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Introduction

This document is for anyone who has been given an OR_ or RA_login into PeopleSoft.
This is a user ID that begins with the characters “OR_" or “RA_". When you log into
PeopleSoft with this alternate 1D, you will have access to information that you would not
normally have access to if you logged in with your ASURITE ID and password.

What you will learn from this document

In this document you will learn about:
e The roles covered by this document
e How to login and navigate in PeopleSoft
e What information is available on different pages
e How to do different procedures using your login.

Description of the new Log-ins

There are different logins; one set has an “OR__ appended to the front of a users
ASUrite ID, the other set has “RA_" appended to the front of the ASURITE ID. A person
will have either an OR__login on RA_ login. If your ASUrite ID was JSMITH, your login
would either be OR_JSMITH or RA_JSMITH.

Both logins have these two roles, which allow you to see certain pages of information in
Peoplesoft.

¢ HCM ORPSA View 1

e View Only access to all ER Pages

e Pwd Change for Internal Users

These roles are only to be use with OR_ and RA _ logins, never attached to a person’s
regular login (their ASURITE ID). The OR_ and RA_logins are identical. There are
two different logins so that the different groups of people can be managed separately.

How to Gain Access to the system.

The creation of the OR_ and RA_ logins is a managed process, meaning that
departments are identifying employees to have this extra login and are requesting it for
them. You may get an email from the PeopleSoft system requesting that you
acknowledge a role that has been requested for you. If you do, special instructions will
be included in the message for you to follow.
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This section will show you how to get to Peoplesoft, how to login and how to change

your password (optional).

How to get to PeopleSoft

PeopleSoft is access through a web browser (Internet explorer and Mozilla Fire fox are
the most popular). Open your web browser and go to https://hrsa.oasis.asu.edu

An easy way to get there is to go to ASU interactive, click on the Peoplesoft category

and then on “Student Administration”

EI'ARIZONA STATE
UNIVERSITY

Popular Services @ \Iuice_ I‘-‘I_a_'ll system maintenance
My ASU

My ASU Courses
eAdvisor

System Status

PROSPECTIVE STUDENTS

Search ASU Interactive
Gmail for ASU

Registration [
Enroliment
[ Applying for Admission to ASU

Academic Calendar b Check Admission Application Status

ASU Home | ASU A-Z Index | ASU Interactive | My ASU | Colleges & Schools | Directory | Map

The Intuity Voice Mail System is experiencing an issue with the "out-caling” feature not working for some user's accounts. A
maintenance window has been scheduled Wednesday, April 9, 7:00-9:00 p.m. to correct the issue.

Get more on ASU's System Health or subscribe to the feed ‘:’

Need Help? Call 480-265-6500, e-mail halpdesk@asu.edu, or browse online help

SIGN IN

SEARCH | ASU Web Site

Check out

Open All | Close All  Show My Menu(s) your ASU pagel

FACULTY AND STAFF Al youriato.
[» Faculty Tools (Faculty Center) v
I Employee Salf-Service Check it out now!

[ Manager Self-Service

Summer Classes
= _Pennlesnft

Time Sheet [ View/Update Academic Records
Directory P Finances

I Living on Campus [
EPO Update

"
O Student Administration l w‘ = -.)’U
)

Es(aﬁe the heat.

I Explore Majors
AFS Manager P View/Update Personal Information

DARS Degree Audit b Clubs and Activities

A-Z Index of Services
FHDDENT CTHNENTE

Logging In

Get ahead on
your degree

Check Classes

O PeopleSoft - Submit a New Request for Access
B peopleSoft - View/Manage Existing Access
Requests

The Future is Mobile

I Research

Next, login with your OR_ or RA _user ID and password. Your user Id is most likely to
be your ASURITE ID with either “OR_" or “RA_" in front of it. (Ex. JSMITH would be
OR_JSMITH). Etc. Your password was sent to you in an email. Note that the user ID

is uppercase. The password is case

sensitive.

ORACLE

PEOPLESDFT ENTERPRISE

User ke |CR_ASLRITEID At AL MO

B
[LPTE ROt ) PRRS—— | e A

| SIS CIRreas Sy CEnacy

= ra r—

Folzk 15

ShE FI L
Toa wot s mew Pl g, CHC Faarg 41K =

ta T,

“Hu Vik=x

i e gy o
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Changing Password

Once you have logged in, many people want to change the password on their OR_ or
RA_login to match their ASURITE Password. You are welcome to do that. Here’s how.

1. Click on “Change My Password”
2. Type in your current password
3. Type in your new password
4. Type in your new password again in the “Confirm Password” field.
5. Click on “Change Password”
BSU A owsnm |
UNIVERSITY
[ =
 Search:
| &
> My Favorites Change Password
[ ASU Customizations
[ Self Sernvice 3
> Effort Reporting User ID: OR_ASURITE ID
> Recruiting — .
[ Workforce Administration Descrplion.: Lasthane, Fistame
> Compensation _
E E:]';;Ue”r;m bearty Amesic *Current Password: | |
i hnywum *New Password: | |
- My Dictionary *Confirm Password: | |
Change Password
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Basic Navigation

This section is a quick overview for those that have never ventured into PeopleSoft
before. If you are an experienced PeopleSoft user, you can skip this section.

Using Menus

This is called your home page. It will appear each time you login. The pages you want
to access are under the “Effort Reporting”, “Workforce Administration” and “ASU
Customizations” menu items.

When you click on a menu item, the menu on the left expands and the links also appear

on the right in what's called a “fan page”. You can use either side to navigate further

into the pages.

m‘.ﬂnmzom STATE
UNIVERSITY
Menu =7

'Sean::h:

| |®

[> My Favorites
[ ASU Customizations
[ Self Semnvice
[ Administration
[ Cerified Effart
[ Committed Effort
[» Project Data
— Employee Data
[ Recruiting
[> Workforce Administration
[> Compensation
[ Payroll for Morth America
— Careers
— Change My Passwaord
— My System Profile
— My Dictionary

OR_BIBSY on ASUSASUP 01/22/2008

Add to Favorites | _Sign out

E,:r Effort Reporting

Effort Reporting Hi-Level Folder

I(;'-’f":f Administration F’"jf Certified Effort L’”’ ] Committed Effort
” o

= By Emplovee f
= Inquiry / Search

[ Configuration
23 Security
21 Batch Processes

By Project

Ff”'i :" Project Data

Employee Data

i=] Project Table
= Sponsors
= Accounts
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Using Search Screens

Most pages in PeopleSoft are preceded by a search page, where you enter data on
what you want to see on the information page. These search pages work in a similar
manner.

