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Guide Usage and Disclosures

Guide Information

This guide is designed based on the Oracle Cloud HCM delivered setups; some
fields may differ from the instance configurations. For example, some fields may be
required in this guide that are not required in the instance. Additionally, some of
the training topics discussed in this guide may not apply to the organization, but we
know we'll find it helpful. If we would like a custom guide for the organization,
please contact our training team at learn@camptratech.com.

How To Use This Guide
This guide is intended to assist Admin users with their day-to-day tasks in Oracle
Cloud. A few notes before we begin:

< Any fields with an asterisk are required fields.

< Based on the configurations, approval workflows may in place for the
training topics below; those tasks would need to be approved before the
additions or updates are visible in the instance.

<  We may have specific flexfields in the instance that require inputs; this
guideis a generic tool and will not include those specific flexfields. We will
see those fields as a context segment or not visible at all in our Oracle
instance.
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Overall Process Flow

Before we begin with the training content, it's important to understand the overall
process flow of information in Oracle Cloud for the Core HCM module.
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Glossary of Terms

Here we've included common terms associated to the Core HCM module. Please review
the terms below to familiarize the customer team with the Oracle Cloud terms used
throughout this guide.

HCM
< Abbreviation for Human Capital Management
HCM Data Role

< Ajobrole, such as benefits administrator, associated with specified
instances of Oracle Fusion Human Capital Management (HCM) data, such
as one or more positions or all persons in a department.

Action

¢ Tracks changes to certain Human Capital Management (HCM) records, for
example, changes to employment and assignment records. We can create
actions and associate them with the predefined action types. We can
optionally associate action reasons with actions.

Action Reason

< Action reasons provide further explanation to actions, for example, an
action of transfer could have reasons such as reorganization or career
progression.

Assignment

< Aset of information, including job, position, pay, compensation, managers,
working hours, and work location, that defines a worker's or nonworker's
role in a legal employer.

Business Unit

¢ Aunit of an enterprise that performs one or many business functions that
can be rolled up in a management hierarchy.

Ceiling Step
<¢ Highest step within a grade that a worker may progress
Context Segment

¢ The flexfield segment used to store the context value. Each context value
can have a different set of context-sensitive segments.

Contingent Worker

¢ Aself-employed or agency-supplied worker who is typically a contractor.
Contingent worker work relationships with legal employers are typically of




a specified duration. Any person who has a contingent worker work
relationship with a legal employer is a contingent worker

Department
< Adivision of a business enterprise dealing with a particular area of activity.
Division
< A business-oriented subdivision within an enterprise. Each division is
organized to deliver products and services or address different markets.

Document Records

< Document of records provides flexibility to create categories and
subcategories to have different classification of the documents. This is
stored at employee level.
Effective As-of Date

< Adate value used for filtering the search results in searches for date-
effective objects. For any object that matches the search criteria, the search
results include the physical record that is in effect on the specified effective
as-of date.

Employee Self-Service

< The ability for an employee to log into Oracle to view or perform actions.

Enterprise
< Anorganization with one or more legal entities under common control.
Flexfield

< Grouping of extensible data fields called segments, where each segment is
an attribute added to an entity for capturing additional information.

FTE
< Full-time equivalent, such as .5 for half-time work.
Grade

< A component of the employment model that defines the level of
compensation for a worker.

Grade Ladder
< Ahierarchy used to group grades and define their sequence.

Grade Rate




< Used to define pay values for grades in a legislative data group.
Grade Step

< Alevel of increment within a grade.
Headcount

< Awork measure recorded on an assignment. By default, the headcount of an
organization is the total of primary assignments in primary work
relationships.

Job

< Agenericrole that is independent of any single department or location. For
example, the jobs Manager and Consultant can occur in many departments.

Job Family

< Agroup of jobs that have different but related functions, qualifications, and
titles. For example, a trust analyst and an operations analyst may be
grouped into the Analyst job family.

Legal Employer
< Alegal entity that employs people.
Legal Entity

< An entity is identified and given rights and responsibilities under
commercial law, through the registration with the country's appropriate
authority

Legislative Data Group

< A means of partitioning payroll and related data. At least one legislative data
group is required for each country where the enterprise operates. Each
legislative data group is associated with one or more payroll statutory units.

Line Manager

< Thedirect supervisor of the employee.

Locations

< Physical address of a workforce structure.

Manager Self-Service

< The ability for a manager to log into Oracle an perform actions on behalf of
an employee or approve/reject notifications.

Nonworker




< A person, such as a volunteer or retiree, who is not engaged in the core
businesses of the enterprise or legal employer but who may receive
payments from a legal employer. Any person who has a nonworker work
relationship with a legal employer is a nonworker.

Notifications

< A mechanism to provide details on data to users in an approval or FYI
process.

Payroll Status

< Indicates if the assighnment is processed by payroll. The assignment status
will provide valid values that contain payroll eligible and non-payroll
eligible.

Pending Worker

< A person who will be hired or start a contingent worker placement and for
whom we create a person record that is effective before the hire or start
date.

Person Information

< Employees can track and manage their personal information such as Name,
Contact Information, Marital Status, etc.

Person Number

< Aperson D thatis unique in the enterprise, is allocated automatically to the
person record, and does not change, even if the person leaves and later
rejoins the enterprise

Person Record

< Employee’s demographic data, such as: name, address, marital status,
gender, date of birth, etc.

Person Type

< Asubcategory of a system person type, which the enterprise can define.
Person type is specified for a person at the employment-terms or
assignment level.

Position

< A specific occurrence of one job, fixed within one department, also often
one location. For example, the position Finance Manager is an instance of
the job Manager in the Finance Department.

Proposed Worker Type




< A pending worker who will become a worker is classified as a type; the
proposed worker type is a contingent worker, non-worker, employee, etc.

Reporting Establishment

< Anorganization used in the production of human resources (HR) reports
that are required by government agencies.

Security Role
< Controls access to application functions and data.
Salary Basis

< Aset of characteristics associated with a worker's base pay that identifies
the payroll details used to pay base earnings, the period of time in which
base pay is quoted, the factor used to annualize base pay, any components
used to attribute base pay adjustments to different reasons, and any
associated grade rate for salary validation.

Work Relationship

< An association between a person and a legal employer, where the worker
type determines whether the relationship is a nonworker, contingent
worker, or employee work relationship.

Workflow

< Anautomated process in which tasks are passed from a user, a group of
users, or the application to another for consideration or action. The tasks
are routed in a logical sequence to achieve an end result.




Day to Day Operations Guide

Workforce Management

Create A Department

Navigation: Home>My Client Groups>Show more from the Quick
Actions>Manage Departments>Create>Submit

From the home screen, click My Client Groups

=ViSiON Q s

Good morning, Curtis Feitty
Me  MyTam | MyClientGroups | My Reporting

QUICK ACTIONS APPS Click My Client Groups

Next, click Show More

=VIiSiON Qs

Good morning, Curtis Feitty
Me My Team My Client Groups My Reporting

QUICKACTIONS AppS

o

Person Spotight Absences

® &

G2

=dictions
Click Show More
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Scroll down and under Workforce Structures, click Manage Departments. As a
note, we can search Manage Departments by clicking Ctrl F

=VisioN anvwr o @

Click Manage Departments

=ViSiON

< Manage Departments

 ore \  Losaon \

status [ Active v Effective As-of Date | m/d/yy E
Department Set v

&

[ search | Reset [ save...

4 Search Results

View v Fomat v

Export | Manage in Spreadsheet

Pending

Name Changes

. Department Set Location status.
Click Create

No search conducted.

Next, enter the Effective State Date, Department Set, Name, and Status. The
effective start date will default to the Oracle recommended start date; it is
recommended to use this date. The department set will default; select the
department set based on wer configurations; common set is the most commonly
used. Enter the department name; we recommend following the same naming

]
1|
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convention of our other departments. The status will default to active. Optionally,
we can enter an internal address line, action reason, and an attachment

=ViSiON

Create Department: Description @

Select g organization to define as a Department
4 Department Description Enterthe below/information
*Effective Start Date | 1/1/51 Y Action Reason | Reorganization
N | Locatn|
“Name [5 ‘ Address
Internal Address Line | Attachments None 4+
“Status | Active
Context Value |

Once the information has been entered, click Next

=ViSiON

Create Department: Description ®

Click Next
g organization to define as a Department
4 Department Description
*Effective Start Date | 1/1/51 to Action Reason | Reorganizat
*Department Set | Common Set ] Location |
Address.

“Name | Sales - Presales |
Internal Address Line ‘ Attachments None 4

*Status | Active

Context Value

Next, enter the Department Details. The information needed on this screen will
depend on our setups

]
12 |
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VisioN

Create Department: Department Details @

Effective Start Date 1/1/51

SetName Common Set

Org: nation EFF
4 Organization Manager Information

Reporting Name |

[ [ nem [ swe T~][ swme ][ concal |
= -

Name Sales - Presales

Manager

4 GL Cost Center Information

Actns w Vi v Fomat
/|

Company Value Set

+x 7 B

] Detach

Record

Company ~ Cost Center Value Set
Identifier

4 Work Day Information

Click Next

VisioN

Create Department: Department Details @

Effective Start Date 1/1/51

SetName Common Set

4 Organization Manager Information

Reporting Name |

Manager

4 GL Cost Center Information

&' Detach

Acons v Viewv Fomaty + X 7

Cost Center Cost Center Manager

Click Next

Name Sales - Presales

Record Company Value Set

Identifier

Company ~ Cost Center Value Set

4 Work Day Information

Cost Center Cost Center Manager

On the Review screen, scroll down to review the information entered. If we need
to update any information, simply click the applicable section from the top

—
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=VIiSiON

Click To Update Description or Details
Create Department: Review [ printable page | [ pack [ swe T~][ swme ][ concal |

Effective Start Date 1/1/51

Name Sales - Presales

Reviewthe below/information
“4 Department Description

Effective Start Date 1/1/51 Internal Address Line
Department Set Common Set Location
Name Sales - Presales Address

Status Active

Attachments None
Action Reason Reorganization
Context Value
Effective End Date

Organization Information EFF: Department Details
4 Organization Manager Information

Reporting Name

Manager

4 GL Cost Center Information

View v Format v " 7 Detach

Create Department: Review pinablepage | [ Back | [ swe | v/ submit Cancel

Click Submit

Effective Start Date 1/1/51 Name Sales - Presales

4 Department Description

Effective Start Date 1/1/51 Internal Address Line
Department Set Common Set Location
Name Sales Address

Status Active

Attachments None
Action Reason Reorganization

Context Value
Effective End Date

Organization Inforrr Department Details

4 Organization Manager Information

Reporting Name

Manager

4 GL Cost Center Information

View v Format v ] B +] Detach

Manage Departments
Navigation: Home>My Client Groups>Show More from the Quick
Actions>Manage Departments>Search>Edit>Update>Submit

From the home screen, click My Client Groups




=VIiSiON Q

Good morning, Curtis Feitty

Me  MyTam | MyClientGroups | My Reporting

QUICK ACTIONS APPS Click My Client Groups

o

v/ or
Person Person Spotiight

Management

®

ecklist Templates

fanager

Next, click Show More

=VisSioN e

Good morning, Curtis Feitty
Me My Team My Client Groups My Reporting
Pp—
& 8

Person Person Spotiight
Management

® &

Leaming

Click Show More

Scroll down and under Workforce Structures, click Manage Departments. As a
note, we can search Manage Departments by clicking Ctrl F

]
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[ Worker Time Entry Profiles

Workforce Structures
esponsiiity Templates pssi
ity Profles b/ Colective Agreements Y Compare
urity Profes Data Roles and Secry Profies ument Type Securty Profies
Job Details 527 Job Familes ] Job Requisiion Security Prc
 Location Detai 5/ Maintain Areas of Responsibilty 8 Manage Business Units Manage Department Trees
Departments Departmens /' Manage Disabity Org 3/ Manage
Click Manage Departments 3 Manage Enterprise HCM Information

Manage Grade Ladders Manage Grade Rates &Y Manage Grades

Man: al Entity HCM 7 | Reporting Unit HCM _ by 5
- , deoe d M sativ Groups Manage Organization Tre
dea s / Manage Legisktive Data Group: 3/ Menage Orgarization Tr

. Manage Position Trees Manage Worker Unions &) Organization Security Profies
siion Details - Oracle

ta Security &/ Requesta New Postion & west 2 Position Change

Role Mappings Talent Pool Security ) Security Profiles

=ViSiON

< Manage Departments

** Name ** Location

Status | Active v Effective As-of Date | m/d/yy
Department Set

Search Click Search
View v Formatv - Create

Manage in Spreadsheet

Pending
Name. Department Set Location status Changes

No search conducted.

Select the Department Name




=ViSiON

< Manage Departments

Advanced | Saved Search | Active Departments

** e [Horman Resurces Us * Locaton \
Status [ Active z Effective As-of Date | m/d/yy

** Atleast one is required

)
P—
Search | Reset [ ave..
4 Search Results
Viewv Fomatv + Create / Edit v % Export | Managein Spreadsheet |
Pending
Name Department Set Location Status sl
US Department Set Redwood City Active No
Human Resources US (Supremo)  [ROOYY €350 US Department Set Active No
v Click Department Name "
Human Resources US Fed US Federal Dept Set Richmond, VA Active No

Next, click Edit then Update. As a note, if we select update, we will update the
information as of the effective date entered in the next steps. If we select correct,

we will correct the existing information as of the existing effective date (in this
example, as of 1/1/1951)

=VisioN e Qs B

Click Edit
< Department: Human Resources US

History

Correct

) Click Update
fective Start Date 1/1/51 Internal Address Line

Delete Record

Department Set US Department Set Location "Redwood City

Name Human Resources US e s
Status Active Address <2000 €1
San Mateo
Action Reason United States
Effective End Date

Attachments None
Context Value

nation EFF: Department Details
4 Organization Manager Information

Reporting Name

Manager

4 GL Cost Center Information

Viewv Fomat v ] ! Detach
Record Company Value Set  Company  Cost Center Value Set Cost Center Cost Center Manager
Identifier

RECORD_IDENT-... Corporate Company 101 Corporate Cost Center 860 E

Enter the Effective Start Date and the Action Reason, if applicable. Next, click OK

]
17 |

—



Enter Effective Start Date

Update Department
Entera date on or after 1/1/51.

* Eftecive Start Date [[102¢ T
n

Click OK

Lastly, update the applicable information, and click Review

=VIiSiON Q

Click Review

{ Edit Department: Human Resources US @

: . —
4 Department Description Update)the,applicablejinformation below,

Department Set US Department Set Location |Redwood ity = ‘
“Name | Humar < US 500 Oracle Parkway
[ poocess ] ‘

Address

ateo
United States

Acton Reason | V]

Effective End Date.
Context Value v

Attachments None o

P Other Classifications

Organization Information EFF: Department Details

4 Organization Manager Information

Reporting Name

Manager

4 GL Cost Center Information

Actions v Vieww Fomatv 4 X B Freeze ) Detach < Wrap

\ /| \ \ /|
;ucm Company Value Set___Company _ Cost Center Value Set Cost Center Cost Center Manager

Review the below information. If we need to edit any of the information, click Back.
Once wer review is complete, click Submit. The department details have been
updated as of the Effective Start Date

]
18§
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=VIiSiON

Review Department: Human Resources US

4 Department Description
Effective Start Date 1/10/24
Department Set US Department Set

Name Human Resources US
Status Active
Action Reason
Effective End Date

Organization Information EFF: Department Details
4 Organization Manager Information

Reporting Name

Manager
4 GL Cost Center Information

View v Fomat v B

ze &} Detach

Click Submit

Internal Address Line

Location "Redwood City
500 Oracle Parkviay
Redwood City, CA 94065
AddIeSS Gan Mateo
United States
Attachments None
Contextalje

o< QP

Submit

> @

Gl |

P

Record Company Value Set  Company  Cost Center Value Set Cost Center Cost Center Manager
Identifier
RECORD_IDENT-... Corporate Company 101 Corporate Cost Center 860

Create A Location

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Location Details>Add>Enter Information>Submit

From the home screen, click My Client Groups

Q

Good morning, Curtis Feitty

My Client Groups | My Reporting

QUICK ACTIONS Click My Client Groups

o

W77

Management

%

Compensation

a

Workforce

Data Exchange
Predictions

Show More

Next, click Show More

191

—

il

Person Spotiight

® &

Leaming Workforce
Structures

G2

Communicate:

+




=VISiON Q s

Good morning, Curtis Feitty

QUICKACTIONS

Person Person Spotiight Absences Time
Management Management

Compensation Profiles Leaming Workforce
Structures

st Terplates @ <|::> @ +

Workforce Data Exchange Communicate

Click Show More

Scroll down and under Workforce Structures, click Location Details. As a note, we
can search Location Details by clicking Ctrl F

« Time Entry Profiles

Click Location Details

Location Details

Manage Departmen

nterprise HCM Information

y HOM fanage Organizat

Talent Pool Security

To create alocation, click Add




=ViSiON owro @

< Location Details ep—
& 2 = — - o
Locations

Search. Q| showfFilters Click Add

"‘@ Try searching to get results
Search by location name, code or city or town.

Select the information we want to manage. We recommend selecting all the boxes
unless the information included in the box is optional and not required to be
entered by wer team. Click Continue

=ViSiON

Create Location

Click Continue

What info do you want to manage?

Additional Info ’

Legislative Info

Enter the information in the When and Why section, then click Continue

]
21 |
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=VIiSiON

Create Location

@ When and Why Enterithe below/information

“When does this location start? Why are you creating this location?

110724 to Reorganization

Click Continue

. E

Follow this same process and complete the information in each section. The
information needed in each section will depend on wer configurations. We can also
edit the information in each section by clicking Edit. Once we have added the
information in the sections below, click Submit. The Location has been created.

=ViSiON

Create Location

() When and Why 7 s
@ Location Details / Edit
(® Main Address [/ e |
(@ Shipping Details [/ ]
(3 Additional Info [/ & |

© Legislative Info

United States Multiple Worksite Reporting Information

Trade Name Trado Name Commen t E

Manage Locations
Navigation: Home>My Client Groups>Show More from the Quick
Actions>Location Details>Search>Edit>Update Information>Submit

From the home screen, click My Client Groups

]
2 |

—



=VIiSiON Q

Good morning, Curtis Feitty

Me  MyTam | Myl s | My Reporting

QUICK ACTIONS APPS Click My Client Groups

&

Person Spotiight

®

ecklist Templates

Next, click Show More

=VisSioN e

Good morning, Curtis Feitty
Me My Team Groups

QUICKACTIONS

o

Person Spotight

" Click Show More

Scroll down and under Workforce Structures, click Location Details. As a note, we
can search Location Details by clicking Ctrl F




FE Worker Time Entry Profiles

Workforce Structures
&Y Action Reasons Approval Transactic
Profles ctive Agreements
Data Roles and Security Profiles

i 5 4 o A A slative Data Gi
Click Location Details &Y JaoDersks e, Hon e Profie

P Coaton Do B Vit s Resporsitity g Manage s 5 Varace Dt

2 Manage Departments 3 Manage Depariment 2/ Manage Disabilty Organ Manage Divisions

&8/ Manage Grade Ladders %/ Manage Grade Rates Manage Grades

Morsge Ll Reperting O 0,
s s Mensge Lol Do s S O

anage Postion Trees & Manage Manage Worker Unions rity Profles
Person Secrty Profes 2 Postion Detas Position Detais - Oracle
Preview HCM Data Security L 2 New Position

&8/ Role Mappings Talent Pool Security Profiles

Search for the Location by entering the Location Name. To populate all locations,
enter %% and click the magnifying glass

=VIiSiON

< Location Details

Manage in Spreadsheet

Locations

ShowFilters | | Effective As-of Date  Onorafter 1/10/24 Status  Active X

Enter Location Name

300 Dufferin Ave
LONDON ON N6B 122
CANADA

Status

Active

st Floor Abrar Building
KWLoc001

st Floor

Abrar Building
Kuwait City
1
Kuwait
Location Set status
Kuwait Location S¢ Active

2nd Floor Abrar Building
Wiac

Kuwait City
112
Kuwait

Location Set status

Kuwait Location Set Active

Select the Location Name




{ Location Details Manage n Spreadshest

e
Location Set Status
Atlanta
USLoc003

Location Set

[Atantgg]
i
Select Location Name

Location Set
60 US Location Set

Auckland

Location Set

New Zealand Location Set Active

Av.De Mayo

ARGENTINA

Location Set Status

Next, click Actions then Update. As a note, if we select update, we will update the
information as of the effective date entered in the next steps. If we select correct,
we will correct the existing information as of the existing effective date (in this
example, as of 1/1/1951)

=VISION Rl Click Actions .

