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TOPIC 1-INTRODUCTION

SAM Il HR is a component of the Statewide Advantage for Missouri (SAM II) system that is
specifically designed to support personnel and payroll management activities. It is integrated
with the SAM Il Financial system. The purpose of this course is to provide an introduction to
SAM Il HR. In this topic, you will learn the basic functions and benefits of SAM Il HR.

HR PROCESS

The functionality provided by SAM I1 HR includes the following:
= Position Control

= Employee Maintenance

= Deductions & Benefits

Let us briefly review the benefits of each of the functional areas.
POSITION CONTROL

The HR process begins with establishing and authorizing positions in the Position Control
subsystem. The position record contains title data as well as other attributes such as salary grade,
work location, default accounting data, and payroll group. The effective-dating feature and the
real-time updating capability allow inquiry of the latest position status that controls hiring and
recruitment.

The functions described above will benefit the State of Missouri in making effective decisions
necessary for staff planning, human resource budgetary control, position monitoring, and
position analysis.
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HR PROCESS AND PAY PROCESS l
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HR PROCESS

EMPLOYEE MAINTENANCE

The Employee Maintenance subsystem provides the functions of recording employee
information, hiring employees, performing in-service personnel actions and separating
employees. You must have an approved vacant position before you can hire an employee. Once
a person is hired, the basic information that identifies them is entered into the employee
database. Employee assignment data ties each employee to an authorized position within an
agency/organization. Using the effective-dating feature, the subsystem maintains detailed
records of personnel actions performed on employees.

The functions described above will enable the State of Missouri to view the latest employee
information online. The effective-dating feature allows the recording of a complete history of
changes and updates made to employee records.

HR PROCESS

DEDUCTIONS & BENEFITS

The Employee Benefits subsystem supports the functionality of defining benefit eligibility rules,
identifying a specific benefit option available to an employee, outlining voluntary and non-
voluntary deductions and establishing employee benefits and deductions.

The functions described above will enable the State of Missouri to accurately set up tax
withholding calculations for city, state and federal entities and improve information tracking
regarding employee benefits and deductions.
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PAY PROCESS

The functionality provided by SAM I1 HR includes the following:
= Position Control

= Employee Maintenance

= Benefits and Deductions

= Time and Leave

= Pay

Let us briefly review the benefits of each of the functional areas.
POSITION CONTROL

In addition to entering descriptive information of positions in the HR process, pay parameters are
also entered in the Position Control subsystem to facilitate the pay process. When defining a
position in the Position Control subsystem, the accounting distribution can be assigned to an
employee or employees within this position. In addition, the “Title” entered defines and
identifies the employee’s position and provides a salary range guideline. The “Sub-Title”
determines pay policy, deduction policy and leave policy.

EMPLOYEE MAINTENANCE

The Employee Maintenance subsystem provides the functionality to manage an employee's pay
information. Once an applicant is hired into a position, pay information entered in the Position
Control subsystem will be used automatically on the Employee Maintenance screens unless
overridden. If the position data is not appropriate, the user can override information including
pay parameters. Flexibility in associating an employee with a pay setup is part of maintaining
the employee in the system. The established pay data will then be used in the pay process.

DEDUCTIONS & BENEFITS

The relationship of employee benefits and deductions to specific “policies” established by the
employee’s assignment is an important component. In addition to mandatory tax withholdings,
there are a variety of payroll deductions that may be withheld from each paycheck such as
deferred comp, credit union, saving bonds, etc. All of this information plays a crucial role in
facilitating a pay process.
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PAY PROCESS

TIME AND LEAVE

The time-reporting process in SAM Il HR supports the functionality of entering, correcting, and
viewing time and attendance data at the employee level as well as the pay location level. It also
allows employees to electronically submit leave requests that supervisors subsequently approve.

The functions described above will accommodate time reporting not only for positive-paid
(hourly) employees. Time will also be entered for exception-paid (salaried) employees where
they take leave, earn overtime, or change their accounting distribution information. SAM Il HR
will also implement pay processing on a semi-monthly basis. Accurate time and leave reporting
is critical because it determines the accuracy of employee paychecks generated by the pay
process.

