggles the menu pagelet between collapse and expand.

	CTRL+TAB
	Toggles the focus through the frame set.

	ENTER
	Activates the OK button, where appropriate.

On a search page, activates the Search button.

On a look up page, activates the lookup button.

	ESC
	Activates the Cancel button, where appropriate.


One last important item to know is the online Help.  There is a link in the upper right hand corner that says “Help” and this link will take you to the help topic related to the page you are currently working with.  You must be in the element for the help topic to be connected.  

Glossary

academic institution - In PeopleSoft Enterprise Campus Solutions, an entity (such as a university or college) that is independent of other similar entities and that has its own set of rules and business processes. 

academic organization - In PeopleSoft Enterprise Campus Solutions, an entity that is part of the administrative structure within an academic institution. At the lowest level, an academic organization might be an academic department. At the highest level, an academic organization can represent a division. 

campus - In PeopleSoft Enterprise Campus Solutions, an entity that is usually associated with a distinct physical administrative unit, that belongs to a single academic institution, that uses a unique course catalog, and that produces a common transcript for students within the same academic career. 

career -  There are four careers at ASU, Undergrad, Grad, Law and No-credit.

effective date - A method of dating information in PeopleSoft applications. You can predate information to add historical data to your system, or postdate information in order to enter it before it actually goes into effect. By using effective dates, you don't delete values; you enter a new value with a current effective date. 

ID or EMPLID - Ten digit Affiliate ID number (1000…) 

inquiry access - In PeopleSoft Enterprise Campus Solutions, a type of security access that permits the user only to view data. 

institution - In PeopleSoft Enterprise Campus Solutions, an entity (such as a university or college) that is independent of other similar entities and that has its own set of rules and business processes. 

personal portfolio - In PeopleSoft Enterprise Campus Solutions, the user-accessible menu item that contains an individual's name, address, telephone number, and other personal information. 

QBU (Query Based Update) a process in PeopleSoft that runs overnight which identifies a select population of applicants and performs predefined actions on the population.  There are many different QBU processes running every night.

Notes: 

SIS to PeopleSoft Terminology

	Current SIS term
	PeopleSoft term
	Definition
	Values

	Academic Institution
	Academic Institution
	There is one academic institution at ASU, namely ASU
	ASU00

	ASU ID (993…)
	Campus ID
	The number on the sun card that starts with 993.  This ID will be phased out of ASU over then next few years.
	993…

	Affiliate ID (1000…)
	ID or EMPL ID
	This is the other ID on the sun card.
	1000….

	Campus
	Campus
	belong to a single institution and use the same course catalog, produce a common transcript, and are usually associated with separate physical locations
	Tempe, West, Polytechnic,

and Downtown Phoenix

	Certificate
	Plan
	What the student is admitted into and pursuing, a student can have multiple plans
	all undergraduate and

graduate certificates

	Classification
	Career
	the grouping of academic work undertaken by a student that is displayed separately  on the student’s transcript
	Undergraduate, Graduate,

Law, and Non-Credit

	College
	Academic Group
	highest level breakdown of the academic institution for academic structural purposes; groups are attached to the catalog
	ASU colleges

	College
	Program
	an academic program to which a student applies and is admitted and from which the student graduates; a program offers plans and sub-plans
	ASU colleges

	Concentration area (BIS)
	Sub-Plan
	Emphasis, concentration, or option within a plan
	all BIS concentration areas

	Course edits
	Requirement & Requirement Group
	defines rules associated with enrollment in the course
	conversion of course edits

	Degree
	Degree
	Degree awarded - also defined for all incoming accepted degrees
	all ASU degrees (BA, BS, BSE etc)

	Departments / Units
	Academic Organization
	defines how an academic institution is organized from an administrative perspective; used for security (e.g., access to certain screens) and some reporting
	All ASU colleges, schools, and departments

	Emphasis or Option in major
	Sub-Plan
	Emphasis, concentration, or option within a plan
	all major concentrations or emphasis areas

	Major
	Plan
	What the student is admitted into and pursuing, a student can have multiple plans
	all undergraduate, graduate and law majors

	Minor
	Plan
	What the student is admitted into and pursuing, a student can have multiple plans
	all undergraduate minors

	Prefix
	Subject
	specific areas of instruction in which courses are offered within academic organizations
	all ASU prefixes

	Schedule Line Number
	Class Number
	unique identifier for the class section
	each class section will have a unique class number

	SSN
	National ID
	Social Security Number
	nnn-nn-nnnn

	Term
	Term
	Standard academic instruction period that covers the entire academic term
	Fall, Spring, Summer and Winter will all be individual terms (example 2067 = fall 2006) last digit will designate which term 1=spring, 4=summer, 7=fall, 9=winter

	Term / session
	Session
	time periods within a term that classes can be offered; this will allow ASU to better handle flexibly scheduled classes; each term must have at least one session but we will have several sessions in each Fall and Spring term and three in Summer (1st 5-week, 8-week, and 2nd 5-week);
	Example: for ASU MBA, the trimesters may have two sessions under Fall and two sessions under Spring, with their second trimester courses being split between the 2nd Fall sessions and the 1st Spring session; for the MBA 8-week program, there may be two 8-week Fall sessions and two 8-week Spring sessions


Notes:

Next Steps
Access

The OASIS functional teams are currently determining the ASU business requirements and necessary security authorizations for employees to perform their jobs in the new system.  Specific Data Stewards/Trustees have been identified from each functional unit to work with the OASIS Security Team.  Since the current administrative systems display data in different ways than the new Student Administration or Human Capital Management systems, access approvals will not automatically transfer.  

 

To submit a new request for access, click on this link: 
www.asu.edu/interactive/oasis/AddSecurityRequest
The title of the role to request for Time and Labor is Department Time Administrator.

You will find more information about Security Roles and requesting access for them at this website:

http://www.asu.edu/oasis/support/Access.html 
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