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SDUSD PeopleSoft for Site Administrators

Introduction and General Information

This handbook was created for use by SDUSD site administrators such as school principals,
directors, and other department heads. It contains information to help you complete your most
common tasks in both the Human Resources (HCM) and Financial PeopleSoft applications.

The San Diego Unified School District uses a computer software program called “PeopleSoft”
a.k.a. “Oracle PeopleSoft Enterprise” to handle the day-to-day business of running the district.
This includes managing your budgets to help you provide your site and staff with the goods and
services they need.

While you don’t have to be a computer whiz to use the district’s PeopleSoft software, you do
need to be relatively comfortable using a PC computer with Windows, as well as using the
Internet, in order to have the most success.

This handbook contains the following information:
*  Chartfields
*  Budget Reports
= How to Approve or Deny eProcurement Requisitions
* How to Approve or Send Back (for revision) Travel Expense Forms
* Key Payroll Elements for Managers
* How to Review and Approve Reports
* Human Capital Management
*  Position Management

*  How to Find Support

How to Log Into PeopleSoft

In order to use our district’s PeopleSoft applications, you must have a computer (PC or MAC)
that uses the latest version of Microsoft Internet Explorer, Firefox or Safari. You cannot use
Netscape Navigator with PeopleSoft.

Launch Microsoft Internet Explorer, Firefox or Safari.

Go to: www.sandiegounified.org.

Click "Staff Portal" at the top of the page.
Click the "Resources" menu and then on the right click the "Applications" link.

On the Applications screen click PeopleSoft - Financial or HCM.

o u kr w N e

Enter your User ID # (SDUSD Employee ID number. If you don’t know it, ask your
supervisor or look on your paycheck stub).

7. Enter your personal DWA password (It is the same password as the one you use for
your district email).

8. Click “Signin”.


http://www.sandi.net

Important Advice

To experience the best (and often faster) use of PeopleSoft, please observe the following:

e Always single-click. Never double-click with your computer mouse. If you double-click anything
in PeopleSoft it can slow the computer down substantially, and even freeze your screen or log
you out of the system.

e Delete your Internet Explorer cache files (temporary internet files)
on a regular basis. If you use PeopleSoft daily, you should delete your cache at least once a
week. Less often if you don’t use PeopleSoft that frequently.

e Never click the Back button on your Internet browser window. If you do (in order to return to
the previous page), PeopleSoft software will very likely bump you out of the system (log you
out). If that happens, you risk losing the work you were in the middle of completing. There will
always be a hyperlink or button you can click in order to return to the previous page, usually
located at the bottom of any PeopleSoft screen.

To safeguard your personal information, including your paycheck, Social Security number, salary,

and benefit information, please remember the following:
Never, ever share your password with ANYONE. Period.

If you share your password with another person you place yourself at great personal risk; not to
mention the fact that signing into PeopleSoft under someone else’s employee ID and password
constitutes fraudulent activity, and is definitely against SDUSD policy.

You are given a unique employee ID number and a personal password (for email, PeopleSoft,
PowerSchool,etc.) for excellent reasons having to do with professional, financial, and personal
security. Please do not compromise this by asking an employee to sign in to PeopleSoft under your
identity.



Chapter 1 - Financials: Budgets

Chartfields

Chartfields are an integral part of how PeopleSoft works within our district. In order to fill your
orders for goods and services through eProcurement, and to process your Travel & Expenses
requests, it is essential that you and your staff understand the basics of Chartfields.

Chartfield: A PeopleSoft vocabulary term meaning a field (that looks like a textbox) into which
budget code numbers are selected or entered (typed). Each Chartfield represents a different
criterion that helps determine which budget is being named for use. Chartfields are meant to
contain the Financial Accounting Codes used in transactions. Think of a single Chartfield as a
single jigsaw puzzle piece. Each Chartfield contains its own unique piece of a numeric budget
name. The example below shows a Department Chartfield.

Department

IDDDS

Example:

Chartfield String: A numeric sentence comprised of several Chartfields (seven for Travel
Expenses or eight for eProcurement). One entire Chartfield String represents a single budget.
Think of a Chartfield String as a bunch of puzzle pieces fitting together to create a whole unit
(one whole budget).

Example of a GL Unit Department Resource oY  program Class  Fund Extended

Ref
typical Travel p—
Chartfield String: [sota [ooos [ooooo @ [oo @ frooo @ [1110 @ [orooo @ [oooo @

The Chartfield String is a required element of eProcurement requisitions, and Travel

& Expense forms. It determines which funds will pay the bill. Chartfield Strings must be
manually entered by the Originator/Requester who is creating the online form. It is

the responsibility of the Originator/Requester (the person who creates and submits these
forms) to ensure that the correct Chartfield Strings are entered. It is the

responsibility of the Approver (the site administrator/principal/department head) to examine
the details of these submitted forms, and then to approve, send back for revision, or deny
them.

The Chartfield String basically does two things:

1) It controls the workflow, i.e., it determines which Approver receives the form (ePro
requisition or Expenses form).

2) It points to and connects with the budget whose funds will be pre-encumbered to pay
for the requisition or the travel expenses.

IMPORTANT NOTE: It is extremely important that the correct Chartfield String is entered, and
that the budget related to that String has sufficient funds at the time the form is created and

Chapter 1



submitted. Forms submitted without correct, funded budget Chartfield Strings will not be
processed.

IMPORTANT NOTE: It is the Approver’s responsibility to ensure that the correct Chartfield
String (budget) is used on every form. For example, if an Approver approves an eProcurement
requisition that uses the wrong budget, it is the Approver’s responsibility, not the Requester’s.

Chartfield Definitions:

Chartfield Description

1. Department Leading digit indicates a school (‘0’), small school (‘3’),
central/administration (‘5’), or Food Services
departments (‘8’ or Central).

2. Resource The Resource Chartfield corresponds to the Local, State,
lor Federal Grant number.

3. Budget The Budget Reference corresponds to the year the
Reference funding ends for certain resources — most transactions
accept default of '00’".

4. Account SDUSD’s Account number; the type of expense.

5. Program State of Calif. mandated field that classifies transactions
according to the purpose/reason for the transaction.

6. Class [Further categorization of the Program field mandated by
the State of Calif. required only in particular
Icircumstances.

7. Fund [Used to identify the source of funds for a transaction.

8. Extended An extension of the Program field that will store District-
specific information not required by the State.

Example of a Typical ePro Requisition Chartfield String:

Bud Program
DeptlD  Resource Ref Account Code

o003 @ [ooooo @ [oo' @ 4301 @ frooo @ [1110 @ [oro00 @ [oooo @

Class Fund Extended

Adams Elementary School might order textbooks using this Chartfield String (NOTE: The
highlighted Chartfields below are the most important ones for site administrators to double-
check before approving something):

* Department — 0003 (Adams Elementary)
* Resource — 00000 (Unrestricted Funds)
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*  Budget Reference — 00 (Undefined)

=  Account- 4301 (Instructional Supplies)

*  Program-— 1000 (Instruction)

= Class— 1110 (Regular Education, K-12)
*  Fund- 01000 (General Fund)

*  Extended - 0000 (Undefined)

Budget-Check Overview:

Budget-Check is a process that must be run on every eProcurement Requisition, Travel
Authorization, and Expense Report. All these forms must pass the Budget-Check process
successfully, or they cannot be approved and processed.

When Budget-Check is initiated on an item, the computer system immediately goes into the
designated budget (determined by the Chartfield String that the Requester entered onto the
form) and encumbers the money right away. This means that enough money must be available
in that budget to cover the cost of the ePro Requisition, Travel Authorization, or Expense
Report prior to the creation of the form.

The following people are responsible for running the Budget-Check procedures:
e eProcurement Requisitions: Originator / Requester (clerk, assistant, or other employee)
e Travel Authorizations: Department Approver (site administrator)
e Expense Reports: Department Approver (site administrator)

How a Department Approver runs a Budget-Check for travel forms is covered in greater detail
later on in this handbook.

Budget Errors Overview:

Occasionally, when Budget-Checks are run, a Budget Error occurs. You would see an indication
on your computer screen that tells you a Budget Error has happened.

If the form receives a Budget Error, you cannot approve it until the budget error is resolved.
This means you must contact your Budget Analyst and ask him/her to assist you by transferring
funds into the budget that generated the error. Then you must wait until the Budget Check
process is run again on the item that had the error (either by you, if it is a Travel Authorization,
or by the Requester for an ePro Requisition or Expense Report), and verify that the error is
gone.

How to handle budget errors is discussed in greater detail later on in this handbook.
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Budget Reports Overview:

These are report queries you can create and run yourself, anytime you wish. These reports can
tell you what budget strings are available; how much money you currently have available in any
given budget; how much has been encumbered; and how much has already been spent. You
can customize the reports to provide you with information about all your budgets at once, or
about only certain budgets you select to view.

This handbook shows how to create and run two different budget reports:
* Budget Overview Report:

0 Data on current, available balances, as well as data on pre-encumbrances,
encumbrances, and expensed amounts.

O Interactive report results, with hyperlinks you can click on.
* Budget Transactions Detail Report:
0 Most comprehensive amount of data available in one report.

0 Default display is non-interactive; cannot filter, edit, or manipulate report
results. However, you can choose to display results in an Excel spreadsheet.
Please see job aid entitled “How to Display BTD Report in Excel Spreadsheet”.

Budget Overview Report — Example Exercise
This report provides information about as many or as few budgets as you wish to see. It shows
you available balances, expensed amounts, and encumbered amounts. It contains interactive
hyperlinks you can click to view more details within the results of the report.

Create & Run a Budget Overview Report

Step 1

Click:

Favorites .. Main Menu

rmm
A. Main Menu Financial: Search MEN@
B. Commitment COntrol Training

i
e =

Employee Self-Service

C. Review Budget Activities ~
D. Budgets Overview. ' .
The menu is ng —

Menu to get ste

Highlights

Recently User —

under the Fawe

at the top left.

[

.|

Ca

Ca

Breadcrumbs
navigation pathremogwe
access to the contents of =
subfolders
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SDUSD PeopleSoft for Site Administrators

Budgets Overview
Step 2

Type a short name into the Add a New Value
textbox (you might have to click the Add a New Find an Existing Value || Add a New Value
Value tab to bring it forward). Typically, people
type their initials and the current date. Ml Nk [

Then, click the Add button.
Add

Find an Existing Value | Add a New Value

Step 3
Type a brief description for this report, as shown in this example. (One idea is to create multiple reports with
different criteria in each one, and save them for future use).

Budget Inquiry Criteria
Budget Overview

Description Resource 00000, 4000 Accounts

Inquiry SM

Step 4
Type EXPENSE into the Ledger Group field. Then click a checkmark into the Display Chart checkbox, if you would
like to include a graphical representative chart in your report. To customize the results, use the Amount Criteria

feature.
Amount Criteria Search Clear Reset
Budget Type &
*Business Unit SDUSD &, Ledger GroupfSetILedger Group |v| Ledger Group EXPENSE Q,

[Jview Stat Code Budgets EXPENSE Budget CC Ldgr Grp
i ] [v] Display Chart K

Step 5
In the center of the screen, ensure that the From Budget Period To Budget Period

current fiscal year is displayed in both the From
Budget Period field and in the To Budget Period
field.

2015 @ 2015 Q@

J
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SDUSD PeopleSoft for Site Administrators

Step 6

Below the budget period fields, enter the budget ChartField Criteria

codes into the Chartfields as desired. The more ChartField

fields you fill in, the narrower and more focused

your report results will be. The fewer fields you Account

use, the broader your results will be. DeptiD

In this example, we are asking the report to Fund

display data on all budgets for Department 0003 &1

(cost center) that includes Accounts 4000 thru i

4999, with Resource 00000. Program
Bud Ref
Resource
Extended

ChartField From Value ChartField To

4000

0003

%

%

%

%

00000

%

Step 7
Click Search to run the report.

Inquiry SM

Step 8

Search

4999 Q
0003

%

%

% @,
% Q
00000 @
% Q

The results will display automatically. At first you will see only the top half of the results. Here, you should
change the “Max Row” displayed from the default of 100 to a higher number, typically anything higher than 300.

Business Unit SDUSD

Type of Calendar Detail Budget Period

Amounts in Base Currency USD
Revenue Associated: [

Chapter 1
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SDUSD PeopleSoft for Site Administrators

Step 9
Scroll to the middle of the page, and you can see the colorful, graphical representation of the report.
¥ Chart
Activity as a Percentage of (Budget + Associated Revenue)
120
100
80
§ Ml Available Balance
Ml Pre-Encumbrance
E 80 M Encumbrance
5 Ml Expense
o M Budget
40
20
o
Budget + Revenue Activity Available Balance

Step 10
Scroll down further, and view the individual accounts. When you’re finished viewing this report, you can save it
(save button is at the bottom of the screen), or simply navigate elsewhere.

You can download results
into an Excel spreadsheet
by clicking this icon.

Available

Budget” Pe

-

Budget Overview Results

. Ledger Group DeptiD Resource Bud Ref Account Program Class Fund Extended E

i 1@ E expense 0003 00000 00 4201 1000 1110 01000 0000 2

2@ E Expense 0003 00000 00 4301 1000 1110 01000 0000 2

I 3@ B Eexpense 0003 00000 00 4302 1000 1110 01000 0000 2

. 4 B Expense 0003 00000 00 4310 1000 1110 01000 0000 20

B B expidget Budget Expsnse Encumbrance Pre-Encumbrance A;:g:g'tf Percent Available
& 1,000,000.000 0.000 0.000 0.000 1,000,000.000 100.00 5
1,000,000.000 0.000 0.000 0.000 1,000,000.000 100.00 E
1,000,000.000 0.000 0.000 0.000 1,000,000.000 100.00 5
1,000,000.000 0.000 0.000 0.000 1,000,000.000 100.00 7
1,000,000.000 0.000 0.000 0.000 1,000,000.000 100.00 E
1,000,000.000 0.000 0.000 0.000 1,000,000.000 100.00 EI
= e e N I R T e S NP S

You can click a linked icon
to view Budget Details or
Budget Transaction Types.
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Budget Transactions Detail Report — Example Exercise

This next exercise walks you through the steps to create and run the Budget Transactions Detail Report. This
is a large, comprehensive report, which is displayed in Adobe Acrobat Reader format. As we get further into
the school year, by springtime the report can become lengthy, and will take longer to run.

In order to run this report, you will login to the SDUSD PeopleSoft Financials online system with your SDUSD
employee ID number, and password. If you login but do not see the EPM links illustrated in these next steps,
then you need to submit a DWA Security Request form. This form is submitted online. There is another job aid
showing how to do this. To access the job aid, please go online to the SDUSD PeopleSoft Training web pages.

Create & Run a Budget Transactions Detail Report

Step 1
In this example, we have just logged into PeopleSoft Financial. We begin from the Main Menu area.

We click the Main Menu drop down icon located at the top left corner, then we click EPM Reports, after which
we click SDUSD Budget Tran Det Report.

Favorites . | Main Menu _&
Financial: Search Menu:
Training »
% ’

Employee Self-Service
Manager Self-Service
Supplier Contr

»

[op Menu Featt :

EPM Reports
_ Purchasing SDUSD Budget Tran Det Report
The menu is no i SDCS Budget CF Summary

pn Main Menu Payroll Expense Reports

Visiting Teacher Report
Budget Status Report

Services Procurement
Travel and Expenses
Commitment Control

General Ledger 3

Cab Ll =2 Lail: L b

Highlights

Recently Use:
appear under {

ICPPPEPRPERPRE

Step 2 Budget Transaction Report

You should create a new Run Control ID

(name or title) the first time you run a
report. Use the Add a New Value tab.
When done, click Add.

If you’ve already created a new Run
Control ID to run this report, you can
use the Find an Existing Value tab to
search for it. Once you choose the Run
Control ID, you can run it to view fresh,
updated data.

Find an Existing Value Add a New Value

Run Control ID: ABC9/24/2014

Add
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Step 3

Before doing anything else on the next screen, click Refresh. This will display all the available
Chartfields in a list.

Budget Transaction Detail Rpt

Commitment Control Budget Transaction Detail Report

Run Control ID ABC9/25/2014 Report Manager Process Monitor

Language |EFTEIN]

: Report Request Parameters

Unit: [SDUSD @, San Diego Unified School Dist Ledger Group EXPENSE  |@,
Accounting Period From: @, Accounting Period To: @, Fiscal Year: Q@
Chartfield orderIDepartment . This Report Requires a Department ID or Resource Number

but a Budget Period s always required.
Comma Separated Format Report Output: [ ]

Select to report Output in CSV format (Excel spreadsheet) Refresh
ChartField Selection Personalize | Find | & | B First @ 1011 @ Last
Sequence ChartField Name Include CF Value To Value
0 Q Q
[ save [=] Notify 55 Add || 2] Update/Display |

Please Note: It is important to include the Budget Period Chartfield in all reports. You must also
include either the Department Chartfield or the Resource Chartfield. These are the minimum
criteria needed. Additional Chartfields can and should be included, as well. This is illustrated in
the next step.

Step 4

Click a checkmark into each “Include CF” checkbox for all the Chartfields you want to include in
your report. Then click Save in the lower left corner. This moves all the selected Chartfields up to
the top of the list, and sets up the report to be laid out the way you want it.

ChartField Selection Personalize | Find

Sequence ChartField Name Include CF Value

1 Department
2/ Resource
3 Budget Reference ]
4/ Account

Program Code

Chapter 1
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Step 5

Carefully type the desired values into the Chartfields you selected. Type into the left “Value”

column first, then press the Tab key. The “To Value” will automatically populate with what you just
typed. You can edit the Chartfield values as desired. Click the Search icon next to each field to view
a list of all possible values to choose from. The Budget Period one is required. It is also required to
enter a value into either the Department or Resource Chartfields, and it is recommended that you
include both. Any additional Chartfield entries will narrow your results into a more focused report.

Then click Save in the bottom left corner of the screen.

ChartField Selection Personalize | Find | &0 | B First 4 1170117 2 Lad
Sequence ChartField Name Include CF Value To Value

1 Department 0003 @, |0003 Q@

2 Resource 00000 @, 99999 Q@

3| Budget Reference O Q@ Q@

4 Account 0000 @, 0000 Q@

5 Program Code 1000 @, 9999 @

6| Class Field O Q Q@

7 Fund Code 01000 @ 01000 @,

8/ Extended O 0000 @, [0000 @

Step 6

The Chartfields you selected will move up to the top of the screen.

ChartField Selection Personalize | Find !@ ILE First ‘&' 1-17 of 17 ‘& Last
Sequence ChartField Name Include CF Value To Value

1| Department 0003 @, 0003 will

2| Resource 00000 @, (99999 @

4| Account 0000 @, |0000 @,

6| Program Code 1000 @, |o999 @,

7| Fund Code 01000 @, (01000 @,

@ Q@
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Step 7

Determine the time frame for the report. Enter the Accounting Period From and Accounting
Period To numbers. We go by a fiscal year sequence, which means that 1 = July, 2 = August, 3 =
September, 4 = October, and so on, all the way through June which is 12. So, for example, if you
want to see results that include the period from July through September, you would enter 1 in the
From field, and 3 in the To field. Then, enter the current Fiscal Year.

Remember to click Save at the bottom left corner.

Commitment Control Budget Transaction Detail Report

but a Budget Period is always required.

Important Note: Be sure to enter the Budget Period (fiscal year) at the bottom of the screen.

Budget Period 2015 Q, 2015 Q@

Step 8 eport
At the top of the screen, click Run.

Process Monitor

Step 9

Choose PSNT as the Server Name, and choose which Format you want (CSV will display the report as an
Excel worksheet). The rest should automatically be filled in for you. Then, click OK in the low left corner.

|Process Scheduler Request

User ID: 120080 Run Control ID: ABC9/25/2014
Server Name: |PSNT v Run Date: 09/23/2014 E
Recurrence: | || Run Time: 2:46:14PM Reset to Current Date/Time
Time Zone: @,

Process List
Select Description Process Name Process Type *Type *Format Distribution

Budget Transaction by Dept SDGL8005 SQR Process |Web  |w| |POF || Distribution

Run Control ID ABC9/25/2014 Report Manager Process Monitor B
Language IEngTE
Report Reque rameters
Unit: SDU Q@ San Diego Unified S Dist Ledger EXPENSE @,
Accounting Period From: 1@, Accounting Period To: 3@, Fiscal Year: 2015 @,
Chartfield Order This Report Requires a Department ID or Resource Number

13
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Step 10

Click the Process Monitor link, at the top right P Monit
corner, to view the status of the report. rocess vionitor

Step 11

Click Refresh repeatedly until the Run Status shows Success, and the Distribution Status shows
Posted. This could take anywhere from a few moments to several minutes, depending upon how
busy the system is.

[ Process List | Server List .

View Process Request For

User ID|120080 @ Type [Last v 1] [Days | Refresh

server| B nName @ Instance had
Run Statusl__ - Distribution Status | ) . Save On Refresh

Process List Personalize | Find | View All s

Select Instance Seq. Process Type Process Name User Run Date/Time Distribution

Status

Posted

Run Status

B 3837069 SQR Process SDGL8005 120080 10/06/2014 9:15:58AM PDT

Success

Step 12 — =
Distribution Details
Once it says Success and Posted, click Details. Status
Posted Details
Step 13 - -
P Actions
Click the View Log/Trace link in the lower right
corner. Parameters

Message Log

Batch Timings

View Log/Trace
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Step 14
Click the SDGL8005 link that e

with the letters “PDF”. This will open Nama

the actual report.

Step 15

SDUSD PeopleSoft for Site Administrators

nds File List

L snai8005_3837069 PDF
SDGLB005, 3837080 out

SQR_SDGL8005_3837069.log

The Budget Transaction Detail Report opens. If you want to print the report, click the Print icon
from the report window’s menu, not from the Internet browser menu.