(%)
| W2
& My Favorites Job Data
» ASL) Customizations Enter any infarmation you hase and click Search. Leave flelds Blank ror a st of all values.
l Sell Senvice
* Effart Reperiing f Find an Existing Value |
» Recruting
= Woarkforce administration
= Jab Informalion Empii: [ Begins with [ |||
I» Contract Administration :
Empl Rod Nbr: = W
- Job Data - . )
» Compensation Alternate Employee 10: Degins with s
& Payroll far Morth America H _ [ |
e ame: ._egl 1S Wi |
— Chanage My Fassword Last Hame: begins with [+
— My Systern Profile - ,
Wy Dicionary Second Hame: begins with
AMternate Character Hame:| Beging with
Michle Name: | Deging with V_
[inciude History [ Case Sensitive
Search | Clear | Basic Search =) Save Search Criteria
Notes:

e EmplID is the Affiliate ID (1000...)

e Empl Rcd Nbr is the Employee Record Number —a 0, 1, 2 or 3 depending on the
number of changes to an employee’s record in a single day. Usually left blank
during searches.

e Alternate Employee ID is the Campus ID (993...)

e Name is first name

e Last Name is last name

e Be sure to click on Include History to get all of the data.
e Click on the Clear button to clear data in the fields from previous searches.
e Click on the Search button to start the search.
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Saving to Favorites

Once you have navigated to a page you will use often, you can save it to your favorites.
This will make the page appear under the “My Favorites” menu. The nice thing about
this feature is that it will follow your login. If you set your favorites at work and then
login at home on a different computer, the favorites will still be there.

To set your favorites do this:

1. Navigate to the page you want to save
2. Click on “Add to Favorites” in the upper right hand corner of the screen

W W [5E[-] @ ubrata % | @ Peapesaft 8 session expired B-H m-EFO-@0Oi 3
~ OR_BIBSY on ASUSASUP 0112212008

"ARIZONA STATE
UNIVERSITY

Meny &

3. Name the page, click on OK

Add to Favorites
Flzase Enbter a Unigue Description for this Favarile

*Descrption: [1ab Dats

ok | | canca |

4. The page will be listed under My Favorites.
=

()

> ASU Cusfomizalions
o Self Senice

[+ EMon Reporing

» Recruiling

& Warkforce Adminisiration
= Compensation

& Payrall for Morth America

Checking Current Roles

If you want to check what roles are active for your login, follow these links:

ASU Customizations -> ASU Security-> My Security Access Roles.

You will see a printout of the current roles that your login is using. If you don't see the
roles listed earlier in this document, contact your supervisor.

Copyright 2008 — Arizona State University Page 8
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Navigating on Information Pages
There are several common navigation hints that will help you in using Peoplesoft.

1. Include history
If there is a checkbox or button available to you that says “include history”,
ALWAYS check or click it. This will show you all previous history for the person
that you are searching for. On some screens, PeopleSoft will only show you the
latest information. Click on Include History will give you a more complete picture.

2. Watch the Upper Right Corner!
Often PeopleSoft will only display a few rows of information. To see all of the
data in a table, you must keep an eye on the upper corner of the row. If it says
something like “1-7 of 23” then you are not seeing rows 8-23. You can either
click View All and scroll through the rows or click the right arrow button to go
through the rows a few at a time.

3. Return to search, Previous and Next in list
Look for buttons at the bottom of the screen that will let you step through the
items that you searched for, or to return to search once you are done.

| Work Location | Job Information ) JobLabor Y Payrall | Salary Plan }” Compensation |
FirstName Last Name EMP ID: 1000000003 EmplRcd# 0 @
Find  First [ L ast
HR Status: Active Payroll Status:  Active
Effective Date: 1119/2007 Sequence: 0 Job Indicator  Prirmary Job
Action | Reason: Pay Rate Change Skill f Competency Based
Current
Last Start Date: 0712412006 Termination Date:
Expected Job End Date End Job Automatically
Position Number: 117376 Coordinator Senior Position Entry Date: 07/24/2008
Position Management Record
Regulatory Region: IUSA United States
Company: ASL Arizona State University
Business Unit: uo101 U -Technology
Department: Jo106002 DEV CRM Support Department Entry Date: 0712412006
Location: TEMPE Campus: Tempe
Establishment ID: ASLIDD Arizona State University
Date Created: 11/29/2007
Job Data Employment Data Earnings Distribution Benefits Program Padicipation
7N\
&)
2, Return to Search | [=] Motify | | Nexttab | ris Refresh Update/Display
Work Location | Job Inforration | Job Labor | Payroll | Salary Plan | Compensation

Copyright 2008 — Arizona State University Page 9
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Basic Procedures

Prepare a Budget for Proposal
When you are preparing a budget for proposal, there are several pieces of data that you
need:
e The faculty member’'s actual salary
The different jobs the faculty member has
The type of contract that the faculty member has, (if any)
The amount of time that the faculty works per year (12 month, 9 month or other)
The Faculty member’s work location

This section will show you how to find all of these items in PeopleSoft. You can find
them in any order.

Copyright 2008 — Arizona State University Page 10
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Faculty Member Salary

Login to Peoplesoft (https://hrsa.oasis.asu.edu) with your ID that begins with either OR _
or RA .

You will find the faculty member’s salary in the Workforce Administration area.

Navigation: Workforce administration -> Job Information -> Job Data
B

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

[ Find an Existing Value |

EmpliD: begins with »

Empl Rcd Nbr: = b

Alternate Employee ID: begins with »

Name: begins with »

Last Name: begins with » || LastName
Second Name: begins with »

Alternate Character Name:| begins with
Middle Name: begins with »
Include History [Icorrect History [ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Search Results

EmpllD Empl Rcd Nbr Alternate Employee ID Name Last Name Second N
1000 0 993 Ma | (blank)
1000 1 993 Pe (blank})
1000, 0 993 Pefin wepie s (blank)

e Enter search info about the faculty member.
= The EmplID is the faculty member’s affiliate ID (1000...)
= The Alternative ID is the ASU ID (993...)
e Click on “Include History”
e Click on “Search”
e Click on any link in the row for the person that you want to view.

