Human Resources PeopleSoft Documentation

User
Manual

December, 1999

T s
e

PeopleTQO]S - - —

]
e e TERE AL
B e L T
R e Pl

© Copyright 1999 J. J. Oehler Corporation



Human Resources PeopleSoft Documentation User Manual

This sample is from a 450-page user procedure

manual for the Human Resources portion of

PeopleSoft, an enterprise resources planning (ERP)

application. Included in this sample is:

1. The title page and its verso (this page)

2. The complete table of contents

3. The Payroll chapter title page, modified to
include only the included procedures

4. Two of the procedures from the Payroll chapter.

Developed by J. J. Oehler Corporation, Lisle, IL, USA (Phone: 630-355-5490)

December, 1999 Page ii



User Manual Human Resources PeopleSoft Documentation

Introduction 1
2. Sign On and Navigate PeopleSoft 3
Sign On to PeopleSoft 4
Exit PeopleSoft 7
Introducing a PeopleSoft Window 9
The “Go” Menu: Navigate to Where You Do Your Work 10
Navigate from Panel to Panel 15
Open a Panel without Closing the Previous Panel 17
Toggle Between Open Panels 19
Use the Menus as a Road Map to Your Work 20
Close Extra Panels If You Don’'t Need Them Open 26
3. Common Procedures 27
Selecting an Employee Record 28
PeopleSoft Toolbar 35
4. Important PeopleSoft Concepts 37
How to Learn PeopleSoft Concepts 38
PeopleSoft Navigation 38
Accessing Windows with the Go Menu 40
Accessing a Panel or Panel Group 42
Specifying Actions 43
Understanding Effective Dates 44
Effective Dates and Effective Sequence 46
Standard PeopleSoft Employee Name Format 47
Multiple Scroll Bars and Parent-Child Tables 48
5. Employment Status Change Processes 51
Hire New Employee 52
Rehire Employee 73
Initiate Leave-of-Absence 76
Return from Leave of Absence 79
Position Change or Transfer 80
Termination 85
Employment Verification 91
6. Payroll Processes 95
Bonus Paid 96
Bonus Plan 100
Create Ongoing Pay Deduction 103
Cancel Ongoing Pay Deduction 108
Create One-Time Pay Deduction 112
Pay Rate Change Process 113
Tax Change 118
7. Payroll Interface Processes 125
Executing the Payroll Interface 126
Transferring Export Files to ADP 158

Page iii December, 1999



Human Resources PeopleSoft Documentation

Medical/Dental Benefit Change

FSA Contribution Change

Beneficiary Add/Change

Dependent Add/Change

Benefits Open Enrollment

Benefits Termination

Benefits Summary

Benefits Deduction Summary

Dependent/Beneficiary Summary

Employee Data Summary

Terminate an Employee via MSS

Change Your MSS Password

Process: Add a Manager to MSS

Define a Controller for MSS

Anixter Vendor Number Update

Change PeopleSoft Employee ID

Personal Data Change

Refresh Employees Table

Job Summary

Balance ID Annual Creation

Reorganization

Appendix

Benefit Plans

Benefit Programs

User Manual

8. Benefits Administration Processes 161
Determine New Hires and Prepare Labels 162
New Hire Medical/Dental Benefit Enrollment 176
186

Enroll Rehired Employee and Dependents in Benefits 197
Life & AD/D and Supplemental Life Plan Enroliment 198
Life & AD/D and Supplemental Life Change 208
FSA (Pre-Tax Care) Plan Enrollment 220
225

401(k) Savings Plans Setup, Change, and Termination 232
249

254

259

260

284

286

288

290

9. Manager Self Service Tool 293
Introduction to the Manager Self Service Tool 294
295

300

302

304

10. Administration of Lotus Notes Global Business Unit ___~ 307
Process: Administrate Europe PS HR via PeopleSoft 308
Administrate Europe PS HR via Lotus Notes 312
11. Miscellaneous Processes 315
316

319

323

328

332

Print Out the Department Security Changes Report 334
12. Initial Setup and Annual Processes 335
Stock Plan Set Up and/or Year-End Change 336
Pay Calendar and Pay Run Creation 343
352

Benefit Setup and Annual Premium Change 357
405

407

408

409

Benefit Providersand Benefit Policy Numbers 410
Departments and Department Numbers 411
Employment Eligibility Documents 444
Termination Reasons, Types, and Codes 445
447

Index

December, 1999

Page iv



6. Payroll Processes

This chapter describes the actions to take in PeopleSoft to handle the various
changes in employees payroll. It includes the following processes:

Create Ongoing Pay Deduction 96
Tax Change 99
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Create Ongoing Pay Deduction

A general pay deduction can be initiated for a variety of reasons. The following
figure shows the current types of pay deductions.
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Figurel1. Currently Available Deduction Codes

This process starts upon receipt of BigTime Distributer Company Personnel
Action package for one of the above types of deduction.