Boport 10: EDCLACOS - FINBOOEY
Bus. Unit: EOUCD--fan Dlego Unified Echool Dist
Ladger Crp: EXPENCE KIPENCE Budget OC Ldgr Crp
Tran Typa: All Typas

and Dapt - '0003" and Res batwoen '00O00° and *99999°

Peoplakoft GL
BUDCET TRANCACTION DETAIL Page ¥o. 1
Run Data D8/04/2011
i Tima 13:39:584

and Acct between '4000° and "5999° and Bud Per - "2011°  and Acctg Per BETMERN 1 and 3

Bulgat Balance Ba2get Pre Encumborad Encumbarad Expenied
Post Date Transsction Document 1D Lina Reference Description Arount Mrcunt Ascent Ancunt Anount
Dept 1D Basource Bud Ref  Account Program (Class Fund  Extonded Buoget Pariod
0003 00000 00 42 2420 200 01000 0000 2011
DeptID 0001 - Adams Higmentary Resource 00000 - Discretionary Alloc Account 4201 - Library Books
07/01/2010 CL BD JENL OCRCSO22028C 07/01/2010/hcospt budget 3nd spand appropristlions 1,500.00 o.oo 0.00 0.09

Numbar of Transactlons 1

Bud Raf Account
an

Chapter 1
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Chapter 2 - eProcurement

Approve or Deny eProcurement Requisitions

Requisitions (a.k.a. ““ePros”) created within our eProcurement software are online forms we
use to order goods and services. An employee within your department creates and submits the
ePro. Upon submission, the ePro is sent automatically to your PeopleSoft Financials Worklist on
your computer. As the principal, site administrator, or department head, it is your responsibility
to examine each ePro requisition submitted to you, to ensure appropriate funds are used to
purchase the items being ordered. You can either approve the requisition or deny it. You can
also deny individual items on a single requisition and approve the rest of the items.

It is important to note that ONLY designated approvers are permitted to approve ePro
requisitions. A designated approver must be a site administrator, such as a principal or
department head. Approvers are required to approve or deny all items submitted to them.

It is against district policy and may constitute fraud for an approver to give his/her private
password to anyone else to enable them to do that approver’s approvals as proxy. Approvers
must sign into the PeopleSoft system and do their own approvals. Giving your password to
other people places you and them at risk! Someone with your password can gain access to
your personal information, such as Social Security number and paycheck.

When you approve an ePro requisition it is removed from your Worklist, and automatically sent
on to the Strategic Sourcing and/or Supply Center departments to have the order filled. When
you deny an ePro requisition, it is removed from your Worklist. The person who originated
(created and submitted) the requisition can keep track of it on his/her own computer. He/she
can see that the requisition was denied, and can then edit it and re-submit it, if desired, or else
cancel it.

NOTE: When the originator (requester) cancels an ePro requisition, and then runs the Budget
Check process afterwards, the money that was pre-encumbered to that order is returned into
the same budget from which it was taken. However, that money is not immediately available
for use. It becomes available after the district Budget Department runs the reconciliation of the
district’s budgets. It could be one week or longer before the reconciliation occurs.

NOTE: It is the responsibility of the Approver to verify the pertinent Chartfields (budget codes)
used in ePro requisitions. If you approve a requisition that uses wrong or inappropriate
budgets, the Approver will be held responsible, not the requester/originator.

Approve or Deny an eProcurement Requisition — Example Exercise
The following exercise walks you through the steps to approve or deny an ePro requisition.

Approve or Deny an eProcurement Requisition

Step 1

You can navigate to your eProcurement Worklist by clicking on the hyperlink Worklist from the
header in the upper right corner.

Chapter 2
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Step 2

HoAdd to Favorites ~ Sign out

Personalize Content | Layout

(2) Help

To see the details of a requisition that’s been submitted to your Worklist, click the blue
hyperlink Requisition ID number to access the Requisition Approval page.

Worklist
Worklist for 119964: Alex Doe
Detad Vew Workdit Fltes: B ) Feed »
Workist fems Personaize | Find | View Al 22| B Fist @ 1404 Lt
o e o ook o [ o By Aty Bty ek
K Doe 09302013 Approval Routing  Approval Woriow [ T Sl tHL D00, N0, T
Leske Doe 10082014 Approval Routing Approval Workfiow ] 02-16.,. 0. BUSINESS_UNT:5DUSD ISERANOed
| REQ IDREQ25169, _ |

TS TRV N
Lese Doe 1010612014  Approval Routing Approval Woridiow [2edum T8 02-16. 0.-BUSNESS _UNT SDUSD [TERRNGIREY i

REQ IDREQ2516%. |

|

Leslie Doe 10/06/2014 Approval Routing  Approval Workdiow #| 02-16.N.0, BUSIN ek anorked

REQ IDREQ2516%.
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Step 3

Select the line items you wish to view (you should select all of them) by clicking a checkmark
into each line item’s checkbox (to the left). Then click the View Line Details button.

Requisition Approval

Business Unit SDUSD
Requisition ID REQ251694
Requisition Name Student Forms
Requester Leslie Doe
Entered on 10/06/2014
Status Pending
Priority pedium
Budget Status y/3)id
Requester's Justification
No justification entered by requester.

Line Information

Line Information

Line item Description Supplier Hame
) 1 &2 DONOT ADMIT TO CLASS 50 COP... SAN DIEGO UNIF
-1 STUDENT CHANGE OF
© 2 =5 ASSIGNMENT... GRAPHIQUES

© 3 &5 PERMIT TO LEAVE SCHOOL GROUN... GRAPHIQUES

Select All / Deselect All

L View Line Details Approve @ Deny

Total Amount

Personalize | Find | &7

Quantity UoMm

12.0000 PAD
12.0000 PK

12.0000 PK

70.44 USD

View printable version

First &' 1-30f3 }/ Last

Price

0.27000 USD

3.35000 USD

225000 USD

Step 4

A new, separate window appears. It is extremely important that every Department Approver
verifies that the correct Department, Resource, Account, and Fund code numbers are being
used for each item on every requisition. An Approver should also review the Item Description,
Quantity, and Price, before approving a requisition. When done viewing this, simply close the

browser tab or window.

(See lllustration on Next Page)

Chapter 2
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Business Unit: SDUSD Requester: 120080 Status: Pending Approval
Requisition: REQ251694 Requested By: Leslie Doe Currency: USD
Requisition Name: Student Forms Entered Date: 10/6/14 Requisition Total: 70.44
Line: 1 Item Description: DO NOT ADMIT TO CLASS 50 COPIES Quantity: 12.0000 UOM:PAD  Price: 0.27 Line Total: 3.24
PER PAD 2205700
Line Status: Pending
Ship Line: 1 Ship To: 5983A Address: Shipping Quantity: 12.0000
Attention: Leslie Doe Due Date: Supply Center Shipping Total: 3.24
2351 Cardinal Ln BLDGK
San Diego CA 92123-3743
United States
T Dst Saws Locaon @y b Amont GLUWC Account
1 Open 00034 12,0000 100.00 324  spusD 4301
Dept Fund Program Class  Budget Ref
0003 01000 1000 110 00
Open QTY Open Amt
12,0000 0.000
GL Base Amount Currency Sequence Capitalize
3% UsD 0 N
Chartfield 1 Chartfield 2
00000 0000

NOTE: If a requisition is approved and the Chartfield account information is incorrect, then the
Approver will have to explain why the incorrect information was not adjusted before approving
the requisition. To have the information adjusted before approval, the Approver must deny the
requisition so that the Requester can make the adjustments and re-submit the requisition.

Step 5 _

. © 2 B pooiONMENT.. GRAPHIQUES
After verifying that all
the information is ® 3 B PERMIT TO LEAVE SCHOOL GROUN... GRAPHIQUES

correct, approve the
requisition. If you have
any doubts, then it’s
probably best to hold
onto the requisition
until all questions are

Select All / Deselect All
il View Line Detail

G Approve ) Deny

satisfied. Clicking the small blue Return to Worklist link at the bottom-left of the screen will

keep the requisition fresh in your Worklist until you’

re ready to either approve or deny it.

The Worklist maintains all requisitions that require approval from the Worklist owner (the
Approver). Once a requisition is approved it no longer appears on the Worklist.
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If you want to deny a single item on a requisition, but approve the rest of the items, follow
these steps after opening the requisition from your Worklist:

1) Checkmark only the

item you want to deny: Line Information
Line Item Description Supplier Name Qua
)=} (O] 1 @ Ticonderoga(R) Pencils, #2 M... OFFICE DEPOT
2 @ Office Depot(R) Brand Standa... OFFICE DEPOT
e 3 € Smead(R) Color Reinforced Ta... OFFICE DEPOT
[] Select Al / Deselect All
L| View Line Details &  Approve 7] Deny

2) Scroll to the bottom left

of the page, and in the Enter Approver
Comments field, type in an explanation We have enough staples for now.
why you are denying the item:

Enter Approver Comments

3) Scroll back up and click the Deny R) Color Reinforced Ta... OFFICE DEPOT

button:
¢ o o D

4) Ensure that the other items you

do want to approve now have

Line Item Description Supplier Nar}
checkmarks next to them, and the
item you denied is grayed out. Then, O 1@ Ticonderoga(R) Pencils, #2 M... OFFICE DE
click the Approve button. O 2 @ oOffice Depot(R) Brand Standa... OFFICE DE
© 3 € smead(R) Color Reinforced Ta.. OFFICE DE

[ Select All / Deselect All
L View Line Details 4 Approve 0 Deny

Chapter 2
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If you want to deny an entire requisition, leave all the items checkmarked, and enter the
reasons for denying the order in the Enter Approver Comments field. Then click the Deny
button.

oy

pa
*

W

Be sure to check your Worklist on a regular basis (about twice a week). Verify all work
before approving any requisitions.

Manage Your Approvals

You can view all requisitions you’ve approved or denied in the Manage Approvals page. To get
there, you must navigate by clicking Manager Self-Service = Procurement = Manage
Approvals:

Financial: Search Menu:

“Training )
e <
3 Employee Self-Service B
o0 Menu Featl E2 Manager Self-Service = .
3 Supplier Contracts G budgeis
o EPM Reports 3 Procurement N—
; Purchasing o vianage Approvais
The menuisno — e?roc;;!er:enl , 1in Me
get started -
(3 Services Procurement B

On the Manage Approvals page you have a variety of options as to what you wish to view and
how you want to view it. You can filter the list by choosing the Status of the ePro orders you
want to see, as well as adjusting the date range. You can also filter it by ID number, etc. Then,
click the Search button:

Manage Requisition Approvals
Soach Reaashions

To locate red s that require your approval (or requisitions that previously required your approval), edit the criteria below and dick the Search button

Requisition 1D &, Requisitio - -,
e a < 'Sta!uslpmd.re.; E

Date From |07/01/2013 v Date To [ TUIEr 2o ]

Requeste 3, Entered by

o Clear Show Advanced Search
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To see the details of one order, click its small gray arrow button (the Expand Section button) to
the left:

= Approved REQ251694 Student Forms SDUSD  10/06/2014 Leslie Doe Leslie Doe 7044 USD
Lines REQ251696 Office Supplies SDUSD 10/06/2014 Leslie Doe Leslie Doe 346.64
Summary 2 of 3 Lines Approved Total Approved 316.30 USD Priority: Medium

Justification:
No justification entered by requester

Lines Personalize | Find | View All | EY | B8 First '@ 1-3 013 @ Last
Requisition Details || ltem Details | [0
Action/Status Line Punchout Hem item Description Supplier Name Price Qty uom
1 Ticonderoga(R) Pencils, #2 A
ADDIG ) gt Office Depo! 8.45USD 0.0000 Bo:
' Approved | Q Medium Soft Lead Office Depot 8.45 USD 10.0000 Box
Office Depol(R) Brand = =k
) Lo Office Depo 253 USC 2.0000 Package
@ Denied 2 1] Standard Staples, 1/4 ice Depot 253UsD 12.0000 Package
" Smead(R) Color
¥ Approved 3 & Reinforced Tab Fastener  Office Depot 2318 USD 10.0000 Box

Fold

ePro Requisitions Report

To view all the details about your school’s or department’s eProcurement requisitions, you can
run an easy query that generates a report. The report is called List Sites ePros. The query name
that generates this report is SD_SITES_EPRO_REQS.

Its details include:

Requisition ID number

Requester employee ID number (who created the requisition)
Item descriptions & ID numbers

Requisition date

Requisition status

Budget(s) used and their status

What was ordered, how many, costs

When you run this query, it returns data based on the following criteria you enter:

Your Department code number

Date frame (you enter the beginning and ending dates for the frame of time during
which requisitions you want to know about were processed)

Chapter 2
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The next illustration is of an eProcurement Requisitions report. It’s quite wide, and so is shown
here in three pieces:

Al - (@ fe | List sites EPROs

| A | B G D E
il 3| 339 ' ' ' !
2 |Reg ID |Requester|item Descr [tine #]Schea tﬁlshnmuun t
3 0000106791 122930  ENCOUNTER ODORCOUNTERACTANT-QT 61133336 1 1
4 0000106791 122930  BIOODOR CONTROL ODOR DIGESTER12X1 2 1
5 0000106791 122930  PULL OUT-QUARTS 3 1
6 0000106791 122030 48280 KLEENEX INTERFOLDBATHROOM TISSUE 36 PKS OF 250 4 1
7 0000106791 22930 23504 ENVISION SINGLEFOLD TOWEL16-260 SHEETS PER CS 5 1 Far Left Side
& 0000107143 10013  APPLIANCE NETWORK DT122 WANTEL ATOM 2530 POROCESSOR 1 1
9 0000107143 110018 MEMORY 16GE FLASH FOR NETWORK APPLIANCE 2 1
10 "D000107143 10013  KEYBOARD/MOUSE USE FOR NETWORK APPLIANCE 3 1
11 0000107143 110013  MONITOR LENOVO L197 WIDE SCREEN 4434HE1 4 1
12 0000107143 10013 SPEAKER THINKVISION USE SOUND BAR 407616 5 1
12 0000107143 110013 ASSET TAGGING (APPLIANCE 1) 6 1
14 0000107143 10018 CAE-WASTE RECYCLING FEE (APPLIANCE 1) 7 1
15 0000107369 10013 APPLIANCE NETWORK DT122 W/ANTEL ATOM 2530 PROCESSOR. 1 1
16 0000107369 110013 MEMORY 16GE FLASH FOR NETWORK APPLIANCE 2 1
17 'D000107369 110013 KEYBOARD/MOUSE USE FOR NETWORK APPLIANCE 3 1
18 0000107369 10013  MONITOR LENOVO L197 WIDE SCREEN 4434HE1 4 1
19 0000107369 110013  SPEAKER THINKVISION USB SOUND BAR 40Y7616 5 1

r r B 1

20 (APPLIANCE 11
21 .’E Al v Qa J | List sites EPROs
} H |

2 000000000000007517
"000000000000007518
'000000000000007519
'000000000000007520
"b00000000000007521
'000000000000007522
'000000000000007523
'000000000000007517
"000000000000007518
'000000000000007519
'000000000000007520
9 000000000000007521
’000000000000007522
'000000000000007523

7/30/2008 Complete

7517000

1.0000 76.170 0003

7/30/2008 Complete Valid Valid EDX €S 1.0000 97.69000  97.690'0003 00031 0O
7/30/2009 Complete Valid Valid EDX CS 1.0000 93.34000  93.340'0003 00031 DO
7/30/2009 Complete Valid 00 27.35000 547000003 00031 00
7/30/2008 Complete Valid Center 00 18.24000  72.960'0003 00031 00
8/10/2009 Complete Valid 00 875.00000 26250.000°0003 77100 00
8/10/2009 Complete Valid Error ONL EA 70.0000 75.00000 5260.0000003 77100 00
8/10/2009 Complete Valid Error ONL EA 70.0000  10.00000 700.0000003 77100 0O
8/10/2009 Complete Valid Error ONL  EA 70.0000 134.50000 9415.0000008 77100 DO
8/10/2009 Complete Valid Error ONL EA 70.0000  27.00000 1890.000°0003 77100 DO
8/10/2009 Complete Valid Error ONL EA 70.0000 250000 175.000°0003 77100 DO
8/10/2009 Complete Valid Error ONL EA 70.0000 16.00000 1120.0000003 77100 'O
8/16/2009 Approved Valid Valid ONL  EA 70.0000 375.00000 26250.0000003 77100 o0
8/16/2009 Approved Valid Valid ONL EA 70.0000 75.00000 5260.0000003 77100 00
8/16/2009 Approved Valid Valid ONL EA 70.0000 10.00000 700.0000003 77100 0O
8/16/2009 Approved Valid Valld ONL EA 70.0000 134.50000 9415.0000003 77100 0O
8/16/2009 Approved Valid valid ONL  EA 70.0000  27.00000 1890.000°0003 77100 GO
8/16/2009 Appraved Valid ,5 e oy Sl | [ sites EPROS . 00
8/16/2009 Approved Valid -

S o v | w X ¥

I

|Bud Ref||Account|Program|[Class |[Fund |[Extended [Distrib Status |

3 |00 "4302 8100
oo "a302 8100

o0 "a302 8100

oo 4302 8100

if "a302 8100

. . 3491 "8500

Far Right Side T
"4491 "as00

0 2491 "8s00

0 3491 "8500

0 4491 "8500

0 "3491 "8500
0 6400 8500
0 "Ba00 "8s00
0 5400 "8500
0 6400 "as00
0 G400 "8500
0 Be00 8500

"B400 "8500

0000
"oooo
"oooo
"oooo
‘o000
"oooo
"oo00
‘o000
‘o000
"oooo
"oooo
‘o000
"oo00
‘o000
"oo00
‘o000
oooo
"o000
"oooo

’01000 ‘0000
01000 D000
"o1000 ‘o000
"01000 ‘o000
01000 ‘o000
"35000 8631
35000 8631
"35000 8631
"a5000 "B631
35000 9631
35000 "B631
"35000 8631
"35000 8631
"35000 8631
35000 5631
"as000 8631
35000 8631
"35000 3631
"35000 8631

Complete
Complete
Complete
Complete
Complete
Canceled
Canceled
Canceled
Canceled
Canceled
Canceled
Canceled
Processed
Processed
Processed
Processed
Processed
Processed
Processed
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Create and Run an ePro Requisitions Report — Example Exercise

The following exercise walks you through the steps to create the eProcurement Report. Many
people find this to be an easy to run, yet valuable report. It displays all the details about every
eProcurement requisition order that has been created within your school or department.

Run an eProcurement Report Query

\
Step 1

Navigation: Reporting Tools = Query Viewer

favornes - Main Menu -

Financial: Search Menu:

ra suppty Chain Managem @

Te ¢

3 Employee Self-Service 3

bp Menu Featt 3 Manager Self-Service 3
(3 Supplier Contracts »
3 EPMReports »

(he menu is ng i Suppliers g

n Main Menu [ Purchasing »
3 Inventory »

Highlights 3 eProcurement »
3 Services Procurement 3

Recently Use:t

lappear under{ = Travel .and Expenses »

menu, located (1 Commitment Control »
3 General Ledger »
3 Set Up Financials/Supply Chain 3
(3 Enterprise Components 3
3 Worklist »

readcrumbs () Reporting Tools
Eisplay yourné  PeopleTools 3 Query
nd give you a 1 My Personalizations [[] Report Manager
contents of sut_—

Step 2

In the “begins with” textbox, type the title of the query and then click the Search button.
The title is: SD_SITES_EPRO_REQS

Query Viewer

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

*Search By [Query Name e e D_SITES“EPRO_REOD
d\.ranced Search
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Step 3

The query title will appear on the screen. You can choose between running the query to an
HTML window or to an Excel spreadsheet. In this example, we’ll run the query to an Excel
spreadsheet.

Click the Excel hyperlink:

Query Personalize | Find | View All |i-"—i | | First' ¥ 1-20f 2% Last

Runto Runto Runto Add to

Query Name Description Owner Folder Schedule

WP EQS_USERID List sites EPROs Public & el XML Schedule Favorite

Bmagl XML Favorites
& SD_SITES_EPRO_REQS List sites EPROs Public @ ML Schedule Favorite

Step 4

When the query window appears, you need to enter your criteria and then click the View
Results button to run the query. In this example, we entered criteria to view all ePro
requisitions for Department 0003 from 7/1/14 thru 10/07/14:

SD_SITES_EPRO_REQS - List sites EPROs

Department: 0003
Req Date Greater Than: 07/01/2014 [31
Req Date Less Than: 10/07/2014

View Results

Step 5

The results are displayed in an Excel spreadsheet we can edit, sort, and/or save:

I D 1]

1 |List sites EPROs| 84
2 |Req ID Requester | ltem Descr
3 REQ272104 122930 AJAX SOFT CLEANSER 21 OZ
4 REQ272104 "122930 4410 CM 44GL HUSKEE BACKSAVERCAN GREY
5 REQ272314 "122930 SANITIZER PURELLZ2LITER CR
6 REQ272831 "123265 Words Their Way Word Study in Action - 978142843162
7 REQ272831 "123265 Words Their Way: Word Study In Action - 9781428431379
8 REQ272831 "123265 Words Their Way: Word Study In Action - 978142841386
9 REQ272831 :1 23265 Words Their Way: Word Study In Action - 9781428431393

12326 i : ian - 0781 140,

RE
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Chapter 3 - Travel Expenses

Approve or Send Back (for revision) Travel Authorizations

The Travel & Expenses (sometimes simply called Expenses) part of PeopleSoft lets employees
request approval for travel-related expenses they expect to incur while on a business trip.
Travel & Expenses also lets employees submit their expense reports (which are required) after
travel has been completed. Approvers use the same software to approve employees’ requests
for travel expenses, reserve funds for the estimated expenses from the correct budgets, and
approve the final expense reports which sometimes are for employee reimbursement.

It is important to note that only designated approvers are permitted to approve Travel
Authorizations and Expense Reports (the two online forms involved with travel expenses). A
designated approver must be a site administrator, such as a principal or department head.
Approvers are required to approve or send back all items submitted to them. It is not
permissible for an approver to give his/her private password to anyone else to enable them to
do that approver’s approvals for him/her. Approvers must sign into the PeopleSoft system and
do their own approvals themselves. Giving your password to others is against district policy
and places both you and them at risk.

Once an employee completes and submits a Travel Authorization, the PeopleSoft software
automatically routes it to the employee’s Department Head/Principal for approval. The
Department Head/Principal reviews the authorization and can perform one of the following
actions:

1. Budget-Check and approve the entire Travel Authorization;
2. Deny one or more lines and then budget-check and approve the Travel Authorization;
3. Send Back the entire Travel Authorization for revision (without budget-checking it).