Note:
Notice the “Empl Rcd Nbr” — if you see two lines with the same person and two
employee Record Numbers (typically 0 and 1) — that means that the person has
two (or more) jobs. The person’s primary job will have an employee record
number of 0.

Copyright 2008 — Arizona State University Page 11
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This is the job data tab. It has a wealth of information about the person’s job data. On
the first tab, (work location) check these items:

»
New Window | Help | Customize Page | ps,  #*
[ Work Location {_Job Information j Job Labor " Payroll | SalaryPlan j Compensation ',
EMP 1D: 1000 EmplRcd# 0
Find  First [ L ast @

HR Status: @ Active Payroll Status:  Leave With Pay @

Effective Date: 110512007 Sequence: 0 m Job Indicator  Primary Job @

Action | Reason: Pay Rate Change Course Load Adjustment

Current

Last Start Date: 07161994 Termination Date:

Expected Job End Date End Job Automatically

Last Date Worked: 08/15/2007 Override Last Date Worked Expected Return Date: 050152008

Position Number: 108488 Professor Position Entry Date: 05/16/2006

Position Management Record

Regulatory Region: UsA United States

Company: ASU Arizona State University

Business Unit: BO101 B-Provost Tempe

Department; B1705 English Department Entry Date: 05/16/2006

Location: TEMPE Campus: Tempe

Establishment ID: ASLIOD Arizona State University

Date Created: 111312007
Job Data Employment Data Earnings Distribution Benefits Program Participation ‘
| &4 Return to Search | | 45| Nextin List | [=] Notify Nexttab | i Refresh | JE| Update/Disp

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation “w

=

Start on the Work Location tab

2. Check the employee’s name to make sure that you are looking at the right
information.

3. Ensure that the employee’s HR Status is active.

4. Ensure that the employee’s Payroll Status is active. In this example, the
person is on leave with pay. This would normally require more investigation.

5. Every time an employee’s pay situation changes, a new row is added. This

employee has 4 rows of history to look at.

Ensure that you know whether you are looking at the person’s primary job.

The position is listed in the middle of the screen. This is a good double check

that you have the correct person.

8. Location. These fields will tell you what campus, department and location of

the employee.

N

Once you have confirmed that you are looking at the primary job for the right person,
click on the Compensation tab.

Copyright 2008 — Arizona State University Page 12
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Salary
This is the compensation tab. It shows the annual salary.
| Work Location % Job Information | JobLabor | Payroll | SalaryPlan | Compensation
EMP ID: 1000 Empl Red# 0
Find  First (] Last
Effective Date: 11/05/2007 Effective Sequence: 0 m JobIndicator:  Primary Job
Action | Reasomn: Pay Rt Chg Course Load Adjustment Current
Compensation Rate: @ 53,494.0000005 Frequency: C @ Contract
[>
S
Daily @ 243272031 USD ASUBW 2442076923 USD
Hourly 50.876603 USD Annual §3,494.000000 USD
| {Prorate Over Payment) Gontract Change Prorate Option
Pay Components Customize | Find | i First 1"/ 1 of1 Last
f Amounts \'( Contrelz Y Changez Y Converzion \II
Rate Code Seq Comp Rate Currency Frequency Percent
1 NAAMML 0 £3,494.00000053 USD A
Joh Data Employment Data  Earnings Distribution Benefits Program Participation
L Return to Search +[E| Nextin List | [=] Notify Previous tab s Refresh Update/Dizpla
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

=

The base salary is shown here.

2. You can see the breakdown of daily, hourly, by weekly and annual in the Pay Rates
section.

3. The frequency shows that this person is on contract. Next you need to find out if the

person is on a 9, 12 or other contract amount.

You can verify the person’s number of hours per week, percent FTE and employee
class on the Job Information tab.

Notice that even though this employee has a contract, that information is blank on this
screen. You cannot use this screen to look up contract information.

Copyright 2008 — Arizona State University Page 13
mydocuments/ Job Aid — ORSPA_OR_RA_LOGINIDs.doc last updated: 5/23/2008



FSl

Contract Information

Job Aid - ORSPA

Sponsored Projects Administration

Arizona State University

Navigation: Workforce Administration -> Contract Administration -> Update Contract

Pay NA

=
|®

Search:

[ My Favarites
[ ASL Customizations
[» Self Semnvice
[ Effort Reporting
[ Recruiting
[ Warkforce Administration

= Job Infarmation

= Contract Administration

— Update Contract Pay
MNA

— Job Data
[ Compensation
[ Payroll for Morth America
(> Workforce Development
- Careers
I Change My Password
— My System Profile
— My Dictionary

Contract Pay NA

New Window | Help | 15,

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

values.

[ Find an Existing Value '\

EmpliD:; |begins with v” |
Empl Red Nbr: |= v | |
Name: |begins with v|| |
Last Name: |begins with V||Iastname |
Second Name: |hegins with v” |
Alternate Character Name:|begins with v|| |
Middle Name: |begins with v” |
Include History []Case Sensitive
Search | Clear ‘ Basic Search Save Search Criteria

Search for your faculty member.

Click on Include History
Click on Search
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0

[ Contract Pay {_Confract Actuals |
EMP 1D: 1000 Empl Rcd #:
Find ViewAll  First Last

Effective Date: 05M6/2008

Contract Pay Type: Contract paid over 9 Months

Payment Term: Pay Over Contract

Monthly Frequency: il Pay Period Hours: 48.00

Assign Hours To: Contract Earnings Only

Renew Contract

Automatically:

Contract Begin Date:  08/13/2007 Contract End Date: 05M18/2008

Payment Begin Date:  (08/M13/2007 Payment End Date: 05/M18/2008

Actual Start Date: 081312007 Termination Date: 05/18/2008

| 2L Return to Search | +[E Previous in List | | Motify | | A2 Include History |

Contract Pay | Contract Actuals

This screen shows that this faculty member has a 9 month contract which started
in August and will end in may.

The Actuals tab will show you how much has been paid on the contract to date.