Atlanta
E360USLOC005

Click Update
Location Details
Effective Date
s- E360USLOCO0S

Action Reason Status

Active
Location Set Inventory Organization
E360 US Location Set Atianta
Name.
Atanta
Description

Attachments

Addresses

Main Address

Address Email
3353 Peachtree Rd NE
A 30326

hy
Time Zone Code Main Phone
(UTC-05:00) New York - Eastern Time (ET)

Enter the Effective Date then, update the applicable information. Once complete,
click Submit. The Location Details have been updated as of the Effective Start

Date.

]
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Update Location: Atlanta

Location Details

“Effective Date.
110/24
Action Reason

*Location Set

Description

Atlanta

“Code
E360USLOC00S

“Status

Active

Inventory Organization

Atlanta

Attachments

L

Drag fles here or click to add atiachment v

Click Submit

Create A Job

Navigation: Home>My Client Groups>Show More from the Quick Actions>Job

Details>Add>Enter Information>Submit

From the home screen, click My Client Groups

=VIisSiON

Q search for people and actions

Good morning, Curtis Feitty

Me My Team

QUICK ACTIONS

Next, click Show More

My Client Groups | My Reporting

APPS Click My Client Groups

(Y] 0

W77

iring

26
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Good morning, Curtis Feitty

QUICKACTIONS

& Hire an Empl

/7

Norking Hours
K Person
Management

Change Assignmer

(]

rmination Compensation Profiles

Workforce Data Exchange
=dictions

Click Show More

Scroll down and under Workforce Structures, click Job Details. As a note, we can

search Job Details by clicking Ctrl F

{E  Worker Time Entry Profile

forkforce Structures

Security Profi
untry Security Profi

Job Families

Click Job Details ’
8 Maintzin ponsibity

/ Manage Departments - Oracle Search

Manage Enterpr rade Ladders

Manage Legal Reporting Unit HCM

Legal Entity ge Leg
n Information

ge Position Trees Manage Reporting Establishments

Click Add to create a new Job

Person Spotiight

®

Learing

(i)

Communicate:

J Manage Disabilty

Manage Grade Rats

Absences

&

Workforce
Structures

+

Time
Management
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< Job Details ep—

Search. Q| showFiters Click Add

"‘@ Try searching to get results
Search by job name, code, o job family.

Select the information we want to manage. We recommend selecting all the boxes
unless the information included in the box is optional and not required to be
entered. Click Continue

=ViSiON

Create Job

Click Continue

Selectithe boxes

What info do you want to manage?

Additional Info ‘

Legislative Info ’

Associated Profiles

Enter the information in the When and Why section, then click Continue

]
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Create Job

© When and Why Enternthe belowjinformation
“When does the job start? Why are you creating this job?
[1n024 % Reorganization

Click Continue

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. We can also
edit the information in each section by clicking Edit. Once we have added the
information in the sections below, click Submit. The Job has been created.

=ViSiON

Create Job

(D When and Why [/ |
(@ Job Details [ 7 e ]
@ Additional Info \ /7 Edit ‘

O Legislative Info

Switzerland Job Details

Position Type Postion Type

United States Job Information

Overtime Status Standard Occupational Classification

Exempt
EEO-1 Category EEO-4 Category E

Manage Jobs
Navigation: Home>My Client Groups>Show More from the Quick Actions>Job
Details>Search>Edit>Update Information>Submit

From the home screen, click My Client Groups

]
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Good morning, Curtis Feitty

Me  MyTeam y s | My Reporting

QUICK ACTIONS APPS Click My Client Groups

o

v/ or

Person Person Spotight Z Time
Management Management

O

<3 ™
Compensation Profies Workforce
Structures.

Workforce Data Exchange Communicate
Predictions

Next, click Show More

Q ses

Good morning, Curtis Feitty

Me My Team

Pp—

& e 4

7 & B

Person Person Spotiight Time
Management Management

£ | ® &7

Compensation Profles Payroll

Workforce Data Exchange Communicate
~dictions

Click Show More

Scroll down and under Workforce Structures, click Job Details. As a note, we can
search Job Details by clicking Ctrl F

]
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files

/. Approval Transactions Area of Responsbility

Security Profiles
Country Security Profes (@) Data Roles and Securiy Security P
Job Farniies ty Profies
ChcKol Details Location Detais Maintain Areas of Responsiilty B Manage Busi 3 Department Tr

Manage Departments Manage Departments - Oracle § Manage Disabilty Organizations Manage Diisions

mation Meanage Grade Ladders Manage Grade Rates

Manage Legal Reporting Unit HCM

Information Manage

Manage Reportng Estabishments % Manage Worker Urions

e Request a Position Change

Role Mappings ¢ y Profie Transaction Security Profiles

Search for the Job by entering the Job Name. To populate all jobs, enter %% and
click the magnifying glass

=VIiSiON

ob Details e

ShowFilters | | Effective As-of Date  Onorafter 1/10/24 Status  Active X

Job Name - AtoZ

Enter Job Name
Account Executive

052

Job Set Job Family

Commercial Sales
status

Active

Account Executive
E360USJOBO

Job Set Job Family
E360 US Job Set e

status

Active

Accountant

Job Set Job Family
Common Set unting
status
Active

Accounting Clerk

Select the Job Name
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< Job Details

Show Filters

Select Job Name

Status.

Active

Job Set

E360 US Job Set
status

Active
Accountant
10800

Job Set
Common Set
status
Active

Accounting Clerk
JOBO16

+ Add

Effective As-of Date  On or after 1/10/24 Status  Active X

Sort By | Job Name - AtoZ

Job Family
Sales

Job Family

Job Family

Next, click Actions then Update. As a note, if we select update, we will update the
information as of the effective date entered in the next steps. If we select correct,
we will correct the existing information as of the existing effective date (in this

example, as of 1/1/1951)

=ViSiON

Account Executive
JOBOS2

Job Details

Effective Date
151

Action Reason

Job Set
Commercial Job Set

Code
JoBOS2

Attachments

Grades

Valid Grades

aveE o @
Click Actions

Click Update

Job Family
Sales

Requisition Template

= There's nothing here so far.

Enter the Effective Date then, update the applicable information. Once complete,
click Submit. The Job Details have been updated as of the Effective Start Date

—
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Update Job: Account Executive

JOB052
= Click Submit
; Updatethe applicable information below,
Job Details spaeheapplicaviejiniormation A
“Effective Date Job Family
1/10/24 E‘.‘, /dlyy Sales
Action Reason “Status.
Active
*Job Set

Commercial Job Set

“Name

Account Executive

“Code Requisition Template
108052 Select a value . ‘
Attachments

¢
k‘ Drag fles here or ciick to add attachment v

Create A Grade
Navigation: Home>My Client Groups>Show More from the Quick
Actions>Manage Grades>Create>Enter Information>Submit

From the home screen, click My Client Groups

=VisioN S

Good morning, Curtis Feitty

Me  MyTam | MyClientGroups | My Reporting

QUICK ACTIONS 0P

Click My Client Groups

&% 4 ]
Hiing Person Spotiight

erson
Management

% & ®

a

Next, click Show More

]
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Good morning, Curtis Feitty

QUICKACTIONS

& Hire an Empl

Norking Hours

Person Person Spotiight Absences Time
Management Management
Change Assignmer

riaton Compensation Profes Learing Workdorce
Structures

Workforce Data Exchange
=dictions

+

Communicate:

Click Show More

Scroll down and under Workforce Structures, click Manage Grades. As a note, we
can search Manage Grades by clicking Ctrl F

=VisSiON
Wor
f Responsibiity Templ:
) Candidate
Document Typs
) Job Requisition Security Profiles ) ;‘“f,““‘:
Responsibility

Manage Departments

4%/ Manage Enterprise HCM Information

Manage Grade Ladders

Manage Legal Ent Manage Legal Reporting Unit HCM
Informat Informat

Click Manage Grades

Manage P 3 Manage Reporting Estabiishments

ge - Oracle

Role Mappings

Add Anytime Document Add o Talen

To create a Grade, click Create




=ViSiON

< Manage Grades

e Gate st \
** Code etectve As.of Date | m/cyy %
staus [ Active
Search | Reset | save...
4 Search Results @
View v Format v Manage in Spreadsheet
Name A9 Code Grade Set status Pending

Changes
Click Create

No search conducted.

Next, enter the Effective State Date, Grade Set, Name, Code and Status. The
effective start date will default to the Oracle recommended start date; it is
recommended to use this date. The grade set will default; select the grade set
based on our configurations; common set is the most commonly used. Enter the
grade name; we recommend following the same naming convention of our other
grades. Next, enter the grade code; we recommend following the same naming
convention of our other grade codes. The status will default to active. Optionally,
we can enter an action reason, and an attachment

=ViSION

Create Grade: Grade Details

4 Grade Details @ Enterthe below/information

*Effective Start Date | 1/1/51 to

on Set

“Name |Executive 22

“Code | EXEC 22 Attachments None 4
Grade: Legslative Information
4 UK MyCSP Information
Grade Code Description | Uniformed grade [J
Industrial grade [ Paypoint Code ‘

4 England School Workforce Census Information

Pay Range

Once the information has been entered, click Next

]
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Create Grade: Grade Details

Click Next

4 Grade Details @

*Effective Start Date | 1/1/51 o *Status [ Active

“Grade Set | Action Reason | Reorganization

R F— onen ]

*Code | EXEC 22 Attachments None &

Grade: Legislative Information

4 UK MyCSP Information

Grade Code Description | Uniformed grade [

Industrial grade ] Paypoint Code |

4 England School Workforce Census Information

Pay Range

Next, enter the Grade Steps. The information needed on this screen will depend on
our setups. If we have steps associated with grades, we can add those here by
selecting Add Row, if applicable. If we do not use grade steps, please click Next

=ViSiON

Click Next

Create Grade: Grade Steps

Grade Set Common Set Code EXEC 22

4 Grade Steps @

View v Fomat v |+ Add Row]
“step Number " Step Name Geiling Step
No data to display. Click Add Row

First, ensure the correct Legislative Data Group is displayed; if not, use the drop
down to select the correct Legislative Data Group. Next, enter the Grade Rates.
The information needed on this screen will depend on our setups. If we have rates
created and we'd like to associate those rates with grades, we can add those here
by selecting Add Existing Rate. If have not previously created a grade rate, click
Create New Rate. If we do not use grade steps, please click Next

—
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Create Grade: Grade Rates

Effective Start Date 1/1/51

Grade Set Common Set

4 Grade Rates @

Legislative Data Group| U

View v Fomat v [ Add Existing Rate - Create New Rate
“Grade Rate

No data to display.

Columns Hidden 3

Click Add or Create

Click Next

Name Executive 22

Code EXEC 22

Select Legislative Data Group

Currency Minimum Maximum Midpoint Value Grades

On the Review screen, scroll down to review the information entered. If we need
to update any information, simply click the applicable section from the top

=VIiSiON

Click to Edit
Créate Grade: Review

‘ Printable Page ‘ ‘ Back Save " ‘ ‘Submit Cancel

4 Details

Effective Start Date 1/1/51
Grade Set Common Set
Name Executive 22

Code EXEC_22

4 UK MyCSP Information

Grade Code Description Uniformed grade

Industrial grade Paypoint Code

4 England School Workforce Census Information

Pay Range

4 Comments

+
No data to disply.

Once our review is complete,

g

Reviewthe information below,

P

Status Active
Action Reason Reorganization
Context

Attachments None

4 Attachments
+x

No data to display.

click Submit. The Grade has been created.
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Créate Grade: Review

- - S Click Submit
4 Details

Printable Page ‘ ‘ Back save | YN submit

Effective Start Date 1/1/51 Status Active

Grade Set Common Set Action Reason Reorganization
Name Executive 22 Context
Code EXEC 22 Attachments None
Grade: Legislative Information
4 UK MyCSP Information
Grade Code Description Uniformed grade
Industrial grade — Paypoint Code

4 England School Workforce Census Information

Pay Range

4 Comments 4 Attachments

+ +x
No data to display.

No data to display.

Manage Grades

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Manage Grades>Search>Update Information>Submit

From the home screen, click My Client Groups

Q sea

Good morning, Curtis Feitty
Me  MyTam | MyClientGroups | My Reporting
QUICK ACTIONS. APPS Click My Client Groups
& & i)

Person Spotiight
Management

% ®

Compensation Leaming

Y Tonsier

B e @) i)

Workforce Data Exchange Communicate
Proxy Manager Predictions

Next, click Show More

]
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Q

Good morning, Curtis Feitty

My Client Groups My Reporting

QUICKACTIONS

[ Hire an Emp

Compensation

Transfer.

ecklist Templates @

Workforce
dictions

Click Show More

Person Spotiight

®

Profles Leaming

= (i)

Data Exchange Communicate

Absences Time
Management

&

Workforce
Structures

+

Scroll down and under Workforce Structures, click Manage Grades. As a note, we
can search Manage Grades by clicking Ctrl F

Workforce Structures

rity Profiles

& Job Families
&Y lob Families

Manage Enterpri

f Responsibilty Templat

Compare

Document Type

Job Requisition Security Profies

J Manage Bus

Manage Disabilty

Manage Legal Entity HCM 'g Unit HOM
jon a

Position Trees

&/ Role Mappings

=i e

&8 Manage Reporting Establshments

Request a Posito

) Transaction Security Prc

() Add to Takent Pool

Click Manage Grades

To manage a grade, enter the grade Name and click Search

39
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< Manage Grades

4 search Enter Grade Name Advanced | Saved Search | Active Grades v
Atleast one is required
** Code Effective As-of Date | 1/10/24 to
staus [ Active
[ save...
4 search Resuits @ Click Search
View v Formatv < Create Edit v D E Manage in Spreadsheet
Pending
Name a9 code Grade set status Pl

No search conducted.

Select the Grade Name

=ViSiON

< Manage Grades

4 Search Advanced | Saved Search | Active Grades v

** At least one is require

** Name [ Admino2 J N Grade st |

* Code Effective As.of Date | 1/10/24.
status | Active v

[ search | Reset [ save...

@

Viewv Fomatv 4 Create # Edit v X Delete ¥ Export = Manage in Spreadsheet

Pending
Name. Code Grade Set status Changes
ADMINO2 Common Set Active No

Select Grade Name

To update the Grade Dettails, click Edit and Update
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Grade: Admino2 - ADMINo2 ®

- d
Effective Start Date 1/1/51 Grade Set  Common Set
Effective End Date Action Reason
Grade Details  Rate Values

Click Edit
4 Basic Details

View History
Effective Start Date 1/1/51 Grade Set Common Set
Effective End Date

Action Reason Correct

Click Update
4 Grade Details

Delete Record

Name Admin02 Context
Code ADMINO2 Attachments None
Status Active

4 Grade Step Details
View v Format v Add Row Remove
“Step Number " Step Name Ceiling Step
No data to display.
Cotumns Hidden 1

Grade: Legislative Information

4 UK MyCSP Information

Grade Code Description

Uniformed grade
Paypoint Code

Enter the Effective Start Date, Action Reason, if applicable, and Click OK

Enter Effective Start Date
Update Grade

* Effective Stat Date 111024 ry

Click OK

Here we can make the applicable updates and click Review
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Click Review

Edit Grade: Admino2 - ADMINo2 @

Effective Start Date 1/10/24 Grade Set Common Set

Effective End Date Action Reason
Grade Details_ Rate Values Update)the applicablejinformation below,

4 Basic Details

Grade Set Common Set

“Effective Start Date | 1/10/24 ]
Effective End Date Action Reason
4 Grade Details
“Name | Admin02 Context
*Code | ADMIN02 Attachments None 4=

“Status | Active

4 Grade Step Details
View v Formatv < Add Row

“Step Number *Step Name Ceiling Step
No data o display.

Grade: Legislative Information

4 UK MyCSP Information E

From the Review Screen, we can review the updated information and click Submit

=ViSiON

Review Grade: Admino2 - ADMINo2 pinaviepage | [ |

Effective Start Date 1/10/24 Grade Set
Effective End Date Action Reason

Click Submit

4 Grade Detalls Review)the updated information below,
Attribute Current Value Proposed Value
Status. Active Inactive

4 Grade : Legislative Information

4 UK MyCSP Information

Attribute Current Value Proposed Value

Industrial grade N

Uniformed grade N

4 Comments 4 Attachments
+ +x

No data to display. No data to display.

Create Grade Rates
Navigation: Home>My Client Groups>Show More from the Quick
Actions>Manage Grade Rates>Create>Enter Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTam | Myl s | My Reporting

QUICK ACTIONS APPS Click My Client Groups

&

Person Spotiight

®

ecklist Templates

Next, click Show More

=VisSioN e

Good morning, Curtis Feitty
Me My Team Groups

QUICKACTIONS

o

Person Spotight

" Click Show More

Scroll down and under Workforce Structures, click Manage Grade Rates. As a
note, we can search Manage Grade Rates by clicking Ctrl F




Worker Tim

Avea of Responsibilty Templates

} Compare
Document Type S
Requistion Security Pro
Maintain Areas of Responsibilty

. Manage Departments Manage D

2,

& /| Manage Grade Rates,

Manage Enterprise HCM Manage Grade Ladders

» Manage Legal Entity HCM Manage Legal Reporting Unit HCM

Information Information ative Data Grou

Manage Reporting Estabiishm Manage Worker Unions
Position

Request a New

ol Securiy Prof

Click Create

=ViSiON

< Manage Grade Rates

** Name

** Legisiative Data Group v

Rate Type

rch Resuts @

View v Format v ort | Manage in Spreadsheet

Legislative Data Group

Name

Click Create

No search conducted.

I -

Click

Grade

Status | Active v

Effective As-of Date | m/d/yy o

Rate Type

| Advanced | Saved search | Active Grade Rates v

** At least one is req

[ search | Reset [ save

Pending

Grades Status. Changes

Enter the Legislative Data Group using the assistive search. Click OK




Select Legislative Data Group

Select Legislative Data Group

* Legislative Data Group

Click OK

The effective start date will populate. If needed, we can change the date. The data
displayed here is the recommended date to use. Enter the Name and click Add Row

=VISiON

Create Grade Rate ®

4 Grade Rate Details

4 Us Legsitive Data Group
*Effective Start Date | 1/1/51 fig “Frequency | Annually v
N ] AnoualatonFecir o

“Rate Type | Salary v “Currency | USD |
*Status | Active v Action Reason
Attachments None s Context v

4 Grade Rete Values

Viewv Fomatv [ AddRowl  Remove

“Grade Minimum Maximum Midpoint Value
Click Add Row

No data to display.