If the Department Head/Principal approves the travel authorization —in whole or in part —
he/she must perform a budget-check (prior to approval) to verify that funds are available and
to reserve those funds from the budget. For example, let’s say that you, the approver, intend to
approve $1,000 in expenses for one Travel Authorization and your budget contains $50,000 in
available funds. Once you budget-check the Travel Authorization you will immediately have
$49,000 left in available funds in that budget. This is referred to as “encumbering funds”. It
allows you to reserve money within in your budget, thereby preventing overspending.

NOTE: If the Travel Authorization doesn’t pass the Budget-Check process (and you receive a
“budget error’’), you CANNOT approve the Travel Authorization. The budget error must be
resolved before you can approve the T.A.

After a department head approves a Travel Authorization, in whole or in part, it is automatically
routed to the appropriate Branch Head for final approval.

NOTE: It is very important to understand the distinction between Sending Back a travel form
or Denying it.
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The Send Back button does exactly that...it sends the form back to the requester (the person
who created and submitted it) so that person can revise the form and resubmit it.

The Deny button basically “kills” the form. This button renders the form permanently
unavailable. No one can edit it or do anything else with it, ever.

Unless you have a very good reason to kill a travel form, you should always use
the Send Back button, and never use the Deny button.

The next exercise walks you through the process of viewing, budget-checking, and approving a
Travel Authorization. Following that are steps that walk you through how to approve only a part
of a Travel Authorization while denying the rest of it; and finally, you are shown steps on how
to Send Back a Travel Authorization for revision.

Approve a Whole Travel Authorization — Example Exercise

> View, Budget-Check, and Approve an Entire Travel Authorization

Step 1 _
Favorites = Main Menu
On the next page you see, click  [rersonaiize Scarch Menu: =
the following menu choices: Menu | s
joLE0E L Employee Self-Servi 3
Travel and Expenses = Approve . Miomage Sef-ceee. .
H Employse 3 Supplier Contracts 4
Transactions = Approve Manager _
I» Supplier ¢ (] Purchasing r
Transactions bPuchasit () eprocurement »
b Services | — Services Procurement 4
> Travel an [ Travel and Expenses
Commitme ~ commitment Control 1 Approve Transactions )
General L . 3 Manage Employee Informe Approve Transactions
b SetUp Fii I General Ledger Manace Accountin - A
b Worklist =) Set Up Financials/Supply € — = g
i Reporting £3 Workist 1 Real-Time Analysis b
PeopleTo X Travel and Expense Center
My Perso (3 Reporting Tools
L PegpieTogls L
Step 2
In the list of transactions to approve, locate the Travel Authorization you want to work on.
Once you locate the Travel Authorization you want, click on its hyperlinked Description name
or ID number, on the right side of the page. That will open the TA so you can check its details.
Transactions to Approve (¢ Personalize | View All | £ | & First
Transaction Type Total Unit Name Employee ID Description Transaction ID E:l::emmed Status Role
Expense Report 51.98USD Kns Doe 154895 Mileage Sept. 2013 0000108052 09/30/2013  On Hold Department Approver
Travel Authorization 1305.90 USD Leslie Doe ‘2-3-38'3‘ Annual Ed Conference 0000027775 ’ 10/07/2014  Submitted for Approval  Department Approver
Travel Authorization 100.00USD Leslie Doe 120080 ESL Seminar 0000027776 10/07/2014  Submitted for Approval ~ Department Approver
Chapter 3
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Step 5

SDUSD PeopleSoft for Site Administrators

You can now see the details of the Travel Authorization. The illustration shown below is a typical Travel

Authorization for an overnight trip out of town.

/

General

Favorites ~ Main Menu~  >/Trd Name of
Financials person who
gl will travel

Leslie Doe User Defaults

General Information

Description Annual Ed Conference Authorization ID 0000027775
Current Wumose Professional Growth Comment 3-day annual conference for principals
status of Status Submitted for Approval
this TA Date From 11/18/2014 To 11/20/2014 Updated on 10/07/2014 By 120080
8:17:46AM
Atachments
Accounting Defaults Details of E Go
) ) anticipated
You can deny individual expenses and still approve or send back the overall regfort
Xpen
Details B Personalize | Find | £2!
PC
Expense Type Date Business Project Amount Currency Approve
Unit
ﬁnggrence:ﬁeg Fee-NOT ”_,18_._29“_\ 750.00 USD Prepaid Expense
Airfare 11/18/2014 150.00 USD Prepaid Expense
Baggage Fees 1111812014 50.00 USD
Lodging 1171812014 220.90 USD Prepaid Expense
Meals 1111812014 45.00 USD
Meals 1111912014 45.00 USD
Meals 1112012014 _/ 45,00 USD
Totals
Total 1,305.90 USD
What is Less Non-Approved 0.00 USD
supposed to
Total Authorized 1,305.90 USD
happen next.

ending Actions

prove Transactions ~ > Approve Transactions

Information

identifying the TA

-

Al |k

Personalize | Find | &

Action Date/Time

Personalize | Find | &2 | 8

Action Date/Time

Submitted

10/07/2014 8:17:46AM

First 4 1-20f2 ' Last

=

First'4' 19

Place to type
comments for
originator to
see.

Role Name
Department Level Approver {Pooled)
Branch Approver (Pooled)
Action History
Role Hame
Employee Leslie Doe
Comments
Budget Checking is required before the Travel A can be App!
the Budget Options hyperlink.
Budget Status Not Budget Checked
Budget Options
Approve Send Back Hold

Return to Approval Li Previous in List

. Please click on

Deny . Save Changes
SDUSD Expense Rules

¢

Click here to
return TA to
originator for
revision

Click Budget
Options to run
budget-check
BEFORE approval

Chapter
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Click here to keep
TA in your list to
deal with later.

Click here to
permanently

kill the TA.
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Step 6 Expense Type Date
To view the details of any expense item in the Travel ConferenceReg Fee -NOT . ..
Authorization, click on the expense hyperlinked name, inSD
on the left. Airfare 1118/2014
11/18/2014
11/18/2014
11/118/2014
11M19/2014
Meals 11/20/2014

Step 7

In this example we clicked on a Lodging expense to view its details.

Approve Travel Authorization

Authorization Detail for Lodging (Line 4)

Leslie Doe Authorization ID 0000027775
About This Expense

*Date |11/18/2014 [51)
*Payment Type | Prepaid Hotel

<<l

*Billing Type |Internal
Number of Nights | 2|

*Merchant (Choose One)
Preferred I

[«

Non-preferred 'Best Western
*Location LAS VEGAS @
*Description Hotel @ $110.45/Mmightinc tax |
*Nightly Rate | 110.45] ,5p
*Total Amount 220.90 USD

Accounting Detail

[ZApprove Authorization Prepaid Expense

Return to Travel Authorization Details

To view another expense detail, or to do anything else, click the Return to Travel Authorization
Details link in the lower left corner.

The next thing you should do is verify the Chartfield string for this Travel Authorization. This lets
you see which budget was chosen to pay for the expenses, and you should make sure it was the
correct one. You can accomplish this in two different ways.
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1) You can check the overall Chartfield string used for the entire Travel
Authorization (although it won’t show you the individual Account number).

2) You can check the Chartfield strings used on each individual expense item (which
does show you the individual Account number).

First we'll show you how to view the overall TA’s Chartfield string, and then we’ll show you how
to view an individual expense’s Chartfield string.

View Chartfield String for Whole Travel Authorization — Example Exercise
Step 8

Approve Travel Authorization

Travel Authorization Summary
Leslie Doe

At the end of Step 7 you clicked the Return to Travel
Authorization Details link. Back on that page now, you
need to click the Accounting Defaults link, shown here:
General Information
Description Annual Ed Cqg
Business Purpose Professional
Status Submitted for]

Date From 11/18/2014

Accounting Defaults

ac and otill annr

Step 9

Approve Travel Authorization

You will see the overall Chartfield string (budget)

Accounting Defaults

used for the entire Travel Authorization. When Leslie Doe

done viewing it, click the OK button to return to Accounting Summary

the main TA Summary Page: *GL Unit DeptiD Resource Bud Ref
h00.0| [sousD |@ 0003 @, (00000 @, (00

Chapter 3
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View Individual Expense Item’s Chartfield String — Example Exercise

Step 8

From the Travel Authorization Summary page, click the
linked name of the individual expense item you wish to
view:

Step 9

At the bottom left corner, click the Accounting
Detail link:

Step 10

Expense Type Date

Conference/Reg Fee - NOT

in SD 11/18/2014
Airfare 1118/2014
11/18/2014
11/18/2014
11/18/2014
Meals 1119/2014
Meals 11/20/2014

Accounting Detail

Approve Authorization

Return to Travel Authorization Details

Here you can see the whole Chartfield string for that one expense item, including the individual
Account number. When you are done looking at it, click OK to return to the previous page:

Approve Travel Authorization
Accounting Detail
Leslie Doe

2014-11-18 in the amount of 220.9 USD.

Accounting Summary

220.90 SDUSD/@, 0003 /@, (00000 @, |00

OK

Chapter 3
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Step 11

Click the Return to Travel Authorization Details link to
return to the TA Summary Page:

Step 12

Now that you’ve seen the details you wanted to see,
you can budget-check and approve the Travel
Authorization. In the lower left corner, click the
Budget Options link:

Step 13

Click the Budget Check button. The system will
initiate the budget-check procedure and encumber
the funds for this Travel Authorization:

Step 14

Accounting Detail

Approve Authorization

C

s P
Return to Travel Authorization DD
—

Budget Checking is required
the Budget Options hyperlin
u Status N
Budget Options

Budget Check i

Go to Transaction Exceptions
OK Cancel

IMPORTANT: You must verify that
you received a Valid Budget Check

Control Details

Source Transaction Typg guthorization

status before you approve the
Travel Authorization! If it says

Budget Error, you cannot approve it.

In that case, contact your Budget
Analyst for assistance.

If it does say Valid, click OK.
Click OK:

Commitment Control Amount Type

Commitment Control Tran ID 0002

Commitment Control Tran Date 10/07
[ override Transaction

i

s glion Exceptions
oK ancel

Go To Activity Log
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Step 15
Budget Checking completed. Report is ready for Approval/Posting.

Click the Approve button in the lower left

Budget Status Valid
corner: 3

Approve Send Back

After you click Approve the Travel
Authorization is sent to the Area
Superintendent for secondary approval. You
can view your Approve Transactions page again to approve more items in the list, or you can log
out of the PeopleSoft Financials system by closing the window.

Deny Partial T.A. & Approve the Rest of it — Example Exercise

You may decide that you want to deny a portion of a Travel Authorization but approve the rest
of it. This next exercise shows you how to do that.

How to Deny Part of a Travel Authorization and Approve the Rest of it

Step 1

Favorites = Main Menu 1
. . . ™ izg Fo8rch Menu: .
After logging in, click the sreonalze ®
Travel and Expenses link in | n
p CCCE 1 Employee Self-Service »
the main menu list. Click  Employas ) Loooer S Sence .
. (3 Supplier Contracts k
Approve Transactions (click 5 Supplier¢ C3 Purchasing .
(> Purchasir y eprocurement r
both... there are two Approve | erecue | o e procurement .
H 1 |
Transactions links, as shown | F &g = T MeRP ) approve Transactons _
General L 1 Manage Employee Informs Approve Transactions
here). b SetUp Fii [1 General Ledger ' : : .
Worklist [ Set Up Financials/Supply C i ;?‘Ianlaie nccc‘uTt.hg :
: geponlng C3 Worklist 3 Real-Time Analysis )
‘eopleTo i Travel and Expense Center
My Perso 1 Reporting Tools g
i PegoleTogls La
Step 2
Locate the Travel Authorization you want to work on in the list. Once you locate the Travel
Authorization you want, click on its hyperlinked ID number, on the right side of the page. That
will open the TA so you can check its details:
Transactions to Approve (% Personalize | View All | £ | £ First
Transaction Type Total Unit Name Employee ID Description Transaction ID Esrrmned Status Role
Expense Report 51.98USD Kris Doe 154895 Mileage Sept 2013 0000108052 09/30/2013  On Hold Department Approver

Travel Authorization 1305.90 USD Leslie Doe 120080 < Annual Ed Conference 0000027775 >‘ 0/0772014  Submitted for Approval  Department Approver

Travel Autho 100.00USD Leslie Doe 120080 ESL Seminar 0000027776 1010772014 Submitt

for Approval  Department Approver
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NOTE: It is important for you to view the details and Chartfield strings of each Travel
Authorization submitted to you, before deciding whether to approve or deny it. Please refer to
the pertinent steps if you need help in viewing details and Chartfields on a Travel Authorization.

Step 3

On the Travel Authorization Summary page you see a list of expenses anticipated for an
employee’s trip. In this example, it is decided to deny one of the meal days from the Travel
Authorization before budget-checking and approving the rest of it.

To the right of the Meal day you want to eliminate, click to remove the checkmark in the
checkbox under the Approval column to take away approval for that one expense line:

Meals 11119/2014 45.00 USD
Meals 11/20/2014 45.00 USD Selectreason... E]
Step 6
You are required to choose a reason for the denial. Click _
the drop-down menu list under Reason and choose an Becooaies hendies
. . . 001 Duplicate expense
appropriate reason from the list. If the exact reason is Approve it il

not listed, choose the closest applicable one. (To see a
detailed list of reasons for denial, you can click the
SDCS Expense Rules link at the very bottom of the page,
and scroll down to the bottom of the Rules page).

Step 7

Click Budget Options in the lower left corner, so you can
budget-check the Travel Authorization.

Chapter 3
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(
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Budget Checking is required
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Step 8

Click the Budget Check button to initialize the 3}
; Budget Check
budget-checking process. :

Go to Transaction Exceptions
OK Cancel

Step 9

Click OK if you receive a Valid Commitment Control Details

Budget. (Click Cancel if you Source Transaction Typgesseewiggthorization
receive an Error in Budget). Budget Checking Header Std m

Commitment Control Amount Typée mOrance
Commitment Control Tran ID 0002815737

Commitment Control Tran Date 10/07/2014
[CJ override Transaction

Budget Check o
0 on Exceptions Go To Activity Log
< OK ancel

Notice that the Totals are adjusted on the Travel Authorization Summary page to show the
denied expense line:

Total 1,305.90 USD
Less Non-Approved 45.00 USD
Total Authorized 1,260.90 USD

Step 10

. Budget Checking completed. Report is ready for Approval/Posting.
Click the Approve button:

Budget Status Valid

|y

Now you can either click return to your Approve Transactions page (also called the Approvai
List) to view more items, or else log out of the PeopleSoft Financials system.
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Deny an Entire Travel Authorization — Example Exercise
An approver can deny an entire Travel Authorization. This means the TA will be rendered
permanently unavailable, thereby effectively ending (“°killing”) the Travel Authorization. The
following exercise walks you through how to deny an entire Travel Authorization.

Deny (kill) an Entire Travel Authorization

Step 1

After logging in, click the Travel and Expenses link in the main menu list. Click Approve
Transactions (click both... there are two Approve Transactions links, as shown below).

Favorites  Main Menu 1
. Search Menu:

Personalize -
e~ v

-
SNl [ Employee Self-Service r
SEE (3 Manager Self-Service ¢
Mn;s:;:a 3 Supplier Contracts b
[> Supplier ¢ () Purchasing b
b Purchasic (— eprocurement ’
[> eProcurer )
b Services | —J Services Procurement r
[» Travel an (] Travel and Expenses
[ Commitmi i L1 Approve Transactions
3 (3 Commitment Control % -
[» General L 1 General Ledger (] Manage Employee Informe | | Approve Transactions
[> Set Up Fii .

M A 3
[» Worklist [} Set Up Financials/Supply C - anag.e ccountlr.\g
[ Reporting 1 Worklist (3 Real-Time Analysis 4
[» PeopleTo | Travel and Expense Center
- My Perso [ Reporting Tools =
- . mlﬁ b

Step 2

Locate the Travel Authorization you want to access in the list. Once you locate the Travel
Authorization you want, click on its hyperlinked name, or ID number:

NOTE: Do NOT Budget-Check a Travel Authorization if you plan to deny the whole thing.

Transactions to Approve (2 Personalize | View Al £l | B First

Transaction Type Total Unit Name Empln@cnptmn Trans@ Eztbemmed Status Role

Expense Report 51.98USD Kris Doe 154895 Mileage Sept 2013 0000108052 09/30/2013  On Hold Department Approver

Travel Authorization 1305.90 USD Leslie Doe 120080 Annual Ed Conference 0000027775 10/07/2014  Submitted for Approval  Department Approver

Travel Authonzation 100.00USD Leslie Doe 120080 ESL Seminar 0000027776 1010772014 Submitted for Approval  Department Approver
Chapter 3
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NOTE: If you want the originator to edit and resubmit the Travel Authorization, do NOT
Budget-Check, and be sure to do Step 6a, on the next page:

Step 3

FIRST, type a message into the Comment textbox, explaining what you want the originator to
do. This is required or the system will not allow you to deny the TA. The Comment textbox is
located towards the bottom of the Travel Authorization:

<]

This conference has been canceled due to lack of funds.

Step 4

To deny the entire Travel Authorization (which will kill it and make it permanently and
irreversibly unavailable to everyone) click the Deny button at the bottom of the form:

Approve Send Back

Hold Deny

Step 5

Click the OK button on the Submit Confirmation page (if you click the Cancel button instead,

you will be let out of denying this form):

After you click the OK button you are finished
with this form, and you are brought back to
your Approve Transactions page. There you
can work on another travel form, or you can
navigate elsewhere, or log out.

Chapter 3

Approve Travel Authorization
Submit Confirmation
Leslie Doe

Travel Authorization Totals

Total
Less Non-
Approved

‘/ This entire report will be denied

OK Cancel

1,305.90 USD
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Approve, Send Back for Revision, or Deny Expense Reports

After returning from any travel, an Expense Report must be completed by the person who
traveled (or their proxy) and then submitted to the correct Department Head/Principal. This is
required even if there will be no reimbursements or payments after the trip.

Once an employee completes and submits an Expense Report, PeopleSoft routes this request to
the employee’s Department Head/Principal for approval. The Department Head/Principal needs
to review the expenses and can perform one of the following actions:

1. Approve the entire Expense Report;

2. Deny one or more expense lines and approve the rest of the Expense Report;
3. Send Back the Expense Report for revision and resubmission.

4. Deny the entire Expense Report which renders it permanently unavailable.

Upon approving an Expense Report, in whole or in part, it is routed to an Auditor in the
Accounts Payable department for a final review and processing. In some instances, an approval
by an Assistant Superintendent or Branch Head may exist between the Department
Head/Principal and the Auditor. The Assistant Superintendent or Branch Head, as well as the
Auditor, also have the ability to perform any of the aforementioned actions listed above.

Should the Department Head/Principal, Assistant Superintendent/Branch Head, or the Auditor
choose to Send Back the Expense Report for revision, the originator can edit the report and
resubmit it. However, if the report is denied, it cannot be edited or resubmitted. It becomes
permanently unavailable.

The following steps walk you through both approving and denying an Expense Report.

(i J' Approve, Send Back, or Deny an Expense Report — Example Exercise
L=
@

Step 1

After logging in, click the Travel and Expenses link in the main menu list. Click Approve
Transactions (click both... there are two, as shown below).

Favorites = Main Menu

Search Menu:
Personalize

Sasech: 3 Employee Seif-Service
E 3 Manager Self-Service
mployes o
Manager (3 Supplier Contracts
[> Supplier ¢ [ Purchasing

b Purchasic () eprocurement »
[ eProcurel )
Services| I Services Procurement
[ Travel an (] Travel and Expenses
[» Commitm: m ] Approve Transactions
3 3 Commitment Control - .
galn:ra::l; £3 General Ledger 3 Manage Employee Informe || Approve Transactions
© Set Up

Worklist (] Set Up Financials/Supply € B Manage Accounting

* v v v 4

3

i» Reporting Worklist 3 Real-Time Analysis 3
[ PeopleTo e : 7| Travel and Expense Center
My Perso 1 Reporting Tecls
Fy ml“ ki
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Step 2

On your Approve Transactions page you'll see a list of travel forms that have been submitted to
you. Find the Expense Report you want to access and click its Transaction ID number hyperlink:

Transactions to Approve (7 Personalize | View All | Y
Transaction Type Total Unit Name Employee ID Description Transaction ID Eit;mmed Status Role
Expense Report 51.98USD Kris Doe ‘ Mileage Sept 2013 0000108052  09/30/2013 OnHold Depa
Travel Authorization 100.00USD Leslie Doe 120080 ESL Seminar 0000027776  10/07/2014  Submitted for Approval Depa

You will see the Expense Report Summary page. Here you can view details about individual
expenses. To do so, just click on the hyperlinked Expense Type name you wish to view.

See the illustration of a typical Expense Report Summary page on the next page.
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R nd Expenses ~ > Approve Transactions = > Approve Transactions
General Information about
the Expense Report Current status of trators
\ Expense Report
Approve Expense Report
Expense Report Gummary
Kris Doe User Defaults
General Information
Report Description Mileage Sept 2013 ReportiD 0000108052
Business Purpose Other-written € required Reference Employee Base Office
Report Status On Hold Receipt Inbox ReceiptImages
Created On 09/30/2013 By 154895
By 119964
Accounti Breakdown of
H . I
Accountng/id - List of disbursements otes
expenses I
Accounting Defaults incurred More Oplfonsl E] GO
Receipt Informati I
[JReceipts eived
You can denyfindividual expenses and still approve or send back the overall report
Expense Personalize | Find | &2 |
PC
f_:l::"ge 3::mess Project Activity Rclmm::‘e Currency 5:::::; Ri:cue.:-‘:a Approve
Mileage IN F -
8D oounly | 09/09/2013 11.30UsD a
Mileage IN -
SD County 091612013 3.33UsD O
Mieage N g9/1712013 225 USD
SD County % 26 O
Mileage IN s
SD County 09/18/2013 10.17 USD (]
Mileage IN -
SD County 09/2012013 339UsD )
Mileage IN -
SD County 09/23/2013 333 UsD (]
Mileage IN E -
D Gaunty 0972512013 10.17 USD o
Mileage IN e
SD County 09/26/2013 452UsD (]
Mileage IN o000 339 USD
SD County 09302013 3.39UsS 0
Expense Report Totals
Employee Expenses (9 Lines) 51.98 USD Due Employee 51.98 USD
HiStO of actions Hon sable E 0.00 USD Due Supplier 0.00 USD
ry Prepaid Expenses 0.00 USD Definition of Totals
Employee Credits 0.00 USD
on Expense Report Supplier Credits 0.00 UsD
- Cash Advances Applied 0.00 USD
Pending Actions Personalize | Find | £ | 2 First ‘4 12012 '* Last
Role Hame Action Date/Time
Department Level Approver (Pooled) On Hold 03172034 1:4 Tethox for typlng
T o comments from approver
Action History Personalize | Fige] & | £ Fi to orlglnator
Role Hame Action Date/Time

Kris Doe Submitted 09/30/2013 3:04:42PM

Comments

Please resubmit / Fg

Budget Status Not Budget Checked Budget Checking is r before the E Report can be Approved. Please click on
Budget Options the Budget Options hyperlink.