New Window | Help | Customize Page | nsh

| Contract Pay | Contract Actuals

EMF 1D: 1000

EmplRcd# 0

ind View All First Last

Effective Date: 05M16/2008

Track Actual Earnings Use Holiday Schedule

Work Days in Contract: 200
Paid to Date: 3942560
Earned to Date: 41565.60
Days Worked to Date: 130

L4 Return to Search | +[E] Previous in List [=] Motify A2 Include History

Contract Pay | Contract Actuals
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View Redistribution Entries

You can view the details about any redistribution transactions.

The navigation path is:

ASU Customization -> ASU HCM Custom -> ASU Position Management -> View
Redistribution Entries.

You will come to a search screen. Enter any search criteria you have.

*ARIZONA STATE pstoll on ASUSASUP 05/20/2008
LIsIvERSITY
Woru_ &
SRarch: A
| =)
[Te— = ASU Redist Transactions
L e ) Ol miraBia e Criler any irformation you hawe and dick Search. Leave fiefds Dlankfor & list of all valugs.
i ASL Academic Advsing :
A3 CRM [ Firdd &n Existing Value

- 821 Co-Enraliment

BELI HCK Cust
. b asU Eeneﬂia:m Transachbon Humbes: = w» !-{

[+ &30 Commament Aot Fiscal Ve - i | 2008
1" &3L Employas S&lf =
Sarica EmplD; bEgins win || |
[+ &2 HR: i
. A5 Pyl Empl Red Hbr: = o |
= A5LI Posilion Pos=ilion Humbaer: brgins with vl i-’ 3
Mznzgemenl :
Creatamiodiy Pay Panod End Date: # | (&
Easmons 3 = ]
- Mamtam Pasition [ b = M | E"

Accaunling ASU Acct: begins witn ¥ e,
Cosifion Mgt Cenirs i
=roca: Paycheck Hember: | = o
- Bagihon Cress- -
ERSUL S Approval Status: = b | bt

Refarence
Creale Redis¥bution

_ﬂm,c cheay e Seear Clear | pasjc Zearch IS Save Seanch Critera

(Em
Pawer User Redis
(Cied

— Bawer Ligar Radis]

Redistribulicn

Bedaranca
Maslas O

Once you enter your search criteria, you can save your search criteria by clicking on the
“Save Search Criteria” link. You will be asked to name the search criteria. Peoplesoft
will then remember it for you for next time.

Click “Search” to search the database for your data.
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View Redistribution Transaction

EmpliD / Red: 1000000000 1 2

pstall
Search Results
Transaction MNbr: 141548 Approval Status:  All Approved
Fiscal Year: 2008 Fay End Date:  12/02/2007

GL Post Date:  05/13/2008

Submitted by: OR_BFIMNLEY Jensen Bahette Finley
Approved by

Submitted Date:  05/11/2008
Approved Date:

Reason why payroll expenses are being transferred. (Limit of 254 characters.)

Account renewal was not activated in time for payroll to hit account.

What corrective action will be taken to avoid this type of error in the future? (Limit of 254
characters.)

We will work with ORSPA and sponsor to get accounts activated on time.

Describe why all costs transferred to new accounts are allowable, allocable, and reasonable
charges. Additionally, if a sponsored account, describe why costs are appropriate and

necessary to the performance of the sponsored project. (Limit of 254 char.
Employee has been working on dutiesiresearch related to grant MGS0054 during Fall 2007 semester. Accounts

must reflect this.

[ Variable ' Stafic/ Calculated |

Earnings Redistribution Transaction

Position Position Descr Erncd Erncd Descr Closed Date Redist Amt
136637 Student Worker Il 5TH 3TH 1210212007 120.00
136637 Student Worker Il 5TH 3TH 1210212007 -120.00

Deduction Redistribution Transaction
‘(‘ Variable Y Static / Calculated )

Position Position Descr Close Date ASU Acct Redist Amt
136637 Student Worker Il 121022007 MGS0054 0.47
136637 Student Worker Il 121022007 WH51016 -0.47

Tax Redistribution Transaction

[ Variable ' Stafic/ Calculated |

Position Position Descr Close Date

Redist Amt
0.00

This is the “View Redistribution Transaction” screen.
The top of the screen shows you details about the transaction.
The middle of the screen displays text left by the transaction creator or by the ORSPA

team.

From here you can see further details by clicking on the position link or the ASU

Account link.

The next pages show screen examples of each of these pages.
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= ASU Position
Management

— Create/Modify
Positions

— Waintain Position | ; : i |
pp— Commitment Accounting Cross-Reference pstall

— Position Mat Central
Process

— Position Cross-
Reference

e Hediiiion Payroll Actuals Distribution Total.... 16,092

nt
— Power User Redist Fiscal Year Position Position Descr Actuals Amt

) 2008 | 119960 M M Basha Professor in ECE 14,985.75
_W 2008 [133955 Lecturer, MY 894.00
_ Power User Redist 2008 134093 Student Worker IV 212.25

>

Fiscal Year: 2008 ASU Acct: AXS0021

E

E

(=1

5

— Redistribution

Approval Earnings Redistribution Total.... 1,315

- TE—E;ﬁ':eS“bm” Eedel Fiscal Year | Position Transaction Nbr Approval Redist Amt
— View Redistribution 2008133955 100025 All App 93.33
Entries 2008|132955 107464 All App 6.00
— Commit Acctg Cross-
Reference 20 RENRE) 103024 All App 120275
— View Position Budgets 2008 |134093 103025 All App 12.75
— View Position
Encumbrance
— Re-process missing Calculated Encumbrance. Total.... 0
b AS%M Labor Fiscal Year  Position Position Descr Encumbrance Amt
[ ASU Security 2008 0.00

[» ASU Admissions
[ ASU Student Records -

[ ASLU HCM Recruiting Current Distribution Mapping

[ ASU Finandial Aid Fiscal Year | Position Position Descr Erncd Dist %
[» ASL) Student Financials
[» ASU Campus Community 2008 0.00

[ ASU) Query Based Update
[» ASU Technical
[ GPortal for Financial Aid

This screen will let you see information about the payroll Actuals and earning
redistributions. Clicking on the Position numbers will take you to the position cross
reference screen.