Search for the Grade using the assistive search and click the Grade

]
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Create Grade Rate ®

4 Grade Rate Details

aus

“Effective Start Date | 1/1/51 e

“Name [salried Grade Rates
*Rate Type | Salary
*Status | Active v
Attachments None 4

4 Grad

View v Fomatv 4 AddRow X Remove

“Grade

Admin|
AdmnoT AGMING! Gammon 5ot COMON et |

Adming2 ADMING2 Common Set COMMON

Select Grade

Admint3 ADMING3 Common Set COMMON

Adming4 ADMINOS Common Set COMMON

Admin5 ADMINOS Common Set COMMON

'AJMIn0G UAE_ADMINOG Common Set

MMON

'AUMIn07 UAE_ADMINOT Common Set COMMON

Enter the Minimum and Maximum and the Midpoint will populate. Next, click Add

“Frequency | Annually v

Annualization Factor 1.00
*Currency | USD

Action Reason

Context v

Minimum Maximum Midpoint Value

Row to add additional Salaried Grade Rates, if applicable, and click Review

=VISiON

Create Grade Rate ®

4 Grade Rate Details

“Effective Start Date | 1/1/51 %

N [t Gade Rt

“Rate Type | Salary v
“Status | Active v

Attachments None

Viewv Formatv 4 AddRow X Remove

“Grade

Admin01

Click Submit

[, Review ||[sawve (][ submit

Click Review

“Frequency | Annually v

Annualization Factor 1.00

“Currency | USD

Action Reason

Context |

Minimum Maximum Midpoint Value

50,000.00 60,000.00 { 55.000.00

Enter Minimum and Maximum

—




=ViSiON

Create Grade Rate ®
_J -

4 Grade Rate Details

4 Us Legisative Data Group

“Effective Start Date | 1/1/51 t

“Rate Type | Salary v
“Status | Active v

Attachments None 4

Viewv Fomatv 4 AddRow X Remove

“Grade

Admin01 v

Manage Grade Rates

Reviow | [ save

Click Submit

“Frequency | Annually v

Annualization Factor 1.00

“Currency | USD v

aweo @

| sobmit ([ cancel

P

Action Reason

Context

Minimum

Maximum Midpoint Value

50,000.00

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Manage Grade Rates>Search>Update Information>Submit

From the home screen, click My Client Groups

=VIisSiON

Good morning, Curtis Feitty

Me My Team

QUICK ACTIONS

Next, click Show More

My Reporting
Click My Client Groups

e & ]
iring Person Spotiight

erson
Management

6000000 [ s5.00000] |

]
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Good morning, Curtis Feitty
Me My Tean My Client Groups My Reporting
-
[ Hire an Empl

Person Spotiight Absences Time
Management

Change Assignment

® &

Compensation Profles Leaming Workforce
Structures

Transfer.

eckist Templates @ (}::> @ +

Workforce Data Exchange Communicate
=dictions

Click Show More

Scroll down and under Workforce Structures, click Manage Grade Rates. As a
note, we can search Manage Grade Rates by clicking Ctrl F

+ Time Entry Profiles

Workforce Sruct
# Responsiiy Templa
Candidat
@) Document Type
7 Job Fariies ) Job Reauisiion Securty Profie
—— / Manag
Manage Disabilty O

o) =)
Manage Enterprise HCM Information g8/ Manage Grade Ladders g Rates &8/ Manage Grades

Manage L:;a\ ity HEW i 5 DataGroy. Click Manage Grade Rates

Manage Position Trees

le Mappings

Enter the Grade Rate name and click Search
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< Manage Grade Rates

Enter Name

** Legisiative Data Group

Rate Type

Viewv Fomatv 4 Create # Edit v X Delete ¥ Export = Manage in Spreadsheet
Name
US Annual Salary Grade Rate

US Hourly Grade Rate

Click Grade Rate Name

=ViSiON

< Manage Grade Rates

** Grade

Advanced | Saved Search | Active Grade Rates v

At least one i required

status  Actve -
Effctve As.ofDat [ a3 0y

Legislative Data Group Rate Type
US Legislative Data Group Salary
US Legislative Data Group Salary

Click Search

Pending
Grades status Ehanges

Bl Active No

& Active No

4 Search

** Name | Us

** Legisiative Data Group v

Rate Type

@

Viewv Fomatv 4 Create # Edit v X Delete ¥ Export = Manage in Spreadsheet

arch R

Name

US Annual Salary Grade Rate

US Hourly Grade Rate

Click Grade Rate Name

** Grade

status [ Actve v
tective AsofDate | /1y D)

Legislative Data Group Rate Type
US Legislative Data Group Salary
US Legislative Data Group Salary

To update the Grade Rate Details, click Edit and Update

Advanced | Saved Search | Active Grade Rates v

= Atle:

| search | Reset || sav

Pending
Grades status Changes
= Active No
Bl Active No
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Grade Rate: US Annual Salary Grade Rate @

Click Edit
o .
4 Grade Rate Details
Effective Start Date 1/1/51 Frequency Annually
Effective End Date Annualization Factor 1,00 Correct
Legislative Data Group US Legislative Data Group Currency USD Click Update Delste Record
Name US Annual Salary Grade Rate Action Reason
Rate Type Salary Context
Status Active Attachments None
View v Format v Add Row Remove

“Grade Minimum Maximum  Midpoint Value
Admin01 10,000.00 30,000.00 20,000.00 q
Admin02 20,000.00 40,000.00 30,000.00

‘Admin03 30,000.00 50,000.00 40,000.00

Admin04 40,000.00 60,000.00 50,000.00

Admin05 50,000.00 70,000.00 60,000.00

Prof01 20,000.00 50,000.00 35,000.00

Prof02 30,000.00 60,000.00 45,000.00

Prof03 40,000.00 70,000.00 55,000.00

Prof04 50,000.00 80,000.00 65,000.00

Prof05. 60,000.00 90,000.00 75,000.00

Colums Hidden 1

Enter the Effective Start Date, Action Reason, if applicable, and Click OK

Enter Effective Start Date
Update Grade Rate

* Effective Start Date]| 1/1024 e

Click OK

Here we can make the applicable updates and click Review
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Click Review

Edit Grade Rate: US Annual Salary Grade Rate @ submit =

| 4 Grade Rate Details Update)theapplicablejinformation below)

“Effective Start Date | 1/10/24
Effective End Date

“Frequency | Annually

&t

Annualization Factor 100
Legislative Data Group US Legislative Data Group

“Currency | USD v
“Name | US Annual Salary Grade Rate -

N Action Reason
“Rate Type | Salary

Context
“Status | Active v

Attachments None 4

View v Formaty <4 AddRow X Remove

“Grade Minimum  Madmum  Midpoint  Value
Admino1 1000000] [ 3000000] [ 2000000
Admin02 20,00000| [ 4000000] [ 3000000
Adming3 3000000] [ s000000] [ 4000000
Admin04 4000000 000000| [ 5000000
Admin0s s000000] [ 7000000] [ 60.00000
Profor 2000000 5000000| [ 3500000

Prof02 30,000.00 6000000‘ /ﬁ
prot3 soo0a0n] [ 7000000] | o
From the Review Screen, we can review the updates and click Submit

=VIiSiON Q e Q%R

Review Grade Rate: US Annual Salary Grade Rate swe 7] subme

Effective Start Date 1/10/24 Legislative Data Group US Legislative Data Group .
Effective End Date Action Reason Click Submit

4 Grade Rate Values

4 Current

Grade Minimum Maximum Midpoint Value
Admin01 10,000.00 30,000.00 20,000.00
Admin02 20,00000 40,000.00 30,000.00
Admin03 30,00000 50,000.00 40,000.00
Admin04 40,000.00 60,000.00 50,000.00
Admin0S 50,00000 70,000.00 60,000.00
Profol 20,00000 50,000.00 35,000.00
Prof02 30,00000 60,000.00 45,000.00
Prof03 40,000.00 70,000.00 55.000.00
Profo4 50,00000 80,000.00 65,000.00
Prof0s 60,000.00 90,000.00 75,000.00

Grade. Minimum Maximum Midpoint Value
Admin01 12,000.00 30,000.00
Admin02 20,00000 40,000.00

Add Valid Grades To A Job
Navigation: Home>My Client Groups>Show More from the Quick Actions>Job
Details>Search>Update Information>Submit

From the home screen, click My Client Groups




Q

Good morning, Curtis Feitty

Me  MyTeam y s | My Reporting

QUICK ACTIONS APPS Click My Client Groups

o

v/ or

Person Person Spotight Z Time
Management Management

O

<3 ™
Compensation Profies Workforce
Structures.

Workforce Data Exchange Communicate
Predictions

Next, click Show More

Q ses

Good morning, Curtis Feitty

Me My Team

Pp—

& e 4

7 & B

Person Person Spotiight Time
Management Management

£ | ® &7

Compensation Profles Payroll

Workforce Data Exchange Communicate
~dictions

Click Show More

Scroll down and under Workforce Structures, click Job Details. As a note, we can
search Job Details by clicking Ctrl F

]
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Workforce Structures

f Responsiil

Compare Configure Actions

Document Typ 8/ HCM Exclusion Rules

Job Details ob Requisiton Securty Profie jslaive Data Group Securty

Click Job Details / Manage Business U 3 Manage Department Trees

Manage Departments Manage Dx [

MonageEnaprte HCMomaton 4. Mensge Gac Lk R Narage G tes

Manage Legal Entity HCM Manage Legal Reporting Unit HCM
Inf I

e Manage Legisiative Data Groups

Reporting Establshments . Manage Worker Unions
Position Details - O
Position

/ Role Mappings o Securiy Profiles

Add Anytime Document 1 Add to Talent Pool

Search for the Job by entering the Job Name. To populate all jobs, enter %% and
click the magnifying glass

=VIiSiON

ob Details e

ShowFilters | | Effective As-of Date  Onorafter 1/11/24  Status  Active X

Job Name - AtoZ

Enter Job Name

Account Executive

052

Job Set Job Family
Sales

Commercial

status

Active

Account Executive
E360USJOBO

Job Set Job Family
E360 US Job Set e

status

Active

Accountant

Job Set Job Family

Common Set

unting
status

Active

Accounting Clerk

Select the Job Name




=VISiON

< Job Details

Jobs + Add
X Q| ShowFilters | Effective As-of Date Onorafter 1/11/24 Status Active X

Sort By | Job Name - AtoZ

Select Job Name Job Family
Sales.

Status.

Active

Job Set Job Family
E360 US Job Set Sales
status

Active

Accountant
10800

Job Set Job Family
Common Set "
status

Active
Accounting Clerk
JOBO16

Next, click Actions then Update. As a note, if we select Update, we will update the
information as of the effective date entered in the next steps. If we select Correct,
we will correct the existing information as of the existing effective date (in this
example, as of 1/1/1951)

=VisioN nero @

Click Actions

Account Executive Actons |
JOBO52

Correct

Click Update Duplicate
Job Details Create Profle
Effective Date Job Family
11/51 Sales

Action Reason

Grades

Valid Grades

:« There's nothing here so far.

Enter the Effective Date. The Effective Start Date will populate. If needed, we can
change the date. Next, scroll down to Grades. Search for the Grade using the
assistive search and select the Grade. Click Add

]
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Update Job: Account Executive

JOB052

Attachments

k‘ Drag fles here or cick to add attachment v

Grades

Valid Grades
Grade

[Setecta value + Add

Name coce

K12 Cerlfied Teacher Master's K12CTMD
Degree

|Pwogvess Salary 03 Progress Salary

Select Grade !

10

t, There's nothing here so far.

1 n

Additional Info

Legislative Info v E

Once complete, click Submit. The Job Details have been updated as of the
Effective Start Date

Update Job: Account Executive

JOB052

Click Submit

Attachments

k‘ Drag fles here or cick to add attachment v

Grades

Valid Grades
Grade

[setecta value + Add |

Progress Salary 03
Grade Code Grade Set
Progress Salary 03 Progress US Grade Set

Additional Info

Legislative Info

Evaluation Criteria v E

Create A Position
Navigation: Home>My Client Groups>Show More from the Quick
Actions>Position Details>Add>Enter Information>Submit

From the home screen, click My Client Groups

]
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=VIiSiON Q

Good morning, Curtis Feitty

Me  MyTam | Myl s | My Reporting

QUICK ACTIONS APPS Click My Client Groups

&

Person Spotiight

®

ecklist Templates

Next, click Show More

=VisSioN e

Good morning, Curtis Feitty
Me My Team Groups

QUICKACTIONS

o

Person Spotight

" Click Show More

Scroll down and under Workforce Structures, click Position Details. As a note, we
can search Position Details by clicking Ctrl F




Workforce Structures

f Responsiil

Compare Configure Actions

Document Typ 8/ HCM Exclusion Rules

o Recishion Secity Prome jslative Data Group Security

/ Manage Business U 3 Manage Department Trees

 Manage Departments Manage Dx [

7 Nataga Ertaion HOo g iy Manmos Graca axies B Mansge Grae Rtes

Manage Legal Entity HCM Manage eporting Unit HCM S
7 ::;an ge Legal Entity HCM ‘M nage Legal Reporting Unit HCM Midiage Eegibin o e

mation
Click Position Details Reporting Establshments . Manage Worker Unions
Posiion Details - O
Position
/ Role Mappings ol Security Profles
Talent

Add Anytime Document 1 Add to Talent Pool

Click Add

A= ¢

=VISiON

< Position Details [ep—

Positions E}

o Click Add

Search. 2| Show Filters

[ @ Try searching to get results
(80 st postonramearcoe, aren
posion name or code, ob, department
incumbent name or number.

Select the applicable boxes and click Continue




=VISiON

Request a New Position

= =le  Cick Continue

What info do you want to manage?

Budget Details ‘

Additional Info ’

Legislative Info }

Enter the information in the When and Why section, then click Continue

=ViSiON

Request a New Position

© When and Why Enterthe below/information

“When does the new position start? What's the reason for this request?

[1ss1 to Reorganization

Click Continue

Enter the information in the Position Details section according to our setups, then

click Continue

]
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Request a New Position

@ Position Details

Enterithe below/information

Parent Position

[convotler

“Business Unit

[FrogrssUs susness it

“Name

[Assitant controller

“Department

[EsecuiveOffePrg Us

“Job

[Conater

Location

[Reston

Grade Ladder

[Setctavaue

Grade

[Paminss
Add Another Grade

Entry Step

Manager

End Time,

himma

Regular or Temporary

Regular

Hiring Status

Approved

Requisition Template

Select a value

Security Clearance

Probation Period

Union

Select a value

Bargaining Unit

Select a value

Collective Agreement

Select a value

Delegate Position

Select a value

|[ cnca

g

Enter the information in the Budget Details section according to our setups, then

click Continue

() When and Why

(@) Position Details

© Budget Details

Enterthe below/information

Budget Amount

‘ 75000 [ USD US Dollar

Is the position budgeted?

e

Cost Center

r
| setect a value

Funded from existing positions?

[no

Head Count

FTE
|

Type

[ singte incumbent

Additional In

Continue
Click Continue

Enter the information in the Additional Info section according to our setups, then

click Continue

—
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=VISION
(® When and Why / it
@ Position Details / Edit
(® Budget Details 7

O Additional Info

Continge

Click Continue

S E

Enter the information in the Legislative Info section according to our setups, then
click Continue

Request a New Position

(® Budget Details [ 76 ]
Iy

(@ Additional Info / it

© Legislative Info Entersthe below/information

Brazil Position Details

ce0 0t |

CBO Occupation

Continue
Click Continue

6) Evaluat Criteria

. E

Enter the information in the Evaluation Criteria section according to our setups,
then click Continue




Request a New Position

(3 Budget Details

(® Additional Info

(® Legislative Info

@ Evaluation Criteria Enterithe lbelowjinformation

“Evaluation Date Evaluation System

[amy2a ) Custom

Custom System

Measurement Unit Context Value

[points ] [

Click Continue

Enter the information in the Associated Profiles section according to our setups by

clicking Add, then click Continue

Request a New Position

(® Budget Details

(® Additional Info

(® Legislative Info

(® Evaluation Criteria

[ 7 Edit

7 i

@ Associated Profiles nter;the below/information

Profiles

, There's nothing here so far.

=]

Click Add

Click Continue

If we plan to post and recruit for this position according to our setups, enter the

information in the Requisition Details section

]
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Request a New Position

(®) Evaluation Criteria

(@ Associated Profiles

© Requisition Details

Enterthe below/information

“Primary Location

Other Locations

‘ Add Another Location

Legal Employer

Select a value

Display in Organization Chart
Vi

“Hiring Manager

Primary Work Location
Reston

Other Work Locations.

[Jon o chaiman

Grade
Admin03

Add Another Work Location

Automatically Open Requisition for Sourcing

No

We can update the information we have entered in any section by clicking Edit.

Once we have entered all the position information, click Submit

=VIiSiON

Request a New Position

(1) When and Why

(@ Position Details

(® Budget Details

(® Additional Info

(® Legislative Info

(® Evaluation Criteria

(@ Associated Profiles

[ @ Requisition Details

Manage Positions

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Position Details>Search>Actions>Edit>Update Information>Submit

From the home screen, click My Client Groups

]
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=VIiSiON Q

Good morning, Curtis Feitty

Me  MyTam | Myl s | My Reporting

QUICK ACTIONS APPS Click My Client Groups

&

Person Spotiight

®

ecklist Templates

Next, click Show More

=VisSioN e

Good morning, Curtis Feitty
Me My Team Groups

QUICKACTIONS

o

Person Spotight

" Click Show More

Scroll down and under Workforce Structures, click Position Details. As a note, we
can search Position Details by clicking Ctrl F




) Candidat

Manage Departments

' Manage Enterprise HCM Information

Manage Legal Entity HCM
Inf

%/ Role Mappings

Talent

Add Anytime Document

/" Manage Departments - Oracle Seard Manage

/' Manage Grade Ladders

Job Requisition Security Profies

f Responsibilty 57 Manage B

ity Organiz

} Manage Grade

Manage Legal Reporting Unit HCM

Manage Leg

Manage Reporting Establishments

w Position

Transaction Securi

] Add to Talent Pool

nfigure Actions

/ HCM Exclusion Rules

/e Data Group Security

Enter the Position Name and click Magnifying Glass. To generate a full list of
positions, enter %% in the search bar and click the magnifying glass

=VIiSiON

< Position Details

Positions
Show Filters

Enter Position Name

Click Position Name

[, @ Try searching to get results
‘ Search by position name or code, parent
position name or code, job, department,
incumbent name or number.




=VIiSiON

< Position Details

Positions

Academic Advisor
FEPOS038

Parent Position

Director of Enrollment Services

Accountant

Parent Position

Accountant
PRGUSH
Parent Position

Accounting Manager
Accounting Analyst
PRGUSPOSO13
Parent Position

Ledger Manager

Accounting Clerk
POSO16

Parent Position

Click Actions and Update

=VIisSiON

Academic Advisor
USHEPOS038

Details

Effective Date

Action Reason

Status
Active

Parent Position
Director of Enrollment Services

Business Unit
University US Business Unit

Name
Academic Advisor

Code

USHEPOS038

Department

Enrollment Services HE US

Job
HE Analyst
Location

Main Campus

Hiring Status
Approved

Manager

Assignment Category

Show Filters

Click Position Name

Effective As-of Date

Onorafter 1/11/24 | Status  Active X

Sort By | Name - Ato Z

Incumbents

Incumbents

Incumbents

Incumbents
Fournie

Incumbents

Standard Working Hours
40 Weekdly

Working Hours
40 Weekly

Start Time
800 AM

End Time
5:00 PM

Regular or Temporary
Regular

Requisit

n Template

Security Clearance

Probation Period

Union

Bargaining Unit

Collective Agreement

Delegate Po:

+ Add

Click Actions

Click Update

avro @

‘ [T ———

Duplicate Position

Request a Posiion Change
HOM Posiion Hierarchy
Delete This Record

Delete Posiion

Create Profle

Create Requisiion

Enter the Effective Start Date and make the applicable updates and once

complete, click Submit




=VISiON

Update Position: Academic Advisor
USHEPOS038
Click Submit

Details N

“Effective Date Entera date between 1251 and 1231112, ‘ Working Hours
1124 lie |- m/d/yy 40 | | Weekly v ‘
Start Time
‘] 800 AM &)
End Time
<] 500 PM )

Regular or Temporary

“Job

HE Analyst |

"
Saectz e 3|
Locatior Collective A it

Add Valid Grades To A Position
Navigation: Home>My Client Groups>Show More from the Quick
Actions>Position Details>Search>Actions>Edit>Update Information>Submit

From the home screen, click My Client Groups

=VIisSiON Q

Good morning, Curtis Feitty
Me  MyTam | MyClientGroups | My Reporting

QUICK ACTIONS. APPS Click My Client Groups

il

Person Spotiight

Next, click Show More




Q ses

Good morning, Curtis Feitty

Me M My Client Groups My Rep

QUICKACTIONS

(@]

7 o

Person Person Spotiight Absences Time
Management Management

® &

Compensation Profles Leaming Workforce
Structures

Workforce Data Exchange Communicate

dictions
Click Show More

Scroll down and under Workforce Structures, click Position Details. As a note, we
can search Position Details by clicking Ctrl F

ctive Agreements

Job Requisi

Manage Bu

dders

ing Unit HCM

Click Position Details

, Request  Postio

\dd to Succession Plan (3 Add to Talent ool Zh Channels

Enter the Position Name and click Magnifying Glass. To generate a full list of
positions, enter %% in the search bar and click the magnifying glass




=VISiON

< Position Details

Positions
Show Filters

Enter Position Name

Click Position Name

VisioN
{ Position Details

Positions

Show Filters | | Effective As-of Date  On

Academic Advisor

Parent Position Click Position Name

Director of Enrollment Services

Accountant

Parent Position

Accountant
PRGUSPOSO

Parent Position

Accounting Manager

Accounting Analyst

Parent Position
Ledger Manager

Accounting Clerk

Parent Pasition

Click Actions and Update

job, department,

@ Try searching to get results

‘ Search by position name or code, parent
positon name or code
incumbent name or number.

fter 1/11/24 | Status | Active X

SortBy | Name - AtoZ

Incumbents

Incumbents

Beame

Incumbents

Incumbents

Incumbents

+ Add

nveo @

Manage in Spreadsheet ‘

e




=VISiON

Academic Advisor
USHEPOS038

Details

Effective Date
/51

Action Reason

Code
USHEPOS038

Dep:
Enr

Job
HE Analyst

Assignment Category

Standard Working Hours
40 Weekly

Working Hours
40 Weekly

Start Time
800 AM

End Time
5:00 PM

Regular or Temporary

Regular

Requisition Template

Security Clearance

Probation Period

Union

Bargaining Unit

Collective Agreement

Delegate Position

Click Actions

Click Update

anvrPo @

Create Profle

Create Reguisiton

Scroll down to expand the Grades. Here we manage the Grade Ladders and

Grades. We can select the Grade Ladder from the drop down and add grades by
selecting the grade from the dropdown and clicking Add. We can also select the
Entry Grade and Entry Step from the dropdown.