PAY

Using information fed from the subsystems described above, SAM Il HR supports automated
leave accrual and accounting, automated pay calculations, online payroll adjustments and
comprehensive cost accounting capabilities. Payroll processing has activities associated with
individual agencies as well as with the administrative groups in the Office of Administration
(OA).

SAM Il HR enables the State of Missouri to run pay processes on a semi-monthly basis. It will
also maintain detailed and summary payroll history and allow online inquiries.
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SAM Il HR COMPONENTS

This section provides a basic understanding of how information is organized and stored in the
system. SAM Il HR database consists of the following major data components:

e Tables

T fi Transactions . -
¢ [ransactions Reference Inquiries &
e Documents Tables Reports
e Inquiries Documents

Tables are windows containing information that is referenced by a variety of activities in the
system. As part of your work activities, you may use tables to maintain and update information.
Reference tables are used to validate entries in the system. They require a one-time setup and are
maintained by the Office of Administration. “Simple” tables contain multiple table entries;
“complex” tables contain one table entry with more detailed information.

Transactions are used to record and maintain data for an employee or a position. A Transaction
ID is associated with every transaction. If transaction data is accepted, it is immediately written
to the system database; once a transaction is initiated, it is stored on a transaction listing table.

Documents are used to record information specific to an employee’s accounting, pay and leave
activity. They contain time-sensitive data. SAM Il HR validates the data entered in documents
and either accepts or rejects them. Accepted documents update the database immediately;
rejected documents are stored with their associated error messages until deleted or corrected.
Once a document is created, it is stored on a document listing table.

The inquiries component of the system stores position and employee information as well as the
results of each pay period’s calculations. They are used to easily view pertinent data on-line.
Some inquiries contain a summary of cross-reference information taken from several tables,
which allows you to see highlights or information pertaining to a specific topic without having to
open additional windows.
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TOPIC 2 - THE SAM Il HR DESKTOP &
NAVIGATION

The contents of this topic are aimed to provide a basic understanding of security and Workflow,
present the sign-on process and familiarize users with the navigation tools. The visual images
used in the graphical user interface (GUI) of SAM Il HR Desktop are easy to recognize and will
help simplify tasks to be performed.

SECURITY SETUP EXAMPLE: REQUIRING 3 LEVELS OF APPROVAL
(Specific Security Set-Up Will Vary By Agency. Below is a of Sample Security Set-Up and Roles)

Initial User

e Enters transaction/document

e Updates transactions or edits documents

e Updates transactions or runs documents
that do not require approvals.

Second Approver

e Corrects transactions or documents,
if necessary

e Applies second level of approval to
transactions or documents

Third (Final) Approver

e Corrects transactions or
documents, if necessary

e Approve-Updates a
transaction or Approve-
Runs a document.

Center for Management and Professional Development
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SECURITY

SAM Il HR has security features and safeguards built into the software. The security is
structured around business areas and agency or agency/ organization combinations. Users are
assigned security access based on the type of actions they need to take while performing
assigned HR/Payroll activities.

A user enters a unique User ID and Password to connect to SAM Il HR. The system then looks
at this User ID to determine — 1) the business groups to which the user has access; 2) the type of
actions (add, modify, update, approve, view) the user is authorized to perform; and 3) the agency
or agency/organization combination for which the user has authority to view or carry out
assigned tasks.

The “Approvals” in SAM Il HR can be up to five levels. The approvals required for completion
of each transaction or documents are determined based upon the role of that transaction or
document. These are state-wide and apply to all agencies. Who applies the final approvals
varies based upon whether an agency is a UCP or Non-UCP agency. If a transaction or a
document requires five levels of approvals, five “Electronic Signatures” that represent five
approvals must be applied to this transaction or document in order to be processed and accepted
by the system. The approvers can range from agency supervisors to OA authorities depending
upon the policies and procedures for that transaction or document. Approvals are hierarchical in
nature for transactions. In other words, if | can apply a level 3 approval, | can also apply level 1
and level 2.

SAM Il HR transactions and documents are organized by the following security areas. You will
need to identify what type of security is needed for each area when setting up a new user or when
changing the security access of a current user.