Clicking on the transaction numbers will take you back to the transaction redistribution
screen, but for the transaction that you clicked on.
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MIVERSETY

=Sl E
= 43U Pasilion

ldanagement

— CreateMdodify
Pasilions

— Maintain Position

Accounting

- Position Mot Ceniral
Erocess

— Paosilion Cross-

Reference

— Create Redisiribution

Entry
— Powar Usar Redist
(Em}
Power User Redist
(Ded)
Fower LUser Redist
Redistribution
Approval
EdilResubmil Redisl
Teans
View Redistribulion
Entries
Commit Accty Cross-
Belerence
Wigw Posifion Swdgets
Ee-process missin
positions

[+ A3 Tirme and Labor

[ ASL Security

[ 43U Admissions

[> 45U Student Records

[» &S HCM Recruiting

[+ 48U Financial Ald

[* A3 Student Finandals

[+ ASU Campus Communify

[» A3 Query Based Update

[» A8U Technical

[ GPartal for Financial Aid
[ A8U Canversion
[ Bell Senice
[+ Effort Reporing
[ Klanager Sell Sanice

[ i

s

{ Position Cross-Reference Y Posilion Cross-Ref-Accly |

Position Cross-Reference

Effective Date
Dascr.
Daplid:
Jobeode:
Repors Ta:

Fosition Humber:

Position Data

133955

OTATROOT Position il
Lecturer, MY Short

B1407 Curriculum & Instruction

B47E1 Lecturer, I4Y

113578 LagstMame, FirstMame

Fiscal Year |E00B

Fiscal Year Distribution Distribution Histary

Effactive Date:
Deplid:
Jabeade:

Repors To:

Submitted "Fronl-End’ Slaging Data Nol Processad Yol

Status: User|D:

Current Incumbent List

[ Incumbent Y JobData | [FTH
Hame EmpliD R | Effdt Effsen
Vacant 0 0

L\ Rsturn to Search

Position Cross-Reference | Position Crass-Ref-Acclg

This is the position cross reference screen.

From here you can see information about

the position, the fiscal year distribution and the distribution history.

The people who are assigned to the position will be listed at the bottom of the screen.
In this example, the position is currently vacant.
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This section will show you the information pages in PeopleSoft that are available from

your OR or RA login.

This section is more of a reference for the type of information

you can find on these pages. When there are other pages that are directly linked to from
the first page, each will be displayed with notes about that sub page.

The Effort Reporting Menu

Employee Data

These screens give you a quick snapshot of the employee’s employment data.

Navigate there at Effort Reporting -> Employee Data.

I_\"!I
AR STATELIMIVRAITY
I [
Seerch:
|
= My Faanthas
-« A5U Cufmmiaiuns
- Zal Serdoz
= ZHor Repoing
b agrrinisration
- Cerited EHart
I Comnifad Fran

I Pruped Czla
S =souiing
= iinrancs adminsimaticon
R = T
& Fawmal 1o Mok Amenca

OR_BIB3Y on ASUSASUF /232008

DATRATR

- Fploaa Natn 7 Salag Cska |

Employes I 1000055470

Effactive Dars 01012007

Tite Gnomdinstar B&ninr
Frogd Depr 0125002
Superdsar 10000SE045

Repxl Il FXFURT

Hame Mau ol

Elnd iz Al

L'l Uhverwen e

NascAption DEY CHE Suppor

Eathenie Hanes

Firzt

= My Epsham Proflkc
My Digdicesry

Usar I pzacll

capmpl Employees

| Employee Data |~ Salary Data |

Employee ID 1000055473

Effective Date 01/01/2007

Name Faul Stoll

Annualized Salary
Appointment Types

Source
1 PSPAYROLL

Appointment Type Employee

Find View All First Last
Don't Overwrite
Effective Seq 0 EmplRcd# 0
| 1] 4 of4

Cap Factor (%)

Find View All  First Last

Description
PS Payrall

Total Annualized Salary - Appointment Type

100 FTE % 100

Annualized Salary
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The WorkForce Administration Menu

Job Data- Work Location Tab

The Job Data pages show you information about a specific employee.
Navigation is Workforce Administration -> Job Information -> Job Data.

=
Search: el
W J Wwork Locatton T Jobinfamaton T Jeb Lakar Bayroll | Salay Plan [ Compansaion |
[ ASL Cuslornizslio
[ e Eaul ol ENP ID: 100005E473  EmplRea® 0
[- Efort Reporing
I' Recruting Eod  First Laxt
< Warklonee sdrrislalien HE SEatus: Adnn Fayrall Skatus:  Adhec
= Job Infermalian
b Sonfract Adiminislzion Cifective Date TIMRZ007 Saquence n - Job Indicater  Primary Job
—Jch Dats Aetion | Reason: Pay Feala Changa SHIl Cermpetancy Sased
[ Campanzaban Cuant
[ Payral ter Morh Amencs
.ty | ast Start Mate: 07242006 Tarminatan Nata:
Changs My Passeond Expected Job End Dele Fni Jab Augnmancally
My Svater Profle - . , e
- My Dudliorany Pasition Humbar 117376 Caordinmalor Sznior Pasion Entry Dada: DT 242006
Piestinn Manapemant Resond
Reygulaicey Region: Lizs Unied Siales
Campary: a3L) Arzanz Skabe Linksrsiy
Businzss Unic Laa L - Teehralagy
Departmant: LanEnnz CEY SRM Suppoil Nepartmert Friry Date: 0712402006
Locahon: TEMFE Campus: Tempsa
Estaldistumsnt ID: 31001 Arzons State Linkeersity
Dtz Created: b e TR e by
|~I:|I:| Cata Ermplovment Dats  Eamings Distbigan Raratts Erogram Saticoation |
| L At Search | [T Rality = Thhzdtab | 5 Refresh I &) nzdude Histary |
Work Lucalion | Job lofereaton | Job Lakar | Pasval | Salare Slan | Sompensslion
Notes:

Be sure to click on the “include history” button in the lower right corner to see all
changes to the employee’s job data.

The Work Location tab shows you the employee’s: business unit, department, campus,
position number, payroll status, position entry data and department entry date.