=ViSiON aowro@

Budget Details

Grades Update,the below/applicable)information

Grade Ladder
Grade Ladder

| Facilities Grade Ladder

Valid Grades
Grade

| Select a value v + Add ‘

Facility 01

Grade Code
FACILITY_01

Entry Grade

Entry Grade

[Facity o1

Set Name.
Common Set

Entry Step

Step 01

Additianal Info

Once we have entered and reviewed our Grade updates, click Submit
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Update Position: Academic Advisor

USHEPOS038
Click Submit

Grades G

Grade Ladder
Grade Ladder

[Fcite rade e

Valid Grades
Grade

[selecta value v] [ + Add }

Facility 01 x

Grade Code Set Name.
FACILITY 01 Common Set

Entry Grade

Entry Grade Entry Step
[Faciity 01 % [step o1

Additional Info v

Legislative Info v

Evaluation Criteria ¥

Create Grade Ladder (With or Without Steps)
Navigation: Home>My Client Groups>Show More from the Quick
Actions>Manage Grade Ladders>Create>Enter Information>Submit

From the home screen, click My Client Groups

=VIisSiON O Senehfor el s

Good morning, Curtis Feitty
Me My Team My Client Groups My Reporting

QUICK ACTIONS. APPS Click My Client Groups

(Y] 0

e W74 &

Hiing Person Spotiight

erson
Management

%

a

Next, click Show More

]
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=VISiON Q s

Good morning, Curtis Feitty

oups  MyR

QUICKACTIONS

/7

Person Person Spotiight Absences
Management

) & ® &

Compensation Profles Leaming Workforce
Structures

Time
Management

dist Templates @ <|::> @ +

Workforce Data Exchange Communicate

dictions

Aanac
°"* " Click Show More

Scroll down and under Workforce Structures, click Manage Grade Ladders. As a
note, we can search Manage Grade Ladders by clicking Ctrl F

=VIiSiON

Document Typ

Job Requisition Security Profiles

cation Details / Maintain Are

/' Manage Departments / Managy

 Manage Enter

Manage Legal Reporting Unit HC!
4 - £ anage Organization Tr

Informatio

, Manage Legal Entity HCM
Informatio

Manage Position Tr Manage Reportin Manage ity Profiles

Position etz

Request a New

Next, click Create




=ViSiON

< Manage Grade Ladders

= e ]|

Name |
Grade set Effective As-of Date | m/d/yy to
statws [ Active
Search || Reset || Save...
4 search Resutis @
View v Format v Manage in Spreadsheet
Pending
Name ;- Grade Set Grades Status.
Click Create Changes

No search conducted.

Next, enter the Grade Ladder Details. If we have multiple Grade Sets, we'll need to
select the appropriate Grade Set. Under Grade Type, we can select to attach
Grades or Grades with Steps; depending on what we select here will determine the
information we will need to enter on the next page

=ViSION

Create Grade Ladder: Grade Ladder Details ®

Rd

4 Grade Ladder Hierarchy 4 Grade Ladder Details @ Entersithe below/information
view “Effective Start Date | 1/1/51 7Y “Status | Active v
w1t Lot pam e~
i Action Reason —‘
Context

Attachments None 4

Grade Select Grade Type

Grade vith steps

Once the information is entered, click Next




=ViSiON

Create Grade Ladder: Grade Ladder Details @

- N i Click Next
4 Grade Ladder Hierarchy 4 Grad tails @

View v

*Effective Start Date | 1/1/51 t% *Status | Active
New Grace Lacder
i “Grade Set | Common Se Acton Reason
“Name | Nev | Context .
*Grade Type | Grade with steps | Attachments None

Now we’ll enter the grade information. Enter the Code and Name and click Search

=VIiSiON

Create Grade Ladder: Grades

Effective Start Date 1/1/51 Name New Grade Ladder
Grade Type Grade with steps

** At least one is required
Enter Name
Click Search

Grade Set Common Set

4 Grade Ladder Hierarck @ 4 search: Graces

View v

Enter Code
4 Search Results: Grades

View v Fomat v ‘ Add to Grade Lﬂdder‘

Name Code
DE-EG1 DE-EG1
[ pescto DE-EG10
DE-EG11 DE-EG11
DE-EG12 DE-EG12
DE-EG13 DE-EG13
DE-EG2 DE-EG2
DE-EG3 DE-EG3
DE-EG4 DE-EG4

DEEGS DEEG5 E
DE-EG6 DE-EG6

Highlight the row of the Grade we wish to add to the Ladder and click Add to
Grade Ladder. The Steps associated to the grades will also be added. We can add
multiple Grades to the Ladder




=VIiSiON

Create Grade Ladder: Grades

Effective Start Date 1/1/51 e La
Grade Set Common Set Grade Type Grade with steps.

4 Grade Ladder Hierarck @ 4 search: Graces
View v

New Grade Ladder ** Code | DE ** Name | DE

Click Add to Grade Ladder

** Atleast one is required

4 Search Resufts: Grades

Add to Grade Ladder

Name Code

View v Format v

DE-EG1 DEEG1
§ peesto DEEG10
DE-EG1 DE-EGH
DE-EG12 DEEGT2
DE-EG13 DEEG13
DE-EG2 DE-EG2
DE-EG3 DEEG3
DE-EG4 DEEG4
DE-EGS DE-EGS
DE-EGE DE-EGS

After we add the first Grade, we will be asked where we want to place the second
grade. We will select After Grade 1. We will follow this process to add additional
grades. Click OK

Add to Grade Ladder Hierarchy

lacement (_ »
@ Atergrade | PEECT i
an

Click After Grade
Click OK

Once all the Grades have been added, click Next

—
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Create Grade Ladder: Grades

Click Next

Effective Start Date 1/1/51
Grade Set Comm

4 Grade Ladder Hierarck@ 4 se3

Vewy B X 4 v

4 New Grade Ladder ** code [ DE +Rame [0 |

4 DEEGT () ]
Search || Reset
stufe 1
sulez 4 Search Results Grades
suie3
4 DEEG2 View v Fomalv | Add to Grade Ladder
ufe 1
* Name Code
Stufe2
stuie3 DEEGH DE-EG1
4 DE-EG3 E DE-EG10 DE-EG10
Sl DEEG1 DE-EGH
sufe2
DEEG12 DEEG12
suie3
DEEG13 DEEG13
DEEG2 DE-EG2
DEEG3 DEEG3

DE-EG4 DEEG4
DE-EGS DEEGS
DE-EGB DE-EG6

Here we can enter the Grade Step Rates, if applicable. It is recommended we add
the Grade Rates through the Manage Grade Rates task prior to the creation of the
Ladder but, we can add them here. Select the Legislative Data Group. Next, click

Add Row

=ViSION

Create Grade Ladder: Rate Values @

Effective Start Date 1/1/51 Name
Grade Set Common Set Grade Type.

Legislative Data Group|| US Legislative Data Group
4 Grade Step Rates

View v Fomat v |+ Add Row]

Select Legislative Data Group

. Annualization
Name ) Rate Type Frequen Currency
Click Add Row "’ Factor
No data to displey
4 Step Rate Values
View v Fomat v
Grade Name Name Value

No data to display.

Next, enter the Values and once complete, click Next

—
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Create Grade Ladder: Rate Values ®

Effective Start Date 1/1/51

Grade Set Common Set

Legislative Data Group | US Legislative Data Group
4 Grade Step Rates

View v Format v AddRow X Remove

“Name Rate Type Frequency Annualzaton currency

New Grade Ladder Rates ‘ | Salary | [Annuaty 100 |usD

4 New Grade Ladder Rates: Step Rate Values

Ententhe \Values
View v Format v i h——
Grade Name Name Value
DEEG Stufe 1 [ 50.000.00
P sue2 \ S500000
DEEGH Stufe 3 [ 60.000.00
DE-EG2

stufe 1 E 65,000.00
DEEG2 sufe2 2000000

Lastly, we'll review the Ladder information and once our review is complete, click
Submit

=VIiSiON

Create Grade Ladder: Review Ea Save

- Click Submit
4 Grade Ladder Details

Effective Start Date 1/1
Nam

Grade Set

Action Reason

Attachments None

4 Grade Ladder Hierarchy Reviewithe below/information
View v
4 New Grate Ladder
4 DEEG1
suet
o2
sue3
4 DEEG2
suet
o2
sue3
4 DEEG
suet
o2

sufe3

4 Rate Values E

Manage Grade Ladders

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Manage Grade Ladders>Search>Update Information>Submit

From the home screen, click My Client Groups

]
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Good morning, Curtis Feitty

Me  MyTam | MyClientGroups | My Reporting

QUICK ACTIONS APPS Click My Client Groups

o

v/ or
Person Person Spotiight

Management

®

ecklist Templates

fanager

Next, click Show More

=VisSioN e

Good morning, Curtis Feitty
Me My Team My Client Groups My Reporting
Pp—
& 8

Person Person Spotiight
Management

® &

Leaming

Click Show More

Scroll down and under Workforce Structures, click Manage Grade Ladders. As a
note, we can search Manage Grade Ladders by clicking Ctrl F

]
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Action Reasons

ve Agreements

Maintain Areas of Responsibiity

Manage Departments age Departments

nage Enterprise HCM Information

Entity HCM

Role Mapp

=ViSiON

< Manage Grade Ladders

4 search Resutts @
View v Formaty < Create # Edit v 3 Delete 7% Export = Manage in Spreadsheet
Name

Progress Hourly Grade Ladder

oy Templates

nfigure Actions

HCM Exclusion Rules

| Advanced | Saved search | Actve Grade Ladders

** At least one is required

Effective As-of Date | 2/28/24

[ save...

Click Search

Pending
Grade Set Grades. status Changes

Progress US Grade Set Active No

a

Highlight the row of the Grade Ladder and click Edit, then Update. As a note, we
canclick Correct if we are correcting data that was entered in error, otherwise,

we’ll click Update
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< Manage Grade Ladders
[¥

4 Search

** Name [ Progress Hourly Grade Ladder ** Grade

Grade set | v Effective As-of Date | 2/28/24 Y
Status | Active v

4 Search Results @
eate  / Edit s elete % Export | Manage in Spreadsheet
Click Update
g Uocate | Pending
E e s oo s OO

Progress Hourly Grade Ladder ‘ Progress US Grade Set = Active No

Enter the Effective Start Date, Action Reason, if applicable, then click OK

Enterthelinformation)

Update Grade Ladder x

* etectve tatDate 22824 %

Action Reason | Reorganzaton v
nce

Click OK

Next, we'll update the applicable information. We can add or remove grades by
select the Arrow and clicking either add or delete grades

]
9
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Edit Grade Ladder: Progress Hourly Grade Ladder ® Reiew | [ s [v] [ swmt ][ conca

g . = el

*Effective Start Date | 2/28/24 t Action Reason | Reorganization v

Effective End Date

Grade Ladder Details ~Rate Values

Select Arrow

*Grade Set | Progress US Grade Set “Status | Active v

“Name | Progress Hourly Grade Ladder | Context

4 Grade Laddel @ , 4 Ceag
View v v a
Progress Hourly Gradg ‘; br
4 Hourly 01 ‘5

Hourly 01 Step 1 ade with steps ‘ Attachments None &

oty 01 5002 Click Add or Delete
Hourly 01 Step 3
Hourly 01 Step 4
Hourly 01 Step 5
4 Hourly 02
Hourly 02 Step 1
Hourly 02 Step 2
Hourly 02 Step 3
Hourly 02 Step 4 4
Hourly 02 Step 5
4 Hourly 03
Hourly 03 Step 1
Hourly 03 Step 2
Hourly 03 Step 3

Hourly 03 Step 4
Hourly 03 Step 5
4 Hourly 04

Once our updates are complete, click Submit

=VisSiON Q sechforpopc and o aveo @

Edit Grade Ladder: Progress Hourly Grade Ladder @ foiew | [ save [v][ submit ||

Crick Submit

“Effective Start Date | 2/28/24 [y Action Reason | Reorganization

Effective End Date

Grade Ladder Details  Rate Values

4Grade Laddel® 4G

Viewv v . »

: “Geade et [Frogess U Grade ot “Suates [pee
Progress Hourly Grad [ 3| b
Hourty o1 [x] “Name | Progress Hourly Grade Ladder Context
4 Hourly = rogres oy T
] -
Hourly 01 Step 1 &) *Grade Type | Grade with steps B Attachments None 4=

Hourly 01 Step 2
Hourly 01 Step 3
Hourly 01 Step 4
Hourly 01 Step 5

4 Hourly 02
Hourly 02 Step 1
Hourly 02 Sep 2
Hourly 02 e 3
Hourly 02 Step & i
Hourly 02 Step 5

4 Hourly 03
Hourly 03 Step 1
Hourly 03 Step 2

Hourly 03 Step 3

Hourly 03 Step 4
Hourly 03 Step 5
4 Hourly 04

Create An Area of Responsibility Template
Navigation: Home>My Client Groups>Show More from the Quick Actions>Area of
Responsibility Templates>Create>Enter Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTam | MyClientGroups | My Reporting

QUICK ACTIONS APPS Click My Client Groups

o

v/ or
Person Person Spotiight

Management

®

ecklist Templates

fanager

Next, click Show More

=VisSioN e

Good morning, Curtis Feitty
Me My Team My Client Groups My Reporting
Pp—
& 8

Person Person Spotiight
Management

® &

Leaming

Click Show More

Scroll down and under Workforce Structures, click Area of Responsibility
Templates. As a note, we can search Area of Responsibility Templates by clicking
CtrlF
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orker Time Entry

tructures
Action Reasons £/ Approval Transacti

nsibiity Templat Assignment Statuses

ity Profiles e Agreements

figur Click Area of Responsibility Templates

curty Profiles ocument Type

Job Families (&) Job Requisition Security Profiles Profles

Location Details

Meaintain Areas of Responsibiy &8 Manage Busines: Manage Departmen
/ Manage Departments - Oracle S 5/ Manage Disabifty Org Manage Diisior
Manage Grade Ladders Manage Grade Rates Manage Grades
Narae el Reprtrg Un M 1 e Dt Gops o e
Manage Reporing Establshments
curity Profies
{CM Data Security & Request a New Positio

Role Mappings Security Profies Transaction Security Profiles

Next, click Add

=ViSiON IR =T |

{ Area of Responsibility Templates

Templates

Search by template name, code, Show Fiters

Click Add

Sort By te - Late

"‘@ Try searching to get results

Search by template name, code, or scope

Click Assign to People and click Continue
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=VISiON

===

Create Responsibility Template

i ey = s = Click Continue

= L3

What info do you want to manage?

Assign to People

Click Assign to People

Enter the Basic Info and click Continue

(AR =R © |

=VISiON

Create Responsibility Template

= ——
@ Basic Info Enter«thejinformation below,
“Name “From Date

Leave Administrator (2729724 ts]

*Code To Date
LEAVE_ADM_AOR [mrany ]

“Responsibility Type “Status

[Active

Human Resources Representative

Usage
‘Approval, Checklist @ - M Include in work contacts
Description

This AOR willhandie Leave Questions and other leave administration ‘

Continue
Click Continue

Next, enter the Responsibility Scope and click Continue




=VISiON

Create Responsibility Template

— d

@ Basic Info

@ Responsibility Scope Entersthe below/information.

“Attribute Name Value

+ Add

Country v United States

Required

Continue
Click Continue
3) / ) deoplé

Lastly, Enter the Assign to People Information if we wish to assign this AOR to an

Employee, if not, we can leave it blank and click Submit

=VIiSiON

Create Responsibility Template

— d

(@ Basic Info

(@ Responsibility Scope

© Assign to People

Select People

Employee Management
Add A Pending Worker

Navigation: Home>My Client Groups>Show More from the Quick Actions>Add A

Pending Worker>Enter Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTeam

QUICKACTIONS. APPS Click My Client Groups

ox
4" Hire an Employee
[ Hire an Empioy ol o
o W7 &
Person Person Spotight Time
Management Management

e &

Compensation Profiles Workforce Payoll
Structures

Workforce Data Bxchange Communicate
Predictions

Next, click Show More

Q ses

Good morning, Curtis Feitty
Me  MyTeam

Pp—

& Hiean

& B

Person Person Spotiight s Time
Management Management

£ | ® &7

Compensation Profles e Payroll

e e

Workforce Data Exchange Communicate

~dictions

Click Show More

Scroll down and under New Person, click Add a Pending Worker. As a note, we can
search Add a Pending Worker by clicking Ctrl F




&

Click Add a Pending Worker

Document Records

Compensation

From the Add a Pending Worker screen, select the information we want to
manage. We recommend selecting all the boxes unless the information included in
the box is optional and not required to be entered. Click Continue

=ViSiON

Add a Pending Worker

Click Continue

Selectithe boxes,

What info do you want to manage?

Communicat tion Infc Addresses Legislative Info l Citizenship Info ’
Passport Info Driver's Licenses Visas and Permits t Family and Emergency Contacts ’
Maintin Managers Work Relationship Info Payroll Details ) Salary ’
Compensation Comments and Attachments.

Enter the information in the When and Why section, then click Continue
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Add a Pending Worker
© \When and Why Enterthe below/information
“When is the pending worker start date? “What's the way to add the pending worker?
112/24 to| Add Pending Worker
“Legal Employer Why are you adding a pending worker?
US1 Legal Entity Future hire to fill vacant position
“Proposed Worker Type
i
Continue

Click Continue

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. We can also
edit the information in each section by clicking Edit. Once we have added the
information in the sections below, click Submit. The Pending Worker has been
created.

Add a Pending Worker

1 = (@ Payroll Details ) N | B @R
(@ Salary (7]
Compensation [k ]

@ Comments and Attachments

Comments o =

Attachments

Convert Pending Workers

Navigation: Home>My Client Groups>Show More from the Quick Actions>
Pending Workers>Enter Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

My Client Groups

Ay Click My Client Groups

00 o)
o W7 &
Person Person Spotight Time
Management Management

& & ® &

Compensation Profiles Workforce Payoll
Structures

Workforce Data Bxchange Communicate
Predictions

Next, click Show More

Q ses

Good morning, Curtis Feitty
Me My Team
Pp—

i

Person Person Spotiight Time
Management Management

£ | ® &7

Compensation Profles Leaming Payroll

Workforce Data Exchange Communicate
~dictions

Click Show More

Scroll down and under New Person, click Pending Workers. As a note, we can
search Pending Workers by clicking Ctrl F
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9 2
%/ Local and Global Transfer B4 Manage Job Offers

83 Workiorce Modeling

Transaction Configuration and

'} HOM Experien

ox
1" Add a Pending Worker

Click Pending Workers

From the Pending Workers screen, select the three dots (...) across from the
pending workers name we wish to convert and click Convert. By clicking Convert
instead of Quick Convert, we will have the opportunity to update the employee’s
details. If we click Quick Convert, the employee will be converted to the proposed
worker type without the ability to update the employee’s details

=VIiSiON

< Pending Workers

[ lalen Santiago
Planned Start Date
nne/22

Click Convert

[J  MelOison 6255
Planned Start Date
/18722

Cancel Work Relationship

Inciude in Autoconversion

O vivienne Sullivan 6254
Planned Start Date
/18722

Employment Start Dates

(] Adelyn Cole 6253
Planned Start Date
118722

(] tbrahim Conley 6252
Planned Start Date
18722

[ Bret Trjillo 6251
Planned Start Date
/18722

From the Convert Pending Worker screen, select the information we want to
manage. We recommend selecting all the boxes unless the information included in
the box is optional and not required to be entered. Click Continue
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Convert Pending Worker

Jalen Santiago

d 3 r o3 Click Continue
Selectithe boxes

What info do you want to manage?

Communication Info Addresses Legislative Info Citizenship Info ‘
Passport Info Driver's Licenses Visas and Permits Family and Emergency Contacts ‘
Maintain Managers Work Relationship Info Payroll Details Salary ‘
Compensation Add Direct Reports Comments and Attachments

Enter the information in the When and Why section, then click Continue

NvP&A

Convert Pending Worker [ swmt |[ cma |

Jalen Santiago

@ When and Why Enternthe below/information
“When s the employee hire date? Why are yo
112724 % Hire to fill
Legal Employer Why are you making changes to direct reports?
St Logal Enty
*“What's the way to convert a pending worker? Work Relationship Type

Hire

Click Continue

Follow this same process and complete the information in each section. The
information needed in each section will depend on wer configurations. We can also
edit the information in each section by clicking the pencil icon. We can add
information by clicking Add. Once we have added the information in the sections
below, click Submit. The Pending Worker has been converted to the proposed
worker type

—
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Convert Pending Worker

Jalen Santiago Click Submit
c

P <
11) Employment Details

Hire An Employee
Navigation: Home>My Client Groups>Hire an Employee from Quick
Actions>Enter Information>Submit

From the home screen, click My Client Groups

=VisioN Qs

Good morning, Curtis Feitty

Me  MyTam | MyClientGroups| My Reporting

QUICKACTIONS APPS Click My Client Groups

Next, from the Quick Actions click Hire an Employee

]
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Good afternoon, Curtis Feitty
Me  MyTam  MyClentGroups My Reporting

o QUICKACTIONS s
Click Hire an Employee

)

Compensation Payroll

=

Workforce.