» Establish Positions » Maintain Personnel » Timekeeping
Attributes
» Authorize Positions » Establish & Refund > Individual
Deductions Timesheet
» Establish & Maintain » Establish & Maintain » Group Timesheet
Employee Attributes Benefits

A\

Payroll

Center for Management and Professional Development
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Rule-Based Workflow

Automatic routing to aid
in document & transaction
processing.

s Workflow rules are pre-
defined

+» Work Units can be
routed to individual
Worklists

+» Automated
notifications can be
sent via e-mail

¢ Rules can be triggered
from on-line and off-
line processina events
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THE TWO TYPES OF WORKFLOW

Ad hoc Workflow

Internal communication
tool; facilitate table
updates of centrally
maintained tables.

+» Not tied to pre-defined
rules

¢ Subject to Security
Restrictions

+* Route Work Units to
others' Worklists

% Compose SAMII e-mail
message attaching
tables, document,
and/or transactions to e-
mail messages

¢ Attachment security
requirements follow
standard security

¢ Manual routing security
restrictions
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WORKFLOW

Workflow is a SAM Il HR system tool that manages the flow of transactions and documents.
Workflow is used to move transactions or documents from one location to another in order to
facilitate their processing. Rules are defined to automatically move transactions or documents
through the approval chain.

In SAM Il HR, transactions and documents are termed “Work Units.” Items sent via Workflow
appear in an electronic to-do list called a “Worklist” which is also a component of the desktop.

Agencies may set up “Workgroups” to receive and approve certain types of Work Units
(transactions and documents). Work Units sent to a given Workgroup will appear in each
member’s Worklist. If a process action is performed on a Work Unit, it will be removed from
the Worklist of all members and sent to another location. Using Workgroups provides a level of
insurance that items will be processed promptly even when one or another Workgroup member is
absent or focusing on other activities.

Rules are pre-defined and are triggered by online and off-line processing events. The Ad Hoc
feature of Workflow is not tied to pre-defined rules. It allows special and exception routing of
transactions and documents. Manual Routing allows users to send transactions or documents to
their user’s Worklist. Using the e-mail function, users can attach tables, documents, and
transactions and then route them to other SAM 11 users. Recipients must have valid security and
be set up to receive e-mail. Not all SAM Il users will have e-mail authority upon
implementation.

Workflow and Security are two distinct components of SAM Il HR that work together to
streamline the flow and approval of transactions and documents. While Workflow is a tool to
move Work Units from one point to another, security defines the level of authority individuals
have to perform assigned tasks.

Center for Management and Professional Development
Information Technology and Computer Skills Training Page 11



DESKTOP SIGN-ON WINDOW

Deskiop Sigmon |

Uzer D FPSEEOS3

HEEENNEE

Carcel |

FPassward

Enter uzer id and pazsword.

SAM Il HR LOG-ON PROCESS

This section provides the opportunity to sign on to the application server and to access SAM 1l
HR. Our class computers are already signed on to the local network server. Let’s review the
Log-on process.

SAM Il HR DESKTOP SIGN-ON

You will double-click on SAM Il HR Desktop icon on your desktop to launch SAM Il HR. The
Desktop Sign-on window will appear. When you actually sign on, you will be entering the User
ID and initial Password you have been provided.

To log on the first time:

Step1l Double-click SAM Il HR Desktop icon on your PC.
Step2 Inthe USER ID field, type the User ID assigned to you.
Step 3  Inthe PASSWORD field, type the password given to you.
Step4  Click <OK> when completed.

The Server Sign-on window will display the first time you log in.

Center for Management and Professional Development
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SAM Il HR SERVER SIGN-ON

In this class, the Server Sign-on window will NOT appear since this is not the first time the log-
on process has been done using the User ID and Password provided to you. The Server Sign-on
prompt only appears the first time you log on to SAM Il HR. Information provided here is for
future reference. After you complete the steps to sign on to the desktop for the first time at your
respective agencies, you will be prompted to sign on to the server. The USER ID field of the
Server Sign-on window is automatically populated with the User ID you used for the desktop
sign-on. Although the Server Sign-on uses the same password, you are required to enter it
again. Then, you must change your Desktop Sign-on password to something only you will
know.

To access the Change Server Password window:

Step1l Inthe PASSWORD field, type your initial password.
Step2 Click <PASSWORD> when completed.

The Change Server Password window appears.

