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m Participants will get a solid foundation in the PeopleSoft system, &
A N Including common system terminology, system roles, process
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Goals 7 Business Unit Training
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BUILDING A TERMINOLOGY PEOPLESOFT
FOUNDATION ALIGNMENT SYSTEM BASICS
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What weol | be covering

C Background

C Terminology Alignment and Commonly Used Terms
C Roles & Responsibilities

I Human Resources Transactions
I Commitment Accounting
I Time & Labor
I Absence Reporting
¢ System Basics
I Accessing PeopleSoft
I Logging In
I Navigating the System
I Employee Self-Service (ESS)
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Guide to Training - Symbols

KEY POINT
Be on the lookout for this lightbulb, which
Indicates an important piece of information.

COMMON ERROR
This symbol indicates a common pitfall or error to
watch out for. Proceed with caution!

TIPS & TRICKS
Keep this in mind to make life easier down the
road!

UNDER CONSTRUCTION
This area is still in progress i changes may occur!
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Background
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Negotiation of
Contracts
Completed

Rutgers University
and UMDNJ
Integration

Strategic Plan
|

2013

Decision to
Integrate
Systems

Evaluation of
Systems
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HR/Payroll Migration Roadmap
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PeopleSoft 101

TERMINOLOGY ALIGNMENT &
COMMONLY USED TERMS
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Commonly Used Terms

Vocabulary is important. As we proceed through the process of
migrating Banner records into PeopleSoft, we know that unless we are
all on the same page, communicating with each other is going to be like

comparing apples to oranges.

This section will seek to translate some commonly-used terms, and
help users navigate the differences in terminology.

Banner Term PeopleSoft Term
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RUTGERS Terminology Alignment

Banner PeopleSoft
PCLS Code Job Code

(Position Classification System)
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RUTGERS Terminology Alignment

Banner PeopleSoft
A-Number Employee ID
(Empl ID)
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RUTGERS Terminology Alignment

Banner PeopleSoft
Z-0rg Department / Org ID
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PeopleSoft Query

Commonly Used Terms

An ad-hoc end user reporting tool, through which precise
Information can be extracted by using visual representations
from the PeopleSoft database. It allows the user to build ad-
hoc gueries and also run gqueries shared by other users.

Queries can be as simple or complex as necessary; they can be one-time queries or

gueries used repeatedly.

Cornerstone 41}
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Fa\ro_n'tes Main'Menu » Reporting Tools

Query Manager

Enter any information you have and

Find an Existing Query | Create N

Search Results

> Query » Query Manager

click Search. Leave fields blank for a list of

Too many items met your search criteria. Only the first 300 items displayed.

all values.

“Folder View: |- All Folders — e
Check All Uncheck Al ‘Aclion:m Go
H 4 0
Select Query Name Descr Owner Folder Edit Bunlo Excel XML
[ |023_UNION_DUES_UDO23_TEST Public Edit [HTML |Excel XML |Schedule
[0 |10353_STUDENT_TERMS Public Edit [HTML |Excel XML |Schedule
[0 |10_MONTH_DEMTAL_COST Public Edit |HTML |Excel XML |Schedule 13




RUTGERS Commonly Used Terms

OALL These employees are known as per diem
@  Hourly o P

and overtime eligible. This group includes
(Non-Exempt): B2 employees.

Sl - These employees follow standard hours of
@ Salaried pay and are overtime eligible. This group
(Non-Exempt): jncludes B1, B2, and B3 employees.

SNy - These employees follow standard hours of
@ Salaried pay and are not overtime eligible. This group
(Exempt): includes B1, B2, and B3 employees.
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RUTGERS Commonly Used Terms

The person designated within the PeopleSoft
system as responsible for entering data within
the three modules (HCM, Time & Labor,
Commitment Accounting).

Preparer:

The person designated within the PeopleSoft
system as responsible for validating and

App rover: approving data entry. If the Approver finds an
error, they need to send it back to the
Preparer to correct in the system.

FOR THE PURPOSE OF SEPARATION OF DUTIES, ONE INDIVIDUAL
CANNOT HOLD BOTH THE PREPARER AND APPROVER ROLES.

Cornerstone i 15
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RUTGERS Commonly Used Terms

Time Reporting Codes (TRCs)

Time Reporting Codes are a way to collect hours or
amounts for compensation, and are used to generate pay.