From the Hire an Employee screen, select the information we want to manage. We
recommend selecting all the boxes unless the information included in the box is
optional and not required to be entered. Click Continue

=ViSiON

Hire an Employee

Click Continue

Selectithe boxes

What info do you want to manage?

Communication Info Addresses Legislative Info Citizenship Info ’
Passport Info Driver's Licenses Visas and Permits Family and Emergency Contacts
Assign Managers Work Relationship Info Payroll Details Salary ’
Compensation Add Direct Reports Comments and Attachments

Enter the information in the When and Why section, then click Continue

]
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Hire an Employee

@ When and Why Enterxthe below/information

“When s the employee hire date? Why are you hiring an employee?

[1n224 t Hire to

position

“Legal Employer Why are you making changes to direct reports?

[us1 Legal Entty Selecta value

“What's the way to hire an employee?

[hve

Contine

Click Continue

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. We can add
information in each section by clicking Add. Once we have added the information
in the sections below, click Submit. The employee has been hired as of the
employee hire date.

Hire an Employee

[ swmt [ concel |
e

Click Submit

Correct The Hire Date of An Employee
Navigation: Home>My Client Groups>Show More from the Quick Actions> Work
Relationship>Edit>Update Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTeam

QUICKACTIONS. APPS Click My Client Groups

ox
4" Hire an Employee
[ Hire an Empioy ol o
o W7 &
Person Person Spotight Time
Management Management

e &

Compensation Profiles Workforce Payoll
Structures

Workforce Data Bxchange Communicate
Predictions

Next, click Show More

Q ses

Good morning, Curtis Feitty
Me  MyTeam

Pp—

& Hiean

& B

Person Person Spotiight s Time
Management Management

£ | ® &7

Compensation Profles e Payroll

e e

Workforce Data Exchange Communicate

~dictions

Click Show More

Scroll down and under Employment, click Work Relationship. As a note, we can
search Work Relationship by clicking Ctrl F




/) Direct Reports (@ Document Records

[/ Employment Y/ Employment Info Employment Start Dates

Hiire an Employee =fy Identication Info Y/ Local and Global Transfer

for Exteral

1] Promote Promote and Change Posi Seniority Dates

fol
/ Termination Y/ Tanster {5 Vacancies

juration and Audit Click Work Relationship

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

=VIiSiON

< Work Relationship

Search Person

o -1
Advanced Search.Jom
. ” Name Business Tile Work Emai it
Direct Reports = ~
. ‘5\ John Cameron  Head of UK Banking JOHN.CAMERON_etar-devi@oraclepdemos.com 3672
a Carli Lavelle d
Human Resources Administrato] &  John Lee, Consufiant JOHN.LEE_etar-devi@oraciepdemos com 12
J John Fox looraclepdemos.com 2104
‘;A Halle Justus 3 T
& Click Employees Name
@ omouoar  aominsta brdevi@oraciepoemos.com 9
E Hopekightaver '{?. John Schneider  Administrative Assistant EIDER _etar 674
pdemos.com =
Q Sue Eden Sue.Eden_etar-devi@oraclepdemos.com
roduct Design Engineer 1-906-376-03%6

From the Edit Work Relationship screen, select the information we want to
manage. We recommend selecting all the boxes unless the information included in
the box is optional and not required to be entered. Click Continue
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Edit Work Relationship

John Lee

" Click Continue

Selectithe boxes,

What info do you want to manage?

Work Relationship Info ’

Enter the information in the Start Date and Primary Info section. To update the
hire date, change the Legal Employer Start Date then, click Continue.

=VIiSiON

Edit Work Relationship

John Lee

© Start Date and Primary Info  Update)the below/information

Legal Employer “Legal Employer Start Date

US1 Legal Entity. 5/19/05

£

Country
United States

Click Continue

Assignment

Seniority Dates - E

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The hire date for

this employee has been updated.
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Edit Work Relationship

John Lee

(D Start Date and Primary Info

(@ Work Relationship Info

Click Submit

/ Edit
£ Edie |

@ Comments and Attachments

Comment ts

Attachments

"

Promote An Employee

Navigation: Home>My Client Groups>Show More from the Quick Actions>
Promote or Promote and Change Position>Enter Information>Submit

From the home screen, click My Client Groups

=VisioN Qs

Good morning, Curtis Feitty

Me  MyTam | MyClientGroups| My Reporting

QUICKACTIONS APPS Click My Client Groups

Next, click Show More

—
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Good morning, Curtis Feitty
Me  MyTam  MyClientGroups My Reporting

QUICKACTIONS

o

774 o

Person Spotiight

® &

Workforce

B Checkist Templates

°"* " Click Show More

Scroll down and under Employment, click Promote. As a note, we can search
Promote by clicking Ctrl F. Alternatively, we can click Promote and Change
Position if the promotion would include a position change

=VIiSiON

My Client Groups My

Transfer

Mass Legal Employer Change

Click Promote

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

]
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< Promote

Direct Reports

4 Halle Justus

Hope Hightower

Sue Eden

= h!)b

John

Advanced Search-John

Carli Lavelle
Human Resources Administratof

Name

@ o cameron
@ Jon Lee
& onrx
@  omounar
P

’, John Schneider

Administrative Assistant

oraclepdemos.c

om 42

Sue.Eden_etar-devi@oraclepdemos.com
1-906-376-03%6

From the Promote screen, select the information we want to manage. We
recommend selecting all the boxes unless the information included in the box is
optional and not required to be entered. Click Continue

=ViSiON

Promote
John Lee

Selectithe boxes,

What info do you want to manage?

- Click Continue

Mesintain Managers

Salary

Compensation ’

Add Direct Reports

Comments and Attachments

Enter the information in the When and Why section then, click Continue

—
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Promote

John Lee

© GuideMe v

© When and Why Enterthe below/information [(© cuteme v

“When does the promotion start? Why are you promoting John Lee?
(176724 to] |

“What's the way to promote?

[Promotion

Click Continue

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The promotion for
this employee has been submitted.

Click Submit

o Promote
l k;‘ John Lee

e =
5) Compensation

(®) Add Direct Reports /7 &t

@ Comments and Attachments

Comment ts Comments

Attachments

Seniority Dates

Terminate An Employee
Navigation: Home>My Client Groups>Show More from the Quick Actions>
Termination>Enter Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

QUICKACTIONS

& HreanEnp

7 Termination
Q5
) Tanster
st Templates

25 Proxy Manager

Next, click Show More

Q ses

Ay Click My Client Groups

(0]

7

Person
Management

&

EB 2

&

Compensation Profiles

= =

Workforce
Predictions

Data Bxchange

Good morning, Curtis Feitty

Me  MyTeam 1t Groups
QUICKACTIONS

" tiire an Empl

9] Change Working Hours

3] Change Manager

o

[ Transfer

Click Show More

Show More

My Reporting

o

W7

Person
Management

£ |

Compensation Profiles

A 2

Workforce
~dictions

Data Exchange

3]

Person Spotight

®

Learning Workforce

Structures

. -

Communicate

o

Person Spotight

®

Leaming

&

Workforce
Structures

-+

Communicate

@

Time
Management

Payrol

i

Time
Management

Payroll

Scroll down and under Employment, click Termination. As a note, we can search
Termination by clicking Ctrl F.
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Employment

Areas of Responsibilty

Change Legal Employer Dashboard 9 o hange Manager

vange Worki

ate Work Relationship rect ocument Records igible Jobs

Employme % Enpoyment info & empoyme : 9 Family

*  Hire an Employee o ' Local and Global Transfer L, Manage Job Offers
load of Document Records (9 Mass Legal Employer Change [E Nudge Configuration
B < Identifes or Extemal o et
smote and Change Positon Senioriy Dates
re Personal Info Termination &

rk Relationship ALY Click Termination

Transaction Configuration and Audit

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

=VIiSiON

< Terminati

]

Advanced Searcdom
) . Name Business Tite Work Emai
Direct Reports ~
X ‘5\ John Cameron  Head of UK Banking JOHN.CAMERON._efar-devi@oraclepdemos.com
a Carli Lavelle ol
Humn Resources Administrato] & Jon Lees Consultant JOHN.LEE_etar-devi@oraclepdemos.com 2
I s 3, John Fox E2104 @oraciepdemos.com 2104
s s Click Employees Name
@ omouwar o har-devi@oraciepdemos.com 9
E Hopekightaver '{?. John Schneider  Administrative Assistant JOHN.SCHNEIDER _etar- 674
devi@oraclepdemos.com -
Q Sue Eden Sue.Eden_etar-devi@oraclepdemos.com
Product Design Engineer 1-906-376.0396

From the Termination screen, enter the information in the When and Why section
then, click Continue

—

]
102 |



=VIiSiON

Terminate Work Relationship

John Lee
e

© When and Why ntersthe below/information

“When i the termination notification date? “What's the way to terminate the employee?

[176724 o] Resignation

*“When does the termination take effect?

[1624 to

The employee can see their termination details when the termination type is voluntary.

Click Continue

Seniarity Dates v E

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The termination for
this employee has been submitted.

lq Terminate Work Relationship

John Lee
() When and Why 7 Edit
@ Enter Termination Info 7 kit

© Comments and Attachments

Comment ts Comments

Attachments

Seniority Dates

Need Help? Contact Us v E

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The termination for
this employee has been submitted.
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Search For A Terminated Employee

Navigation: Home>My Client Groups>Show More from the Quick Actions>Select
Action>Advanced Search>Enter Employees Name>Inactive>Search

From the home screen, click My Client Groups

=visioN Q s e

Good morning, Curtis Feitty
Me My Team My Client Groups My Rej

QUICK ACTIONS APPS. Click My Client Groups

Person Spotight

Next, click Show More

=ViSiON Q

Good morning, Curtis Feitty
Me My Team My Client Groups My Reporting

QUICKACTIONS

o

Person Spotlight

&

Workforce Data Exchange Communicate:

~dicions
Click Show More

Scroll down and under Employment, click the appliable action. For example, if we
wish to check the hire date for a terminated employee, we'd click Employment
Info. As a note, we can search Employment Info by clicking Ctrl F.
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nt Groups My Keporting

ment Info Additional Person Info

Allocate York Relationship

ange Assignment Employer Dashboard Change Location Change Manager

ing Ho

ntact Info

Eligibk

\dentification Info.
Manage User Account
Person

Person Spotiight

Promote Promote and Change Seniori

Transfer

ViSioN

< Employment Infa
Click Search for a Person

Search for a Person

Advanced Searct

No suggestions to display

Direct Reports Click Advanced Search

8 Carli Lavelle Carli.Lavelle_etar-devi@oraclepdemos.com

Halle.Justus_etar-devi@oraclepdemos.com
Halle Justus
1-576-957-5454

1-847-546-9845

Sue Eden Sue.Eden_etar-devi@oraclepdemos.com

Hope Hightower_etar-devi@raclepdemos.com
Hope Hightower

uct Design Engineer

1-906

Enter the Person Name and click Inactive




=VisSioN

< Employment Info

sortoy [t st

@
No results found.

Enter Person Name

=VisioN

< Employment Info

sort by  Detoutt Sort

i Inactive
Worker Type Clear m

The terminated assignment(s) for the employee will generate. We can select the
terminated assignment to view the details.
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< Employment Info

i inactive
Worker Type Clear E

Reverse A Termination

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Termination>Advanced Search>Enter Employees
Name>Inactive>Search>Reverse

From the home screen, click My Client Groups

=VisioN S

Good morning, Curtis Feitty

Me  MyTam | MyClientGroups| My Reporting

QUICKACTIONS APPS Click My Client Groups

Person Spotight

Next, click Show More
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Good morning, Curtis Feitty
Me My Client Groups My Reporting
p—

g B

Person Person Spotiight Absences Time
Management Management

Compensation Profiles Leaming Workforce
Structures

Workforce Data Exchange Communicate

dictions
Click Show More

Scroll down and under Employment, click Termination. As a note, we can search
Termination by clicking Ctrl F.

Additional Assignment Info
Benefit Life Events fork Relationship.
Change Manager
ContactInfo
k Relationship A pa G " Ly

Employment Contracts o art Dates mily and Emerg

Hire an Employee b Identifcaton cal and Global Transfer Manage Job Offers

2 Personal Details

Click Termination oED snc

Info Termination

In the Search for a Person box, click Advanced Search
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Click Search for a Person

< Employment Infa

Search for a Person

No suggestions to display

Direct Reports Click Advanced Search

Carli Lavelle

Human Resou

Halle Justus _etar-devi@oraclepdemos.com

Halle Justus
1-576-957-5454

Hope Hightower_etar-devi@oraclepdemos.com
1-8

Hope Hightower

Sue Eden Sue.Eden_etar-devi@oraclepdemos.com

2 = D>

roduct Design Engineer 1-906-376-0:

Enter the Person Name and click Inactive

=VisioN

< Employment Info

sort by [ Detoutt Sort

Enter Person Name

Person Number

National 1D

Assignment Number

Posiion

Click Inactive

Assignment Status Clear

Viorker Type Clear

Then, click Search

—
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< Termination

onn AIDENco

Worker Type
F Reset | &t Business Title Employee
Project Manager, Senior Mechanical
Expand Al Assignment Status
Assignment Number Inactive - No Payroll
~ Person Name Clear

~ Person Number

Click Search

A National ID
2]

~ Assignment Number

A Job

~ Posttion

~ Assignment Status Clear
[ Active

¥ Inactive

A Worker Type Clear

Click Employees Name

~TEST INSTANCE*** Cloned 1-16-24

< Termination

Search. Q| HideFilters

Click Employees Name Sortby [Defaultsot v
FacetedSearchVOCriter: v || Save | ereon Number

2017

- Reset | 2 Worker Type

Employee

ess Title

N . N Project Manager, Senior Mechanical
Expand All  Collapse All Assignment Status
Assignment Number Inactive - No Payroll
~ Person Name Clear

John Alberico

Person Number Clear

~ National ID

~ Assignment Number

~ Job

~ Posttion

Click Reverse




“4TEST INSTANCE*** Cloned 1-16-24 v P Q

View Termination [ Reverse
John Alberico

Click Reverse

When and Why / it
When is the termination notification date? Termination Type
6/30/23 Voluntary
When does the termination take effect? Why are you terminating John Alberico?
63023

Work Incident or Work Related lliness
What is the action you would like to complete?

Termination

Please add your comments at the end.

Termination Info / it

Revoke User Access Recommended for Rehire

After termination Not Specified
Seniority Dates v
Need Help? Contact Us v

Enter the What and Why information and click Submit

TEST INSTANCE*** Cloned 1-16-24 (R *J =)

Reverse Termination e - |

John Alberico
Click Submit

What and Why nterthe below/information
“What is the action you would like to complete? Why are you reversing the termination?
[ Reveise Termination ) Select a value

Please add your comments at the end.

Termination Info

Notification Date
6/30/23

Termination Date
6/30/23 Work Incident or Work Related lliness

Recommended for Rehire
Not Specified

Comments and Attachments

Comments Comments

Update Employee Address
Navigation: Home>My Client Groups>Show More from the Quick Actions>Person
>Search Person>Person Information>Edit>Submit

From the home screen, click My Client Groups

—
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Good morning, Curtis Feitty

QUICKACTIONS

& HreanEnp

7 Termination
Q5
) Tanster
st Templates

25 Proxy Manager

Next, click Show More

Q ses

Ay Click My Client Groups

(0]

7

Person
Management

&

EB 2

&

Compensation Profiles

= =

Workforce
Predictions

Data Bxchange

Good morning, Curtis Feitty

Me  MyTeam 1t Groups
QUICKACTIONS

" tiire an Empl

9] Change Working Hours

3] Change Manager

o

[ Transfer

Click Show More

Show More

My Reporting

o

W7

Person
Management

£ |

Compensation Profiles

A 2

Workforce
~dictions

Data Exchange

3]

Person Spotight

®

Learning Workforce

Structures

. -

Communicate

o

Person Spotight

®

Leaming

&

Workforce
Structures

-+

Communicate

@

Time
Management

Payrol

i

Time
Management

Payroll

Scroll down and under Employment, click Person. As a note, we can search Person
by clicking Ctrl F.

]
12§

—



el
¥/ Aditional As Additional Person Info

ponsibity Work Relationship

Change Assignment ange Legal Employer Dashboard Change Location Change Manager

ate Work Relationship Eligible

Employment Contracts and Emergency Co

Hire an Employee Identification Info 21 and Global Transfer

Click Person Manage User Account

wnload of Document Records jal Emph

Person feis iy it Person Spotiight

Promote and Chang

Transfer

ork Relationship 83 Workorce Modeling

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

=VisioN
<{ Person

Search Person

John

Advanced SearchJohn

Person
Name Business Tite Work Email

Direct Reports Number

T John Cameron  Head of UK Banking JOHN.CAMERON _etar-devi@oraclepdemos.com 3672
Carli Lavelle

) @

Human Resources Administrato

John Leg,

Consultant JOHN.LEE _etar-devi@oraclepdemos.com 42

John Fox E2104

]

ftar-dev1@oraclepdemos.com 2104
Halle Justus i

Click Employees Name

@ omoumar Ao W95 AR ctar-devi@orackepdemoscom 9
hopeHightoner {T’ John Schnelder  Administrative Assistant JOHN.SCHNEIDER _etar 674

devi@oraclepdemos.com

Sue Eden Sue.Eden_etar-devi@oraclepdemos.com

» = D>

Product Design Engineer 1-906-376-0

Next, click Edit across from the address then, click Update

—
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=VIiSiON

Person @

Person Information  Contacts Documents  Disabiliies  Extra Information

Name and Addresses @ National Identifiers# @
Name United States  Social Security Number: 104-33-1024 @
Last Name Lee

FistNafge John

Preferred Pronovis Biographical Info ’
Title Mr. Date of Birth 5/25/82
Prefix Date of Death
Suffix Country of Birth
Middle Name Region of Birth
Honors Town of Birth
Preferred Name Correspondence Language

ype
Previous Last Name

Job Display Name Display Photo W
Addresses 4 Click Edit -

1185 NW 47th St Legislative Information @ i Couey

Manhattan, NY 10004
Home Address  New York
United States

Edit ¥
Home Address
1185 NW 47th St
Primary Mailing ~ Manhattan, NY 10004
New York
United States

Click Update

EndDate Gender Male

Deete Marital Status  Widowed

Delete Record Marital Status Change Date

View History

Communication Methods @ Highest Education Level
Phones Ethniciy

Enter the Effective Start Date of the address change then click OK

Enter Effective Start Date

Update Address.

* Effective Start Date | 117724

Click OK

Update the applicable address details starting with the Zip Code. Once the zip code
is entered, the City, State, and County will populate. Next, Click OK

—
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VP e\ elapplcebic

below/details

Update Address s omas

Type  Home Address

Country United States

“ Address Line 1 | 1185 NW 47t st

Address Line 2

* 2P Code | 10004

Click Submit to submit the address updates. The address will be updated as of the
Effective Start Date entered

=VIiSiON

Person @

Click Submit

Person Information  Contacts Documents ~ Disabilities  Extra Information

Name and Addresses @ National Identifiers# @
Name United States  Social Security Number: 104-33-1024 @
Last Name Lee

First Name John

Preferred Pronouns Biographical Info e
Tide M. Date of Birth 5/25/82

Prefix Date of Death
Suffix Country of Birth
Middle Name Region of Birth
Honors Town of Birth
Preferred Name Correspondence Language
Blood Type

Previous Last Name

Job Display Name Display Photo w
Addresses 4 ~

1185 NW 47th St Legislative Information @ jAddCowtry

Manhattan, NY 10004
Home Address  New York ES United States

United States

Gender and Marial Status Edit ¥
Home Address

1185 NW 47th St

Gender Male
Primary Mailing  Manhattan, NY 10004

New York Marital Status Widowed
United Stat
niedstates Marital Status Change Date

Phones

Communication Methods @ Highest Education Leve E

Ethnicty

Update An Employees Work Location

Navigation: Home>My Client Groups>Show More from the Quick Actions>Change
Location>Search Person>Update Information>Edit>Submit

From the home screen, click My Client Groups

]
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Good morning, Curtis Feitty

Me  MyTeam

QUICKACTIONS. APPS Click My Client Groups

ox
4" Hire an Employee
[ Hire an Empioy ol o
o W7 &
Person Person Spotight Time
Management Management

e &

Compensation Profiles Workforce Payoll
Structures

Workforce Data Bxchange Communicate
Predictions

Next, click Show More

Q ses

Good morning, Curtis Feitty
Me  MyTeam

Pp—

& Hiean

& B

Person Person Spotiight s Time
Management Management

£ | ® &7

Compensation Profles e Payroll

e e

Workforce Data Exchange Communicate

~dictions

Click Show More

Scroll down and under Employment, click Change Location. As a note, we can
search Change Location by clicking Ctrl F.
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My leam ty Client Groups My Reporting

9 Add Assignment
s of Responsioiy By Benefi Lie Events
Change Legal Employer Dashboard ange Location
g Hours
Create Work Relationship / Direct Reports
Emplo Y /" Eroploymert strt et
& tiire an Employee 3 o 9 Local and Global Transfer nage Job Offers
Manage User Ac joad of Document Records (V) Mass Legal Employer Change Nudge Configuration
b otight @) personal Detiis
Promote . e, Share Dt
) Share Personal info Termination Y Transter

Work Relationship 3 Workforce Modeing

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

=VIiSiON

< Change Location

John v
Aavancea SearcJomn
) . e s Tt o e
Direct Reports = ~
. ‘5\ John Cameron  Head of UK Banking JOHN.CAMERON_etar-devi@oraclepdemos.com 3672
a Carl Lavelle ol
Humzn Resources Administ D John Leg Consultant JOHN LEE_etar-devi@oraclepdemos.com )
J John Fox raclepdemos.com 2104
“ Halle Justus 3 ;
‘g John Dunbar  Adr} BAR_etar-devl @oraciepdemos.com 9
E Hopekightaver '{?. John Schneider  Administrative Assistant HNEIDER_etar 674
iclepdemos.com =1
Q Sue Eden Sue Eden_etar-devi@oraclepdemos.com
+Engineer 1-906.