Change Server Pazsword |

U zerid | PSEE059
Old Pazsword | R
Mew Pazzward | T —
Confirm Mew Passworg [ s

Change I Cancel
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SAM Il HR LOG-ON PROCESS

CHANGE SERVER PASSWORD WINDOW

Again, the Change Server Password window will not appear in this class. When you log on to
SAM Il HR for the first time at your agency, you will be prompted to change your password.
Passwords appear as asterisks (*) to ensure privacy.

Step1l Inthe USERID field, type your User ID.
Step2  Inthe OLD PASSWORD field, type the Password given to you.

Step 3 In the NEW PASSWORD field, type your new Password, something only you will
know. Your new Password must be 6 to 8 characters. It must contain at least one
number and it must begin with a letter.

Step4  Inthe CONFIRM NEW PASSWORD field, enter the Password from Step 3.
Step5 Click <CHANGE>.
The ADVANTAGE Workflow Sign-on window appears.

SAM Il HR WORKFLOW SIGN-ON
After you successfully change your password, the Workflow Sign-on window displays.

To sign on for Workflow e-mail.

Step1l  See Student Card for the data to enter in the USER ID field.
Step2  Leave the PASSWORD field blank.

Step3  Click <OK>.

Note: In production, your Agency Technical Representative will assign the appropriate
Workflow E-mail User ID and can set up a profile so that this sign on window does not appear.

SAM Il HR Desktop appears.

ADVANTAGE WorkHow Sign-on

ADVANTALE Email

zer 1D | Microzoft Outlook,

Fazzword ||

K, I Cancel |

Pleaze enter email uzer id and pazswaord.
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SAM Il HR DESKTOP

NAVIGATOR WINDOW

/ TITLE BAR
1ol
File Actions ‘Window Help < ﬁﬂ* MENU BAR
e BEEE SRS ~rEHEEMND G TREMH & E
i ADVANTAGE Desktop y
m Inbiox @ @ =
+@ Wworklist Mew  Quick Perzonngl Employee Career TOOLBAR
f--@“ GoTao Hire Hire: Actions  Attibutes  Development
B R Esiness feas
+- F Bookmarks
STATUS
b busineszs function(z] in ‘Perzonnel | Double click on buzineszs funchion to open / BAR
|g|| e IR || | s10aM 1107713
¢Title Bar Displays the Desktop title and User ID
¢Menu Bar Displays the menu commands
¢Too|bar Displays quick access to many of the menu commands
¢Status Bar Displays system-generated messages and current date/time
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SAM Il HR DESKTOP

You are now signed on to SAM Il HR Desktop and connected to the system. SAM Il HR
Desktop is the work area where you perform your business activities. The Navigator window of
the system is open.

The Desktop provides the following tools to assist you: the Title Bar, Menu Bar, Toolbar and
Status Bar.

TITLE BAR

B ADVANTAGE Desktop - DMO07 o[ %]

The Title Bar displays the Desktop title and your User ID.

MENU BAR
File Action: Window Help

The Menu Bar displays the dropdown menus available for the active window.

TOOLBAR

> EERRE R XA -EJEENR G ITREH

The Toolbar offers shortcuts to the menu commands. The toolbar buttons allow you to work
efficiently within the system.

STATUS BAR
Ul |7 of 4 POSITION STATUS REQUIRED =] Messages] Tran ID: [425PM |01724/00

The Status Bar, which appears at the bottom of the Desktop, displays system-generated messages
as you do your work and current date and time.

Center for Management and Professional Development
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SAM Il HR DESKTOP

TOOLBAR BUTTONS AND FUNCTION KEYS

Although SAM 11 HR is a menu-driven system, it also offers shortcuts to the menu commands to
allow you to work more efficiently in the system. The most frequently used SAM Il HR
commands can be executed by using one of three diffeent methods: pull-down menus from the
Menu Bar, function keys, and toolbar buttons. As illustrated below, function key shortcuts to
menu commands are found to the right of the menu command (in the menu itself). To execute a
command using a function key, simply press the appropriate combination of keys. To execute a
command using a toolbar button, click on the button with your mouse pointer. Placing the
pointer over the button briefly will show you the full name of any button on the toolbar.