Approve Send Back Hold Deny Save Changes

SDUSD Expense

Return to Approval List Mext in List
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Step 3

If you wish to approve the entire Expense Report, you must first Budget-Check the report and
receive a Valid budget status. The steps for doing a Budget-Check on an Expense Report are
exactly the same as for doing a Budget-Check on a Travel Authorization (see previous exercises
in this book). Once you have a Valid budget status, you can approve the report by clicking the
Approve button:

Budget Checking completed. Report is ready for Approval/Posting.

Budget Status Valid
BudgetQ

Approve Send Back

Send Back an Expense Report for Revision — Example Exercise
If you want the person who originated the Expense Report to make a change to it and resubmit
it, (or resubmit because of a previous budget error), you can make that happen by clicking the
Send Back button. Only by clicking the Send Back button can you allow the originator to gain
access to the report again. The following steps walk you through this procedure; they pick up at
the point in which you have opened a submitted report from your Approve Transactions page:

Step 1

Do not run a Budget-Check on any Expense
Report you plan to Send Back. You will do that
after it has been resubmitted to you.

Please delete the line for 9/18 as you

were out ill that day. Then resubmit

First, you must type an explanation into the
Comment textbox at the bottom of the report.

Budget Chy

The purpose of this is to inform the originator
why you are sending the form back, and how
you want him/her to edit the form before they
resubmit it to you. The system will not allow
you to send back the report without typing an
explanation.

When you are finished typing the explanation, click

the Send Back button:

Chapter 3
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Step 2

SDUSD PeopleSoft for Site Administrators

To complete sending the form back, click the OK button on the Submit Confirmation page:

Approve Expense Report

Submit Confirmation
Kris Doe

Expense Report Totals

Employee Expenses (9 Lines)
Non-Reimbursable Expenses
Prepaid Expenses

Employee Credits

Supplier Credits

Cash Advances Applied

V' This report will be sent back for revision

Cancel

51.98 USD
0.00 USD
0.00 USD
0.00 USD
0.00 USD
0.00 USD

ReportID 0000108052

Due Employee
Due Supplie

51.98 USD
0.00 USD

Deny One or More Expenses and Approve the Rest of it — Example Exercise
It is possible to deny one or more expenses but approve the rest of an Expense Report. This
allows the approver to be selective concerning which expenses he/she chooses to pay.

Step 1

Click to remove the checkmark from the Approve Expense checkbox next to the expense line
you wish to deny. Then choose a reason from the drop-down list next to it (circled below).

Mileage IN

SD County 09/17/2013

Mileage IN
SD County 09/18/2013

Mileage IN

SD County 09/20/2013

226 USD

10.17 USD

3.39USD
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Step 2

SDUSD PeopleSoft for Site Administrators

Click the Budget Options link to initiate the Budget-Check process:

et Status Not Budget Checked

Budget Options

Step 3

Click the Budget Check button:

Step 4

Upon receiving a Valid budget status, click the

OK button:

Commitment Control Details

Source Transaction Type Expense Sheet
Budget Checking Header Status Not Budget Checked

Commitment Control Amount Type Encumbrance

[ override Transaction
Budget Check |

geuon Exceptions
OK Cancel |

Go To Activity Log

Commitment Control

Commitment Control Details

Source Transactigf Type Expense Shg

Budget Checking Heade} Status Valid

Commitment Control Amoun
Commitment Control Tran ID 0002815738
Commitment Control Tran Date 10/07/2014

[C] override Transaction
Budget Check o

Goto Transa Exceptions

Go To Activity Log
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Notice on the Expense Report form that the totals have adjusted themselves to show the Non-
Approved Expenses:

Expense Report Totals

Employee Expenses (9 Lines) 51.98 USD Due Employee 4181 USD
Non-Rei e Due Supplier 0.00 USD
. - Definition of Totals
Employee Credits 0.00 USD
Supplier Credits 0.00 USD

Cash Advances Applied 0.00 USD

Step 5
Budget Status Valid

Click the Approve button: Budget Options

Approve

Step 6
Click the OK button to complete the partial approval:

Approve Expense Report
Submit Confirmation

Kris Doe ReportID 0000108052
Expense Report Totals
Employee Expenses (9 Lines) 51.98 USD Due Employee 41.81 USD
Non-Reimbursable Expenses 10.17 USD Due Supplier 0.00 USD
Non-Approved Expenses 10.17 USD
Prepaid Expenses 0.00 USD Definition of Totals
Employee Credits 0.00 USD
Supplier Credits 0.00 USD
Cash Advances Applied 0.00 USD

“ This report will be approved, but some of the expenses have been denied.

Only approved expenses will be reimbursed.
OK | Cancel |

Chapter 3
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How to Find Support

Do not contact the Help Desk for support with PeopleSoft applications. They are not equipped or
trained for PeopleSoft support.

Online Resources
Go online to our SDUSD PeopleSoft training web site:

www.sandieogunified.org --> Staff Portal --> (sign in if necessary) --> Click Quick Links if necessary
to see all menu links on left side of screen --> Scroll down to lower left, and under Shortcuts click Technical
Support/Help Desk --> Under "Software Applications" click "PeopleSoft" --> On left side, click the tiny plus
sign next to "Training Materials & Resources" --> Click Site Administrators Training Materials

There, you can find:
e Custom-designed animated, narrated, interactive video tutorials showing how to do these tasks.

e Names, emails, and telephone numbers for SMEs (Subject Matter Experts) all around the district

who can help you. These are people in our Accounts Payable, Strategic Sourcing, and Finance
Departments.

e The most up-to-date handbooks and job aids created just for you.

Open Lab Sessions
Occasionally we hold Open Labs, as we are able. An Open Lab is a computer lab classroom at our training
center in San Diego, where you can drop in and receive one-on-one assistance with any of your
PeopleSoft tasks. Open Lab is not a place to receive training. It is a place for already-trained individuals
to receive assistance with questions or any difficulties they experience with using PeopleSoft
applications. No appointments or registrations are required for Open Lab. It is a first-come, first-served,
informal session. If an IT trainer is working with you, and another person is waiting for a turn with the
trainer, we must limit our one-on-one session with you to 15 minutes. Open Labs are posted on our
training calendar web page, in our training website:

Training Calendar (From www.sandiegounified.org, click Staff Portal and login if necessary,
click Technical Support/Help Desk, click PeopleSoft, click Training Opportunities, and click
Training Class Calendar).

Chapter 3
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Chapter 4 - Payroll for Managers

Key Payroll Elements for Managers

e Timekeepers and Payroll Procedures

¢ Reconciling your Local Payroll

e Audit Reports

e Late Reporting and Financial Accountability

e Employee Verification/Actions

e SAMS Reporting-Verifying/Reconciling Attendance

e Payroll Deadlines

Timekeepers and Payroll Procedures

o Develop a good relationship with your timekeeper and procedures for payroll
reporting.

e Open communication is key in assuring accurate and accountable payrolls. Set
expectations for accountable payroll activity with your entire staff.

o Integrity of data input and back-up documentation. All absences and hourly pay must
have signed time cards authorizing hours/leave. Make sure it’s accurate the first time.

o Develop an effective sign in process.

e Record Retention-Payroll records must remain onsite for 3 years plus current. Make
sure you check grant requirements as they may require longer retention of these kinds
of records.

e Assure timely notification of employee status changes and PAR processing. Pay
special attention to resignations, leaves of absence, and employees who do not report
back after winter, spring and summer breaks. Make sure PARs are being submitted
immediately when you become aware of status changes such as those mentioned
here.

o Make sure payroll reporting is accurate and on time to assure paying our employees
on time and accurately. Report all earnings in the earnings period they are earned.
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e Review collective bargaining agreements, and district procedure.

o Employee leave policies must be followed and applied consistently to staff (ask your
payroll specialist when in doubt).

Reconciling your Payroll

Check your rosters for employees you do not recognize or for employees working but not
on your roster. Make sure your timekeeper notifies Payroll immediately of discrepancies.

Review the time summary reports for unusual entries, excessive overtime, etc.

Validate back-up documentation has been provided for all absences and time reported.
Make sure your timekeeper has payroll records for your employees organized and up to
date.

Validate absences have been reported for employees reporting to SAMS and that sub
assignments have been reviewed and verified in Time and Labor.

Make sure time is being reported in a timely manner and accurately the first time.

Take steps to avoid overpayments/underpayments. Overpayments occur as a result of
things like: late notification of employee resignations, terminations and leaves of absence
and inaccurate time reporting. Underpayments occur as a result of things like: late
reporting of hours worked, late notification of increases in FTE and late PAR submission
for employee actions.

Audit Reports

Audit Paid to Reported Time Report (official payroll audit report)
» Have your timekeeper run this twice a month. Tenth of the month for the
monthly payroll and twentieth of the month for the hourly payroll.
Validate and sign as authorizing manager.

Cross-Site Account Code Charges Report

» Have your timekeeper run this just prior to timekeeper deadlines for
monthly and hourly payrolls. Validate and sign as authorizing manager.

Site Account Charges report

» Have your timekeeper run this just prior to timekeeper deadlines for
monthly and hourly payrolls. Validate and sign as authorizing manager.

Time Summary Reports

» Have your timekeeper run this periodically to review hours being reported
for a range of dates and for either one employee or entire department.

Chapter 4



e Leave and Vacation Balance Reports
> Review leave balance and vacation balance reports.
> Run the last day of each month.
NOTE: A description of these reports is included in the Time and Labor Manual. Each

Timekeeper should have one available. If they don’t, you can download one from the Payroll
web site.

Chapter 4
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Hours and absences should be reported in the earnings period in which they are earned.
That means time reporting should be done at least weekly for hours and absences that
occur that week. Planned vacation can be entered prior to the week in which it will occur
and will be taken during the monthly payroll cycle that it is reported in. Projected sick
leave for employees on extended absence should be entered for the duration of the
extended illness and will be taken in each month that it has been reported for.

Between July 1, 2014 and June 30, 2015, 5.1 million hours of positive time and absences
were processed for employees.

Between July 1, 2014 and June 30, 2015 more than 38,000 hours were processed for
employees more than 75 days after the report date (date worked or date of absence). Of
the 38,000 about 17,500 were absences.

This district is considered a monthly remitter by the IRS and is expected to report as
much of our employee earnings as possible on the monthly payroll for the current pay
period.

At no time should positive hours be withheld until subsequent payrolls or the end of the
fiscal year then paid in one lump sum. This practice distorts the payroll expense in your
financial reports and does not provide a true picture of budgeted vs. actual expenses.

Accurate and timely reporting and accounting of expenses is critical in managing district
resources. District financial reporting requires diligent accounting in all areas.

Payroll accounts for more than 90% of the district budget. Everyone responsible for
managing these expenses must adhere to required timelines for reporting earnings and
auditing our records.

Employee Verification-Active/Terminated/FTE Placement

Review your rosters and Filled Position reports. (See sample roster and filled position
report example on the following page).

Too many employees are erroneously reported as active.

Too many employees are reported with incorrect FTE placement

Make sure when you submit Personnel Action Requests (PARs) that you review what has
been entered for accuracy. Make sure the FTE is correct and the Time and Labor calendar
is correct. If you have questions about what the proper placement is contact Human
Resources before you submit.

Make sure a termination or change of assignment PAR is completed immediately upon

notification of an employee resigning or going on a leave of absence. Contact your
payroll specialist so they may intervene on the payroll if necessary to avoid overpayment.
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Report Time
Timesheet Summary

Employee Selection

Employee Selection Criteria

Selection Criterion

SAMPLE ROSTER

Selection Criterion Value

Time Reporter Group 55445 @,
Employee ID Q, | Save Criteria |
Last Mame @,
First Name @,
Change View
*View By | Week V| Show Schedule Information
Date |03/02/2015 [51] [ Rtresh | Previous Week Next Week
Employees For Chris Doe, Totals From 03/02/2015 - 03/08/2015 Personalize | Find | (2 1-16 of 16
Time Summary Demaographics
Last Name First Name Employee ID Empl Record Job Title
Doe Chris 105570 0 Payroll Specialist N
Doe Chris 106098 0 Payroll Supy
Doe Chris 106725 0 Director, Payroll/Benefits
Doe Chris 111671 0 Payroll Specialist
Doe Chris 112875 0 Payroll Specialist
Doe Chris 114384 0 PayrolliBenefits Clerk

| Get Employees |

| Clear Criteria |

Filled Positions Report Example

Status of Employee

| Rcd, Jobcode Description

‘ Employee ID/Information

\

A

[

HCM Account Code

(Combination Code) Pos Num, Pos Dept, Pos Loc

Status

Aotive

Aotive

Active

Reotivae

Aotiva

Aotive

Aotive

Active

Report ID: SOEM2EL

TOHE BY 1

OCATION

Page MNo. 2
Run Dato 09,/14/2014
Run Time 09:16:45

i

Emp ID Kane FTE Pos Fum Pos Dant Pos Loo
DLst FTE Dig EXM Account Code DéEE Resource BU@EE Account P'_'gram Class Fund Extended acct Descr
113877 Chris Doz 0 1,000000 2025 Teacher-Bifingual Bducation 20005048 D095 [LIEN
L.00CD 100.00% 10350020100011070102010000 0095 02010 o0 1107 1000 1110 21000 0024 Clorm Tchr
113992 Chris Doz o Ll.eq ngual Education 20005109 pogs 0ogsA
L.00 1wo.00¢  of FTE PerPo 0320 i 1107 1000 4760 01000 0000 Clssrm T
Financials Chartfield
114208 ceio| DistFTE, Dist% 1.600000 1305 Primcipal Resource, Budget, Account, Program, Class, Fund, Extended, Acct Descr
% 0095000100013031500010000 T T T e o TTTT— U IOTO U EMETETT
1143440 Chria Doa o 0. 875000 6479 Child Dev Cntr Asat 20014350 nogs QOSER
0.4375 50.00%  00956105L0021010101310000 0095 61051 og 2101 1000 0001 1ZO0D 0000 Clasrm Far
0.4375 50.00%  0095909400021010101310000 0095 90840 00 2101 1000 0001 12000 0000 Clssmm Far
115307 Chrio Doa o 0. 25000 6485 Spac Bd lost 20005730 bOoocS 0O0SER
0.6250 100.400% 00953231000021010221014262 o0gs 33100 oo 2101 1110 5770 01000 4252 Clssrm Far
115438 Chris Doz 0 1.000000 2026 Elsm Clste Tchr/ESL Sheltsred 20005745 0095 (i1
L.00CD 100.00% ©035000100011070114010000 0035 02010 o0 1107 1000 4760 21000 0024 Clsrm Tchr
1165689 Chris Dos o 1.000000 2025 Teacher-BEilingual Education 20006232 nogs COSSAR
L.0D00D 100.00% 0095301000011070102010000 o09E 30100 oo 1107 1000 1110 01000 0004 Clsrm Tchr
117082 Chris Doz 0 1.¢00000 6101 Schcol Clerk I 20010802 0085 C03cRA
L.0000 100.00%  (085000100024011500010000 0095 00010 il 2400 2700 0000 01000 0000 Clark OTES

The report is sorted by Salaried and Hourly positions, then by employee in alpha order.

Chapter 4

51



52

SDUSD PeopleSoft for Site Administrators

SAMS Reporting/Verification and Reconciling Employee Attendance

e Make sure you have a sign in system for all substitutes at your schools.

o Validate that substitutes have signed in and out for the entire time reported for the
assignment.

o SAMS certificated assignments are scheduled for 8 hours and default to 8 hours of time
to Time and Labor. When verifying assignments in SAMS you MUST reconcile whether
assignments are for a full day. If they are not, you must make the appropriate adjustment
to Time and Labor.

o SAMS classified assignments are scheduled for the actual time to be worked. These
assignments should also be validated for actual time worked.

o SAMS verification can be done by individual job/employee or with a feature called “Set
All to Verify”. When using the Set All to Verify feature you must be sure that all
substitutes worked the amount of time reported. In addition, this feature only verifies all

assignments one page at a time. If using this feature you must verify all pages
individually when there is more than one.

Payroll Deadlines

Make sure you are aware of and meet payroll deadlines!
EXAMPLE: August 2015 Monthly Payroll

August 17-25 On-Cycle Payroll Processing

h
- Time keeper cut-off August 17t 5p.m.
- Run Time Administration August 6th —16th 6 p.m.
h
- Run Paysheet Load August 18t 6 p.m.
h
- Run Preliminary Calculation August 19;1 3:30 a.m.
August 20 3:30 a.m.
August 21° 3:30 a.m.
August 24" 3:30 a.m.
- Deadline for Paysheet Adjustments August 25 3p.m.
- Run Final Calculation 4:30 p.m.
- Run Back-Up and Confirm 5p.m.
- Deadline for Cancellations August 26" 2 p.m.
- No On-Demands/ACH File Sent August 27"
- Mail Checks August 29"
- Payday August 31°
September Off-Cycle Payroll September 1St
Chapter 4



Records Retention

The following retention procedure is recommended from the District Auditor's Office. Please retain your
payroll records for auditing purposes in the following manner:

e Payroll records should be retained in a binder designated as "'Site Name" and “Payroll Records” with
fiscal year (e.g., Adams Elementary, Payroll Records, July 2015 - June 2016). A separate binder
should be used for each fiscal year. Payroll records are required to be kept for four years. Beginning
the fifth year, only the year-one payroll records for the completed proceeding four years can be
destroyed. Grants and other programs may require a longer retention period. Contact the program
office or read the grant requirements to determine length of record retention.

e Organization of records:

> Principal/Administrator signed copies of the Audit Paid to Reported Time Report along
with the Filled Position Report, Monthly Payroll Checklist for Managers, in a binder
chronologically.

> The Timecards separated by employee, in alphabetical order, in a binder, located in the same file
cabinet or file box with reports. Timecards and leave forms must be retained at the site for four
years.

> Principal/Administrator signed copies of the Cross Site Account Charges and Site Account
Charges reports in separate binders, organized chronologically.

The updated timecards/forms identified as site-retained documentation are available on the sandi.net
website. Use paper copies (8 1/2 x 11) for processing and retention in the binder or file.

Chapter 4
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SDUSD PeopleSoft for Site Administrators

Chapter 5 - Review and Approve Reports

Reports for Administrators

Time Approval Reports

e Audit Paid to Reported Time (validate against Filled Positions report)
» Monthly Report
» Hourly Report
e Cross-Site Account Charges report
» Department Report
e Site Account Charges report
» Salaried Report

» Hourly Report

Audit Paid to Reported Time Report

This report is an official audit record. The administrator must review, approve and sign this
document to validate the payroll.

This report shows you the earnings/leave reported and paid for each employee at your site. The report
must be run for each payroll each month after the payroll processes. Run the report approximately 10 days
after the payroll processes. The timekeeper receives an email notification via the Time & Labor listserv
when they can run the report. The principal/department manager is responsible for certifying each payroll.
The Audit Paid to Reported Time report is required for validating payroll. The Audit Paid to Reported
Time report shows the data that actually processed.

For each payroll, the site must run the Audit Paid to Reported Time report. The principal/department

manager must review, approve and sign the report. Retain the reports in the binder with the corresponding
time data. Run one report for monthly, one for hourly.

Chapter 5
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/ TRC, QTY, DUR

Position Number
" Position
| i Oprid 0 Description

| Account Code

Page No. 19

Total Gross,
Check Number Job Code
[— Name/EmplID P
Run Date 10/0Q/2014

cpleSofs
Rapoft ID: SDPY498 AUDIT REPORTED TO iD TIME FOR PAY END DATE: 2 -
Depfrment:
Run Time 12:2p:05

Naze Eoplid Chk Total Gross Job Code Reg Earns Hourly Rt Position#(Position Description
Brmed Oth Hra Oth Erns TRC Oty Rccount Cods
——---- Paid B -- Reporeed -----

Chris Doe 3275542 6,173.81 L
2605 5,150.47 §2.22 20012560/5chool Counselor
3 ;

21605 248.08 42.22

0/Echool Counsslor
2605 T44.24 42.22 20012560/5chool Counselor
2605 31.02 42.22 20012560/5chool Counselor
HCT 8.00 248.08 Y
ucrt 8.00 03731714 ™ 104311 5403907600012601600010000
HCT 24.00 T44.24
ueT 2.00 04/0L/14 ™ 104311 5402907600012601600010000
ner 8.00 0s/02/14 TR 104311 5403907600012601600010000
NCcT 8.00 04703714 ™ 104311 £403907600012601600010000
SLF 2.00 0.00
ELF 8.00 04735714 ™ 115809
SLF 8.00 a.o00
SLF 8.00 05/05/14 ™ 115509
WEC 1.50 3l.02
WEC 1.80 05/12/14 ™ 116775RTE £459000000012601600010000
Chris Doe 3275549 5,052.09
2000 §,054.09 41.43 20007528 /Fegular Teacher
DES 24.00 o.00

DBSPD 8.00 05/05/14
DESPD 8.00 0570614
DBSPD  8.00 05/22/14

115509
115509
115509

el

Audit Paid to Reported Time Report Validation Fields Explanation

The Job Code and Position# fields are central to understanding the reported total wages for the employee.
Reporting sites are validating earnings and paid time represented by the Job Code that is in bold type.

The report shows reported hours and paid earnings. The column, Hourly Rt/Qty Reported and DUR (date
of the earning) will, for each fund or Position#, have repeat line entries and have the same date when
earnings are split funded or are based on the employee having multiple positions. The earnings are
grouped by Position# or fund and will show the same date for the same earnings code for each respective
group. However, the time shown under the column Oth Hrs and the amount shown under Oth Erns shows
the actual proportional time and earnings for that date shown under the DUR column for the specific
Position# or fund. In the below example, the employee has two positions (shown under the
Position#/Position Description) and therefore, Hourly Rt/ Qty Reported column repeats with the same
dates for the full quantity reflecting the two positions. This part of the report is unable to reflect the
proration based on the percentage for either split funding or having multiple positions. The Erncd, Oth
Hrs and Oth Erns columns show the actual charge after the percentage was applied to the multiple
occurrences showing under the Qty Reported and DUR columns. Under column RegEarns/TRC, the
earnings applicable to the specific position are shown.