Examples:
A HREG i Hourly regular (Hours worked by Casual, Student and
Trades employees)

A WKDPM - WEEKDAY NIGHTS (11 -7am) L2

Cornerstone i 16
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RUTGERS Commonly Used Terms

Reported unedited time entered by a
Time: Timekeeper/Time Preparer

Cornerstone i 17
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RUTGERS Commonly Used Terms

@Combination Codes (Combo Codes)

A combination code is a system generated number used In
Commitment Accounting that represents the General
Ledger Chart of Account string.

Cornerstone i 18
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RUTGERS Commonly Used Terms

Human Capital Management (HCM)

TheHCM application I s a custor
PeopleSoft product, and supports human resource

transactions, payroll, time entry, time approval, and

commitment accounting activities.

Cornerstone i 19
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RUTGERS Commonly Used Terms

Template-Based Hire (TBH)

An electronic process that allows HR Preparers to enter and
submit data into HCM to hire a new employee (New Hire) or
add another assignment to ar
the system.

Cornerstone i 20
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RUTGERS Commonly Used Terms

Absence Reporting

A system through which paid time off usage is recorded and
employees may view balances available to them. Absence
Reporting is accessible when employees or administrators

log into PeopleSoft.

NOTE T This is a system to record paid time off absences, not to approve or pay them.
The employee is responsible for scheduling time with their supervisor / notifying their
supervisor when an unplanned absence occurs. The employee or supervisor would let the
Absence Reporting administrator know to record the absence in the system.

For paid time off recorded in Absence Reporting, no notation is required on the electronic
ti mesheet for time corresponding to the €
employee receives additional compensation for working during a holiday, for example, it
would be recorded on the timesheet using a TRC.

Cornerstone i 21
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RUTGERS

Roles & Responsibilities

Who does what? How does data go from Point A to Point B?

The PeopleSoft system has electronic workflows and routing for

employee transactions, time entry and approval, and absence
reporting, but 1td6s I mportant to u
process, and how data entered translates to actions performed within

the system.

= =

[ AM A~
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HR Transaction Process Responsibilities

Proposed Paper-Based Transactions to Transition Banner Units to PeopleSoft

- - Business Units - - r-=-- Central HR - - -

Business Unit Budget

Originator

ARecords
transaction details

HR Preparer

Approver

AElectronically AElectronically

enters form details enters
on paper form in PeopleSoft Commitment
Accounting
Business Unit Employee
HR Approver .
Approver PP Charging

Instructions if
different from
department
default account

Avalidates and
approves entry in
PeopleSoft

Avalidates and
approves info on
Paper Forms

!

Budget

HCM/ALR

Approver

AEnsures funding is AFinal Audit and
available for HR

Transaction
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Commitment Accounting Process Responsibilities

Empl oyee Transactions that | mpact a Depar

: @ Terminology Alignment :
I ¥ Labor Distributions A CommltmentAccountlngI

Accounting Accounting
Preparer Approver

Central Payroll

v

Commitment Commitment l

Transfer

. AEnters or edits Avalidates and AProvides final audit
Reallocation .
Employee Charging Approves Employee on ECIl and SWRJ
Instructions (ECI) if Charging
different from Dept. Instructions (ECI) ARuns processes to
Default Account and Salary and update the changes
Wage Redistribution that have been
ACompletes Salary and and Justification made

Wage Redistribution (SWRJ) form

and Justification
(SWRJ) form if change
cannot be processed
through ECI

Cornerstone m 25
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Time Entry & Approval Process Responsibilities
No Web Clock or Kronos*

Non-Exempt Hourly Employees i Report all time worked

Non-Exempt Salaried Employees T Report Additional Hours Beyond Standard Work Week

Time &

Time &

Employee . Labor . Labor . gg;ﬁﬁll
Preparer Approver
A Communicates time A Enters time in the A Validates and A Provides final audit
to T&L Preparer system (either punch- approves time on time entered and
ins or elapsed and charging charging
timesheet) instructions instructions
A Sets charging A Applies time to

instructions (only when system, converting
funding is different time worked to time
from standard salary paid

charging instructions
for position)
* Kronos is only being used by
specific departments (i.e.