ﬂir'ldl:l'.-'-.' HE:||:|
Tile Chil+F7¥ -~
Cascade EtrI+F84—> Function Keys
Srange et [trlES /

Claze Open Windows Al+FE l

v Toolbar

v 1 Meszages
v 7 Mavigator
Windows. ..
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GO TO WINDOW

_ioix
i File  Actions Window Help =
e EEE B KA ~EJEEMNR G TRE M L E
gy ADVANTAGE Deskiop Code Long Name
- m Inbox
- @ “wiorklist SUSA * Applicant Tranzaction Listing =
+ - @ DSELDFL1 * Default Documet Selection *
+- [ Business Areas SUSF * Docurnent Listing * b
+- &) Bookmarks DSEL * Document Selection *
SUSE * Employee Tranzaction Ligting *
SUS. *Job Motice Tranzaction Listing *
SUSF * Pozition Tranzaction Listing *
TSEL * Tranzaction Selection *
1042 1042-5 Farm
AZF A-21 Activity
a21C A-21 Category
AME A-21 Employes Effort Data
AR A-21 Reporting Period
ACCT Account Type
APRD Accounting Peniod
ACTP ACT Parameter
ACTO ALT Transaction Ophan bl
Open I [Mper with Data I

B33 tem(z] in ' Go To'

| Double click on item o open

| S16AM [11/07113 |
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GO TO WINDOW

The Go To window is one of SAM II’s navigation features. It provides quick access to any
window in SAM Il HR. In this class, we will mainly utilize the Go To function for navigation.
The Go To window is accessed by clicking on the Go To icon in the left panel of the Navigator
window. The Go To window will be displayed in the right panel. The Go To window is a list of
every table, transaction, document, and inquiry in SAM Il HR. Using the Go To window, you
can quickly search for and open any window.

LOCATING WINDOWS USING GO TO

The list in the Go To window can be organized alphabetically by the window “Code” or the
window “Long Name”. To organize the list by code, click on the CODE column header. To
organize the list by long name, click on the LONG NAME column header. To locate a window,
type a code or name in the text box under the appropriate column header. SAM Il HR system
will search while you type. You can narrow your search by clicking on the ‘+’ sign next to the
Go To icon. A list of category folders will appear. Use the ‘+’ signs next to these folders to
access subcategories and shortened window lists.

OPEN AND OPEN WITH DATA
Open button:

Using the <OPEN> button (or double-clicking the highlighted window choice) will open any
window.

Step 1 Click on the Go To icon in the left panel of the Navigator window.
Step 2 Type QXRF in the text box under the CODE column header.

Step 3 Click on the <OPEN> button to open the window. The blank “Employee Roster by
Employee Name” window appears.

Step 4 Select Display: Browse Data to view records.

Center for Management and Professional Development
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GO TO WINDOW

B_Navigator

+ [ Persorinel

= -3l Position Contral

i [Z1 Transaction Listing
[Z1 Pasition Inguinies
[C71 User Defined b
[Z1 Pasition Maintenance

[ Falders

ADFB
[Z71 Position Budget ADFC
[C71 Budget Forecast ADFD

H=
S ADVANTAGE Desktop 2 coke | Long Name

@] Inbox ADD | Employee Address Maintenance
+ - @By Worklist 4210 £-21 Category =]
-|- @ GoTo AME A-21 Employee Effort Data J

[ Custom A2F 221 Activity

i [ Perzonnel A2TR A-21 Reparting Period

+ (21 Applizant Tracking AACC Automatic Leave Accrual

, ..... [T Folders 200 Applicant Addres: Maintenance

¥ [T HR - System Admivistration AATT Applicant Attibute Maintenance

+ +[Z1 HR - System Adrministration AEET .&cc.o.unt Tupe

+ -2 Employee Benefits Activity

ALT Transachon Option
ACT Parameter
Activity Index

Application Access D efinition

Application Access Definition A
Application Access Definiion B
Application Access D efinition
Application Access Definition D

-
Lmnti Comiamikiman T

+ <[ HP - System Administration

| Open with Datal

Open

| E10item(s]in ' Go To"

| Double click on item to open

EMPLOYEE ADDRESS MAINTENANCE (ADDR)