Next, click What info do we want to manage? Click Continue
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=VISiON

Change Location

John Lee
i

What info do you want to manage?

Comments and Attachments

Click Continue

Enter the When and Why d

Change Location

John Lee

etails and click Continue

[aRR =R © |

[ cncal

submit |

el

© When and Why

“When does the location change start?

Enterithe below/information

Why are you changing the location?

17724

Relocation v

%)

“What's the way to change the location?

[Location Change

Seniority Dates

Enter the Locations details

Continue

Click Continue

and click Continue
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Change Location

John Lee

(© When and Why

(7w

@ Location Enternthe below/information
“Synchronize from Position Location

[no /] New York

Continge

Click Continue

Seniority Dates

Enter Comments and Attachments, if applicable, and click Submit

Change Location

John Lee

(D) When and Wihy

(@ Location

Click Submit

@ Comments and Attachments

Comments

Attachments

k‘ orag e s or i o a0 atcnment

Add or Edit A Contact or Dependent

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Person>Search Person>Contacts>Update Information>Edit>Submit

From the home screen, click My Client Groups

—
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Good morning, Curtis Feitty

QUICKACTIONS

& HreanEnp

7 Termination
Q5
) Tanster
st Templates

25 Proxy Manager

Next, click Show More

Q ses

Ay Click My Client Groups

(0]

7

Person
Management

&

EB 2

&

Compensation Profiles

= =

Workforce
Predictions

Data Bxchange

Good morning, Curtis Feitty

Me  MyTeam 1t Groups
QUICKACTIONS

" tiire an Empl

9] Change Working Hours

3] Change Manager

o

[ Transfer

Click Show More

Show More

My Reporting

o

W7

Person
Management

£ |

Compensation Profiles

A 2

Workforce
~dictions

Data Exchange

3]

Person Spotight

®

Learning Workforce

Structures

. -

Communicate

o

Person Spotight

®

Leaming

&

Workforce
Structures

-+

Communicate

@

Time
Management

Payrol

i

Time
Management

Payroll

Scroll down and under Employment, click Person. As a note, we can search Person
by clicking Ctrl F
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My Reporting

loyment

ment Info ditional Person Info
| Work Relationship

iange Manager

ate Work Relationship.
Y/ Employ

e an Employee Identification Info cal and Global Transfer

Click Person nage User Account egal Em
Person Spotiight

Promote mote and Chang

Termination Transfer

ik Relationship rce Modeing

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

=VIiSiON

< Person

Search Person

1

Advanced Search-John

Name

Direct Reports @
4

Carli Lavelle
!! Human Resources Administrs

i o

Jonn Lee

LEE_etar-dev1@oraclepdemos com a2

Click Employees Name  \(lrtuarurtesy 2108
Halle Justus John Dunbar  Administrator JOHN.DUNBAR _etar-devi@oracepdemos.com 9

Hope Hightower devi@oraclepdemos.com

" "
Sue Eden Sue.Eden_etar-devi@oraclepdemos.com

esign Engineer 1-906. 96

Select the Contacts tab to manage contacts. Here we can view this employees
existing contacts
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=ViSiON

Person @

Click Contacts

Person Information [ ContactSy® Documents ~ Disabilies ~ Extra Information

Personal Relationships @

View v = Create = Create from Existing Person /" v X
Name Country Contact Type E's:;“;:fy Primary Phone  Address
No datato display.

Columns Hidden 1

To manage an existing contact, highlight the row of the contact and select Change
Start Date, Edit, or Delete and follow the prompts to update the existing data

=ViSiON

Person @

Person Information  Contacts  Documents  Disabiliies  Exra Information

Personal Relationships @

Viewv  # Create = Create from Existing Person ' Change
Emergency
Name Country ContactType ~ “(o1951  Primary Phone Address

George Samuel  United States  Friend

(]
o w

To add a contact, click Create. If the contact exists in the system (another
employee or a contact for another person), select Create from Existing Person
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=ViSiON

Perso!

Person Information  Contacts  Documents _ Disabiliies _Exdra Information

Click Create
Personal Relationshins

View v ' Create from Existing Person ¢’ Change StartDate  / Edit X Delete
Name Country Contact Type E'g:;“;:fy Primary Phone  Address
George Samuel  United States  Friend °

Columns Hidden 1

v R &

swmit ][ cncal |

P

For this example, we’'ll click Create. Enter the information and click OK

Create Contact

Enternthe below/Information

* fectve surtoste 11824 & SenttsOfred Condtionaly v
e [sco senryromen | v

T Nurmoer

Relationship Information

o e s |

Personal Info

e atadnlmaton, s 5 36620ns arestes st h contact arcn recrd sk ou cree £ here

GlobalName Language  Amescan Sgish

Fsthame [(Soanrs |

——
.
e
o[ ]
o]
f— ]
et
o]

ot [reme 7]
Date of Birth fo
rones
Primary S ype Country Code  Area Code * Number
v o] [l (o] [mem
Jom—

S 16307 M 104 i S, ]

Click OK

Cancel

Click Submit

—
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=ViSiON

Person @

Click Submit
Person Information  Contacts Documents  Disabilities ~ Exira Information

Personal Relationships @
Viewv 4 Create =+ Create from Existing Person #' Change Start Date  # Edit X Delete
Name Country Contact Type  EMET8ENSY  prinary phone Address

Contact

i United States  Spouse 1-614-221-7843 1185 NW 47th St, Manhattan, NY 10004, New York, United States

el United States  Friend ]

Add Disability Information For An Employee

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Person>Search Person>Disability>Update Information>Edit>Submit

From the home screen, click My Client Groups

=ViSiON Qs

Good morning, Curtis Feitty
Me My Team My Client Groups My Reporting

QUICK ACTIONS APPS. Click My Client Groups

74 &

Person Spotight

®

Next, click Show More

—
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Q ses

Good morning, Curtis Feitty

Me M My Client Groups My Rep

QUICKACTIONS

o 3 @1

Person Person Spotiight Absences Time
Management Management

® &

Compensation Profles Leaming Workforce
Structures

Workforce Data Exchange Communicate
=dictions

Click Show More

Scroll down and under Employment, click Person. As a note, we can search Person
by clicking Ctrl F

Additional Person Info

ionship

=}y identiication nfo Global Transfer

Click Person

B seriorty Dates

Transfer

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name
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=VISiON

{ Person

Direct Reports

4 Halle Justus

Hope Hightower

Sue Eden

= h!‘)b

oduct Design Engineer

Select the Disabilities tab to manage disability information. Here we can view this
employees existing disability information or we can add information. To add

Carli Lavelle l =
Human Resources Administrato
n

Administrator

@ o ounoar

4
‘ John Schneider  Administrative Assistant

£ oo

JOHN.DUNB vi@oraclepdemos.com

JOHN.SCHN r
devi@oraclepdemos.com

disability information, click Create

=ViSiON

Person @

Person Information  Contacts  Documents ~ Disabilities  Extra Information

Disabilities @
View v Delete.
Category Start Date L Disability Code
No data o display. Click Create

Enter the information and click OK

126
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Create Disability Information

Enterthe below/information

4 Disability Info @

Disability Code  300000275267769

* ftective st Date | 1624 D)

* Country | United States

* Category | Not applicable v

]
*FIE 1

* s [ xave 7]

4 Attachments
None
Form CC-305: Volunary SelFIdentfication for Disabisty

4 Registration

Registration Date | midyy

Registration ID

Expiration Date | midyy

on  Legislative Information

Click OK

Click Submit

=ViSiON

Person @

Person Information  Contacts  Documents ~ Disabilities  Extra Information

Click Submit
Disabilities @
Viewv 4 Create X Delete
Category Start Date Reason Status Disability Code
Not applicable 1/18/24 O« ti I Active

Add or View Employee Documents

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Person>Search Person>Documents>Update Information>Submit

From the home screen, click My Client Groups




Good morning, Curtis Feitty

QUICKACTIONS

& HreanEnp

7 Termination
Q5
) Tanster
st Templates

25 Proxy Manager

Next, click Show More

Q ses

Ay Click My Client Groups

(0]

7

Person
Management

&

EB 2

&

Compensation Profiles

= =

Workforce
Predictions

Data Bxchange

Good morning, Curtis Feitty

Me  MyTeam 1t Groups
QUICKACTIONS

" tiire an Empl

9] Change Working Hours

3] Change Manager

o

[ Transfer

Click Show More

Show More

My Reporting

o

W7

Person
Management

£ |

Compensation Profiles

A 2

Workforce
~dictions

Data Exchange

3]

Person Spotight

®

Learning Workforce

Structures

. -

Communicate

o

Person Spotight

®

Leaming

&

Workforce
Structures

-+

Communicate

@

Time
Management

Payrol

i

Time
Management

Payroll

Scroll down and under Employment, click Person. As a note, we can search Person
by clicking Ctrl F
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My leam My (

My Reporting

roxy Manager

inge Legal Employer Dashboard
g Hours
Work Relationship.
@7 Employment Contracts

ox
O Hie anEmployee and Global Transfer

Click Person (9] Mansge User Accourt Legal Employer Change

(2 person tight

{1 promote

mote and C

Qs
V) Temination

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

=VIiSiON

John

Advanced Search-John

Person &
Name
f % Numer
Direct Reports ® e ~
=
a Carli Lavelle ej Foin oo 2
Human Resources Adminisrato

Halle Justus

‘3 John Dunbar  Administrator JOHN.DUNBAR _etar-devi@oracepdemos.com 9

devi@oraclepdemos.com

Sue Eden

Hope Hightower

" e
Sue.Eden_etar-devi@oraclepdemos.com

1-906-376-0396

Select the Documents tab to manage the employee’s Citizenship, Passports,
Driver’s License, Visas and Permits. Here we can view employees existing

Citizenship Status, or we can create a new status. To create a new status, click
Create

—
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=VISiON

Person

Person Information ~ Contacts, Disabilties ~ Extra Information

Click Documents

Citizenships Passports

Vews ./ Edit Vieww  / Edit

Ctizenship  FromDate e o"P Issuing Type Number
No data to display. No data to display.
Columns Hidden 5

Driver's Licenses Visas and Permits

Viewv 4 Create ¢ Edit X Delete View v

Issuing License Issuing

Country Number Country Type

Click Create
No data to display. No data to display
Columns Hidden 1

Document Records @

AllDocuments x |[@] showFitters 4

US_1095C_2579861_05-06-2019 21:43:37
Name Us_1095C Document Type 1095-C
Number Category Benefits

US_1095C_388368_01-11-2016 19:35:42

Name US_1095C Document Type 1095-C

[aJR N =R € |

Submit

Attachments US_1095C
To Date 12/31/18

Attachmg

Cancel

.

Enter the information and click OK

Entergthelbelowjinformation}

Create Visa or Permit

* Isuing Country |Unted Sttes v * Eftectve Start Date | /18124 fo

Type | Temporary worker v
Category [ Tomporaywerker oo Enty Date | my )

Number |:/‘ Bopp— Expiration Date | midyy

Issue Date [ 1123 £

Click OK

Click Submit




Person Information  Contacts Documents  Disabiliies  Extra Information

Driver's Licenses

Viewv o Create / Edit X Dele View v
Issuing License Issuing
Country Number Country

No data to display.

Document Records @

All Documents % (@] showFitters

US_1095C_2579861_05-06-2019 21:43:37
Name US 1095C Document Type 1095-C
Number Category Benefits

US_1095C_388368_01-11-2016 19:35:42

United States

Citizenships Passports
View v/ Edit Vieww /' Edit
Citizenship Issuing
Citizenship From Date Status Country Type
No data to display. No data to display.

Columns Hidden 5

Visas and Permits

+ Create 4 ¢

Type

Temporar.

Columns Hidden 1

Click Submit

Number

Issue Date  Number

123 123456789

Attachments US_1095C

To Date 12:3\/|m

’

View Employment Details

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Employment Info>Search Person>View Information

From the home screen, click My Client Groups

Q s

Good morning, Curtis Feitty

Me  MyTam | MyClientGroups| My Reporting

QUICK ACTIONS Click My Client Groups

ox
¥ Hire an Employee
a i oo o}
Person
Management

%

Compensation

7/

2

Data Exchange

a

Workforce
Predictions

Show More

Next, click Show More

]

Person Spotight

% ®

Profiles

i)

Communicate

&

Time
Management

&

Workforce
Structures

Payroll

+

]
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=VISiON Q s

Good morning, Curtis Feitty

tGroups  MyRe

QUICKACTIONS

O Hire an Employee

o

v

Person
Management

Hours
ange Assignment

;) &

@ Termination Compensation Profiles

nsfer.

a =

Workforce

R Checkist Templates

Data Exchange
roxy Manag P

Click Show More

&

Person Spotiight

®

Learing

(i)

Communicate:

B

Absences Time
Management

&

Workforce
Structures

+

Scroll down and under Employment, click Employment Info. As a note, we can

search Employment Info by clicking Ctrl F

Ry Beneft Lite vents

// Change Legal Employer Dashboa

hange Working Hours

P Employment

e

") Promote and Change Position

/ Termination /4

Transfer

% Eighble Jobs
Famly and Emk
Manage Job Offers
e Configuration
(V] Personal Details

Data Access

Enter the employees name in Search for a Person box, once the employees name is

shown, click the employees’ name
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=VISiON

{ Person

Direct Reports

Halle Justus

Hope Hightower

Sue Eden

A
g
bl

roduct D

John

‘Advanced Search-John

Carli Lavelle
Human Resources A

vgf Jon Lee.
@ o ounoar

4
L ’ John Schneider

Administrator

Administrative Assistant

Person =
Number A
JOHN LEE_etar-devi@oraciepdemos.con 2
1@oraclepdemos.com: 1

JOHN.DUNBAR _etar-devi@oraclepdemos com 9

JOHN SCHNEIDER_etar 674
devi@oraclepdemos.com

" o e
Sue.Eden_etar-devi@oraclepdemos.com
1-504

We can expand each section to review the information. Scroll down to view

Employment Information.

Employment Info

John Lee

d
Consultant

Business Title
Consultant

Department
Consulting East US

Managers
Amy Marlin
Manager

Salary

Seniority Dates

Employment History

Additional Compensation

a2

Workspace Category

Context Value

Click Expand

View the information. We can click the Action Name to view the details
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Employment Info

John Lee

——— es
Department Context Value
Consulting East US

Managers

Amy Marlin ine Manager
Manager

Salary v
N
Additional Compensation v
Seniority Dates v
Employment HERSEECLITELT
m Start Date 5/19/05
Hie to fl vacant posiion

We can now view the details associated to this Action

Hire

John Lee

Summary of Employment Changes on 5/19/05

What Changed After Before

Primary Work Relationship
Legal Employer US1 Legal Entity

Reason Code Hire to fill vacant position

Synchronize from Position No
Job Consultant E

Update Salary

Navigation: Home>My Client Groups>Show More from the Quick Actions>Change
Salary>Search Person>Update Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTeam

QUICKACTIONS. APPS Click My Client Groups

ox
4" Hire an Employee
[ Hire an Empioy ol o
o W7 &
Person Person Spotight Time
Management Management

e &

Compensation Profiles Workforce Payoll
Structures

Workforce Data Bxchange Communicate
Predictions

Next, click Show More

Q ses

Good morning, Curtis Feitty
Me  MyTeam

Pp—

& Hiean

& B

Person Person Spotiight s Time
Management Management

£ | ® &7

Compensation Profles e Payroll

e e

Workforce Data Exchange Communicate

~dictions

Click Show More

Scroll down and under Compensation, click Change Salary. As a note, we can
search Change Salary by clicking Ctrl F
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fvery Pref

Administer Workers Click Change Salary

Batch Parameters
pensation Info
Configure Actions onfigure Compensation History

Configure Total Comper

Eiigibilty Profiles ERB) External Data

Compensation
-
Map Third-Party Plans 88/ Market Segments
jon Grade Ladders
view Proposed Progressions and
lary Updates

RunR ed lry Basis

Simulate Salary Range Statement Definitions

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

=VIiSiON

< Person

1

Advanced Search-John

) . Name usness e Workmal
Direct Reports O S G e -
L v = wiau
John Lee. Consultant JOHN LEE _etar-devi@oraciepdemos.com 42

Carli Lavelle
Human Resources Administratof

Click Employees Name ~ Ceeie=tae 2108

Halle Justus

L}

John Dunbar ~ Administrator JOHN.DUNBAR _etar-devi@oraclepdemos.com 9

Hope Hightower devi@oraclepdemos.com

" "
Sue Eden Sue.Eden_etar-devi@oraclepdemos.com

E " John Schneider ~ Adminitraive Assistant JOHN.SCHNEIDER_etar 674

1-906. 6

Enter the information in the When and Why section then, click Continue
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Change Salary

John Lee

© When and Why Enterthe below/information

“When does the salary change start? “What's the action name?

(122724 o] Change Salary ]

Why are you changing the salary for John Lee?

Click Continue

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The salary change
for this employee has been submitted.

Click Submit

(® When and Why 7 tar |

d Change Salary
l ‘;‘ John Lee

@ Salary Details [ e |
@ Document Records | 7/ et |

@ Comments and Attachments

Comments o i

Attachments

View Salary And Compensation History For An Employee
Navigation: Home>My Client Groups>Show More from the Quick Actions>View
Compensation History>Search Person>View Information

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Ay Click My Client Groups

00

&

)

Compensation

=

Workforce
Predictions

Next, click Show More

Q ses

Good morning, Curtis Feitty
Me  MyTeam

Pp—

& Hiean

£

Compensation

[ Transfer

Workforce
~dictions

Click Show More

(0]

7

Person
Management

O

™

Profiles

2

Data Bxchange

Person
Management

@

Profiles

2

Data Exchange

3]

Person Spotight

Communicate

o

Person Spotight

®

Leaming

G2

Communicate

&

Workforce
Structures

+

&

+

@

Time
Management

Payrol

i

Time
Management

i)

Payroll

Scroll down and under Compensation, click View Compensation History. As a
note, we can search View Compensation History by clicking Ctrl F

—
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Enter the employees name in Search for a Person box, once the employees name is

Eigibilty Profiles

Generate Statements

o, 5
%/ Manage Grade Rates

Purge Statements
p Pro
ry Range Different

pplie

n Global

‘ompensation History

> Workforc

mpensation Plans

Compensation Inf

smpensation Hi

EfBY Extemal Data
3

Individual Compensation

Review Proposed Prog
Salary Updiates

Run R

Simulate Salary Range

Statements

shown, click the employees’ name

=VIiSiON

< Person

Direct Reports

a Carli Lavelle

Human Resources Administr
“ Halle Justus
E Hope Hightower

Sue Eden

Product Design Engineer

ompensation Types

Global Sett

Fast Formulas

Grade Step Progression Settings

Individual Comps

Map Third-Party Plans

Changes and

Statement Definitions

Search Person

te Printable Statements

g,
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Here we can view the employees Compensation History
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< View Compensation History: John Lee
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Compensation 2024 2023 2022 2021 2020
4 salary

Overall Salary @ 96.000.00 9.000.00 96,000.00 96,000.00 96.000.00
Annual Salary @ 96,00000 96.000.00 96,000.00 96,000.00 96,000.00
Percentage Change

Other Compensation

Stock

Recurring Payments

© Rates are as of December 31 of the noted year except current year. The last payment is shown

Change Working Hours

Navigation: Home>My Client Groups>Show More from the Quick Actions>Change
Working Hours>Search Person>Update Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty
Me My Team My Client Groups My Reporting

QUICK ACTIONS APPS. Click My Client Groups

Next, click Show More
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Scroll down and under Employment, click Change Working Hours. As a note, we
can search Change Working Hours by clicking Ctrl F

Click Change Working Hours

el

1% promote

9 Local and Global Transer b4

Legal Employer Change

otight
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Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

141 ]

—




=VISiON

{ Person

Direct Reports

¥ Hope Hightower

Sue Eden

-
e
®

oduct Design Engineer

Carli Lavelle [ 4
Human Resources Administratof

@ omoumwar  agministtor

p

£ oo

douelas etoc devi e
Sue.Eden_etar-devi@oraclepdemos.com

From the Change Working Hours screen, select the information we want to
manage. We recommend selecting all the boxes unless the information included in
the box is optional and not required to be entered by our team. Click Continue
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What info do you want to manage?

salary

Compensation ’

Comments and Attachments

Click Continue

Enter the information in the When and Why section then, click Continue

142 ]

—




=VIisSiON

Change Working Hours

John Lee
o

@ When and Why

“When does the work hours change start? Why are you changing the work hours?