It describes the employee physically and in time.
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Job Data — Job Information Tab

ik Licalion ' Job formetion % Job Labar ¢ Pawull 5 Salery Plan 5 Compensaion

Faul Stoll EWP I0: 1000035473 Empl Red & 0.
Job Informaticn T e
= Warknarce Adminisirahon Effective Dabe: 1112007 Effective Sequence: i) ] Jdedindicatar Primany Jog
== lah Inlermiahon

I Contrac SdminigvEtion Action | Heazan: Fay Rt Chy 3k Competency Based —

Job Code: 181405 Coandnaler Seriar Critry Diade: ITIZAE006
Supervigor Level:

—.l:}h_anqw Reports To: 102548 Diir Infammation Tedhnology Swe 1000355845 Kalherine Ranes

-~ b Cichionany ReguiarTamporary:  Raguiar LAt Full-Tima
Empi Class; snvz Prot Officar Coda; Hi%
Regular shife (] Fnif Rana; !
Classificd ndc: St Prof Durtles Typss:
Standard Hours: 2000
Wark Pemmt W ieekly
FTE: 1006300

Balds 1o FTE Actuzl Coud? Encumbeance Cuerride

e Crormras nmher

Workers' Comp Code: 3080 EED Jdub Growp: 326 Coordinators

—ITE

Firgperprint reguired?

ok Daka Employmant Bada  Earnings Cestabubian Baratss Program Faficipsion

<

i4 Start S U amrue g o @ 4~ | [E ;mbax- M.

Notes:

This tab shows who the employee reports to, the work schedule and information about a
contract if one exists.

| photoimpar. . =0

The next three tabs, (Job Labor, Payroll and Salary Plan) aren’t used.
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Job Data — Compensation Tab
This tab will show you the total compensation for the employee, and the rate code

Menu ]
Search:
[ ) e B DL
HyFamrnEg s | Work Location | Jobinformation | Joblsbor | Fayroll | SalaryPlan | Compensation |
[ ASU Customizat
S Paul Stoll Ewe ;1000055473 EmgiRed® 0
I Effarl Reparting " OIS AL ) | L.
e - End  Fst  [liast
= Waorklorce Adminisiration Effective Date: 11sE00T Effizciive Sequence: 1} Job Indcator:  Primary Job
= Job Infarmation i : e T 2
b Cantract Adminiskatan Action | Reason: Pay Rt Chg Skill | Cornpetency Bazed Curfértt
| T
- Compensation Compensation Rate: B Frequancy: aclpw  ASLEW
I Payroll for Marth Amedca e
— Cargers
:ﬁh I ::ir ;| .-”:;d Change Amount: 1 USD asuaw Coampa-Ratio: 167
My Dictionan Change Parcent; 5831 Job Ritio: 167
Diaily UsD ASUBW UsD
Hourty UzD Annaal USD
Pay Components @mmlm|mﬁﬂ First L% q er1 2 Last
| Ampunts ‘ Conirols ! Changes :. Enn.'a-':nn )
Bate Code Sen Coamp Risle Currency Erefmiancy Parcont
1 MAANNL o ™ usD A
| Job Data Employment Data  Eamings Distribution Benets Fragram Fanicipation ‘
| Elmstamtosearch | [ZHosty | = Previsus tas| S # Refrest | 7 Updalaisplay | |
Wed: Locztion | Job infarmation | Jab Labor | Bamedl | Salan Blan | Compensation
Notes:

The Compensation tab will show the pay rate, comparison information and pay

components. The rate codes (displayed in the Pay Components section) are listed in
the appendix of this document.
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FSl

Update Contract Pay NA — Contract Pay Tab

This is the Contract Pay for North America (NA). It shows the details for the current
contract, if any for an employee.

S-uan:_l'r.

| =
| RLb, ¥ .
(T { Contract Pay Y Conlrac Sclials
et ity Paul tal ERF I 00005E47I EMpIRCA® O
L o
[ Efor Repaning . : r
I* Hacuding Elng MWew Al First Last
- Warkfarce Admiresiralion . o
= Lo InSnmaten Effective Date: LFrng
- Conlacl Adminisimalion Contract Pay Type:
— Updale Cantrad Pay
NA Payment Tenm:
Jak Data .
[ Companasion Menwlliy Fraguency: Pay Pesiod Hours:
|+ Payredl for Morth Ameanca
- Carsprs As5Ign Howrs To: Mot Applizates
Chanis We Pasetword Henew Confract
- My Systam Profiie ioynaiy
My Dictionan Automatically:
Contra<t Begin Data: Confract End Date:
Praymiant Hemn Date: Payment End Diata:
Actual Start Data; Tarmanation Lkata;
| S.ashim b s.:=ur¢|.| =] Moty | | T kit Hstory |
Cantrad Fay | Conlrad Aduals
Notes:

Be sure to click on the “Include History” button.
You can see on this tab the beginning and ending dates of the current contract, the pay
type, term, frequency and how many hours per pay period.

Update Contract Pay NA — Contract Actuals Tab
This tab shows how much has been paid and earned to date.

I [@

= lah Informahan
= Contract Admiristraticn
— Update Contract Fay

g,

[ Campensatian

Track fActual Eamings

Work [kays in Contrack:

[+ Payroll for Marth America Fad to Dats
- Chanpa My Password Earmned to Date:
— My Spatam Profile
My DicHonan Drays WorKed to Data:

L1 Besurn 1o Seanch

Conlracl Pay | Contract Acluals

Usa Hohday Schadula

=] kntiry

& My Ezvoriles | Contract Pay | Gonkract Actuals b

[+ &30 Custornizations

I+ Salf Senaga Zaul Sloll EMF Ik 1000055471 Empl Rcd# 0
e o veon B e

= Workinres Adminisiratan Effective Dare: 01/23/2003

) nclide History
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The Compensation Menu

Job Evaluation by Grade

This screen is not about a particular employee, but lets you see the job codes that are
assigned a particular salary grade. It also gives you the Salary Range for the selected
salary grade.