2 Employee Address Maintenance [_ (O]
I ame: | ALLEN, JEMNMY
Emplayes D 010 - 51 - 0245

Effective Date 04 A28 /00

Expiration Date 93 /99 /599

Releaze Home Address @ Yez Mo W Mailing &ddress Same az Home Address
Residency I_
Haorne Addre: tdailing &ddre

|8‘l‘l SYBIL ST. ||

| #205 |
City  |JEFFERSONCITY State [MO | | City | State |
Zip E510T - County W Zip Country I_
Phone [(573 1585 -1234 Ewt |  County |US&
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GO TO WINDOW

Open with Data button:

You can also use the Go To window to transfer common data from one window to another. This
allows you to see related information about a record as you move between tables without
retyping data. For example, you may look up an employee on the Employee Roster by
Employee Name (QXRF). If you wished to see that particular employee’s address, you would
open the Employee Address Maintenance (ADDR) window using the <OPEN WITH DATA>
button. The address record for the employee you looked up on the QXRF will be displayed
automatically.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

With the records visible on the Employee Roster by Employee Name (QXRF)
window, highlight the record for an employee listed by clicking on their name.

Click on the <OPEN NAVIGATOR> toolbar button (far left on the toolbar) to return
to the Go To window. 2

Select the next window by typing ADDR in the CODE column header.

This time, click on the <OPEN WITH DATA> button to open the window. The
window opens and, at the same time, the desired information is carried onto the
screen.

To close all windows on the desktop simultaneously, select Window: Close Open
Windows.

Repeat the steps for the PSMT and the QVER tables.

Center for Management and Professional Development
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BUSINESS AREAS AND BUSINESS FUNCTIONS

B ADYANTAGE Desktop - OETBO00 - [Navigator] -0 x|
gl Fle  Window Help =8| =]

> EEE e KW -EHEENV B TRSE B E

ﬂ %VTHTEL?GE Desktop . @ @

+@ Wworklist Mew Quick Personnel Employee  Caresr
+- @ GoTo N__Hie  Hire  Actions  Attrbutes  Development

= gE Business dreas
FEE r’ s

— 7 4u New Hire
" & Quick Hie BUSINESS
L # Perzonnel Action FUNCTIONS

BUSINESS N\ ------ j Employes Attrib,

AREAS —~— . J

\ - Payul

- Benefits

+ - @ Applicant Tracking
+ . E Position Control
+- & Bookmarks

[

4

q| | »

5 buginess function(z] in ‘Perzonnel’ | Diouble click on buginess function to open

| | [ G21aM [11/0713 |
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BUSINESS AREAS AND BUSINESS FUNCTIONS

SAM Il HR includes Business Areas and Business Functions. Business Areas represent
groupings of work responsibilities. Each Business Area is composed of Business Functions,
which represent specific tasks related to the Business Areas. The Business Functions provide
quick access to the windows you need to perform your tasks.

The following activities will be covered to help you become familiar with Business Areas and
Business Functions:

e Select a Business Area
e Select a Business Function
e Open windows in the Business Function

e Navigate between windows in the Business Function

OPENING A BUSINESS AREA AND BUSINESS FUNCTION
To begin working, open a Business Function for a selected Business Area.

Step 1. Step 1 Click on the ‘+’ sign next to the Business Areas icon in the left panel of
the Navigator window to see the list of available areas.

Step 2. Step 2 Scroll down if necessary and select the Personnel Business Area by
clicking on the icon in the left panel of the Navigator window.

The Business Function icons associated with that Business Area appear in the
right panel of the Navigator window.

Step 3 Open the New Hire Business Function by double-clicking on the icon in the right
panel of the Navigator window.

Center for Management and Professional Development
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BUSINESS AREAS AND BUSINESS FUNCTIONS

Selecting the ""New Hire' Business Function,

ﬁ ADVANTAGE Deskiop 4 =]
M [nbow m I [=]

+- By Wworklist

+ - @ GoTo

5. [ Business fAreas
P &l Bookmarks

Cluick  Personnel  Employes Career
Hire Actiong  Altributes  Developrment

| 5 window(z] in "Mew Hire' | Hire Mew Employee

opens the first associated window (the ESMT):

® ADYANTAGE Desktop - OETS00

File Edit Display Process Window Help
s EEERra KA e-EHEEMNR T TERSH!