Facilities, Dining, Public Safety) A Makes corrections (Up

to 90 days)

Cornerstone m 26
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Time Entry & Approval Process Responsibilities
Using Web Clock or Kronos*

Non-Exempt Hourly Employees i Report all time worked

Non-Exempt Salaried Employees T Report Additional Hours Beyond Standard Work Week

Time &

Time &

Employee . Labor . Labor . gg;%ﬂ
Preparer Approver
A Punches in with A Corrects time in A validates and A Provides final audit
Web Clock or system (either punch- approves time on time entered and
Kronos (interfaces ins or elapsed and charging charging
which record time timesheet i up to 90 instructions instructions
directly into the days)
system) A Applies time to
A Sets charging system, converting
instructions (only time worked to time
when funding is paid

different from
standard salary

* Kronos is only being used by charging instructions
specific departments (i.e. ¢ 2
Facilities, Dining, Public Safety) or position)

Cornerstone’ | [l -
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Absence Reporting Process Responsibilities

All Staff Employees Who Are Eligible for Paid Time Off

-y,
- =~

____________ . Employee / Absence

Supervisor

Reporting
Administrator

Paid time off is a term
and condition of
employment, and is
extended to
employees based on

A Employee responsible for A Enters PTO into

requesting time off from Absence Reporting
Supervisor

A If Employee does not

negotiating agreement A PTO approval process have sufficient PTO
and University policy. determined by department  balances to
L e e e e e I not completed within the  accommodate request,
system Absence Reporting
Admin communicates
A Once use of PTO is back to Supervisor to
approved, request is advise

communicated to Absence
Reporting Admin (by
either Employee or

Cornerstone i) Supervisor) 28
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PeopleSoft 101

SYSTEM BASICS
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System Basics

All of this project context, process discussion, roles, responsibilities,
and terminology Is iIimportant, but
remember how to log into the system!

In this section, w e @d dver some of the building blocks to working within
the PeopleSoft system, including getting system access, logging in,
navigating the system and Employee Self Service.

Cornerstone 41} 30
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Context - Hierarchy and Roles

Level 1

Level 2

Grandparent

Level 3

Level 4

Child
Child
Parent
Child
Child
Grandparent
Parent
Child

Cornerstone i)
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A Preparers/Approvers
from a parent
department will have
the same access to all
child departments

may leverage the
parent relationship to
assist in the event of
absences, timely entry
of hours worked,

etcé

|
|
:
. A Child departments
|
|
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Setting Up System Access

A Initial department access established by

HR/Payroll Migration Team at time of Banner

to PeopleSoft migration

A RIAS HCM Access Request Form i submit to

University Human Resources:
http://uhr.rutgers.edu/rbhs-hcm-access-

request

A Online access request i most RBHS schools /
units are set up to request access through

their Finance office.

Shutting Off System Access

~PeopleSoft automat
I :

= access when the following takes place:
A Promotion/Title Change

A Transfer/Change in Org. Assigned/
Reorganization

A Separation/Termination

Cornerstone 41}
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System Basics i Accessing PeopleSoft

RU'[‘(‘_’, ERS RIAS HCM ACCESS REQUEST FORM ~ RBHS
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RUTGERS myRutgers Portal

[ X

G \v http://my.rutgeigiedu-iu L ~ & || W Rutgers Unive i

RUTGERS 250

Universitywide | New Brunswick | RBHS | Newark | Camden | Online | Rui

TO RUTGERS

h Info for

1766-2016

Do nc

One of the

Great things

to know about

Accomplished Alumni

Stephanie Klemons, Class of 2004, is the dance captain and associate choreographer for Broadway's
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KUTGERS myRutgers Portal

G R https//my.nutgers.edu/poral/render userlayoutia O ~ @ & Rmynges Portal

Login using your NetID. You will be logged out automatically after

) &] lG bRS 30 minutes of inactivity.
o \ ¥

Welcome " Pein

LOGIN»

System Announcements
There are no announcements at this ime
Attention UCHC Staff
Your emad will be migrated o Microso ’
Plegse check your current email Inbax 10
It you hawe not yet recenved an emai frof

Brungwick Helpdesk at 848-445-4357

New Brunswiok Undergraduate Students: Get Vaocinated Against Meningitis B 7-7-2016

+ Serogroup 8 meningococcal disease, somatimes referred to as “meningiis B, can be deadly within hours
or days of getting sick. It can also lead to severe disabilities, such as 10ss of limbs.