Also, this example shows a common exception in the reports. The department is 0352, but the budget
string is showing department 5445 as the paying department. This happens when the position number is
joined to a department other than the paying department. This employee will also show on 5445’s Audit
Reported to Paid Time Report since that is the paying department.
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Report ID: SDPY498

Naze

Chris Doa

Sample Report

Emplid Chk #

1813682

Total Grosa
Erned

PecpleSofc
AUDIT REPORTED TO PAID TINE ZQI &

Page No. 13
Run Date 09/30/2014
Run Time 07:37:56

Job Code Reg Earns Hourly Rt Position®/Position Description
Oth Hrs Oth Erns TRC Oy DUR Stat Oprid Account Code
L e Reported -----
4.00 122.28
CERW 2.00 0L/06/08 ™ £445403510011700102010000
CRW 2.00 01/07/08 ™ £445403510011700102010000

000 872.70 5.64 10006288 /Regular Teacher
2000 490.82 9.64 10006289 /Regular Teacher
1.60 0.00
JUR 8.00 11/06/07 ™
6.40 0
JUR 8.00 106707 TP
60 0.00
LF 8 01/10/08 ™
6.40 0.00
SLF .00 01/10/08 TP

Job Code

Position#

Reg Earns

Total Gross

Erncd
Oth Hrs
Oth Erns

TRC

Qty/Reported

Dur

Job Code (In bold type) is associated with Position# and shows the
amount earned by the staff member in this position at this site. The
amount earned is listed under the column Reg Earns. Sites validate
the wages paid for the earnings reported that are for the Job Code
shown in bold type.

The specific position in the number of positions allocated for the
particular Job Code. For example, if the site was authorized 10
teachers for Job Code 2000, then positions numbers could range from
20000001 thru 20000010. An employee may have multiple positions
for the same Job Code.

The earnings for that position in the preceded Job Code. This/these
amount(s) may not equal the Total Gross if the staff member had
earnings at another location.

This is the employee’s paycheck and in most cases equals the
amount(s) associated with the Job Code. If an employee has earnings
from multiple locations, the location running the report sees their
portion following the Job Code, but their portion will not equal the
Total Gross.

The code the total earnings are charged to for the report period.

The total hours being paid for the Erncd for the report period.

The total being paid for the report period for the Erncd.

Shows the Time Reporting Code for the hours entered by the Time
Keeper identified under Oprid. If multiple funding sources fund this
Time Reporting Code, then the line will repeat and not equal the total
listed in the Erncd and Oth Hrs reported. The assignment funding
percentage is not included on the report for the associated TRC
therefore the Qty appears overstated.

Number of hours (daily) being reported for the TRC.

The date for which the TRC is reported.
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Stat Processing status of the entry, TP = Taken by payroll.

Oprid The employee’s PeopleSoft ID number who entered the time into the
system.

Account Code Budget string charged for the TRC.

Account Code Charges Reports

With PeopleSoft Time and Labor, it is possible to charge dollar amounts associated with reported hours to
a combination code (budget number) other than the one on the employee's position. The Combination
Code search prompt does not have any security to limit access, meaning that a timekeeper can select any
other department/site’s combination codes (budget numbers), and thus charge time to any other budget.
Since there is no notification to that department/site when their budget is being charged, it is the
responsibility of both the site administrator where the charge is originating and the site whose budget is
being charged to monitor these combination code (budget number) charges.

Cross-Site Account Code Charges Report

This report is an official audit record. This report must be reviewed, approved and signed by an
administrator and kept on file for auditing purposes.

This report works in combination with the Site Account Code Charge Monitor Report. While the Site
Account Code Charge Monitor Report shows if you are hitting other Department’s Budgets, the Cross
Site Account Code Charges Report shows you if other Departments are hitting yours. This report includes
all employees whose time reported in Time and Labor is being charged to a combination code (budget
number) containing the department value of your site (first 4 digits of an account string). As is the case
with the Site Account Code Charge Report this report needs to be run weekly. That way if there is time
being charged by another department to your site account, you can contact the timekeeper at the other site
to make the correction before payroll is run.

The report should then be run prior to your deadline for submitting time on both the salaried
payroll and the hourly payroll for review and signature by the site administrator.

IMPORTANT: This report is not meant to be used for budgeting purposes. If you find charges after the
payroll has processed that do not belong to your department, you should contact your financial planning
and development analyst in the Financial Planning, Monitoring and Accountability to assist you with an
expense transfer.

Do not try to reverse these charges in Time and Labor. Run one report for your department.
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Timekeeper at another site charging your sites budget for an employee

Report 1D: SDTLITE

Deptid: 0355
Prom 05/01/2009 thru 05/31/2009

Account od Dezer Department /Descripticn
Type Emplid Nome Red  Department/Description

Comments

Rescures Budgst  Account
Jobeode/Description

Budget Employee Charged

035 Lty High 8chool 70810 00 1192

. Employee Information b ssy-ve-nsy
Y

" 141968 Cfis Do L] 5998 -Una

H 141588 s Do 0 Unzzganed Labar Fool 2940-Subst Tchr Day-To-Day
ACCOUNT DEFAULTED Enplid

0355724020011520202010000 Prof ¥T iversity City Bchoal 00 2192

H 111873 Chris Doe o i Labor Fool 2300-Subst Tchr Day-To-Day
ACCOUNT DEFAULTED Bmplid

H 132639 chris Bboe o o1 2940-Bubat Tchr Bay-To-Day
ACCOUNT DEFAULTED Empl

B 137815 chriz Dos o 5958-Unasaigned Labor Feol 2940-Subat Tchr Day-To-Day
ACCOUNT DEFAULTED Brplid Teach

0355722000011920202010000 wvisTchr/RT 0355-University City High School 72200 00 192

H 102041 Chris Doe o
ACCOUNT DRFAULTED Emplid

5558-Unassigned Labor Pool 2900-Subst Tchr Day-To-Day

H 111873 Chris Doe 0
ACCOTNT DEFAULTED Empl
H 111873 Chris Do [
ACCOUNT DEFAULTED Enpl
H 112530 chris Doe 0
ACCOUNT DRFAULTER Rmpl
H 123577 Chris Doe 0

tnassigned Labor Pool 2940-Subst Tchr Day-To-Day
massigned Labor Pool 2910-subst Tchr Day-To-Day
Unassigned Labor Pool 2940-Subst Tchr Day-To-Day

5998-Unassigned Labor Pool 2980-Eubst Tchr Day-To-Day

Page No. 12
Bun Date 04/,
Rum Time 33:34:06

Program  Class Pund  Extended sroject
Date QTY TRC Location/Description

¥ Date and Hours

onsfllizcoy @

U BVT UINIA

Time

os/q/2005  5Jlo SVT 0355A- Reporting
Code

1000 13 01000

05/28/2008 B.00 SVT ©

95/28/200%

B.00 BVT 0358,

05/28/200%  E.00 BVT 035SA-University City Righ

1000 1110 01000 oooo

05/15/200%  B.0O0 EVT 0355A-Uni

B.00 EVT 0355A-University City High

B.00 EVT 0355A-University City High

B.00 EVT © niversity City High

B.00 EVT 0355A-University City High

Site Account Code Charges Report

This report is an official audit record. This report must be reviewed, approved and signed by an

administrator and kept on file for auditing purposes.

This report is provided for sites to monitor whether time that is supposed to be charged to your site is
being charged to another site (combination code (budget number) contains a department value that is not
your own). Unlike the Audit Paid to Reported Time Report, this report includes time that has been
reported in Time and Labor but has not yet been paid. To use this report effectively, it must be run and

validated weekly. This way if there is time being charged to a
make the changes before the timekeeping deadline.

department other than your own, you can

The report should then be run prior to your deadline for submitting time on both the salaried
payroll and the hourly payroll for review and signature by the site administrator. Run one report

for salary, one report for hourly.

Timekeeper at your site charging another sites budget for an employee

Peoplescfr

Report 1D SOTLITA SITR ACCOUNT COOR CHARGES
Group ID: 03558
¥rom 05/01/2008 chra 0513 2009
Account ed Deser Department /Deacriprion Ezmource Budget.

T Description Jdebaode /Sescription

Budget Employee Charged

0355000210022514200010000 Cust Hrly O

Bervices 7524-Plant Opa Eupv

Account Program  Clams  Pund  Extended Project

0355000000025:5¢ 0010000 c2n mrly  035S-Univarsiey ciry Hioh Scheal soo0a oo 365 a0 Date and Hours Time
£ 137203 chriflpce o -gahoal Employee Information
ACCOWNT DRFAULTED Rnplid

Tty city High uh»l/ B2 \ 2281 9100

] ial Services it Ops Eupv 05/12/2009 2.00 OTH
] ial Services Ops Eupv 05/23/2008 2.00 OTH
] ial Bervi OpE Eupv 05/26/2009  2.00 OTH
] ial Fervices 7534-Plant Ops Eupv 05/27/2008  1.00 OTH
5445403510011700202010000 FrofDevErl 5445-High Echool Imstl Support 40351 L1 170 1000 1110 02000 oo00

E 116593 chris Doe o 0355-Un ty City High School 2090 -Regular Teacher o8/3n /2009 1.00 WKC
B 116593 Chris Doe o 0355-University City High School 2000-Reqular Teacher os/0B/ 2009 1.00 CEM
5448355010018570710010475 Wen © Srly 5445-CCTE/OEE Site 15501 o0 1857 1100 IB00 01000 0476

5 103333 Chris Dee o 0355 -University City High School 2090-Regular Teacher 05/04/2008  2.00 WCT

vage He. 3
Bun Date 04/20,/2010
Bum Time 13:33:38

Date OTY  TRC Lecation/Description

os/fz00s sfie o= Reporﬁng
1 l Code
oo 01000 o0

o5/07/2008
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Time Summary Reports

This report is not an official audit record and does not need to be signed by an administrator.

You can run three (3) Time Summary reports before each payroll deadline. It is recommended you run
these reports weekly.

= one for Salaried Group (xxxxS)
= one for Hourly Group (xxxxH)
= one for Substitutes (5998H)

Note: A Time Summary report can be run for Early Childhood Education (ECE) visiting teachers and
Children's Center Attendants/substitutes using the 5830H group.

The Time Summary Report shows all the time reported for your location. The only combination
codes (budget numbers) shown on the report will be those that were added into the Combination Code
field or what was filled in from SAMS, other than the defaulted budget that is attached to the Time
Reporting codes. A combination code (budget number) from another funding source in your department
or from another department that will be funding that employee will show on the report.

The Salaried Group report will indicate the exception time entered for an employee along with the date,
hours and time reporting code. The Hourly Group report will indicate positive time entered for an
employee along with the date, hours and time reporting code.

. Feoplasoft
zpore 0; Eployee Information TINE SUMMERT Date and Hours Page o,
Group ID: 00033 Run Date 07/10/2007
From 05/01/2006 thru 05/31/2006 fun Time 15:20:50
Azzount Cd Dager Del tment /Description Regcurce Budget Azcount Program Cla Pund xtended Project
Type Emplid Name Department /Description Jobcode /Description Dat TRC Location/Descripticn
Comments
£ 137115 chris Doe a 0003-Adams Elementary 6420-spac Ed Techn 05/05/2006  1.00 EXTRA Time
£ 137115 Chris Doe a 0003-Adams Elsmentary 6420-Spac Ed Techn 0570872006 1.00 EXTRA
s 137115 chris Doe a 5003-Adans Elsmentary 6420-Spac Bd Techn ©5/08/2006  1.00 EXTRA Repm‘ting
5 137115 chris Doe a 0003 -Adams Elementary 6420-Spac Ed Techn 0E/1L72006 1.00 EXTRA
s 137115 Chris Doe Q 0003-Adams Elsmentary §420-Spac Ed Techn 0EF1272006 1.00 EXTRA Code
s 137115 chris Doe [} 0003-Adams Elsmentary 6420-Spe=c B4 Techn 05/15/2006 1,00 EXTRA
£ 137115 chris Doe a 0003-Adams Elementary 6420-Spec Ed Techn 05/1642006  1.00 EXTER
& 137115 chris Doe a 0003 -Adams Elementary 6420-Spac Ed Techn 0EF1972006 1.00 EXTRA
3 137115 chris Doe a 0003 -Adama Elamentary 6420-Spac Ed Techn 0EF15/2006 1.00 EXTRA
5 137115 chris Doe a 0003 -Adams Elementary 6420-Spac Ed Techn 05/22/2006 1.00 EXTRA
5 137115 chris Doe [ 0003-Adams Elementary 6420-Spec EG Techn 05/23/2006  1.00 EXTRA
£ 6420-Spac Ed Techn 05/25/2006 1.00 EXTRA
¢ Combination Code (budget number) charged g420-Spec 2 Techn 05/26/2006  1.00 EKTRA
] 6420-Spac Bd Techn ©5/30/2006  1.00 EXTEA
5434404500523 0702010000 Clrel Hrly S434-Bducational Techmology 40450 08 2387 2100 1110 01000 0000
5 130230 L= Doe o 0003-Adams E‘Lamantar_\r €703-Network Eys Tachn 05/02/2006 2.00 WKLOT
SE47 0001000197107 02010000 Mat Dev Hr 5647-Teacher Prep & Student Support 00010 00 1971 2100 1110 01000 0000
5 121802 chris Doe Q 0003 -Adams Elsmentary 2040-Inscheool Reacurce Tohr 0ES0E/2006 4.00 PRO
5 121802 chris Doe [] 0003-Adams Elementary 2040-Inscheol Rescurcs Tohr 0EF10/2006 2,00 PRO
s 121802 chris Doe ] 0003-Adams Elsmentary 2040-Inschool Rescurce Tchr 05/13/2006 .00 FRO

Carefully review the report and correct any errors that you find before payroll actually processes. This
report does not need to be signed.
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Note: The Time Summary Report has been enhanced to include a Primary Sort Option. This will allow
for the report to be sorted in a preferred manner.

TL Time Summary

*Group ID: (00035 |G

*From Date: [03/01/2014 |[H]

[ substitute Assignments

Run Control ID TL_Time_Summary_Report_Excel Report Manager

Process Monitor Run

SAL Adams Elementary

*Thru Date: |03/15/2014 |[5] *Primary Sort [[XIST
Comments
DUR
Location Code: Loy EmpI_Type
N Emplid
Marne
Empl ID @ KollCsy

o If you select Sort Option of Acct Code (which is the default selected item), the report output will
be sorted in the same manner it was prior to this enhancement.

o If you select Sort Option of Comments, DUR (Date under Report), Empl Type (Employee Type),
Emplid (Employee ID), or Name the report output will be sorted by the selected field.

e The last sort option of Xcl/CSV has been provided in order to improve download capability to a
.csv format. The Xcl/CSV output does not include TL Comments and the header lines have been

removed.

a. To use this option first select Xcl/CSV as the Sort Option.

TL Time Summary

*Group ID:|00035 |2,

*From Date: [03/01/2014 |[H]

[ substitute Assignments

Run Control ID TL_Time_Summary_Report_Excel Report Manager

Process Monitor

SAL Adams Elementary

*Thru Date: 0311512014 |[5] |,pnmaw sy 1% |

Location Code: @,

Empl ID @,

b. Then modify the format on
delivered as a .csv file.

the Process Scheduler Request to CSV. Report Output will be

Process Scheduler Request

UserlD: 123424

Run Control ID: TL_Time_Summary_Report_Excel

ServerName:[FSNT V] Run Date: [03/18/2015 1
Recurrence:l—v Run Time: | 10:44:25AM Resetto Current Date/Time
Time Zone: @,
Process List
Select Description Process Name Process Type *Type *Format Distribution
Time Summary SDTL275 S0R Report Web W CEY S| Distribution
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Example of the CSV option output file. You can now save this as an Excel file.

[ H kB B X BB E e o : SDTL275_1354035 [Read-Only] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS

3{, Cut . - oA = _—_ o, =5 - - ,j‘
Ny, - [Calibri 1 - KA == %~ | SPwrap Text g‘d -
o ¥ Format Painter ru- ===IE= Merge&Center TE % é?nmd;;?n”;[ Fc;;r;?etﬁs Shsleell'

Clipboard ~ Font ~ Alignment 1 Nurmnber Styles
P1 - I

A B C 0 E F G H | T

1 | PeopleSoft
A ‘Repor‘t ID: SDTL275  TIME SUMMARY BY Page No. 1
3 RunDate | 3/18/2015
4 RunTime  10:49:31
5 ‘S 104101 Chris Doe 0/0003-Adams Elementary 2000-Regular Teacher 3/3/2014 1 PTCL
6 ‘S 104101 Chris Doe 0 0003-Adams Elementary 2000-Regular Teacher 3/6/2014 1 PTCL
7 ‘S 104101 Chris Doe 0/0003-Adams Elementary 2000-Regular Teacher 3/10/2014 3 PRB
8 ‘S 104101 Chris Doe 0/0003-Adams Elementary 2000-Regular Teacher 3/11/2014 8 PRB
9 ‘S 104101 Chris Doe 0/0003-Adams Elementary 2000-Regular Teacher 3/13/2014 1 PTCL
10 ‘S 112239 Chris Doe 0/0003-Adams Elementary 2000-Regular Teacher 3/4/2014 1 PTCL
11 ‘S 112238 Chris Doe 0/0003-Adams Elementary 2000-Regular Teacher 3/6/2014 1 PTCL
12 ‘S 112238 Chris Doe 0/0003-Adams Elementary 2000-Regular Teacher 3/11/2014 8 PRB
13 ‘S 112239 Chris Doe 0 0003-Adams Elementary 2000-Regular Teacher 3/13/2014 1 PTCL
14 ‘S 114440 Chris Doe 0/0003-Adams Elementary 6420-Spec Ed Techn 3/3/2014 6 PRN
15 ‘S 114516 Chris Doe 0/0003-Adams Elementary 2000-Regular Teacher 3/6/2014 8 SLF
16 ‘S 114516 Chris Doe 0/0003-Adams Elementary 2000-Regular Teacher 3/10/2014 8 SLF
17 ‘S 114516 Chris Doe 0/0003-Adams Elementary 2000-Regular Teacher 3/11/2014 8 SLF
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Blank Account Codes Report

This report is not an official audit record. However, this is a critical report to run on a regular basis to
assure combination codes are being reported accurately.

The T&L Blank Account Codes Report displays substitutes whose time was pulled in from SAMS to
Time and Labor via an interface. This data is pulled into Time and Labor using default combination codes
(budget numbers) for district related absences (i.e. professional development for teachers). Timekeepers
must change the default combination codes (budget numbers) for each of these records. This report is
your tool for identifying the records that need to be changed.

This report should be run no less than weekly throughout the month. Changes to combination
codes (budget numbers) must be done at the time you run the report and should not be held until
just prior to the timekeeping deadline.

Only Timekeepers that use SmartFindExpress (SAMS) run this report. This report does not need to be
signed.

Substitute Information

< ACCOUNT CODE AUDIT Date’ Hours, TRC
Absent Employee
l l l Information

e b, Loy

et T&L B
Report ID: SDTL305
Group !
L 1: 399084 Unassigned Labor Pool
EmplID

Name Job Code Job Title DUR Hours TRC Absentee

Chris Doe 107030 2940 Subst Tehr Day-To-Day 2014-04-07 1.20 SVT ACCOUNT DEFAULTED Emplid Teach
Chris Doe 107050 2940 Subst Tehr Day-To-Day 2014-04-07 | 6.80 SVT ACCOUNT DEFAULTED Emplid Teach
Chris Doe 107050 2940 Subst Tchr Day-To-Day 2014-04-08 1.20 SVT ACCOUNT DEFAULTED Emplid Teach
Chris Doe 107050 2040 Subst Tchr Day-To-Day 20140408 | 6.80 SVT ACCOUNT DEFAULTED Emplid Teach
Chris Doe 110557 6102 Schoel Clerk IT 20140407 | 2.00 REG ACCOUNT DEFAULTED Emplid Teach
Chris Doe 131976 2040 Subst Tehr Day-To-Day 20140410 | 4.00 SVT ACCOUNT DEFAULTED Emplid Teach
Chris Doe 131976 2940 Subst Tehr Day-To-Day 20140410 | 4.00 SVT ACCOUNT DEFAULTED Emplid Teach
Chris Doe 135014 6420 Spec Ed Techn 20140400 | 6.23 REG ACCOUNT DEFAULTED Emplid Teach
Chris Doe 133914 6420 Spec Ed Techn 20140410 | 6.00 REG ACCOUNT DEFAULTED Emplid Teach
Chris Doe 162372 2040 Subst Tehr Day-To-Day 2014-04-07 | 8.00 SVT ACCOUNT DEFAULTED Emplid Teach
Chris Doe 162372 2940 Subst Tehr Day-To-Day 20140408 | 8.00 SVT ACCOUNT DEFAULTED Emplid Teach
Chris Doe 162932 6470 Spec Ed Techn 20140415 | 6.00 REG ACCOUNT DEFAULTED Emplid Teach
Chris Doe 162032 6485 Spec Ed Asst 20140407 | 6.00 REG ACCOUNT DEFAULTED Emplid Teach

Summary:

e Time (and dollars) may be charged:
» By my department to my department
» By my department to another department
» By another department to my department

e Reports are available to review these charges

» Cross Site Account Charges Report
» Site Account Chargers Report
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Chapter 6 - Human Capital Management (HCM)

Administer Workforce (Human Resources)

Employees are hired and essential information about them and the jobs they perform are tracked. A
detailed and ongoing history of personal, employment, compensation and benefit-related data of an
employee is maintained here. This enables SDUSD to drive the system in two ways: by position or by
employee.

Develop Workforce (Human Resources) Information about employees' licenses and
certifications, and for certificated employees, their credentials and education, are maintained in this
section of PeopleSoft. In addition, information about when employees' performance evaluations are due
and when they were completed and the overall outcome is also stored here.

Position Management

SDUSD can use data that is specific to a position as the basis for planning, recruitment, and budgeting.
Position Management and HR work together to track position attributes and vacancies. SDUSD can track
specific information for a position, such as FTE (full-time equivalent), regardless of whether an employee
actually fills that position.