122124 r‘e‘ Worker Request

“What's the way to change the working hours?

Working Hours Change

Click Continue

R E

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The working hours
change for this employee has been updated.

John Lee

Lq Change Working Hours
S

(3) Salary vl
@ Compensation / Edit

@ Comments and Attachments

Comment ts Comments

Attachments

k‘ Drag files here or click to add attachment v

Seniority Dates o4

Manage Line Managers For Employees
Navigation: Home>My Client Groups>Show More from the Quick Actions>Change
Manager>Search Person>Update Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

QUICKACTIONS e Click My Client Groups

ox
& Hire an Employee
7P e 09 0
e! 77 o
Person Person Spotight ’ Time
Management Management

Q
(05
) M &
Compensation Profiles Workforce Payroll
Structures

Workforce Data Bxchange Communicate
Predictions

Next, click Show More
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Click Show More

Scroll down and under Employment, click Change Manager. As a note, we can
search Change Manager by clicking Ctrl F
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Good morning, Curtis Feitty

Me  MyTam  MyClentGroups My Reporting

Click Change Manager

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name
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From the Change Manager screen, select the information we want to manage. We
recommend selecting all the boxes unless the information included in the box is
optional and not required to be entered by our team. Click Continue
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Change Manager
John Lee
Click Continue

What info do you want to manage?

Add Direct Reports ’ Comments and Attachments

Enter the information in the When and Why section then, click Continue
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Change Manager

John Lee

© When and Why Entersthe below/information
“When does the manager change start? Why are you changing the manager?
[12324 o Change of Location of Manager

“What's the way to change the manager? Why are you making changes to direct reports?

| Manager change

Click Continue

Seniority Dates £ E

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The manager
change for this employee has been updated.
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Change Manager

Bl  Johnlee
ol Click Submit

—— -
(2) Maintain Managers

(3 Add Direct Reports

@ Comments and Attachments

Comments Comments

Attachments

A4
k“ Drag files here o clck to add attachment v

Seniority Dates

Manage Direct Reports
Navigation: Home>My Client Groups>Show More from the Quick Actions>Direct
Reports>Search Person>Update Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTam | MyClientGroups| My Reporting

QUICK ACTIONS APPS. Click My Client Groups

Next, click Show More
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Good morning, Curtis Feitty

Me  MyTam  MyClentGroups My Reporting

QUICKACTIONS
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+

Data Exchange Communicate

Click Show More

Scroll down and under Employment, click Direct Reports. As a note, we can search
Direct Reports by clicking Ctrl F

Good morning, Curtis Feitty

Me  MyTam  MyClientGroups My Reporting

& ShowLess

Employment

Proxy Manager &9 Add Assignment
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e Legal Employer Dashboa
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ox
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Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name
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Enter the information in the When and Why section then, click Continue

=VISiON

Direct Reports

John Lee

@ When and Why Entersthe below/information.
“When do these changes start? Why are you making these changes?
[1r3res %)

*What's the way to make these changes?

[ansger range

Click Continue

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The direct report
updates for this employee have been updated.
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Direct Reports

John Lee

Click Submit

(® When and Why / Edit
(@ Add Direct Reports 2 e |

@ Comments and Attachments

Comment ts Lo 'S‘

Attachments

"

Cancel AWork Relationship

Navigation: Home>My Client Groups>Show More from the Quick Actions>Cancel
Work Relationship>Search Person>Update Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTam | MyClientGroups| My Reporting

QUICK ACTIONS APPS. Click My Client Groups

Person Spotight

Next, click Show More
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Good morning, Curtis Feitty
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Click Show More

Scroll down and under Employment, click Cancel Work Relationship. As a note, we
can search Cancel Work Relationship by clicking Ctrl F

My Client Groups

Employment

dd Assignment ignment Info

reas of Res enefit Life Events

Y Change hange Manager Click Cancel Work Relationship

I, Change Photo a ContactInfo

Employ nployment Info

Y] Hire an Employee

Legal Employer Change

9 M:

ight
9 promere 1} Promoteand Car

Y/ Termination

force Modeling

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name
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From the Cancel Work Relationship screen, review the Work Relationship Info
and the Assignment details. As a note, if an employee has performed work for our
organization, use the Termination quick action. If this employee has not performed
work for our organization but was added into the system, continue this process.

Once our review is complete, click Submit. This work relationship has been
cancelled.
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2| Cancel Work Relationship

John Lee

Click Submit
Work Relationship Info

Legal Employer

Worker Type
US Legal Entity Employee
Start Date Country
5/19/05 United States

Assignment

. Assignments deleted by this cancellation

Show Assignment Details

Comments and Attachments

Comments

4
Attachments

Rehire An Employee

Navigation: Home>My Client Groups>Show More from the Quick Actions>Create
Work Relationship>Search Person>Update Information>Submit

—
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From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTeam | MyClientGroups| _ My

QUICKACTIONS S Click My Client Groups

<) &

Compensation Workforce
Structures

+

Next, click Show More

=VisSioN e

Good morning, Curtis Feitty
Me My Team Y Groups

QUICKACTIONS Apps

Workforce
ictons
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Click Show More

Scroll down and under Employment, click Create Work Relationship. As a note, we
can search Create Work Relationship by clicking Ctrl F
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Me My leam

My Client Groups

My Keporting

Employment

Proxy Manager

Click Create Work Relationship

} Vacandies

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name
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roduct Design Engineer

From the Create Work Relationship screen, select the information we want to
manage. We recommend selecting all the boxes unless the information included in
the box is optional and not required to be entered by our team. Click Continue
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Create Work Relationship

John Lee
i

Selectithe/boxes

What info do you want to manage?

Click Continue

Communication Info

Addresses Legislative Info.

Citizenship Info ’

Passport Info

Family and Emergency Contacts ’

Work Relationship Info Payroll Details

Salary

Add Direct Reports Comments and Attachments

Enter the information in the When and Why section then, click Continue
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Create Work Relationship

John Lee

@ When and Why

Entersthe below/information

“When s the work relationship start date? Why are you adding a work relationship?

12324

Why are you making changes to direct reports?

Work Relationship Type

Click Continue

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The rehire
information for this employee has been updated.
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Create Work Relationship

John Lee
. Click Submit
(5) Salary
Compensation 7 car
(7) Add Direct Reports 7 s

@ Comments and Attachments

Comments

Attachments

o
k ‘ Drag files here or click to add attachment v

Perform A Global Transfer
Navigation: Home>My Client Groups>Show More from the Quick Actions>Local
and Global Transfer>Search Person>Update Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTam | MyClientGroups| My Reporting

QUICK ACTIONS APPS. Click My Client Groups

Person Spotight

Next, click Show More
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Good morning, Curtis Feitty
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Click Show More

Scroll down and under Employment, click Local and Global Transfer. As a note, we
can search Local and Global Transfer by clicking Ctrl F

Employment

reas of Responsiilty Ry Beneft Lfe Events

[/ Change Leg:

9 Employ acis & Start Dates ( Click Local and Global Transfer

9" Hire an Employee catio % |Loc ST —— B Manage lob Offers

quration and Audit

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name
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From the Local and Global Transfer screen, select the information we want to
manage. We recommend selecting all the boxes unless the information included in
the box is optional and not required to be entered by our team. Click Continue
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Local and Global Transfer

John Lee

Click Continue

Selectithe boxes,

What info do you want to manage?

Additional Assignment Info ‘ Maintain Managers ’ Work Relationship Info ’ Payroll Details ’

Person Costing ‘ Salary ’ Compensation ) Add Direct Reports ’
Performance Goals and A

i 2 e 8 Beneii 2 nts and Attachmer

- [t = @ Absences @ Beneiits @ Comments and Attachments

Enter the information in the When and Why section. Ensure we have selected the
correct New Legal Employer for this Global Transfer then, click Continue
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Local and Global Transfer

John Lee

Rl

@ When and Why Entersthe below/information

“When does the transfer take effect? “What's the way to transfer?
[1723724 to) Transfer ]
*Who's the new legal employer for global transfer? Why are you transferring the person?
[US1 egalEnty Internal Recrultment

Current Legal Employer

US1 Legal Entity

Continue

Click Continue

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The local and
global transfer for this employee has been submitted.

lq Local and Global Transfer
S

John Lee
. Click Submit

e 3
7) Add Direct Reports

@ Comments and Attachments

Comment ts

Attachments

Seniority Dates

Need Help? Contact Us.

Add A Secondary Assignment For An Employee
Navigation: Home>My Client Groups>Show More from the Quick Actions>Add
Assignment>Search Person>Enter Information>Submit

From the home screen, click My Client Groups

—
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Good morning, Curtis Feitty

Me  MyTeam
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Next, click Show More
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Workforce Data Exchange Communicate
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Click Show More

Scroll down and under Employment, click Add Assignment. As a note, we can
search Add Assignment by clicking Ctrl F
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My Client Groups My Reporting Others

Click Add Assignment

Add Assignrre Addtional Assignment Info Addtional Person Info

Q) Family and
ocal and Globl Transfer anage Job Offers
hange
] Person Spotight
5 Promote s 6 o

Qp
[ Tenster

lorkforce Modeling

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name
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Search Person
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‘Advanced Search John
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Person
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D
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From the Add Assignment screen, select the information we want to manage. We
recommend selecting all the boxes unless the information included in the box is
optional and not required to be entered by our team. Click Continue
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2| Add Assignment

John Lee
Click Continue

Vintain Managers ‘ Add Direct Reports

saary ’

Comments and Attachments ‘

Enter the information in the When and Why section. Ensure we have selected the
correct Assignment Start Date and the Source Assignment Status. If adding an
additional assighnment, change the status to Active- Payroll Eligible. Click Continue
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Add Assignment

John Lee

© When and Why

“When does the assignment start? Why are you adding the new assignment?

|1729724 o ‘ Staffing Shortage v]

Will the assignment be temporary or permanent? *Source Assignment Status

| Temporary ] Suspended - Payroll Eligible |

What's the way to add the assignment?

[Femporary Rssignmert \

Continue

Click Continue

Follow this same process and complete the information in each section. The
information needed in each section will depend on our configurations. Once we
have added the information in the sections below, click Submit. The Add
Assignment for this employee has been submitted.
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John Lee

Lq Add Assignment

——r ~
6) Add Direct Reports

@ Comments and Attachments

Comments

Attachments

%
/
k‘ Drag files here or click to add attachment v

Seniority Dates

Need Help? Contact Us.

View Employee Document Records

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Document Records>Search Person>View Documents

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTam | MyClientGroups| My Reporting

QUICK ACTIONS APPS. Click My Client Groups

Next, click Show More
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Good morning, Curtis Feitty
Me  MyTam  MyClientGroups My Reporting

QUICKACTIONS Aops

&3,

Compensation

a

Workforce
dictions

Click Show More

Scroll down and under Employment, click Document Records. As a note, we can
search Document Records by clicking Ctrl F

Q 5

Good afternoon, Curtis Feitty

My Team

& Sh

Employment

Enter the employees name in Search for a Person box, once the employees name is

shown, click the employees’ name
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Below, we can view the employee documents. To view the document and the
details, click the Glasses
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Document Records
John Lee

Pd

DoclEntRecords \iew/belowdocuments (s pomea ) sea]~ |

[ search by type. name, or numbe Q] show Fitters

Future Published | Hide Sort By | Last Updated - Descending
Document Type Name
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Category Last Updated Date Ci

ick Glasses

Benefits 6/519
Document Type Name
1095.C Us_1095¢
Category Last Updated Date
Benefits 176

End A Secondary Assignment

Navigation: Home>My Client Groups>Show More from the Quick
Actions>Termination>Search Person and select Assignment to Terminate>Enter
Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

QUICKACTIONS
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Next, click Show More
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Good morning, Curtis Feitty

Me  MyTeam 1t Groups
QUICKACTIONS

" tiire an Empl

9] Change Working Hours

3] Change Manager

o

[ Transfer

Click Show More

Show More

My Reporting

o
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Management
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Workforce
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Data Exchange
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Person Spotight

®
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o
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®
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Workforce
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Communicate

@

Time
Management

Payrol

i

Time
Management

Payroll

Scroll down and under Employment, click Termination. As a note, we can search
Termination by clicking Ctrl F
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Employment

Cancel Work Relationship

iange Location ange Manager

veckist Templates

Eligible Jobs

Employment Info mployment Start Dates V] Family and Emerge

e
entifcation Info Y/ Local and Global Transfer

nload of Document Records Y/ | Employer Change =5 Nudge Configuration

Personal D

} Vacancies

5%/ Work Relationship 9 Click Termination

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name and select the assignment in which we wish to
terminate
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{ Termination

james carter

Advanced Searchames carer

Name Business Tile Work Email Person Number

Direct Reports e ~

James Carter  Chairman JAMES CARTER _etar-devi@oraclepdemos.com 3684

Carli Lavelle
James Carter.

Professional Development Lawyer  JAMES.CARTER efar-devi@oraclepdemos.com 3684
Human Resources Administratof

®  Caeropea  He Raod

% p_etar-devi@oraclepdemos.com 2917
1 Click Employees Name o o
A Halle Justus
@ smessmin tuman 8 etz gevt @oracipoemos com 355
&
W ral (G_etar-devi@oraciepd m 240
E S — & ameswong  Opecaor , etar-devi@oraclepdemos.cor 224 i
Q Sue Eden Sue.Eden_etar-devi@oraclepdemos.com
Produ 9

1-906- 96

Enter the information in the When and Why section. Click Continue
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# Terminate Work Relationship e

Py e Garter

© When and Why Enterthe below/information

This termination will end 2 assignments.

Show Assignment Details

“What's the way to terminate the employee?

*When s the termination notifcation date?
[2n24 t Resignation
“When does the termination take effect? Termination Type
= Voluntary
[2729124 %
Why are you terminating James Carter?

Better Opportunity

AN The employee can see their termination details when the termination type is voluntary.

Continue
Click Continue

) Ente

Enter the Termination Info in this section. Click Continue

aw R &

= visioN

Terminate Work Relationship

James Carter

(® When and Why

@ Enter Termination Info Entersthe below/information

Recommended for Rehire

Revoke User Access
Yes

Seniority Dates

Need Help? Contact Us.

Enter any Comments and Attachments, if applicable. Click Submit.
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Terminate Work Relationship

James Carter

Click Submit
(® When and Why

@ Enter Termination Info / Edit
@ Comments and Attachments
Conments Entersthe below/information e
Attachments
2 Drag files here or click to add attachment v
/2
Seniority Dates 4

Need Help? Contact Us. v E

The assignment will be ended as of the effective date

Create Mass Update

Navigation: Home>My Client Groups>Mass Updates>Create Mass Assignment
Change>Enter Criteria>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyT®am  |MyClentGroupsle MyReporting  Others

QUICK ACTIONS APPS Click My Client Groups

Mass Updates Workforce Data Exchange
Predictions

Click Mass Updates

—

]
169 |



=VIiSiON Q sesentorpeo

Good morning, Curtis Feitty
Me  My®am My ClientGroups

QUICK ACTIONS

Person Spotight

Parl Workinre.

Click Mass Updates

=VisioN
{ Mass Updates

What do you want to do or manage?

Search for tasks Q

@ Manage Mass Updates
@ Create Mass Assignment Changg

Click Create Mass Assignment Change

Enter the Effective Date. Next, enter the remaining Basic Details and click Next

]
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=VIiSiON

Enterithe below/information: Click Next

“Effective Date | 2/1/24

<||e¥

“Name | Sample Mass Update- Sales Branch Change “Action

Description Action Reason | Reor

Assignments with Future Changes

Next, we'll select the employees who will be included in this Mass Assignment
Change. This functionality will be used to update Assignment Details, Job Details,
Location Details, and Manager Details that have the same effective date. Click

Select and Add

= visioN aonro @

Create Mass Assignment Change: Population ® I

4 Selected Persons @

View v

A9 PersonType  Job Assignment

Department Location

Person Name.

j  Cick Selectand Add

No data to display.
Total Rows 0

Enter the Employees Name or Person Number and click Search. Highlight the row
of the employee in the results and click Apply to add this employee to the Mass

Update Population

]
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Select and Add: Person x

4 Advanced Search | Basic | saved Search | All People v

Enter Person Number = Atleast one i required

4 Search Results @ Click Search

Vewv 7 ExportioExcel ] Detach

i i User Person Assignment
Name. Person Number ~ National ID Department  Location Type Job St

[Foomon oo Ve e X Lo Evgows_ posatansL e rarol_|

Rows Selected 1

Click Apply

Follow this process to add additional employees. Once complete, click OK

Select and Add: Person x

4 Advanced Search Saved Search | AllPeople <]

= Atleast one is required

(]
4 Search Results ®

Viewy 7 Exportlo Excel

Name i Department  Location

User Person
Type Job.

Assignment
Status

Blackwel, Jack Procurement AU Sydney Employes Buyer Actve - Payrol
Garcia, Mateo 454331310 GlobalNetworks  Denver odUSTHQ Employee Project Manager  Active -Payrol
Jones, Chis Receivables AU Meloourne Employee Recelvables Sp..  Active -Payroll
Murphy, Liam Progress US Employes Actve - Payrol
Price, Emma Progress US Employee Actve - Payrol
Ramos, Gianna Progress US Employes Actve - Payrol
Robinson, Kelly Procurement AU Sydney Employee Procurement ... Active - Payrol
Smith, Nicholas Payabes AU Perth Employee Payables Mana... ~ Active -Payroll

Taylor, Jessica PayablesAU  Perth Employee Payables Speci.. Actve - Payroll

Write, Tery Accounting AU Melboume Actve - Payroll

Click OK

Rows Selected 1

Click Next




VisioN

Create Mass Assignment Change: Population ®

4 Selected Pers:

s@

View v Select and Add

Person Name
Murphy, Liam
Jones, Chris

Blackwel, Jack

Johnson, Charles

Pd

5% Export to Excel

Person Number National ID
4827
4821
4825
720 WE203765C

& Detach

Department Location
Progress US ‘
Receivables AU ‘ Melboume
Manufacturing UK ‘ London

Cancel

g

Click Next

Person Type  Job Amgnment
Employee Active - Payr
Emplojes  Recelvables .. Aciive- Payr.
Emplojee  Buyer Active - Payr.
Employee  Product Data .. Acive - Payt

Total Rows 4

Enter the Mass Assignment Changes. For example, the new work Location. Click

Next

VisioN

Population

Create Mass Assignment Change: Changes

Assignment Details @

Person Type |

Assignment Status |

Job Details @
Position |
Job |
Grade |
Department |
Location Details

Location | Redwood City

Building | |

Floor | |

Manager Details

Name

Enterxthe below/details

A Data Validation message will appear

Click Next

Business Unit

Worker Category

¥ | Tags

Assignment Category Tags

Working at Home | .

Type

—

]
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Processing

Data validation s in progress. Don't close the
plees.

b rocess comy

Next, Verify the updated information. Review the Status Column messages by
hovering over the Icon and click Next and click Submit

Edit Mass Assignment Change: Review @ [see o

b7 . /' FETEE z Click Submit

View v 7 Exportto Excel  [s] Detach

Location
Include Person Name Person Number Assignment Name Status | Action Action Reasen
Proposed
Current Value V:
alue
v Lopez. Victor 1015 Director A | Assignment Corporate HQ  Corporate HQ
v Lopez, George 1018 Analyst © |Assignment San Juan Corporate HQ

Columns Hiddzn 32

Manage Mass Updates

Navigation: Home>My Client Groups>Mass Updates>Manage Mass Assignment
Change>Select Update>Edit>Submit

From the home screen, click My Client Groups

]
174 |

—



My Team

QUICK ACTIONS

Hire an Employee

Add a Contings

Add a Pending Worker

Add a Nonworker

Pending Workers

Person

Personal Details

Additional Person Info

My Team

QUICK ACTIONS

Hire an Emplo

Add a Continge:

Add a Pending Worker

Add a Nenworker

Pending Worker:

Person

Employment Contr

n Studio

Click My Client Groups

Journeys

Compensation

[o}e}

=]

Succession Plans Talent Pools

tion

X

i

New Person

il

Performance

i/

Workforce
Structures

O *

New Person

il

Performance

&7

Talent Pools

Workforce

Structures

4 =

Volunteering

Ow P &

Help Desk

74

Person
Management

T

Career Talent Review
Development

&

Mass Updates Payroll

1ain Planning Cash Mana:

/7

Person Absences
Management

Compensation

a4 )

Talent Review Succession Plans

& a82 2

Workforce
Modeling

Mass Updates Data Exchange

Click Mass Updates

From the Mass Updates screen, click Manage Mass Updates




Mass Updates

PRTHERRT.