All information for this process comes from a BigTime Distributer Company
Personnel Action Form submitted by the employee.

As aresult of this process, a pay deduction will be established (cancelled) using

the following PeopleSoft panel:

GENERAL DEDUCTION.

Inputs
OQutputs
Overview
Handle
Form

Open General
Deduction
Data Panel

for Employee

Enter
Deduction
Information
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Procedure

Handle Forms

1. Receive BigTime Distributer Company Personnel Action form from the
employee.
2. Verify that form is complete and has the required signature.
If not, call sender and rectify the deficiencies..

Open the General Deduction Data Panel for the Employee

1. Open the GENERAL DEDUCTION DATA pand.
a. Open the record selection panel for GENERAL DEDUCTION DATA.
£14 Go =» Compensate Employees # Maintain Pay US
£4 Use » General Deduction Data ® Update/Display

b. Enter the employee’s socia security number.
c. Click onthe OK button (or press the Enter key). Thelist of matching
employees is displayed.

C. Select the person from the hit list. Either:
£4 Double-click on the employee’s name.
£4 Single-click on the employee’s name and then click the Enter key.
The GENERAL DEDUCTION DATA panel for the employee is displayed.

Maintain Payroll Data U.S. - Use - General Deduction Data

File Edit “iew Go Favortes Use |nguie Beport Help

Hl@lex| ol S5 ol ala) @l o] Elelwl ]

General Deduction D ata |

Dos Janes, ADP :g 201036 Pay Group:

Deduction Code: ||—ﬂ ;I
Effective Date: Il]5!22!1 998 ;I
Deduction Calculation Routine: IDefaull to Deduction Table LI

Deduction End Date: l— Deduction Rate or %: l—

Loan Interest 2: l— FlatfAddl Amount: l—

Employee Status: Active j j

| General Deduction Data |Update/Display 4
Figure 2. Starting General Deduction Data Panel

Enter Deduction Information

1. If the employee already has information in this panel from previous
deductions, insert a new row for this action.
#Z1 Click on the Insert Row icon (ﬂl) on the toolbar.

The following fields are automatically filled in by the system.
" EFFecTIVE DATE
DebpucTION CALCULATION ROUTINE

Page 97
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2. Fill in the following fields on the GENERAL DEDUCTION DATA panel:
" DebpucTioN Cobe — select from one of those listed earlier in this section

EFFeECTIVE DATE
DebucTIoN CALCULATION RouTINE — if the default selection is not
correct, select one of the other available methods shown in Figure 3
DebucTION RATE OR % — if needed
LoAN INTEREST % — if needed
FLAT/ADDL AMOUNT — if needed

Default to Deduction Table
Flat Amount

Percent of Federal Grossz
Percent of Het Pay

Percent of Special Earnings
Percent of Total Gross

Rate x Hours Worked

R ate x Special Hours

Rate x Total Hours

Special Deduction Calculation

Figure 3. Deduction Calculation Methods

When the GENERAL DEDUCTION DATA panel is correctly completed for a flat-
amount pay advance, it is shown in the following example.

Maintain Payroll Data U.5. - Use - General Deduction Data

File Edit Yiew Go Favorites Use |nguire Beport Help

ela/e(x| AlaE =E = agl 2lc=] #lelvwll])

General Deduction D ata |

ID: 201036 Pay Group:
Doe.Jane-. ADP ID-
Deduction Code: IADW\NC +|  Advance :I
Effective Date: IUSJ’ZZH 998 ;I
Deduction Calculation Routine: IFIat Amount j

Deduction End Date: I Deduction Rate or %: I
Loan Interest Z: I Flat/Addl Amount: I $500.00)

Employee Status: Active j j

| General Deduction Diata |Update/Display 4
Figure4. Completed General Deduction Data Panel

Other types of general deductions will use different deduction calculation
routines, and, as a consequence, fill in different fields.

3. Save the record.
#£1 Click on the Save icon (El ) on the toolbar
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Tax Change

Use this process when an employee has a personal tax situation change such as:

Trigger Event

Inputs

Outputs

Overview

Procedure

Change in marital status

Change in number of dependents
Change in additional withholding

Change in state of residence
Change in state of employment

Change in locality that has local taxes.

This process starts upon receipt of afederal and/or state W-4 form from an

employee.

All information for this process comes from the W-4 form(s).

As aresult of this process, new employee tax information is entered into

PeopleSoft in one or more of the following panels:

FEDERAL TAX DATA 1
FEDERAL TAX DATA 2
STATE TAX DATA L
STATE TAX DATA 2
LocaL TAx DATA.