=
Searchs
' @ _
[ My Favontes J’ Jnb Fealishons by Grade |
[+ AU Cusbomizalions
[+ Belf Benica St ASU00
[+ Effart Regariing . . ) _
- Recrufing Lalary Admirnstraton Plan:  SWPR Serdce Protessional

[ Wark*ance Adminisrsion Salary Grade: ji] o
— Compensalion
= Base Comaenszion

= Revicw Salary MimiFrLm: 27, FAE.000E Facipart: 36,055.5005] Mazimamn: 44,376.000°=
Infarmation
— Jah BEvaualions by
Grade Sefil  JabCode  Shart Bescr Iatal Ponts  Joh bunchon Manager Lavel Enowhow  Accountabdity Brobiem-Soiving
Zalar Sinichine ASUDD 193250 Asiio HdF g
SUMrEE ASUDD  ZO0EI0  Anmounces g
e f'i“::dr'rr'“ e ASUDD  ZH0EI1  AAnounPRM g
Cnznge My Fasswerd ASUDD 490498 AsiCoach 7
M Sralern Profile AZUDD 430508 AsiCoach T
A DT ASUDD 490510 Coachesst E
ASUDD 480N SitaAmadvs ]
ADUGD 499855 HallDer 1
AZUDD  THUEIE  COHSCULPg 8

= S Asiwn fe Smrch | tE :‘WHNE!IL-:F.l <[ et in Lt | = Bolify

Salary Structure Summary
This page shows you the salary ranges.

=
Search; He
® ..
& My Faviles | Gelary Soucture Summary
[= A5U Cuslomizalions .
[+ SaF Horaoe Sell: &30 Sulary dcdimiresiration Plan: - SVPR Servize Profassional
[ Efferd Repanting .
I Recruting Default Salary Macns Code:
I Waorktarce Adminlsiration Campany: AZ10 Afizona Siate Jniversity Dekautt Rabrg Modc:
= Compensstion :
= Paze Sompenzalion il [ izst
= Rewlaw Jalary Lurrent Rangpa  Midpoint  Salary  Rafing
Inforrnztian Grode Minimum Midgoint Maximum Spread Prograssion  Matrx  Modal
% Evahalinns
ary Snschirs PR 25,212,000 32777500 42420000 60O
mary - o= N - R
O 27 7RG 002 E e A4 2T N0 ] 00
I Payral for Horih America e - e
Carmers c C 30, 508.000:70 38,650,500 48,813.000:8 GO0 10.0
— Change M Bazsword = = =
[ o0 335500005 43,627 100 saeesne® 600 100
— My Diclinnary E E 4B, 54 5,000 47 BEn K00 B OGS 000ET  B00 10.0
F F 400, E07.D00 52,789.00070 B4.571.00070 GO0 10.0
g G 44657 N0E 58,067 000 TI45TIN0E FOO 00
Ly Fslun m Search | = koirty
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Payroll for North America Menu

Create Additional Pay
Sometimes an employee will be given auxiliary pay. You can use this screen to view
the additional pay that has been given to an employee.

0 Wy Favories AincaE Py
Eg#;ﬂm Paul 2ol EWP I 1000055473 Empd Red# 0
[ Effort Reporing sl Pay

[ Recruting :
[ Warkforce Administration Eamings Code:  SIF Salary Increase Frogram

- Pt o o Erecthelate | Gl
= Payroll for North America

= Empinyes Pay Dala USa Effective Date:  09/10/2007

= Creale Additional Pay ] -
d & Payment Details Find i Lo hor s d

Add Seq 7 5 Ened Dati:

Rate Code: Rerason: Increas 08

Earmings: 5 Hours: Hourly Rate:

Goal Amount: SF e Goal Balance: g - s
Sep Chik & Disable Direct Deposit | Prorate Additional Pay -~ OK to Pay
Applies to Pay Periods: First Sacond Third Fourth Fifth

Eamings Code: WA Wark Day Adjustrment

Effective Date:  09/10/2007

Addl Seq #: o End Date:

Rate Code: Reason: Wrk Dy A

Earmings: 5 = Hours: Hourly Rafe:

Goal Amount: g . Godal Balance: e -
Sep Chk 0 Disable Direct Deposit  Prorate Addtional Pay - OK to Pay
Ahpplies to Pay Pariods: First Second Third Fourth Filth
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Position Cross Reference Menu

Employees are assigned to positions in Peoplesoft. Positions contain these five criteria:
Job Class Code

Job Title

Job Department

Reports to and

Funding

Each time an employee has a uniqgue combination of these five criteria, they should be
attached to a unique position number.

To see this page, follow these links:

ASU customization -> ASU Position Management -> Position Cross Reference.
Search for the person or position number you are interested in.

Position Cross Reference Screen

| Position Cross-Reference {_Position Cross-Ref-Acclg b —

{ 5 )
Position Cross-Reference N

Position Number: 117376

Position Data

Effective Date  02/01/1901 Position Data Details e

Descr. Coordinator Senior @ Short:  48246_s

Deptid: U0106002 DEV CRM Support

Jobcode: 191405 Coordinator Senior

Reports To:

Fiscal Year: |2008 Fiscal Year Distribution 4
\

Submitted 'Front-End’ Staging Data Not Processed Yet

Effective Date: Status: UserID:

Deptid:

Jobcode:

Repors To:

Current Incumbent List

‘flncumbent Y JobData ) [0

Name EmplID Rcd | Effdt Effseq
1001 0 11M18/2007 0
Notes:

1. You can see who the employee (or employees) are in the incumbent list
2. You can see summary data in the Position Data area.

3. Information about the sub page, Position Data Details, follows below.
4. Information about the sub page, Fiscal Year Distribution, follows below.
5. Information about the sub page, Position Cross Ref-Acctg, follows below.
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Position Data Details Screen

This screen is displayed by clicking on the Position Data Details link on the previous
screen.

Position Data Details

Position Data Details

Position: 117376 Effdt: 02/01M801
Descr: Coordinator Seniar Eff Status:  Active

Action Reason: Paosition Conversion

Business Unit: L1041

Deptid: Lo106002 DEY CEM Support

Johcode: 191405 Coordinator Senior

Std Hours: 40.00 Budgeted Position
Max Head Count: 1 Fingerprint required
FTE: 1.000000 Budgeted FTE:  1.000

Reports To: 102549 Dir Information Technology Sve

Sal Admin Plan:  SVPR Semvice Professional

Grade: E

EEOQ Job Group: 328
Waorkers' Comp: 8868

Class Indc: Sernvice Professional
Full/Part: Full-Time
RegTemp: Regular

Academic Rank:

Laong Title: Coordinator Senior

Return

Notes:

Notice that now you can see the number of hours, the percent of Full Time Employee,
whether the position is a budgeted position or not. What grade level and EEO Job
Group.