What do you want to do or manage?

| search for tasks Q] ;

= — Click Manage Mass Updates
o]
(24 | Manage Mass Updates

o] F
Create Mass Assignment Change

Next, click the Name of the update we wish to manage

** Name ‘

4 Search Results
Viewv Formatvy 4= Create /' Edit ) Delete +) Refresh /] Detach
Name D!SCI’IP‘IDI\ Action Status

Sample Mass Update

Assignment Change

Click Name

Initiator

Avaiting user verific... Patrick Jones

‘ Advanced ‘ Saved Search | My Current M|

At lea)
- mmamr‘
* Efective As-of Dt | m/djyy e
(soat]
Percentage
Effective Date Complete Total Succeeded Warning Failec,
919122 0 2

Update the applicable information in any of the sections by updating the
information and clicking Next. Once complete, click Submit

—
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Edit Mass Assignment Change: Revi 5 e b sam

Click Submit

Viewy 7 Export to Excel (5! Detach
Location
Include Person Name Person Number Assignment Name Status | Action Action Reascn
Proposed
Current Value Vi
alue
Y Lopez Victor 1015 Director A | Assignment Corporate HQ ~ Corporate HQ
Y Lopez George 1018 Analyst @ | Assignment San Juan Corporate HQ

Columns Hiddzn 32

Update Employee's Document Delivery Preferences
Navigation: Home>My Client Groups>Show More>Document Delivery
Options>Search Person>Update>Save

From the home screen, click My Client Groups

=VisioN Q sechr o s

Good morning, Curtis Feitty

Me  MyTam | MyClientGroups

QUICKACTIONS APPS Click My Client Groups

Next, click Show More

]
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Q ses

Good morning, Curtis Feitty

QUICKACTIONS

B

Person Person Spotiight Absences Time
Management Management

® &

Compensation Profles Leaming Workforce
Structures

Workforce Data Exchange Communicate
=dictions

Click Show More

Under Document Records, click Document Delivery Preferences

|l Prom

Y/ Termination Y Transter

Click Document Delivery Preferences

Compensation

EQ, Administer

Benefit Balances

mpensation

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name
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= ViSioN

< Document Delivery Preferences

‘ Q John

John Cameron
John Lee,
John Fox
1" John Dunbar
I John Schneider
]
John Douglas

John Jordan

Waner vioson
Joseph Ballman
JoAnn Peterson
Chun Yao

Heidi Kroft
Sasha McCartney

Anne Stein

Click Employees Name

E9

E674

E1692

E5288

e Uirecor

HE Dean

Clinical VP

HC Nursing Director

HE Director

HE Director

HE Supervisor

iy

1974

1676

2034

1924

1938

1935

de terminated work relationships | | Termination Date | | Worker Type

:ﬁﬁ:’:‘em Assignment Status

E1912 Active - Payroll Eligible
E1929 Active - Payroll Eligible
£1981 Active - Payroll Eligible
E1919 Active - Payroll Eligible
E1974 Active - Payroll Eligible
E1676 Active - Payroll Eligible
£2034 Active - Payroll Eligible
£1924 Active - Payroll Eligible
£1938 Active - Payroll Eligible
£1935 Active - Payroll Eliible

Filters

SortBy ¥ ‘ EI]‘

Worker Type Work Email Work Phone
Employee marsha.green_etar-dev1@oraclepdemos.com 19256851209
Employee ron.pines_etar-dev] @oraclepdemos.com

Employee joan.brugge_etar-dev1@oraclepdemos.com 19252272347
Employee walter.gibson_etar-dev1@oraclepdemos.com 14167755434
Employee joseph.ballman_etar-dev] @oraclepdemos.com 13102253423
Employee joann.peterson_etar-dev1@oraclepdemos.com

Employee CHUN.YAO_etar-dev1@oraclepdemos.com

Employee HEIDIKROFT_etar-devi@oraclepdemos.com

Employee SASHAMCCARTNEY_etar-dev] @oraclepdemos.com

Emplovee anne:stein etar-dev]@oraclepdemos.com

Click Edit to update the delivery preference across from the document we wish to

update

=ViSiON

Document Del

John Lee

Preferences

1095-C

Delivery Method
Online and Paper

Payslip

Delivery Method
Online

Third Party Payslip

Delivery Method
Online

w_2

Delivery Method
Paper

W_2c

Delivery Method

ery Preferences

Online Delivery Consent.

Not applicable

Online Delivery Consent

Not applicable

Online Delivery Consent

Not applicable

Notapplicable

Online Delivery Consent

Overridden by Person

Click Edit

Overridden by Person

No

Overridden by Person

Overridden by Person

Overridden by Person

Select the Delivery Method from the dropdown menu and click Save to save the

preferences




=ViSiON

¥4 Document Delivery Preferences

A sohnLee

d

Preferences
Document Type Delivery Method . Grant Online Delivery Consent
1095-C Online and Paper Not applicable
Online
= [
Paper Select Delivery Method
Payslip Online and Paper Click Save
Devery Method Onlne Devery Consnt Overiden by Peson 7
Online Not applicable No
Third Party Payslip
Detvery Method Online Devery Const Overdden by Prson 4
Online Not applicable
w2
Detvery Method Onlne Devery Consnt Overridden by Person 4
Paper Not applicable No
W_2c E

Update Employee's Tax Withholding
Navigation: Home>My Client Groups>Show More>Calculation Cards>Search
Person>Edit>Update Information>Submit

From the home screen, click My Client Groups

=VisioN Q sechr o s

Good morning, Curtis Feitty

Me  MyTam | MyClientGroups

QUICKACTIONS APPS Click My Client Groups

Next, click Show More
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=VISiON Q s

Good morning, Curtis Feitty

QUICKACTIONS

Person Person Spotiight Absences Time
Management Management

® &

Compensation Profles Leaming Workforce
Structures

Transfer.

hecist Templates @ <|::> @ +

Workforce Data Exchange Communicate

dictions
Click Show More

Under Payroll, click Calculation Cards

=ViSiON

Balance Excepti

alcultion Cards
Click Calculation Cards s fo ons. ting of Departments

sting of Payment Sources ing of Payrolls

ction Notifcations

Territory.

s Configuration

Person Results

Rate Defiitions

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

]
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=VIiSiON

< Calculation Cards

Search Person

= ]

‘Advanced SearchJonn

Name Business

Direct Reports

@ Jotncameron  Heado

a Carli Lavelle

) John Fox
L4 Halle Justus E

@ omoumsar adm

m 372

clepdemos.com 9

Hope Hightower ‘

’ John Schneider  Administrative
Q Sue Eden

Click Tax Withholding

=ViSiON
b 3

2| Calculation Cards
Lee, John 42

[ Advanced | saved Search | A1l Calculation Cards

Cakctaion ard

T P %
4 Searc
Actions v View v Fomatv & X i Detach
Calculation Card Description Component Groups Name R D )
Employee wilhholding certicate Federal US1 Legal Entiy 5/19105
Absences Absences 5/19105

Click Tax Withholding

Columns Hidden 1

Enter the Effective As-of Date




=VIiSiON
. -

Tax Withholding

Lee, John: 42

2/6/24

*Effective As-of Date|

Enter Effective As-of Date
Associations

Federal

Calculation Component Start and End Dates ’
Federal Taxes 5/19/05
Forms
Federal
Filing Status Allowances
single
Additional Tax Amount

Exempt from Federal Income Tax
No

Regional +Add v | A

, There's nothing here so far E

View | Active

Click Edit

=ViSiON
[ -

Tax Withholding

L

“Effective As-of Date | 2/6/24 t

Associations

Federal o

Calculation Component Start and End Dates
Federal Taxes

5/19/05

F . -
S Click Edit
Federal

Filing Status Allowances

Single 0

Additional Tax Amount

Exempt from Federal Income Tax
No

Regiona [+mav] A

, There's nothing here so far. E

Update the applicable information and once complete, click Save and Close

view [Actve

—
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Federal Taxes vacte | IR [ Carce

Click Save and Close

Basic Information

Calculation Component Forms.
Federal Taxes Federal
Component Sequence
h
“When does this change start?
206124 |
witnholding Status Update)the applicable information below,

Step 1: Enter Personal Information

Note: Select Head of household only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual,

“Filing Status

Single or Married filing sef

Complete Steps 2-4 ONLY if they apply to you. Otherwise, skip to Step 5.
See form page 2 for more information on each step, who can claim exemption from withholding, other detals, and privacy.

Step 2: Multiple Jobs or Spouse Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse also works.
The correct amount of withholding depends on income eamed from all of these jobs

(b)Use the Multiple Jobs Worksheet on form page 3 and enter the result in Step 4(c) below or
b may check this box. Do the same on Form W-4 for the other job. This option is generally more accurate than () if pay at the lower paying job is more

(c) If there are only

than half of the pay at the hig ng job. Otherwise, (b) is more accurate
Multiple Jobs E

Follow this same process to update the State or Local Tax Withholdings. We can
click Federal to view the Federal W4

Tax Withholding

)

“Effective As-of Date | 2/6/24 ]
Associations

Federal

omponent Start and End Dates rd

5/19/05
Forms

Filing Status Allowances
Click Federal Single 0
Additional Tax Amount

Exempt from Federal Income Tax
No

Regional |+ Add v

’ There's nothing here so far. E

Update Employee’s Direct Deposit
Navigation: Home>My Client Groups>Show More>Personal Payment
Methods>Search Person>Edit>Update Information>Submit

View [l

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

My Client Groups

QUICKACTIONS. APPS Click My Client Groups

0
el /74 ou!
Person Person Spotlight e Time
e e

& ® 4
Compensation Profes Leaming Workforce Payrol
Structures

Workforce Data Bxchange Communicate
Predictions

Next, click Show More

Q ses

Good morning, Curtis Feitty
Me My Team 1t Groups My Rep
Pp—

e an Employ

i

Person Person Spotiight s Time
Management Management

iange Working Hours

ange Manager K“.. [% @ 6377

Compensation Profles Leaming Workforce Payroll
Structures

Workforce Data Exchange Communicate
~dictions

Click Show More

Under Payroll, click Personal Payment Methods

]
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anwRP & @

on Entr iponent Group Rules
ing of Departments

ayment Sources ‘osting of Payrolls
sting of Postons e ca @) Element Entres Element Security Profle

Elements

Fast Formulas M) Fe by Country or Ter
Manage Bank Br Manage Banks Objec
Payment Methoc ces syroll Dashboard
yroll Fiow Pattems C y urity Profile Payroll Interface Inbound Records
Click Personal Payment Methods (Y] Payroll Relationships
al Payment Meth y h ickPay Payments Rate Definitions

Review Journal Entries V) Simpified QuickPay

on Payment

Information Groups

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

=VisSiON

< Personal Payment Methods

Search Person |

| Carlf
avancea Seacn Car
Name orkEmi Person Nuoe
Direct Reports
P e Carii Heath N4172 Carii Heath_etar-devi@oraclepdemos com 472
Carl Lavelle
B conae Human Resources Administralor  CarllLavelle_etar-dev1@oraciepdemos.com
Huma Administrato
Carling Dory ; Dory_etar-devi@oraclepdemos.com 4525
( d g Click Employees Name S @raciep
‘A Halle Justus
€ coracreee ¥ oreece_etar-devi@oraciepdemos cor a74
5 (M Carlo Marrone Finance Director CARLO MARRONE _etar-dev1@oraclepdemos com 2717
Hope Hightower
On d
Q Sue Eden Sue.Eden_etar-devi@oraclepdemos.com
Product Desi

Click Add to add a new Bank Account or click Edit to Edit the existing details
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Payment Methods

Carli Lavelle

View payment methods as of | Alldates

Bank Accounts + Add \ ~

000004321 Active i E

Payment Methods + Add

US Bank Checking 100 % s

View prior payment methods

Update the applicable information. To deactivate this account, deselect the active
checkbox. Click Save

Payment Methods

Carli Lavelle

< 13!

View payment methods as of

Bank Accounts

Cancel
. ited Sates
Account Number | XX00044321

*Account Type | Checking

Check Digit |
Account Holder | Carl Lavelle

Secondary Account Reference |
Bank UsBank
Bank Branch 091408501
“Routing Number 091408501gy
BIC Code

Active '

Payment Methods

US Bank Checking 100 %
Direct Deposit

- E

Add New or Additional Employee’s Direct Deposit Account
Navigation: Home>My Client Groups>Show More>Personal Payment
Methods>Search Person>Edit>Update Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

My Client Groups

QUICKACTIONS. APPS Click My Client Groups

0
el /74 ou!
Person Person Spotlight e Time
e e

& ® 4
Compensation Profes Leaming Workforce Payrol
Structures

Workforce Data Bxchange Communicate
Predictions

Next, click Show More

Q ses

Good morning, Curtis Feitty
Me My Team 1t Groups My Rep
Pp—

e an Employ

i

Person Person Spotiight s Time
Management Management

iange Working Hours

ange Manager K“.. [% @ 6377

Compensation Profles Leaming Workforce Payroll
Structures

Workforce Data Exchange Communicate
~dictions

Click Show More

Under Payroll, click Personal Payment Methods
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Calculation (Y] Cakulation Ent mponent Group Rules

g for Persons Costing of Departments

ayment Sources g of Payrolls

Element Entries curity Profile

by Country or Territory Y] Manage Bank Acco

Manage Banks Object Groups Organization Payment
Payment Method yroll Cal n yrol Dashboard ayroll Definitions
Payroll Flow Pattems I\ ity Profile

Payroll Interface Inbound Records Payrol onfiguration

Click Personal Payment Methods Payroll Relationships Payroll Security

ickPay Payments ] Rate Definitons
Review Journal Eries RunTypes 9 simpified QuickPay Subrita Flow
Thi Parties rson Payment

by

55 Information Groups

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

VisioN

< Personal Payment Methods

Search Person |

| Carlf
Advanced Seatch Cart
Name Business THle WorkEmai Parson Numbsr =
Direct Reports
Carli Heath N4172 Carli Heath_etar-devi@oraclepdemos.com 4172
Carli Lavelle i
B conae Human Resources Administralor  CarllLavelle_etar-dev1@oraciepdemos.com an
5 Administrato
Carling Dory i Dory_etar-devi@oraclepdemos.com 4525
g Click Employees Name S @raciep
Halle Justus
Carla Greece ¥ greece_etar-devi @oraclepdemos.com 3749
& (M carlo Marrone Finance Director CARLO.MARRONE -devi raclepdemos.com nr
E Hope Hightower HHONE ’
aon =
Q Sue Eden Sue.Eden_etar-devi@oraclepdemos.com
Product

Click Add to add a new Bank Account

( ]
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Payment Methods

Carli Lavelle

View payment methods as of | All dates

Bank Accounts el
00004321 Active Click Add 4
United Sttes

Payment Methods L+ A
US Bank Checking 100% ’

View prior payment methods

Enter the Account Number, Account Type, Bank, Bank Branch, and Routing
Number and click Save

Payment Methods

Carli Lavelle

View payment methods as of

Bank Accounts

Enterithe below/information Cancel
*Account Number | 123456789
*Account Type | Savings

Check Digit

Account Holder | Carli Lavelle
Secondary Account Reference
Bank | Chase Bank
Bank Branch | 267084131
“Routing Number | 267084131 (]

BIC Code

Active

Under Payment Methods, click Add

]
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Payment Methods

[

XXXK6789

Payment Methods

US Bank Checking

View prior payment methods

Active

Active

100 %

Click Add

+ Add

d

Here we can add the Payment Method Information. We can enter a percentage or
a Flat Amount that we want deposited into this account. Click Save

Payment Methods

Carli Lavelle

< 13!

Payment Methods

Chase Bank- Savings

“What do you want to call this payment method?

Enterthe below/information

“Start Date

2/6/24

“Organization Payment Method

“Payment Amount

Amount “||
)
Country

United States

Direct Deposit

Payment Type
Direct Deposit

US Bank Checking
DI

*Bank Account

267084131 XXXXX6789 Savings

100 %

100] UsD

=
Currency
‘ usp

We can view the updated Payment Method Information. For example, $100 will be
deposited into the Savings account and the remaining pay will be deposited into
the Checking Account. If, for example, both accounts were checking accounts, we
can click Reorder to change the processing order.
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[ Payment Methods

< & Carli Lavelle
Active e
Active e
Unit
Click Reorder

Payment Methods Reorder ||+ Add |

Chase Bank- Savings 100 USD ,

Remaining Pay s

We can use the Arrows to change the processing order of the Payment Methods
and click Save and Close

REVGEY

Carli Lavelle

Click Save and Close

-
My Payment Methods

100 USD

Click Arrow

US Bank Checking

Remaining Pay

Direct Deposit

Assign Areas of Responsibility To An Employee

Navigation: Home>My Client Groups>Show More from the Quick Actions>Areas
of Responsibility>Search>Add>Enter Information>Submit

From the home screen, click My Client Groups
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Good morning, Curtis Feitty

Me  MyTam | Myl s | My Reporting

QUICK ACTIONS APPS Click My Client Groups

&

Person Spotiight

®

ecklist Templates

Next, click Show More

=VisSioN e

Good morning, Curtis Feitty
Me My Team Groups

QUICKACTIONS

o

Person Spotight

" Click Show More

Scroll down and under Employment, click Areas of Responsibility. As a note, we
can search Areas of Responsibility by clicking Ctrl F
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MyTeam M

Click Areas of Responsibi Additional Person Info

ange LegalEmployer Dashboard (] Change Location
Change ecklist Templates
ate Work Relationship Y Eigble Jobs
t Start Dates Family and Emergency
ntfication Info cal and Global Transfer 5 Manage Job Offers
[E5 Nudge confiquration

Personal Details

Enter the employees name in Search for a Person box, once the employees name is
shown, click the employees’ name

=ViSiON

< Areas of Responsibility

g s
Search Person

John

e ——
) . Name susess The Work i iy
Direct Reports -~
Carli Lavelle -
Human Resources Administrato] () Jomn Lee Consutant JOHN LEE_etar-devi @oraciepdemos com P
@ omex Select Employee RIS
Fd Halle Justus -
® omoumar  Amminstator JOHN.DUNBAR etar-devi@oraciepdemos.com 9
devi@oraciepdemos.com g
Q Sue Eden Sue.Eden_etar-devi@oraclepdemos.com

Product Design Engineer 1-906.

Click Add then Responsibility

—
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2| Areas of Responsibility
John Lee

Click Add

Sort By

Enter the Basic Information. Under Usage, we can select Approval and Checklist.
If we select Include in work contacts, the representative's name appears as a work
contact along with the representative type (Human Representative, Benefits
Representative, for example). The representative’s name appears in the Contacts
section in the Directory and the Contact Us section. If the option is deselected the
person doesn’t appear in these pages.

=VIiSiON

Create Responsibility

John Lee

Enter«the below/information

“From Date

| [222824 )

To Date

] [mvany t]
“Status

| Active ‘

Responsibility Scope

Legal Employer Job

| [ setect a vatue ‘]

\ [Selctavave \

Hierarchy Type

v| [ select avatue -]

Next, we'll enter the Responsibility Scope. We’'ll enter the applicable information
based on our configurations
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Lq Create Responsibility

John Lee

Responsibility Scope nterthe below/information

Legal Employer

Comments and Attachments

Comment ts

Attachments

'ﬂ 8§ Drag files here or click to add attachment v

Once we have entered the information, click Submit

Create Responsibility
John Lee
Click Submit
Basic Info
“Responsibility Name *From Date
| 2p8y4 ts]
To Date
} m/dfyy )
*Statu:
@ v Active ‘
V] Include in work contact:
Responsibility Scope
Legal Employer Job
UST Logal Entty 2 =

Any employees who meet the criteria as a part of the Responsibility scope, will see
John Lee as the Benefits Representative once the approval workflow has been

completed.

—
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2% Areas of Responsibility

Status Active X

Thank we for reviewing and using our guide; we hope we have found it helpful. If we have any
questions on the content included in this guide, please contact our Training & Learning team at
learn@camptratech.com

Version Revision

History Date
Version 1.0 Megan Ketter Initial Version
Version 2.0 8/28/2022 Megan Ketter Added Tasks
Version 3.0 2/6/2024 Megan Ketter Updated Screenshots

Version 4.0 2/28/2024 Megan Ketter Added Tasks
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