Handle
W-4 Form

Open the
Dependent/
Beneficiary
1 Panel for
Employee

Change
Federal
Tax Data

Change
State
Tax Data

Change
Local
Tax Data

Handle Forms
1. Receive above form from the employee.
2. Verify that form is complete and has the required signature.

If not, call sender and rectify the deficiencies..

Open the Dependent/Beneficiary 1 Panel for the Employee

1. Open the FEDERAL Tax DATA 1 panel. (If the change affects only the state
tax, open STATE TAx DATA 1 instead.)

a. Open the record selection panel for FEDERAL TAX DATA 1.

21 Go ®» Compensate Employees ® Maintain Payroll Data US
£4 Use ®» Employee Tax Data ® Federal Tax Data 1 % Update/Display
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b. Enter the employee's BigTime Distributer Company ID number.

c. Click onthe OK button (or press the Enter key). Thelist of matching

employees is displayed.

C. Select the person from the hit list. Either:
£4 Double-click on the employee’s name.

£4 Single-click on the employee’s name and then click the Enter key.

The FEDERAL TAX DATA 1 panel for the employee is displayed.

Maintain Payroll Data U.S. - Use - Employee Tax Data ==l E3
File Edit “iew Go Favortes Use |nhguie Beport Help
o e e T B s s s =T = T R R R R A
Federal Tax Data 1 | Federal Tax Data 2| State Tax Data 1 I Ihaer Ba d 2 I Local Tax Datai

Lioedane. ID: 201036

Company: AN Anixter Inc.

Effective Date: 05/04/1995 Federal tax data last updated by: Online Opr ;I

Special Tax Withholding Statu

& Mone

" Do Not Maintain Taxable Gross and Do Not Withhold Tax
¢ Maintain taxable grosz; PWT #ill be zero unless specified in *Additional Withholding® below

|W-4 Processing Status: ' None " Motification Sent " New W4 Received

|Tax M arital Status: & Single  Mamied

Withholding Allowances: I 1
Additional Withholding: Amount: I Percentage: I
|Federal Taw Data 1 |Update/Display

N

Figure5. Federal Tax Data 1 Panel

Change Federal Tax Data

1. Insert anew row for the changed data.
£4 Click on the Insert Row icon (ﬂl) on the toolbar.

2. Changefields as necessitated by the W-4 form.

An example of an employee who changed to married status is shown in the

following figure.
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Maintain Payroll Data U.5. - Use - Employee Tax Data

File Edit Yiew Go Favortes Use |nhquire Beport Help

Bla@x| 0] slel == agl 2le=] £lvlvall])

Federal Tax Data 1 i Federal Tax Data 2 | State Tax Data 1 I State Taw Data 2 | Local Tax Data I

Doe.ane-s. ID: 201038
Company: AN Anister Inc.
Effective Date: Im Federal tax data last updated by: Orline Dpr =
Special Tax Withholding Status

& Mone

" Do Not Maintain Taxable Gross and Do Mot Withhold Tax

{" Maintain taxable gross; F&/T #ill be zero unless specified in "Additional Withholding® below

|W—4 Processing Status: ¢ Mone {" Motification Sent {" Mew w4 Received | e

Tax Marital Status: ¢ Single ' Married ‘

Withholding Allowances:

I 2
Additional Withholding: Amount:l Percenlage:l

|Federal TaxData 1 |Update/Display
Figure 6. Completed Federal Tax Data 1 Panel

Y

3. Display the FEDERAL TAX DATA 2 pandl.
#2414 Click on the FEDERAL TAX DATA 2 tab.

Maintain Payroll Data U.5. - Use - Employee Tax Data

File Edit Yiew Go Favortes Use |nhquire Beport Help

ale(ex| 0o sl oo Sls| el £elwle]

Federal Tax Data 1 Federal Tax Data 2 | State Tax Data 1 I State Tax Data 2 | Local Tax Data I

Doe.Jane-x. 1D: 201036
Company: AME Aniter Inc,
Effective Date: 0542341998 =

FICA Status: ¥

" Exempt

rEarned Income Credit
{* Mot applicable

{" Single, or Married without spouse filing

{" Married with both spouses filing

“w-2 Reporting
" Deceased

" Pension Plan
[” Deferred Compensation _vJ

|Federal Tax Data 2 |Update/Display i
Figure7. Starting Federal Tax Data 2 Panel

4. Change fields as necessitated by W-4 form.
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Change State Tax Data, If Necessary

1. Display the STATE TAx DATA 1 pand.
24 Click on the STATE TAx DATA 1 tab.

Maintain Payroll Data U.5. - Use - Employee Tax Data
File Edit Wiew Go Favorites Use |nguire Beport Help

Bl@l@x| 0o sl == gl 2] Elelwi]

Federal Tax Data 1| Federal TasData 2 State TaxData 1 | State Tax Data 2| Local Tax Data |