In the following chapter we will focus on the sections of HCM relevant to Site Administrators:
e Position Management Overview
e Understanding Budgeting by Position
e Position Reports
e The Personnel Action Request (PAR)
e Approving PARs
e Searching for a PAR
e How to Check on a PAR
e Running Performance Evaluation Reports to see when they are due

e Entering Performance Evaluation Outcomes
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Running the Certificated Evaluations Report

The Certificated Evaluations Report shows the certificated staff at your site who are due for a performance

evaluation this school year. The steps below show you how to run the Certificated Evaluations Report.

Step 1

Navigate to: Main Menu > Workforce
Administration > Workforce Reports >
Certificated Evaluations

Step 2
Click the Add a New Value Tab.

Step 3

Enter a Run Control ID. Name the report
something unique that you will remember.
You only need one Run Control ID for this
report. There should be no spaces in the Run
Control ID. Use () as a separator.

(See screenshot example)

Step 4
Click the Add button.

NOTE: You only need to click the Add a
New Value tab the first time you run a report.
The next time you run a report, just click the
search button. It will bring up all the Run
Control IDs you have created. Click the
appropriate link.

Step 5
Enter the Run Date. Enter September 1 of
the current school year. (ex: 09/01/2015)

Step 6

Enter your Department, or click the“ to
view a list of departments from which to
choose.

Step 7
Click Run.

Step 8
Click Save.

Step 9

Select PSNT from the Server Name drop-
down menu. You only need to do this the first
time you are setting up your report.

Step 10
Click OK.

Main Menu

Search w@ 1

= I®
[ Self Semvice »
3 Manager Self Service 3
3 Recruiting b
3 Workforce Administratio
3 Benefits 3 Personal Information »
{3 Time and or 3 Job Information »
{3 Payroll for North Americ (1 Global Assignments b
[ Workforce Developmen| [ Werkforce Reporis :
[ Organizational Developt (1 Live SCE@D”%@DH [E Filled Positions
£g SetUpHCM E Personnemattion Reque [5] Allocations Status by Assignmt
[ Enterprise Components =]  PAR Search E Allecations Sr.atus. by Funding
9 Worklist — 5 ﬁ Classified Evaluations
£ Tree Manager B B  Cerfificated Evaluations
3 Reporting Tools » 5 Assignme ok Report

Certificated Evaluations

Find an Existing Value Add a NewVaIue- \ 2

Run Control I[Zl Cerificated_Evaluations '_ 3

—54

Find an Existing Value | Add a Mew Value

Sample Report Name

Cerfificated Evals
Process Monitar 7 | Run

Run ControlID Certificated_Evaluations Repart Manager

Run Parameters

“Run Date: [09/0112015 |5 Ener Sept 1 ofthe
current year (ex
02/01/2000}
Department: 0261 @, Enter Dept D SAMPLE DEPARTMENT

|Save |[ 8 Tnto Search ||=1 Nofify Er Add Uselais/Dizalay

Process Scheduler Request

User 1D:

Run Control ID: Certificated_Evaluations

Server Name:

Recurrence:

Time Zone:
Process List

Select Description

[#] Cerificated Evaluations

2k

9 In Date: 09M1B2015 ]

Run Time: [8:28: 2340 Reset lo Curent DateTime

Process Name Process Type “Type *Format Distrivution
SOHRZITEE S0R Report 'a: || PDF | Distritution
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Step 11

After you click OK, you will be
given a Process Instance
Number and returned to the
Report Page. Click the Process
Monitor link to view the status
of the report.

Step 12

Your report is done processing
when the Run Status reads
“Success™ and Distribution
Status reads “Posted” (If not,
hit the Refresh button until they
change to the correct status.)

Step 13
Click the Details link.

Step 14

Click the View Log/Trace link.
This will bring you to a page that
shows you three files.

Step 15

Of the three files, choose the one
with the .PDF extension. The
name of the report will also
contain the Process Instance
Number that was assigned to it
in step 11.

Certificated Evals

Run Control ID Certificated_Evaluations Report Manager

Run Parameters

Process Monitor

&

Run

Process Instance: 1483567

*Run Date: [09/01/2015 5 Enter Sept 1 ofthe
current year (ex:
09/01/2000)
Department:|0261 @, Enter DeptiD SAMPLE DEPARTMENT
Save ||[ah Returnto Search ||[=] Notify 5 Add Update/Display
Process List | SemverLis
View s Request For
User D Type | ] [Last | 30| [minutes Retesn | 1 2
—
Server| PSNT v Name Instance to J}\J
ftun Status| v status | ~| [ save on Refresh
Process List Personalize | Find | View an | £ | First'd" 1af 1'% Last
select Instance Seq. Process Type Processfame  User  Run DateTime Run status et oV gy
1483567 SOR Report SDHR275E 09/1872015 8:28:234H Py, Success  Posted  [Details

Go back lo Cerlificated Evalualions
T Save ||[=] Notity

Process List | Server List

13

Process Detail

Process

Instance 1483567
Name SDHRZ76B
Run Status @yccess

Run
Run Control ID Certificated_Evaluations
Location Server
Server PSNT

Recurrence

Date/Time

Request Created On 09/18/2015 8:28:36AM PDT
Run Anytime After 09/18/2015 2:28:23AM PDT
Began Process At 09/18/2015 8:28:59AM PDT
Ended Process At 09/18/2015 8:29:12AM PDT

oK || cancel |

Type SQR Report

Description Cerlificated Evaluations

Distribution Status Posted

Update Process

Hold Request
Queue Request
Cancel Request
() Delete Request
Restart Request

Actions

Parameters Transfer
Message Log
Batch Timings

View Log/Trace 1 4

View Log/Trace

Run Status: Success

Certificated Evaluations
Distribution Details

Distribution Node: PSREPORTS

Distribute To
Distribution 1D Type

User

Retumn

Report
Report ID: 1028729 Process Instance: 1483557
Name: SDHR2768 Process Type:

Expiration Date:

File List

Hame File Size (bytes)
soHR2768_1483567F0F 15 4414
SDHR??S@S}EEJ out 0
S0R_SDHRZTEB_1483567 log 1,734

Message Log

SOR Report

T

Datetime Created

09/18/2015 8:29:12.647000AM PDT
09/18/2015 8:29:12 547000AM POT
09/18/2015 8:29:12.647000AM PDT

*Distribution ID
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The report opens in Adobe Acrobat Reader. (See sample report below) You can now view, print or save
your report.

Deoplesoit
Report ID: SDHR2T6B SAMPLE REPORT EMPLOYEE EVALUATIONS Page No. 1
Fun Date0d/18/2015
Fun Timel0:37:20
Run As 0£08/01/15
Previous EE Last Eval Special 8kip
Emp ID Name Job Ccode/Title Location class/cert Union class Eval Type Eval Dt FOIm Eval Year
Department 02861 8ilver Gate Elementary
Chris Doe 2000 Regular Teacher c1 ¥ 01 PER Bi-Annual 06/23/201¢4 Class Tchr x
Chris Doe 2000 Regular Teacher c1 ¥ 01 PER Bi-Annual 0E/23/2014 Class Tchr x
Chris Doe 2000 Regular Teacher c1 ¥ 01 PER Bi-Annual 0E/23/2014 Class Tchr x
Chris Doe 2000 Regular Teacher c1 ¥ 01 PER Bi-Annual 0€/23/2014 Class Tchr
Chris Doe 2000 Regula: c1 ¥ 01 PER Bi-Annual 06/23/201¢4 Class Tchr
Chris Doe 2000 R c1 ¥ 01 PER Bi-Annual
Chris Doe 2000 R c1 ¥ 01 PER Bi-Annual 0E/23/2014 Class Tchr x
Chris Doe 2000 R c1 ¥ 01 PER Bi-Annual 0€/23/2014 Class Tchr
Chris Doe 2000 R Cc 10 ¥ o1 PER Bi-Annual 0&/23/2014 cClass Tchr
Chris Doe 2000 Regular Teacher Cc 10 ¥ o1 PER Bi-Annual 0&/23/2014 cClass Tchr
Chris Doe 2000 Regular Teac Cc 1 ¥ o1 PER Bi-Annual 0&/23/2014 Class Tchr X
Chris Doe 2000 Regula: Cc 10 ¥ o1 PER Bi-Annual 06/23/2014 Class Tchr X
Chris Doe 2000 Regula: Cc 10 ¥ o1 PER Bi-Annual 06/23/2014 Class Tchr
Chris Doe 2226 c10¥ 01 PER Bi-Annual
Chris Doe 2000 R c1 T 01 PER Bi-Annual 06/23/201¢4 Class Tchr
Chris Doe 2000 Requ c1 ¥ 01 LVR znnual
Chris Doe 2000 R c1 ¥ 01 LVR znnual 0E/23/2014 Class Tchr
Chris Doe 2000 R c10¥ 01 PER Bi-Annual 06/13/2013 class Tchr
Chris Dos 2000 R c1 ¥ 01 LVR znnual
Chris Doe 2000 R c1 ¥ 01 PRZ znnual 0E/23/2014 Class Tchr
Chris Doe 2000 R c1 ¥ 01 PRZ znnual
Chris Doe 2000 R c1 ¥ 01 LVR annual
Chris Dos 2000 Regular Teacher c1o ¥ 01 PER Bi-Annual 06/23/201¢ class Tohr
Chris Doe 2000 Regular Teac c1o0¥ 01 PER Bi-Annual
chris Doe 2000 Regular Teacher C 10 ¥ o1 LVR anmual
Chris Doe 2000 Regular Teacher c1o ¥ 01 PER Bi-Annual 06/23/2014 class Tchr
Chris Doe 2000 Regular Teacher Cc 10 ¥ o1 LVR anmual

Report Field Definitions:

*+  EmplID - Employee ID Number

*  Name - Employee Name

*» Job Code/Title - Employee’s Job Code and Job Title

+  Previous Location - Employee’s location at end of previous school year if different
from current location

* Class/Cert - Employee’s Job Classification, C for Certificated, Months Worked,
T for Traditional or Y for Year-Round, JS for Job Share (if applicable)

* Union - Employee’s union affiliation

*+ EE Class - PER - Permanent, PR1 - Probationary 1st year, PR2 - Probationary 2nd year,
LVR - Leave Replacement

+ Eval Type - Annual or Bi-Annual

* Last Eval Dt - Employee’s last evaluation date, provided that information was entered into
the Performance Eval Tracking page in PeopleSoft. If the evaluation was not entered into
PeopleSoft, the last evaluation date will not show on the report. The Performance Eval
Tracking page is available from the HR Manager Dashboard or can be accessed at
Workforce Development > Performance Management > Performance Eval Tracking
See the Entering a Performance Evaluation Summary in PeopleSoft job aid.

+  Eval Form - Evaluation form used for the employee’s last evaluation will show
provided the evaluation was entered into the PeopleSoft Performance Eval
Tracking page as described above.

*  Special Eval - If the employee’s last evaluation was a special evaluation, it will
show provided the evaluation was entered into the PeopleSoft Performance Eval
Tracking page as described above.

*  Skip Year - If employee’s last evaluation was a skip year (the evaluation was due but
skipped), it will show provided the evaluation was entered into the
PeopleSoft Performance Eval Tracking page as described above.
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Running the Classified Evaluations Report

SDUSD PeopleSoft for Site Administrators

The Classified Evaluations Report shows the classified staff at your site who are due for a performance
evaluation this school year. The steps below show you how to run the Classified Evaluations Report.

Step 1

Navigate to: Main Menu > Workforce
Administration > Workforce Reports >
Classified Evaluations

Step 2
Click the Search button.

Step 3
This will bring up the report screen.

Step 4

Enter the Run Date. Evals are produced for
the month following the run month.

(ex: 02/01/2015)

Step 5 -
Enter your Location Code, or click the*“. to

view a list of locations from which to choose.

Step 6
Enter L for Classified, F for Food Services
or leave blank for all combined.

Step 7
Click Run.

Step 8
Select PSNT from the Server Name
drop-down menu.

Step 9
Click OK.

Main Menu -
Search M@: 1
[ 0 i ®
[ Self Service 3
3 Manager Self Service 3
3 Recruiting 3
3 Workforce Administratio
Ea Benefits & {3 Personal Information »
3 Time ande=bor (3 Job Information 3
[ Payroll for North Americ (3 Global Assignments r
[3 Workforce Developmeni (3 Worldorce Reports :
[ Crganizational Developr (1 Live 353?&”5350” [5 Filed P_DS'UO'?S .
3 SetUpHCM D Personnel=tticn Reque D AHocat!ans Stafus by Assignmt
[ Enterprise Components| [£] PAR Search [ Allecations Stah.Is. by Funding
0 Worklist e ——— D Classified Evaluations
3 Tree Manager i D Cerﬁiﬁcalﬁtﬁvalnaﬂuns
[ Reporting Tools v D Assignm ook Report

Employee Evaluations
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Add a New Value

¥ Search Criteria

Search by: Run Control ID begins with

[case sensitive

Find an Existing Value | Add a New Value

Classified Evals 3

Run Control ID Employee_Evaluations ReportManager

Run Parameters 4 \
G

*Run Date: 02012015

Process Monitor

TR

Evals are produced for
the month following the
run manth

5 Location Code (54194 & SAMPLE LOCATION CODE

L=Classified, L

F=Food Service, 6
Otherwise

Combined:

[ save |G ReturntoSearch |/ tE] PreviousinList | | liexinlic: |1 Notiy | [Eh Add Ve

Process Scheduler Request

User ID: Run Control ID: Employee_Evaluations
Server Name: 8 In Date:[09/23/2015 £l
Recurrence: Run Time: 8:15:07A1
Time Zone:
Process List
Select Description Process Name Process Type “Type “Format Distribution

Classified Employee Evaluation

E=i)

SDHR276A S0R Report
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Step 10

After you click OK, you will be
given a Process Instance
Number and returned to the
Report Page. Click the Process
Monitor link to view the status
of the report.

Step 11

Your report is done processing
when the Run Status reads
*“Success” and Distribution
Status reads “Posted” (If not,
hit the Refresh button until they
change to the correct status.)

Step 12
Click the Details link.

Step 13

Click the View Log/Trace link.
This will bring you to a page that
shows you three files.

Step 14

Of the three files, choose the one
with the .PDF extension. The
name of the report will also
contain the Process Instance
Number that was assigned to it
in step 10.

Classified Evals

Run Control ID Employee_Evaluations Report lanager

Run Parameters

L=Classified, L
F=Food Service,
Otherwise
Combined:

10

Process Monitor

Run

Process Instance: 1483593

*Run Date: 02/01/2015 Exl Evals are produced for
the month following the
run month

Location Code  |5419A @,

SAMPLE LOCATION CODE

Save |[Gh Returnto Search ||[=] Nofify Ek Add Up
Process List || ServerList
View Process Request For
usero a e = <] 1 rerean | 111
Server| PSNT hd Name e} Instance to

rnswws[ ]

Process List

Select Instance Seq. Process Type Process Hame  User

1483593 SOR Report SDHR276A

Go backto Employee Evaluations
Save | |[=] Notify

Process List| Server List

Distribution Status Save On Refresh

Personalize | Find | View All \ | First ‘¥ 1 of1
Run DatefTime Run Statgs | Distribution
Status
09/23/2015 8:15:07AM Py, Success Posted

b Last

Details

Details

12

Process Detail

Process
Instance 1483593
Name SDHR27GA
Run Status Success
Run

Run Control ID Employee_Evaluations
Location Sepver

Server PSNT

Recurrence

Date/Time
Reguest Created On 09/23/2015 8:15:19AM POT
Run Anytime After 09/23/2015 815:07AM PDT
Began Process At 09/23/2015 8:15:27AM PDT
Ended Process At 09/23/2015 2:15:41AM PDT
oK Cancel

Distribution Status Posted

Type SQR Report

Description Classified Employee Evaluation

Update Process

Hold Request
Queue Request
Cancel Request
() Delete Request
Restart Request

Actions

Parameters Transfer
Message Log

Batch Timings

g (13

View Log/Trace

Run Status: Success

Classified Employee Evaluation
Distribution Details

Distribution Node: PSREPORTS

Report
ReportID: 1028755 Process Instance: 1453593
Hame: SDHR2TEA Process Type:

SQR Report

Expiration Date:

File List
Name File Size (bytes)
SDHRe276A 1483502.p0F| | 14 2472
SDHR2T76/ 53593.0ut 78
SQR_SDH 6A_1453593.1og 1,726
Distribute To
Distribution ID Type *Distribution ID
User

Return

Datetime Created

09/23/2015 8:15:41.820000AM PDT
09/23/2015 8:15:41.8200004M PDT
09/23/2015 8:15:41.8200004M PDT
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The report opens in Adobe Acrobat Reader. (See sample report below) You can now view, print or save
your report.

Peoplesoft

Report ID: SDHR2T6A SAMPLE REPORT EMPLOYEE EVALUATIONS Page No. 1
Eun Date0’/23/2018
Run Timao0s:15:28
Run As Of 02/01/15
Due Previous Months EE Last
Emp ID Hame Date Jeb code/Title Location Class/Cert Worked ©Union Class Eval Type Eval Dt

Location 5419A Mental Hlth Rescurce Ctr

chris Doe 04-17-2015 64768 Rehabilitation Spec L 12 MODIF 12 0s PER Bi-Annual 04/17/2015
Chris Doa 04-24-2015 £478 Rehabilitation Spec TRACE L 12 MODIF 12 0s PER Bi-Annual 07/01/2018

Evaluation Forms can be downloaded from https://www.sandi.net/staff/human Jhuman- forms

Report Field Definitions:

+  EmplID - Employee ID Number
Name - Employee Name
* Due Date - Date evaluation is due
* Job Code/Title - Employee’s Job Code and Job Title
Previous Location - Employee’s location at end of previous school year if different from
current location
*  Class/Cert - Employee’s Job Classification, L for Classified, Months Worked, T for
Traditional, Y for Year-Round or MODIF for Modified Work Year
Months Worked - 10, 11 or 12
*  Union - 02 = 0SS
03=0TBS
04 = POA
05 =PARA
06 = SPVR (non-represented supervisors)
L6 = SPVR (represented classified supervisors)
08 = CONFID
* EEClass- DCH = District Charter
PER = Permanent
PPB = Perm/Prob (Class)
PR1 = Probationary 1 (first yr Prob)
PR2 = Probationary 2 (2nd yr Praob)
PRO = Probationary Classified
* Eval Type - Annual or Bi-Annual
* Last Eval Dt - Employee’s last evaluation date, provided that information was entered into
the Performance Eval Tracking page in PeopleSoft. If the evaluation was not entered into
PeopleSoft, the last evaluation date will not show on the report. The Performance Eval
Tracking page is available from the HR Manager Dashboard or can be accessed at
Workforce Development > Performance Management > Performance Eval Tracking
See the Entering a Performance Evaluation Summary in PeopleSoft job aid.
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Entering Performance Evaluation Outcomes

This system is a medium that allows the district to record and maintain record of staff evaluations. It will
house the evaluation results of all of our employees, both classified as well as certificated. There are
many advantages:

= Monitors the evaluation timeline for each employee.

= Keeps a record of all evaluation results for employees that can be accessed by supervisors.
= Ensures that all employees are evaluated when scheduled.

= Enables the district to generate data for reporting purposes.

= Helps ensure that all employees are evaluated when scheduled.

Once a performance evaluation is completed for any salaried employee, classified or certificated, the
manager or evaluator enters the outcome of the evaluation into PeopleSoft as shown below.

Step 1
Navigation: Workforce Development > Performance Management > Performance Eval Tracking

Favgrites = MainMenu
Search Menu:

Personalize | | | @

Self Service

Manager Self Service
Recruiting

Workforce Administration
Benefits

Time and Labor

Payroll for North America
Workforce Development
Organizational Developme [~ Profile Management .

Workforce Monitoring [} Performance Management

Set Up HRMS v |:l Performance Eval Tracking
Worklist 3 {E')

rerere
ry v v v &

Perew

Step 2

Click | Add a New Value Performance Eval Tracking

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

'.'I d an Existing Va . Add a Mew Value m
\J

\/
Limit the number of results to (up to 300): [300
Search by: |EmplID v | begins with

Correct History

Search | Advanced Search

Find an Existing Value | Add a Mew Value
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Step 3

Enter the Empl ID of the employee who was
evaluated, and the Evaluation Date on which the
performance evaluation was conducted. Click Add.

Performance Eval Tracking

Eind an Existing Value Add a New Value

Empl ID: 130682 Q @
Evaluation Date:|10012012  [3

. Add

M

Find an Existing Value | Add a New Value

Step 4

The Performance Evaluation Tracking page displays the salaried assignment(s) of the employee at
the time the evaluation was conducted. Click the magnifying glass beside the Performance
Evaluation Form field to select the evaluation form that was used to evaluate the employee.

Performance Eval Tracking
EmplID 130582 Chris Doe Evaluation Date 10/01/2012
Employee Assignment(s) customize | Find | B | ## First & 1011 I Last
_Job Code Job Title _m Location Location Description _Emplnyee Class
1 6450M Noon Duty Assistant 0.225000 0166A Kumeyaay Elementary Probationary Classif

Evaluation Summary

*Performance Evaluation Form |%| @

Select one of the choices shown below:

|CADM |Certificated Administrator

| |m |N0n—Classr00m Certificated
|m |CEa.ssr0-:]m Teacher

. |LNON |Classified Non-Sup Non-Para
ILPRA [Classified Paraprofessional

| [LSUP [Classified Supervisory

| Cancel |
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Step 5

If the evaluation was unscheduled (classified) or a special evaluation (certificated), select the
checkbox. (If not, leave it blank.) Then select the overall performance rating. These fields will
change depending on which performance evaluation form was selected in Step 4 above.