Click Return to go back to the main cross reference page.
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FY Distribution
This is the distribution for this fiscal year of the funding sources for this position.

Fiscal Year Position Distribution

Position: 117376
Fiscal Year. 2008

Fiscal Year Position Distribution

Effective Date Deptid TYD'C“' (Default) Distribution

11/05/2007 Lo106002 Dist %
#1100 100.000

Eamngs Specific Distribution

Erncd Dist %

Effective Date Deptid Typical (Default) Distribution
Acct Dist %

07/01/2007 Lo106002

¥J51014 100.000
Eamngs Specific Distribution
Dist %

Return |

Notes:

This page displays when you click on the Fiscal Year Distribution link from the main
Position cross reference page. It shows the funding source distribution for the current
fiscal year. This is the place where you can see different earning codes and what
amount is allotted to each. Earning codes are listed in the appendix of this document.
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Position Cross Reference Accounting Screen

| Position Cross-Reference | Position Cross-Ref-Acctg |

Position Accounting Cross-Reference OR_BIBSY
.Position | Fiscal Year

Fosition 117376 Coordinator Senior

Fiscal Year: 2008

Payroll Actual Earnings Distribution

Fiscal Year ASU Acct EmpliD Rocd |Name Actuals Amt
2008 | xJ11001 10001 0's
2008 [}U51014 100¢ 0's :
T ———
Fiscal Year | ASU Acct EmpliD Rcd | Transaction Nbr %&% Redist Amt
ASU Acct 1000 00 0.00
Calculated Encumbrance
Fiscal Year | ASU Acct EmpliD Rcd | Name Encumbrance Amt
2008 |xJ11001 1000¢ e

Current Position Budget
Fiscal Year ASU Acct B t Amt
ASU Acct ]
Notes:

This will show you what has been paid during this fiscal year, what is encumbered and
what the current position budget is.
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This page will let you see the tenure information for a faculty member.

To see this page, follow these links:

Workforce Development -> Faculty Events -> Calculate Tenure -> Create Tenure Data.

Search for the person you are interested in.

= Create Tenure Data - Windows Internet Explorer

Eile Edt Vew Fpories Tosks Help
W |8 Creste Tanure Duls

= ] hitpe) rsn. o psuedu) () asasepr EMPLIVEE HRME /A MANACE_FADULTY_EVEMTS BG_EE_TEMURE_DATAALPFD = B S

Apamona v OR_CCONOVER on ASUSAPRD 01/3172008
T | D Vg | tep | Cugtomize Page | B =
Wy Fanites £ Tmrne Dade
AEL Gtz adiong 1
Bl v PE HE e
[ Forl Reparing
I Recriing Tenurg Saaten Tengm Home Ranke 933 Faghnis Frobissal
1 Warkdeeos Administy
:Eﬂmrr:r:mh" Track Sian Do OROLIEE3 Criainge gt 1M EIR i Rea o Dt
WEU\;T: Chigiraal Track Dwse JOOEAIE] Toners Fome BifiS Chsmestry & Bsyoramisiy Grand Tesure:
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Notes:
1. You can see the current tenure status
2. You can see track dates: (Start and Original).
3. You can see the granted date
4. You can see the Ranks Description
5. You can see the Rank
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View Redistribution Transaction

This screen will show you details when funds have been redistributed. Note that this
screen involves position numbers, not specific employees.

To see this page, follow these links:
ASU customization -> ASU Position Management -> View Redistribution.
Search for the position number you are interested in.
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Job Aid - ORSPA
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Arizona State University

View Redistribution Transaction

Approved by

pstall
Search Results
Transaction Mhbr: 141548 Approval Status: Al Approved
Fiscal Year: 2008 Pay End Date: 42/02/2007
EmpliD / Red: 1000000000 f 2 GL Post Date:  05M13/2008
Submitted by OR_BFIMLEY Jensen,Babette Finley Submitted Date:  05/11/2008

Approved Date:

Account renewal was not activated in time for payroll to hit account.

characters.)
We will work with ORSPA and sponsor to get accounts activated on time.

must reflect this.

Reason why payroll expenses are being transferred. (Limit of 254 characters.)

What corrective action will be taken to avoid this type of error in the future? (Limit of 254

Describe why all costs transferred to new accounts are allowable, allocable, and reasonable
charges. Additionally, if a sponsored account, describe why costs are appropriate and

necessary to the performance of the sponsared project. (Limit of 254 char.
Employee has been working on duties/research related to grant MGS0054 during Fall 2007 semester. Accounts

Eamings Redistribution Transaction

j Variable Y Static/ Calculated

Puosition Position Descr Erncd Erncd Descr |ASU Acct
136637 Student Warker Il STH 5TH MGS0054
136637 Student Warker Il STH 5TH WH51016

Closed Date Redist Amt
1210272007 120.00
1210272007 -120.00

j Variable Y Static/ Calculated

Deduction Redistribution Transaction

Position Position Descr Close Date ASU Acct Redist Amt
136637 Student Woarker || 1210242007 MGS0054 0.47
136637 Student Worker || 1210242007 WH51016 -0.47

Tax Redistribution Transaction

[ Variable | Static/ Calculated

Position Position Descr Close Date ASU Acct Redist Amt
0.00
Notes:
1. You can see Earnings redistribution transactions and
2. You can see Tax Redistribution transactions.
Copyright 2008 — Arizona State University Page 33

mydocuments/ Job Aid - ORSPA_OR_RA_LOGINIDs.doc

last updated: 5/23/2008



ﬂl Job Aid - ORSPA
Sponsored Projects Administration

Arizona State University

Resources

Help Desk

If you have questions about using these pages, you can contact the help desk at 965-
6500, or open your own help desk case at www.asu.edu/support, click on “create case’

Job aid page
We have a page full of job aids and information on using PeopleSoft:
www.asu.edu/oasis/support/JobAids.html

Effort Reporting Page

Updates on effort reporting have been added to the site:
http://researchadmin.asu.edu/effortreporting
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