Doe.ane-x. ID: 201036
Company: AMNK Anister Ine.
Effective Date: 05/23/1998 | =]
State: Iﬂ! ﬂ Graduated Tax Thls-dllowances ;I
¥ Resident [~ Mon-Residency Statement Filed ¥ Ul Jurisdiction
Special Tax Withholding Status
& None
"' Do Not Maintain Taxable Gross and Do Mot Withhold Tax
" Maintain taxable gross; SWT will be zero unless specified in -

‘Additional Withholding' below

SWT Marital/Tax Status: IS_ﬂ Single:

KR

Withholding Allowances: I 1

Additional Withholding Amount: I Percentage: I j _I

|State Tax Data 1 |Update/Display v
Figure8. Starting Sate Tax Data 1 Panel

2. Change any of the fields on the STATE TAx DATA 1 panel.

WORKS IN ONE STATE AND LIVES IN ANOTHER

If the employee works in one state and lives in another, you need to use two
rows on the STATe TAax DATA 1 panel:

Use one row for the state of residence. Check the following fields:

1t ORESIDENT

¢ OUI JurispicTion (Ul = Unemployment Insurance)
Use another row for the state of employment. Complete the following
fields:

1 ONon-Residency Statement Filed

1 OSWT Marital/Tax Status (SWT = State Withholding Tax)

1 OWithholding allowance.

CHANGE IN MARITAL STATUS OR NUMBER OF DEPENDENTS

Ancther common state tax change involves a change in marital status or
number of dependents. An example of an employee changed to a married
gtatus is shown in the following figure.
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Maintain Payroll Data U.5. - Use - Employee Tax Data
File Edit Yiew Go Favortes Use |nhquire Beport Help

Bla@x| a0 slel == ag8l elel=] £lvlvall])

Federal Tax Data 1 ! Federal TaxData 2 State Tax Data 1 | State Tax Data 2 | Local Tax Data I

{"' Do Mot Maintain Taxable Gross and Do Mot Withhold Tax
{" Maintain taxable gross; SWT will be zero unless specified in
‘Additional Withholding' below

5WT Marital/Tax Status: IM_ﬂ Married

[

Withholding Allowances: I |

I Percentage: I

Additional Withholding Amount:

Doe.Jane-. 1D: 201036
Company: ANX Anister Inc.
| Effective Date: 05/2341993 i =
State: IIL ﬂ Graduated Tax Thls-dllowances LI
¥ Resident [~ Mon-Residency Statement Filed ¥ Ul Jurisdiction
Special Tax Withholding Status
&+ None

|State Tax Data 1 |Update£DispIa_l,l

Figure9. Completed Sate Tax Data 1 Panel for Marital Status Change

3. Display the STATE TAX DATA 2 pandl.
#£4 Click on the State Tax Data 2 tab.

Maintain Payroll Data U.5. - Use - Employee Tax Data

File Edit Yiew Go Favortes Use |nhquire Beport Help

ale(ex]| “lald] sl oo sls] S]] #elwle ]

Federal Tax Data 1 ! Federal Tax Data 2 | State Tax Data1 State TawData 2 | Local Tax Data I

Doe.Jane-. 1D: 201036
Company: AN Anister lne.
| -
Effective Date: 05/23/1938 : —
State: IL ;I
Addl Allowances: I (T4 arily) Annual Exemption Amt: I
[M5S only]
% of Federal W/H: I [AZ only]
County Taxz Rate: I [MD only) —|
5D Status
{ ' Not Applicable " Subject " Exempt " Exempt From SUT
California Wage Plan Code
Dizability/Unemployment Plan: |Slale.ﬂ'5lale j
=18
|State Tax Data 2 |Update/Display i

Figure 10. Sarting State Tax Data 2 Panel

4, Change fields as necessitated by the W-4 form.
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Change Local Tax Data, If Necessary

1. Display the LocaL Tax DATA panel.
£4 Click on the Local Tax Data tab.

User Manual

Maintain Payroll Data U.5. - Use - Employee Tax Data =[O %]
File Edit Miew Go Favoites Use |nguire Beport Help
Blaex| 2lao] sl lE| SE] 8= #lvlwle ]
Federal Tax Data 1| Federal Tax Data 2| State TauData 1] State TaxData 2 Local Tax Data |

DoeJohine. ID: 201029

Company: AN Anister Inc.
‘ Effective Date: 04/27/1938 ;I
‘ State: IL  llinoig | ;I

o
Locality: I ﬂ
¥ Resident Local Withholding Allowances: I_U

—

DOptional Dvenide Withholding
{ Flat Amount:

Flat Percentage:

—

| B

Other Work Locality:

|Local Tax Data

| Camection 4

Figure1l. Sarting Local Tax Data Panel

2. Change fields as necessitated by the W-4 form.

3. Savethe record.

#£1 Click on the Save icon (El ) on the toolbar.
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