Sample Classified Evaluation Form:
Evaluation Summary

*Parformance Evaluation Form |LMON @, Classified Non-Sup Non-Para

|Ijnscheduled Report: [ | @

Classified Non-Sup Non-Para

e | ) Unsatisfactory () Requires Improvement ) Meets Standards () Exeeds Standards |

Evaluator Supervisor | Rater Q

Evaluator Rater Job Code:

Last updated by:

Last Update Date/Time

|B save | =] Notify | |Er Add | | Updateisplay | | EP Correct History |

Vet N,

Sample Certificated Evaluation Form:

Evaluation Summary

*Performance Evaluation Form |CTCH/ QL Classroom Teacher
ISpeciaI EvallExpedited Special Eval: ] |

‘ @ () Unsatisfactory () Requires Improvement () Effective () Skip Year

Evaluator Supervisor | Rater Q

Evaluator Rater Job Code:

Last updated by:

Last Update Date/Time

E'E save | =] notity | |Es Add | | /2 Updateispiay | | B# Correct History |
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Step 6

In the Evaluator Supervisor/Rater field, enter the employee ID of the person who

evaluated or rated the employee. To search for the employee ID by name, click the magnifying glass
beside the Evaluator Supervisor/Rater field, then click Advanced Lookup and type the last name of the
evaluator. The evaluator's name, job code, and job title as of the Evaluation Date appears.

Evaluator Supervisor / Rater| 122163 Q @is Doe
Evaluator Rater Job Code: 1305 Principal
Step 7

Click Save. The employee ID and name of the last person to save the record appears at the bottom right,
with the date and time the record was last saved.

Evaluator Supervisor | Rater 122165 Q. Chris Doe

Evaluator Rater Job Code: 1305 Principal

Last updated by: 122165 Chris Doe

Last Update Date/Time 04/17/13 12:48:13PM

E save @olify [Ey Add Update/Display  [## Correct History
_@_

The entry of the Performance Evaluation Summary is now complete

Empl ID {30582 Chris Doe Evaluation Date 10v01/2012

Cusiomize
Job Code | Job Titke FTE Location Location Descr n Emi Class
1) B450M Moon Duty Assistant 025000 | D168A Kumeyzaay Elementany Probationany Classif

*Performance Evaluation LNON @ Clessified Non-Sup Non-Fars
Form

Unscheduled Report: D
Classified Mon-5up Mon-Para
@] Unsatisfactory @] Requires Improvement () Meets Standards ®) Exeeds Standards

Evaluator Supervisor § 1221685 @, Chris Do

Rater
Evaluator Rater Job Code: 1305 Principal

Last updated by: 122155 Chriz Dos

Last Update Date/Time 04/17/13 12:48:13FM

B sae | =] wouy 5% Add | | ] UpssteDisply | | [ Comrect Hislory
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HR Manager Dashboard

The HR Manager Dashboard will streamline and simplify management’s use of PeopleSoft HR by allowing
easy access to view their direct team’s information, view alerts, run reports and queries, access commonly
used PeopleSoft HR pages, and view manuals and job aids, all from one convenient page in PeopleSoft. The

instructions below show how to first set up and personalize the HR Manager Dashboard (one-time only),

and then how to use it.

Setting up your HR Manager Dashboard:
Step 1

To set up the Manager Dashboard to appear on your PeopleSoft HCM Home page, click

the Content link.

Personalized Home Page

Personalize Content: Manager Dashboard
Tab Name [Manager Dasaboard
Welcome Message |

Simply check the items that you want to appear on your homepage
Remember to click "Save” when done:

Choose Pagslets:

Arrange Pagelets: Goto Personalize Layout

qwmnaze Content | Layout

\&

Common Workcenter Pagelets HCM Dashboard
[a] Links (] Direct Line Reports
O Quenes O Aeds
O Reports/Frocesses
Save Return 1o Home
= Notity_|

Home Worklist Add to Favorites Sign out

F’ersonalize @ (2) Help

Step 2 Personalized Home Page
Select all the Common telp
Workcenter Pagelets and Personalize Content: Manager Dashboard
the HCM Dashboard Tab Name Manager Dashboard
ChECkbOXGS. Walcome Message
Choose Pagelets: Simply check the items that you want to appear an your homepage
Remember 1o click "Save™ when done.

Step 3 Arrange Pagelets: Goto Personalize Layout
CIiCk ' This i Work Pagelets HCM Dashboard

- ommon Workcenter Pagele: s oarn
will return you to the v e ’ S
Manager Dashboard B Queres & Aens
home page. [w Repants/Processes
OR ﬂ.
Step 4
Click Return to Home if you @ m
are viewing this screen and not —/
making any changes.
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Step 5
Click the Layout link at the top of the Manager Dashboard

page.

Step 6 Personalize Content Help|
Define layout by selecting either a 2 or 3 column layout ﬁ

style you wish to display on your Dashboard.

Home Worklist Add to Favorites Sign out

Step 7

Identify the pagelets that should appear in each column.
Move these pagelets from one column to the next by
selecting the pagelet and clicking the left or right arrows.

Personalized Home Page
Help

Personalize Layout: Manager Dashboard
Tab Name Wanager Dashboard
Basic Layout: ()2 columns @® 3 columns

©

Click arrows to move pagelets up and down ar into neighboring columns. Click "Delete Pagelet”
o remove the selected pagelet from your portal home page. Remember o click "Save" when done.

Add Pagelets: Goto Personalize Content

# = Required - fixed position pagelst
* = Required - moveable pagelst

Left Column: Center Column: Right Column:
Aleris Reports/Processes
CQueries =
Direct Line Reports @ @ @ B

Delete Pagelet

)

[

I Save I Return o Home

TONO
N SN~—
Step 8
Click Save | This will return you to the Manager Dashboard home page.
OR
Step 9

Click Return to Home if you are viewing this screen and not making any changes.

NOTE: The purpose of the above steps is to define the content and layout of your HR
Manager Dashboard. Steps 1 thru 9 need only be executed once, unless you later want
to remove a pagelet or change the layout.

Chapter 6

77



78

Using the Manager Dashboard:
Step 1

SDUSD PeopleSoft for Site Administrators

The Alerts pagelet displays Birthday Alerts and Anniversary Alerts (based on employee Hire Date)

for your direct reports.

& Alerts @

@  Jane Doe's 11 Years Anniversary is on 08/26

Chris Doe's 21 Years Anniversary is on 09/01

¢

W

View All
Step 2 . dlb Reporis/Processes c (av
The Reports/Processes pagelet displays selected
reports and processes on the Dashboard. <= Reports
0 Allocations Status by Assignmt
Step 2a E illo;ationstselatus Rby Fur;lding
- s51gnment 500 epo
Click the Report name to access the report run o Certificated Evaluations
control page and execute the report. Report will 5 Classified Evaluations
open in a new browser tab. (Directions for running E Ei”edfF'Oitlior?SH .
. . . ocation Alpha Repo
reports and processes are in the job aids on the O Leave Balance Reports
Links pagelet) I Routed Applicants Report
0 Selected Applicants
Step 2b 0 5l Selected Applicant Rpt
Click the PeopleSoft Page name to access the page.
Page will open in a new browser tab. = PAR
0 PAR Search
Step 3 0 Personnel Action Reguest
The Queries pagelet displays selected =  Performance Evaluation S"mmaw
queries on the Dashboard. 7 Performance Eval Tracking
Step 3a : _
Click the Query name to access the page CIETES c 8y

=

to execute the query. Query will open in
the current browser tab, replacing the -
Dashboard.

Query Manager

> Queries
7 Expired Credentials

Expired TB Test

Step 3b

When finished viewing query results,
Click the Back Button [f3to Return

to the Manager Dashboard home page.

appll sandinet/psc/hemd2upd 4/EMPLOVEE/E O ~ @ © | @ appit.sandinet

avorites  Tools  Help

SDUSD PeopleSoft Admin ...

SD_HR_EXP_CREDENTIALS - Expired Credentials

Unit:  [SDUSD|@,
Dept ID: (0012 @,
View Results

Credential cd

Descr Expire Dt
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Step 4 _ @y Links
The Links pagelet displays

frequently used Manuals and

Job Aids at the District. ¥ Manuals and Job Alds

HCM Account Code Structure Job Aid

Step 4a Monthly Payroll Checklist for Managers

Click the Manuals and Job Aids Stte Administrators Job Ald Packet @
Site Administrators Training Manual

name to access the document. The

. . Recruiting Solutions for Site Admins
document will open in a new
browser tab.

Step 5

The Direct Line Reports pagelet displays information about a manager’s direct reports, including: job
details, contact information, licenses and certifications, education and career history. Direct reports are
determined by the “Reports To” position on the employee’s Job Data record. “Direct reports” refers to
employees for whom you are responsible for signing their timecards. If the direct reports shown in this
pagelet are not correct (either missing employees who report to you or showing employees or vacant
positions who do not report to you), you can correct it on the “Maintain Reports To Info” page in
PeopleSoft. See the “How to Maintain Reports to Information” job aid for assistance.

Step ba
Click the Summary tab to view employee’s name and job title.

‘\?)Direct Line Reports - B
Personalize | Find | View All | &= ||— Y 1100f18 ")

ans Gontact | )

Name “ Job Title

Jane Doe Regular Teacher
Chris Doe Teacher-Mild/Moderate
Kim Doe Student Info Sys Site Techn |
Headcount Analytics
Step 5b

Click the Job Details tab to view a high level overview of employee’s job data.

@Direci Line Reports T v
Personalize | Find | View All |E-“— ||'¥ U 110018 ")
Su Job Details | Contact | [F=¥
Name “ Empl ID Job Code ];E“‘ i Job Title @

Jane Doe 11111 2000 0.2 Regular Teacher 99
Chris Doe 222222 2108 0.2 Teacher-Mild/Moderate
Kim Doe 333333 6084 1.0 Student Info Sys Site Techn |

Headcount Analylics

Step 5¢

The last column of the Job Details tab displays a schedule icon, if applicable. This indicates where an
employee is today. The column displays only one icon to indicate the employee schedule for the day,
even if more than one schedule applies.

’i‘; (holiday) Indicates that the employee is on a holiday break today.
hierarchical
59 (not scheduled) Indicates that the employee is not scheduled to work today based on the employee’s holiday schedule in Job Data.
A (no show) Indicates that the employee did not show up to work today when he or she is scheduled to work
Chapter 6

79



Step 5d
Click the Contact tab to view employee’s contact information.

Q-; ie] = R
FUy DIt Lrs Repess Click the Show all columns button fo )
_ see Summary, Job Details and
Persona Contact information on one screen.
z ' —
Name Telephone \s Email Location
Jane Doe 618/555-1234 jdoe@sandi.net Sample School
Chris Doe 619/555-9876 cdoe@sandi.net Sample School
Kim Doe 619/555-3210 kdoe@sandi.net Sample School
Step be
Click the Show all columns button to view all columns on one screen.
ﬁ ;- Direct Line Reports ™ e ine Show all columns button EU Oflex
go back to the Show Tabs screen. . 5, [ i ;
Personalize | Find | View Al | B | 1-10 of 18

Mild/Moderate

Job Tithe Empl ID Job Code

Regular Teacher LARARE] 2000

Teacher 108
229993 2106

Years in -
Job Jahb Title
0.2 Regular Teacher

0.2 Teacher-MidModerate

Telophone Email Location

B 6195551234 jdoe@sandinet Sampie Sehoal

D 61905559876  cdoe@sandinet Sample School

Step 5f

Click the Show all columns button to go back to the Show Tabs screen.

Step 5¢
Click the employee’s name on any tab in the Direct Line Reports pagelet to acces the Talent
Summary page and view employee’s job data, licenses and certifications, education and career history.

80

Chr" "Doe

,3,:5 Direct Line Reports S (o~
Personalize | Find | View All | = |{:‘ 1110018
Summary Job Details Contact E)
Name Job Title
Reqular Teacher
Teacher-Mild/Moderate

Step 5h

Click the Return to Manager Dashboard link to return to the Manager Dashboard home page.

[Talent Summary

Jane Doe &
Job Code 2000
FullfPart Time Fulk-Time

Employee ID 111111
Birthday 11711

4

Retum To Manager Dashbeard I @

» Actions Job Title Regular Teacher

J Location Sample School
Email jdoe@sandinet

HR Status Active
Org Relationship Employee
Last Start Date 09/06/2005
Years of Service 3.9
Date in Current Job 09/06/2005
Years in Current Job 2.8

Licensas and Certifications 2 (ov WG Carzer History
) !
License Issued On Expires On Job Title Job Code  Start Date End Date
CFR Cartification 0212872014 027282016 Regular Teacher 2000 001052005
1 Regular Teacher 2004 06/23/2006  00/10/2006
(= ?rl|'|ld|\Jl' S Teacher-Gale 2140 090172008 083172011
i
View Details
Degraes
Degree Schoal Date Acquired
Bachelor of Ats Az State Univ 12/19/1887
Master of Arts New Mexico 12121891
Master of Ans Alliant intarnatnl Uiniv 06/1211099
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Chapter 7 - Position Management

Position Management Overview

Position Management allows you to staff budgeted positions, each of which has a Job Code, Job Title, Dept,
Location, and Combination Code(s), In February 2010, the district moved to "One-to-one Position
Management"”, meaning there is a unique position number for each salaried employee. (This is in contrast to
the previous model of "Many-to-one Position Management", in which many salaried employees shared the
same position number.) Hourly positions still allow more than one employee per position number. With the
Position Management reports discussed starting on page 68, you can determine how many FTE (full time
equivalent) you have filled and how many you have available.

This gives SDUSD the flexibility to:
e Budget for positions and departments.
o Create and track position data and history.
e Process employee appointments by position.
¢ Maintain incumbent data.

e View position and budget histories.

When you structure your system by position, you attach data to the positions and move employees in and
out of those positions. By focusing on the position, you can track information related to it, such as
bargaining unit or standard hours, regardless of whether an employee holds the position. When the position
is vacant, you will not lose the common thread that binds the data together. Use data specific to each
position as the basis for planning, recruitment, and budgeting.

Details

A position exists for each salaried employee. The position information includes Job Code, Job Title,
Department, Location, Combination Code(s), Standard Hours and the maximum FTE allowed for the
position. For example, if you have 25 teachers at your site, they will each have a unique position number,
even if the job code, department and funding on their positions is the same.

If a position is split-funded, all funding sources are attached to the position according to the distribution
percentage of each funding source (combination code). For example, a split-funded position may have 75%
of the position's funding going to one combination code and 25% of the position's funding going to another
combination code. The distribution percentage must always total 100% (in our example, 75% + 25% =
100%), so that each position is fully funded, regardless of position's FTE. The FTE allotted to each
combination code is shown on the Allocation Status Report and is calculated by multiplying the FTE of the
position (for example, (0.8 FTE) by the distribution percentage divided by 100. (In this example, .8 total
FTE x 75/100 = .6 FTE for the first combination code, and .8 x 25/100 = .2 FTE for the second combination
code).

Hourly positions are created for each unique combination of Job Code, Department, Location, and
Combination Code. Multiple hourly employees can be assigned to the same hourly position number.
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Position Management and Creating a New Position

In SDUSD’s system, the positions are created based on allocation formulas. If a site wants to use
discretionary funds to create or change a position because they need extra help besides what has been
awarded, the Administrator will fill out the online Request New Position PAR form that provides:

Duties statement

Combination Code (funding source)

Position start/end dates

FTE (full time equivalent)

Traditional or Year-round designation
Calendar (10 month, 11 month, 12 month etc.)

This form is system-delivered to the HR department where its information is verified. HR also determines
the job code and union characteristics for the particular position. HR creates the position in "inactive" status
and the PAR is sent to the Finance department (Budget Analyst) for approval and also to Position Control.
If there is adequate and appropriate funding for the requested position, Finance approves the PAR and
"activates" the new position and assigns funding to it.

Position Management and Changing an Existing Position

Unless additional allocations have been approved, any changes to existing positions must result in a "net
zero" effect on the FTE at a site. Sites submit the online Change Position Attributes PAR to request
changes to existing positions. These PARs must be approved by Position Control and Finance before the
changes can be made. If FTE changes to one position will be balanced by changes to another position at the
site, the PAR submitter should note in the Comments field all the positions affected by the change to show
the "net zero" effect.

Understanding ing by Position

The Finance department sets up Position Funding and Payroll Expense distribution in the HCM system so
expenses are charged to the correct Combination Code.
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Position Reports

There are three custom reports for you to review and analyze position information. Each report can be run
against a set of selection criteria defined by the user.

o Allocations Status by Assignment Report
o Allocations Status by Funding Report

o Filled Positions Report

Allocations Status by Assignment Report

The Allocation Status by Assignment report will show only those position numbers (and incumbents) where
the department on the run control matches the department on the employee’s assignment (Job Data). For
each position the report will show all funding sources (100%).

PecplaSeft
Report 1D: SDEM230 ALLOCATIONE STATUS BY ASSIGHMENT Page No. 3
Sifsctive Dats: 00/22/2014 Run Date 09/24/2014
IDIdEr By: Resource, Department, ﬂ'DbCDdeI SAMPLE REPO RT Run Time 10:23:46
FTE/Head Cot Allocatsd
Tvee Dos Num Loc  Jobcode Description Us=d liocated Balapce DistFTE Dists HCM Account Code Ezerc Bud Acct DProg Class 4 Ext
) Red FIE Status Name Class Inde
117082 0 1.0000  Active Chris Doe L10Y
Slry & 30006478 0095A 6418 Attendance Asst 0.0000  ©.5000  ©0.5000 0.5000 100.00% 00S5000100024041500010000 00010 00 2404 2700 0000 01000 0000
Slry A 320003703 00952 6450M Noom Duty Assistant 0.2125  0£.2125  0.0000 0.2125 100.00% 00SS000100028054500010000 000L0 00 2905 8300 0000 01000 0000
il Eed  FIE Status Name Class Inde
154866 0 0.2125  Active Chris Doe L0y
Slry A 20003704 00953 G450M Noom Duty hssistanc 0.2125  ©0.2125  ©0.0000 0.2125 100.00% 00S5000100028054500010000 00010 00 2905 8300 0000 01000 0000
® Red  FIE Status Name Class Inde
127127 0 0.2125  Active Chris Doe L10Y
Slry A 30003706 00253 6450M Noom Duty Assistant 0.2125  £.2125  0.0000 0.2125 100.00% 00S5000100023054500010000 00010 00 2805 8300 0000 01000 0000
il Bed  FIE Status Name Class Indc
127852 0 0.2125  Active Chris Doe L0y
Slry A 20003707 00953 6450M Noom Duty hssistanc 0.2125  ©0.2125  ©0.0000 0.2125 100.00% 00S5000100028054500010000 00010 00 2905 8300 0000 01000 0000
™ Red FIE Status Name Class Inde
128947 0 0.2125  Active Chris Doe L10Y
Slry & 30003739 00954 6450M Noom Duty Assistant 0.2125  0.2125  ©0.0000 0.2125 100.00% 00S5000100023054500010000 00010 00 2905 8300 0000 01000 0000
™ Red  FTE Status Name Class Tnde
128760 0  0.2125  Active Chris Doe L0y
Slry A 20000246 00954 6535 Elementary School Asst 1.0008  1.0000  ©0.0000 1.0000 100.00% 00S5000100024011500010000 00010 00 2401 2700 0000 01000 0000
® Red  FIE Status Name Class Inde
126042 0 1.0000  Active Chris Doe L10Y
Totals for Rescurce: 00010 Us=d Allocated Balance
21.0625  27.5625  6.5000
Slry A 20000019 00953 2025 Teacker-Bilingual Education 1.0000 £.0000 -1.0000 0.0000 100.00% 00SS000150011070102010000 000LS 00 1107 1000 1110 01000 0000
biod Red  FIE Status Name Class Inde
123020 ©  1.0000  Active Chris Doe c1o¥
Totals for Resource: 00015 Us=d Allocated Balance
1.0000 0.0000 -1.0000

Report example shown above is the Allocations Status by Assignment, sorted by Resource, Department,
Job Code. A Salaried Position Summary by Resource appears at the end of all salaried positions and
before hourly positions are shown.

SAMPLE SALARTED POSITION SUMMARY EY RESOURCE
Resource Job Code Description FTE Uged Allocated Balance
ooo10 1305 Principal 1.0000 1.0000 0.o0000
1350 Viece Principal 0.0000 1.0000 1.0000
2000 Regular Teacher g.0000 1z.0000 4.0000
2025 Teacher-Bilingual Education T.0000 a.0000 1.0000
2026 Elem Clsrm Tchr/ESL Sheltered 2.0000 2.0000 0.oo000
&101 School Clerk I 1.0000 1.0000 0.0000
6415 Attendance Rsst 0.0000 0.5000 0.5000
6450M Noon Duty Rssistant 1.0625 1.0625 0.0000
6535 Elementary School Asst 1.0000 1.0000 0.o0000
00010 Rescurce Totals: 21.0825  27.5825 6.5000
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Allocations Status by Funding Report

The Allocation Status by Funding report will show only those position numbers (and incumbents) where the
department on the run control matches the department of some or all funding sources on the position,
regardless of the department on the employee’s assignment (Job Data). For each position, only the funding
sources that have the same department as the run control department will be shown.

PeoplaSoft
Report ID: SDEMZE0 ALLOCATIONS STATUS EY FUNDING Page Ho. 1
Bffsctive : SAM PLE REPO RT Run Date 08/24/2014
Run Time 13:35:52
FTE/Head Cnt Allocated

Type Dos Num Loc  Joboode Description Usad Allocated Balance DistFTE Disty HCM Account Code Besrc Bud Acct DProg Class Fund Ext
Slry A 20011531 0095R 1305 Drincipal 1.0000  1.0000  0.0000 1.2000 100.00% 0095000100013081500010000 00012 00 1308 2700 0000 01000 0200

hio) Red FTE Status Name Class Indc

114208 0 1.0000  Active Chris Doe C11M

Totals for Job Coder 1305 Used Allocated Balance

1.0000 1.0000 0._0000

Elry A 20002021 0095A 1350 Viece Principal 0.0000 1.0000 1.0000 1.0000 100.00

=

0095000100013091500010000 00010 00 1309 2700 0000 Q1000 0000

Totals for Job Code: 1350 Used Allocated Balan
0.0000 1.0000 1.0000

Elry A 20001488 0095R 2000 Regular Teachsr 1.0000 1.0000 0.0000 1.0000 100.00% 0095000100011070102010000 00010 00 1107 1000 1110 01000 0000
o Rcd  FTE Status Name Class Indc
104551 ] 1.0000 Active Chris Doe C10 Y
Elry A 20001578 0095R 2000 Regular Teachsr 0.0000 1.0000 1.0000 1.0000 100.00% 0095000100011070102010000 00010 00 1107 1000 1110 01000 0000
Elry A 20002958 0095A 2000 Regular Teachar 1.0000 1.0000 0.0000 1.0000 100.00% 0095000100011070102010000 00010 0O 1107 1000 1110 Q1000 0000
o Red  FTE Status Hame Class Indc
100145 0 1.0000 Active Chris Doe c10 Y
Slry A 20004313 0095R 2000 Regular Teacher 1.0000 1.0000 0.0000 1.0000 100.00% 00S5000100011070102010000 00010 00 1107 1000 1110 01000 0000
o Red  FTE Ctatus Name Class Indc
112294 0 1.0000 Active Chris Doe c10 Y
Elry A 20005149 0095R 2000 Regular Teacher 0.0000 1.0000 1.0000 1.0000 100.00% 0095000100011070102010000 00010 0O 1107 1000 1110 01000 0000

Report example shown above is the Allocations Status by Funding, sorted by Job Code. A Salaried
Position Summary by Resource appears at the end of all salaried positions and before hourly positions are
shown.