+ Based upon lab testing, the best protection agaimst the specific outbreak strain is expected with the
full 3.dose series of the meningitis B vaccine Trumenba®.

+ Action Required: Verification of each meningitis B vacone gose recelved or decination i3 required pnar to

arriving for the Fall 2016 semester

For mare information, including where to get vaccinated, visit health rutgess edu'meningitis

1766-2016

N ITGERS
Copyright © Rutgers, The Stale University of New Jersey Al rights reserved Join the conversation with #RutgersZSO. 250

About myRulgers | Rutgers Home
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RUTGERS NetID Authentication

- a ] X
e ) 5 4 https:// cas rutgers.edu/login?service=https://myn O ~ @ C RRutgers Central Authenticat... *
I{[ ITGERS Central Authentication Service (CAS)
Please Log In
You have requested access 0 a site that reouires Rutgers authentication. This is not a public k and explicit authorization is required For security reasons. piease Log Out and Exit your web browser
NetID: | bw0539 X
Password: l Ensure proper security — keep your password a secret
Authentication Type: | Default v
L] Notify me before logging me into other sites.
To protect your privacy, please logout and exit your browser when you are done accessing services that require auths
Forgotten NetlD or password? First-time users, activate your NetiD.
MTDUS WeD Site Q ng ewar ew Brul scalaviay f! '
yssistance, contact the - " r Cyar::dcnaummucv: Bénsﬁm l{LlTGERS
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myRutgers Portal

Scartel Knighls

£1 H U oG (WO LT J0 I
IMAP and POF message access, and more.
Hedp on haw to use Ma

Tab to Access
Employee Self

RUTGERS TODAY 5

E"’ ScarletCalmandar
- Share calendars and schedule people, groups, rooms and resources egsdly. even from your mobfe device
Halp on how 1o us s s

g QK Scarlet Doers

\‘ ") Creale and share a variely of online docurnents, from word processing and spreacsheets to forms and
presentabons -- all with mobde access.
Hedp on how o wae Dol

18tApps Homepage | Freguentty Askad Questions | Training Resources

- =3
_‘] Log into the RCE Wehmall Service . Sctup Farward

Service r@"

_— W

Youngest Summer Scholar Ever Finds a Perfect Fit at Rutgers
Meet Ennyn Chiu, age 9, and her 11-year-old sister Enna. They are
studying green-flucrescent protein, Forster resonance energy ransfer and

other scentific concepls in the Rulgers Summer Scholars Program Of the st

I T

Featured Events

S Check man  [27 e <& Folders (15 Addreases SR Spam Fat
Featured tvents More Events: New Brunsvack/Piscataway, Newark, Camden
Up-1o 10 ladest messages from RCH (Last checked at U/ 50°49) fRoad 1o Wall Streat Boot Camo
Sentr Siilgect Dalé Fii 2/12/2016 @300 PM - Mon 2/ 1212018 @ 500 PM
Edward Nygma Riddie me this, Riddie mo that 07/19/2016 08:01 AM Gateway Transt Vdage
Oswald Cobblepot Wah wah wahhhhh! 07/18/2016 08:00 AM 4in F1 (next to Barnes & Noble on CAC)
New Brunsvack
Selina Kyle Purrr-foct Plans for Saturday Night 07/17/2016 08:01 AM
The Joker ha ... hahahaHaHaHAHAHAHA! 07/16/2016 08:01 AM Exhiit The Elpswaness of Prograse Vobng Faghls ) Arnarics
Tue 3/1/2016 @ 09:00 AM - Wed B/31/2016 @ 5:00 PM
Dick Grayson About the costume... 07/15/2016 08:00 AM B e raee
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IQJTGERS Employee Self Service

Employee Self Service Functions

Users can access the following information in their
employee file and request changes if needed:

1. Personal Information: Can edit contact
information; emergency contacts, home address,
telephone number(s), demographic info

Link to krol and Compensation Information: can edit
PeopleSoft  pct deposit, W-4 deductions, can view W-2 form,
tax-withholdings, etc.

3. Benefit Information: can view current benefit
selections, absence balances, etc.