SAMPLE SALARTED POSITION SUMMAEY BY RESOURCE
REesource Job Code Description FTE Uged Allocated Balance
ooolo 1305 Principal 1.0000 1.0000 o.o000
1350 Viece Principal 0.0000 1.0000 1.0000
2000 Hegular Teachsr 8.0000 1zZ.0000 4.0000
2025 Teacher-Bilinguzsl Education T.0000 a.0000 1.0000
2026 Elem Clsrm Tchr/ESL Sheltered 2.0000 2.0000 0.0000
£101 School Clerk I 1.0000 1.0000 0.0000
t41% Attendance Rast 0.0000 0.5000 0.5000
E450M Noon Dmty Rssistant 1.0625 1.0625 0.0000
&E31E Hlemsntary Echocl Asst 1.0000 1.0000 0.0000
00010 Rescurce Totals: 21.0825 27.5825 &.5000
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Filled Positions Report

The Filled Position report shows how many of your allocated positions are filled and which employees are
occupying the positions.

HCM Account Code

Status of Employee

| Rcd, Jobcode Description |

- | Employee IDInformation

(Combination Code)

Pos Num, Pos Dept, Pos Loc

i
\

\

PecplfSofc
Report ID: SDIM281 LLED POSITIYNS BY LOCATION Page No. 2
saldpied - Run Date 00/24/2014
A Run Time 09:16:49
Emp 1D Hame
Dist z ncrn Account Code Dent  Resource nua at Brmunt Proqra= c1 ass Fund Extonded Acct Deser
Aetive 113877 Chris Doe 1,000000 2025 Teacher-Bigingual Education 20005048 0095 00952
1.0000 lﬂ‘] oo 055000100011070102010000 0085 00010 ao 1107 1000 1110 01000 0000 Clsmm Tchr
Active 113994 Chris Doe ngual EducachI 20005109 0085 00952
1.000: 1\70 UUL o]l FTE Per Position gnoc 0oz 0o 1107 1000 4760 01000 0000 Cz=mm T
Financials Chartfield
Active 114208 cnris| DIStFTE, Dist % 1.000000 1305 Principal Resource, Budget, Account, Program, Class, Fund, Extended, Acct Descr
¥ 0055000100013081500010000 oY TvIT T e oS TOTT—UTTTT Ty eTETTTTT
Active 114340 Chris Dos L] 0.875000 6479 Child Dev Cntr Asst 20024350 00ss 0035A
0.4375 £0.00%  OOSEE10510021010101310000 008E 61051 oo 2101 1000 oooL 12000 0000 Classm Paz
0.4375 50.00% 0095909400021010L01310000 0095 909340 oo 2101 lo00 oooL 12000 0000 Clssrm Par
Active 115397 Chris Dee [} 0.625000 6485 Spee Bd Amst 20005730 0085 00852
0.6250 100.00¢  00S5331000021010221014262 0085 33100 a0 2101 1110 5710 01000 4262 Clzsrm Par
Retive 115439 Chris Doe 0 1.000000 2026 Elem Clsrm Tchr/ESL Sheltered 20005745 0095 00952
1.0000 100.00% 00%5000100011070L14010000 0095 00010 oo 1107 1000 4760 01000 0000 Clsrm Tchr
Active 116569 Chris Doe 0 1.000000 2025 Teacher-Bilingual Bducation 20006232 0085 0095R
1.0000 100.00% 005530L000012070L02010000 0085 30100 oo 1107 1000 1110 01000 0000 Clsmm Tehr
Active 117082 Chris Doe 0 1.000000 6101 School Clerk I 20010802 00905 0095A
1.0000 100.00%  0O0S5000100024011500010000 0095 00010 oo 2401 2700 0000 01000 0000 Clerk OTES

The report is sorted by Salaried and Hourly positions, then by employee in alpha order.

The Personnel Action Request (PAR

Nine different electronic Personnel Action Request or PAR forms are used for different types of position
and employee actions.

Each PAR can be routed individually depending on who needs to approve it and who needs to take
additional action on it. You can track where a PAR is at any time. (See the PAR Search job aid.)

There are six PAR forms dealing with Employee Actions and three PAR forms dealing with Position
Action, as shown below:

Employee Action PARs Position Action PARs
Hire/Rehire » Change Attributes
* Add Concurrent Job » Fill Vacancy
» Assignment Change * Request New
« Salary Change
+ LOA
e Termination
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Approving PARS

Once an initial request for a PAR has been saved, the Site Administrator must review and submit the PAR
to HR for Routing, Approval, and Processing. The system will send an automatic email notification about
the PAR when it needs an approval. The email contains a link that can take you directly to the PAR.

To site admin upon save of PAR:

¥ PAR#: 29520 for Smith Jane requires action - Message (Plain Texkt) - |EI|£|

File Edit View Insert Format  Tools  Actions  Help

& snaalt |21 | windaw
CoRreply | CRiReply to Al | o Forward | LA P SR SRR @ .

From: peoplesoft@sandi.net Sent: Tue 9/13/2005 12:17 PM
To: Heinzelman Adrienne
Cc: Hanna Hanna

Subject:  PAR#: 29520 For Smith Jane requires action

Type a question for help =

This iz a syster-generated message to infarm you that:

The PAR above is ready for your action. CIICk Ilnk to

_ . access the
:;tut;?ff}rronvdeﬂgqéspaﬁclﬁ.Inpelte.;ifeafaeseste}t]:fjgl}j ilﬂ SF?ilr-'{Chm arch_4 PAR that
To access the PAR, please c_lick this link: needS your |
MPONEIT G o Pa e oo approval SRR

If you need additional assistance, please consult the PeopleSoft HR Support Resources list.
http:#prodi3t. sandi.net/dwalassets/HR_Support Contacts. pdf

Please do not reply to this message.

=

The following page shows the step-by-step instructions on how to approve a

Chapter 7
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Step 1

SDUSD PeopleSoft for Site Administrators

Click the link in the email message to open the PAR, the PAR page is displayed.

Hire/Rehire Approvals Position Over Allocation Employees in Position

PARID: 247170 PAR Searcr|  “Empl Grp:| Cerfficated hid Final Approver: SD_H_HR_PAR_ROUTER

Status: | 2-Submit for Approv: s | FEmpl Dept: 0011 o} *Contact Name: Chris Dos
Orig *Oril, Al 110613 <}, Chris Dos *Contact Phone: |G19/457-390% | Ext:
Req: Requestor: i

Submit: 11/30/15 12:48PM  Submitted By: Chris Doe LIEERE
Effective Date  Action Reason
02082015 |[5) [Hire ] INHIL @ New Hire

Otoc Temp Assign End Date: [5] Reason for Hourly/TOC Assignment:

Rehire New Hire

Empl ID

I:lq First Name: | Chris M Last Name: Doe SSN: 380673656

Address: |45 Second Street Phone: |914/256-5562
City: |San Diego State: |[CA Zip: 98000

Email: |cdoe@yahoo.com

Position/Employee Information

Job Share: [] Job Share Emplid:

Enter Position(s) and FTE(s)

DeptID: 0011 Baker Elementary
Location: 0011A Baker Elementary
Job Code: 2000 Regular Teacher
Reporis To: 20008419

1/0011000100011070102010000

Comment History

Position: 20006420 |G, Regular Teacher
TL Calendar: |C10YCERT QCertificated YR 124DAYS

Qver-alloc Emplid: s}
Reason for Overallocation: | ~|

Combination Code Distribution Percent

For HR Use Only
Sal Plan: QL
Grade: Q. Step: Q,

Find First ‘4 10f1 2 Last
FTE:| 1000000 F[=

Max FTE: 1.000000

Class Indc: Ceriificated 10 mo Y

Differential/Spec Comp Info
a HE

11-30-2015 12:51:07 - Chris Doe
This is a test PAR for class.

Add a new comment

4] Next in List £ Add Fi Update/Di

Approvals | Position Over Allocation | Employees in Position

[Gh Return to Search =] Previous in List
Hirea'R |

Step 2

Verify that all pertinent information has been entered and is accurate, (such as Differential, Special Comp,
or temporary as appropriate) then click the Status drop down box and select Submit for Approval from the

list, click &) save |.

The following page will be displayed. The Orig Req field is populated with the date and time of approval.
The PAR will now show up in the Router or Budget Analyst Search Results.

PARID: 217179 AR Search  Empl Grp: Certificated Final Approver: SD_H_HR_PAR_ROUTER
Status: 2-Submit for Approval Empl Dept: 0011 Contact Name: Chris Doe
rig  02/16/16 2:33PMOriginal Requestor: 110618 Chris Doe Contact Phone: 619/467-8909  Ext:
Req:
Submit: 11/30/15 12:48PM Submitted By: Chris Doe Site FAX:
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Searching for a PAR

There are two ways to search for a PAR:
e Personnel Action Request

e PAR Search

Personnel Action Request

Step 1
Navigation: Workforce Administration — Personnel Action Request— Find an Existing Value

Step 2

To search by PAR ID, PAR Type or Status click the drop-down menu for that field to make your
selection. To reduce the number of rows returned in your search, be specific with the search fields. Enter
your DeptID in the Department search field. Click| searen | to view a list of results.

PAR - Personnel Action Request

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

| Find an Existing Value || Add a Mew Value

w Search Criteria

PARID

PAR Type[= | v]
Status|= v|  [i-Initial Request v|
Submit[=_ |

Approver/Processor Rule
Description
Department| begins with ~] /0011

Employee Group|= |

Emplid| begins with s

[ case sensitive

21 LoE

| Search || Clear |Basic Search [& Save Search Criteria

Find an Existing Valug | Add a New Value
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Step 3
Choose the PAR you want to view by clicking the PAR ID link.

PAR - Personnel Action Request

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

| Find an Existing Value || Add a New Value

w Search Criteria

PAR ID[= v |
PAR Type|= | ™
Status|= »|  [1-Initial Reguest w]
Submit|= v | =
Approver/Processor Role | begins with w|| |@
Description| begins with ~|| |
Department|begins with v||DD11 |G,
Employee Group|= | v
Emplid| begins with w|| |@

[ case sensitive

| Search || Clear |Basic Search B Save Search Criteria

Search Results

View All First ‘& 1202 ®) Last

PARID PAR Type Status Submit Orig Req Approver/Processor Role Description Department Employee Group Emplid

217179Hire/RHire Init Regq 11/30/2015 (blank) SD_H_HR_PAR_ROUTER Reguest Approval 0011 Certif 110581
21 “-! Hire/RHire [nit Req 11/30f2015 (blank) SD_H_HR_PAR_ROUTER Request Approval 0011 Certif 1106138

Find an Existing Valug | Add a Mew Value
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PAR page is displayed.

| HirefRehire || Approvals || Position Over Allocation || Employees in Position

PAR ID: 217475 PAR Searct|  “Empl Grp: Final Approver: SD_H_HR_PAR_ROUTER
Status: “Empl Dept: 0011 Q *Contact Name:| CGhris Dos
orig *Original 110618 |CL Chris Doe ~Contact Phone: 61%/467-3309 | Ext:
Req: Requestor:
Submit: 11/30/15 12:45PM  Submitted By: Chris Doe e
Effective Date  Action Reason
[09/08/2015 |5 [Hire V] [NHI | e Hire
[JToc Temp Assign EndDate:]  |5] Reason for Hourly/TOC Assignment: | ~]
Rehire New Hire
Empl ID -
a First Name: mi:[ | Last Name: [Doe |ssn: [239673656 |
Address: 45 Second Street | Phone:[914/256-6562 |
City:[San Diego | state:lca | zip:[93080 |

Email: [cdoe@yahoo.com |

Position/Employee Information

Job Share: [] Job Share Emplia:[  |Q For HR Use Only
salPlan:|  |@
Grade: |:|Q Step:DQ

Enter Position(s) and FTE(s) Find First ‘4 10f1 '/ Last
Position: (20006420 |Q Reguiar Teacher FTE: =
DeptID: D011 Baker Elementary Max FTE: 1.000000
Location: 0011A Baker Elementary TLCalendar: [C10YCERT |QUeriificated YR 134DAYS
Job Code: 2000 Regular Teacher Over-alloc Emplid: |:|O\
Reports To: 20008419 Reason for Overallocation: | v|

Class Indc: Ceriificated 10 mo Y’

Combination Code Distribution Percent Differential/Spec Comp Info

1 0011000100011070102010000 100.000 l:lox =]

Comment History

11-30-2015 12:51:07 - Chris Doe
This is a test PAR for class.

Add a new comment

|[f]Save ||[@h Returnto Search ||+ Previousin List ||45] Nextin List |[Cs Aad

4 Update/Digl

Hire/Rehire | Approvals | Position Owver Allocation | Employees in Position
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PAR Search

The PAR Search page is a powerful search tool that allows you to search on more criteria than the
Personnel Action Request screen. With the PAR Search, you can perform searches on any combination of
the following fields:

Submitter Name

Originator Name (Site Admin or Dept. Head)
PARs with contracts (certificated only)

Last Name

Position Number

PAR Effective Date range

Step 1
Navigation: Workforce Administration — PAR Search

Step 2

As an example, enter a last name in Last Name field and/or type in Employee ID number. Enter an
Effective Date for the PAR(S) you are searching for. Click| search | to view a list of results. Depending
on the criteria you enter, several employees with the same last name and effective date might be displayed.
Choose the correct employee by clicking the Details |ink to view the detailed PAR information.

PAR Search
PAR ID: Position: Q) Effective Date >=:|05/01/2015 |[}] Effective Date <=: 05/04/2015 |[5
Empl 1D: Q Submitted By: Q) Original Requestor: &}

Name: Status: |

Last Mame: |Doe Employee Group:|

Department: o} PAR Type: |

Approver Q Approved:
Role:
Routing Role: Q  Worked: | Clear Seafth Criteria |
[1open New Window when clicking on "Details’ [ Associated Contract
Personalize | Find | View 100 | &Y | E First ‘4 1-11 of 105 ‘*' Last
Details PARID EmplID MName Position Effective Date PAR Type Status Dept Empl Grp Request Date/Time
Details 212895 125333 Chris Doe 05/04/2015 Term Complete 5685 Classified 02/09M15 1:14PM
Details 213012 117616 Chris Doe 05/01/2015 Term Complete 0395 Classified 021915 9:02AM
m 213902 116825 Chris Doe 30006712 05/01/2015 Agsign Chg  Complete 0200 Classified 03/20M15 7:25AM
=“ 214074 116825 Chris Doe 05/01/2015 Sal Chg Complete 0200 Classified 03/24M5 2239PM
Details 214199 150551 Chris Doe 30008532 05/01/2015 Hire/RHire Complete 5481 Classified 03/2715 10:24AM
Details 214200 Doe,Chris| 30006595 05/01/2015 Hire/RHire Complete 5481 Classified 0372715 10:30AM
Details 214202 156719 Chris Doe 30006595 05/01/2015 Hire/RHire Complete 5431 Classified 03/27/15 10:34AM
Details 214207 Doe,Chris 30006597 05/01/2015 Hire/RHire  Complete 5481 Classified 032715 10:43AM
Details 214242 151720 Chris Doe 20012369 05/04/2015 Agsign Chg  Complete 5451 Ceriif 03/30M5 8:27AM
Details 214343 166296 Chris Doe 20006630 05/04/2015 Agsign Chg  Complete 0395 Classified 04/02M15 7:42PM
Details 214373 154070 Chris Doe 05/01/2015 Term Complete 0479 Classified  04/06/15 11:09AM
Chapter 7
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NOTE: If your search criteria is too broad, it could return more rows than the system can display. If an
error message such as the one shown below appears, enter additional criteria to narrow you search.

Message

The criteria you entered will return 1778 rows. Please add more criteria to narrow down your selection. Status Draft was added to your criteria

| OK || Cancel |

How to Check on a PAR

When viewing a PAR, click the | APProvals | tah at the top of the header to see the status.

Chris Doe

Action

Approve
Approve
Approve

Worked
Worked
Worked
Worked
Worked

Hire/Rehire Approvals Position Over Allocation Employees in Position
PARID: {19531 PAR Search Empl Grp:  Classified
» | Status: 5-Complete Empl Dept: 0480

Orig Req:01/07/09 6:30PM Original Requestor: 107496
Submit: 01/06/09 9:30AM Submitted By: Chris Doe
Approval Roles

Created Datetime
SD_H_HR_BUDGET 01/06I09 9:35AM
3D_H_HR_PAR_ROUTER 01/08/09 3:07AM
SD_H_HR_RECRUIT_SPED 01/08/09 2:56PM
Additional Actions

Created Datetime
SD_H_HR_ORIEMTATION 01/08/2009 2:54PMW
SD_H_HR_PC_INFPUT 01122009 12:46PM
SD_H_TL_PAYTL 01132009 9:02AM
SD_H_TL_SAMS_OPERATOR 01132009 9:02AM

Final Approver: S0D_H_HR_PAR_ROUTER
Contact Name: Jane Doe
Contact Phone: 858/273-2021 Ext:

Date/Time

01/08/09 8:08:094M
01/08/09 2:5747FM
01/08/09 3:39:08FM

Date/Time

01/12/09 12:46:41PM
01/13/09 9:02:13AM
01/13/09 12:14:32PW
01/13/09 9:50:33AM

Site FAX: 858

Name

Chris Doe
Chris Doe
Chris Doe

Name

Chris Doe
Chris Doe
Chris Doe
Chris Doe

You can view who has or has not approved or worked the PAR.

—— PAR Status Definitions:

= Draft - When an incomplete PAR is saved. Populate remaining required fields and save to move to

Initial Request.

= Initial Request - When PAR is created by Submitter.
= Submit for Approval - PAR has been reviewed by Site Admin/Dept Head and is ready to be

routed by HR.

» Route for Approval - PAR routed to one or more approver roles for review.
= Route for Processing - PAR routed to one or more processor roles to perform an action.
= Complete - All approvers have approved the PAR and all processors have marked the PAR

“Worked”.
= Cancel - PAR is no longer active.
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Chapter 8 - Resources & Support

Tips & Tricks

Don’t Get Logged Out Unexpectedly! If you think it might take you longer than 15 minutes to complete
your work in PeopleSoft, do the following to ensure the system won’t log you out unexpectedly.

After you log into PeopleSoft and after you click the Financials Supply Chain link, go back to the portal
page (where you signed in) and close that window by its X button in the upper right corner.

SDCS Expense Rules — At the bottom of any Travel Authorization Summary and Expense Report Details
page, you will find a link called SDCS Expense Rules. When you click this link it brings you to a page
with all the district’s rules and policies on eligible expenses. At the bottom of this page you can click
Return to go back to where you left off.

SDizS Expense Bules

Don’t Click the Back Button — A general rule to follow when using any PeopleSoft applications is to

never click the Back button B3 = o your browser window. Doing so can make you lose your work,
and even kick you completely out of the software program. You will always be able to find a menu choice
or other link to click on within the page, to bring you back to the previous page or to other pages.

Help Your Computer Work Better For You - Clearing Your Cache Files

It is important for you to maintain your PeopleSoft application connection so that it remains in optimum
working condition at all times.

To do this, you must complete a quick, simple, routine task every day. The task is called “Clearing Your
Cache Files”.

Cache files are files that are deposited onto your computer’s hard drive every time you click to a new web
page while you’re on the Internet. They are also referred to as Cookies or Temporary Internet Files. They
are generally harmless. But if you ignore them, they pile up every time you use the Internet. They can pile
up so much that it can cause your computer to perform sluggishly, or even start to get weird error messages
that make no sense. So, it’s important for you to clear out all the cache files every day, to make room for the
new ones that will come in.

To clear your cache files in Internet Explorer:

Click the TOOLS menu.

At the bottom of the drop-down menu, click INTERNET OPTIONS.

In the Internet Options window, click the DELETE button (about in the middle).

Be sure there is a checkmark in every checkbox, except leave the checkmark out of the Preserve
Favorites website data checkbox.

5. Click DELETE at the bottom, and wait until it is finished (you’ll know when the indicator goes off
screen).

Click OK at the bottom.

7. Close your browser window and reopen it. This refreshes it completely.

PO

©
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Support - How to Find Assistance

Do not contact the Help Desk for support with PeopleSoft applications. They are not equipped or trained
for PeopleSoft support.

You can get assistance in a number of ways:

Online Resources
Go online to our SDUSD PeopleSoft training web site:
http://www.sandi.net/staff/peoplesoft/peoplesoft-support-resources

There, you can find:

e Custom-designed animated, narrated, interactive video tutorials showing how to do these tasks.

e AnFAQ page.

o Names, emails, and telephone numbers for SMEs (Subject Matter Experts) all around the district
who can help you. These are people in our Accounts Payable, Strategic Sourcing, and Finance
Departments.

e The most up-to-date handbooks and job aids created just for you.

Open Lab Sessions
Occasionally we hold Open Labs, as we are able. An Open Lab is a computer lab classroom at our training
center in San Diego, where you can drop in and receive one-on-one assistance with any of your PeopleSoft
tasks. Open Lab is not a place to receive training. It is a place for already-trained individuals to receive
assistance with questions or any difficulties they experience with using PeopleSoft applications. No
appointments or registrations are required for Open Lab. It is a first-come, first-served, informal session. If
an IT trainer is working with you, and another person is waiting for a turn with the trainer, we must limit
our one-on-one session with you to 15 minutes. Open Labs are posted on our training calendar web page, in
our training website:

Training Calendar (From www.sandiegounified.org, click Staff Portal, sign in with your Employee 1D and
password, click Technical Support & Resources, click PeopleSoft, click Training Opportunities, click
Training Class Calendar).
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