Emplaves ID oo - 00 - [W]eg] Appointment |0 I_ Alternate 1D I
Prefix First Middle Last
| | | ABRAM B | GRAGG
Effective Date og A01 f13 Expiration D ate 93 /93 /99 Original &ppt
Job Azsignment l Dates ] Azzignment Attributes ] FPay Parameters ] Ce
Perzonnel Action £ Reazon I MHIRE & | A1 Job Status II:_ Employrnent
Azzighment Tnfarmatior
Agency 375 Organization |13?‘5 EED Full-time
Poszition Murnber I Qoo0001 # Full-time I 1.0000 > ‘Yes
. " Mo
Table Driven Pay Step D
| r
& se Table i
Lot SFfili

" DoMot Use Table
" Selection Required

Application lnfarmatior

Applicant 1D - - Job Matice 1D I

Mavigator ... mlir Close IESMT ADDRE  EMER ATTR TAM
| 88 [[END OF SCaN = wassagazlTran 1D:

Center for Management and Professional Development
Information Technology and Computer Skills Training Page 24



BUSINESS AREAS AND BUSINESS FUNCTIONS

BUSINESS FUNCTION BUTTONS

When you open a Business Function by double-clicking on the icon in the right panel, the first
window associated with that particular Business Function opens and several buttons appear at the
bottom of the window. Each button represents a window included in the Business Function.
You can place your pointer over the window button to see the full name of the window. The
buttons help you navigate to the other windows in the Business Function, as described below.

Click on... To...

Bring the Navigator window to the front of all other open
Wavigator.. | | windows.

Minimize all open windows associated with the current
in Business Function.

Close all windows in the Business Function at once and
Close | exit the Business Function.

Select a window in the Business Function. Each window
[ESMT ADDR EMER is identified by its code. The appearance of the buttons

gives you information about the status of the window.

e In the example in the left column of this table, the
<ESMT?> (Employee Status Maintenance) button is
pushed in and the window name is in bold letters,
indicating that it is currently the active window.

e <ADDR> (Employee Address Maintenance) is in
bold letters, but the button is not pushed in. This
indicates that it is also open, but is not currently the
active window (i.e., it is minimized or open in the
background).

e <EMER> (Emergency Contact Information) is in
plain text, indicating that it is not open.

If there are more window buttons in the Business Function
than can be displayed at one time, use these arrows to
4°*r scroll left or right to see all of the available windows.
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BUSINESS AREAS AND BUSINESS FUNCTIONS

2 ADVANTAGE Desktop - DA134 [_ (O] =]
File Edt Display Process “Window Help

> ERE SR RKEF-EHEENYHITRESH B E

2_Employee Address Maintenance

M= 3
MHame |.¢LLEN,JENNY
Employee ID -51 . 0245
Effective Date 04 17 200 Expiration Date 04 27 200
Private Hame C Yez € Mo % NotApplicable ¥ Mailing Address Same a5 Home Address
Residency I_
Home &ddre: ailing Addre
[B11 SVEIL 5T. |
[#205 |
Ciy  [JEFFERSON CITY State  [MD City | State |
Zip ER10T - County | 051 Zip - Country |
Phone | (573 ] 555 - 1234 Ext I Country | US4
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Application |nformatior
Applicant |0 Job Notice D I
Mavigator... Min  Close ESMT IAI][IR EMER  ATTR TaX
8[| END OF SCaN = essmnag] [1:43PM [05/01/00
B ADVANTAGE Desktop - 0A134 _ (O] x|
File Edit Dizplay Process Window  Help
v EEE R KU rEHEEMNR B TREH B E
2 Emplovee Tax Parameters |_ (O] x|
MName |ALLEN,JENNY
Emplayes 1D -8 - 0245 Appointrent 10 I_
Effective Date 04 417 200 Expiration Date 93 /99 /99
Tax Clazs |1— Marital Statuz——————— [Tax bllowance————————————
Federal Tax IS_ Federal I 1
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State Tax IS_ State I 1
Lazt /-4 File D ate ! 4 Additional State I—1
| Deduction Deduction Effective E xpiration Deduction Deduction ‘
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1
2
3
4
5
Mavigatar ... Min  Cloge

ESMT ADDR EMER ATTR | TAX |

|@||END OF SCaN

= nessages| | 1:44PM | 05/01/00 |
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BUSINESS AREAS AND BUSINESS FUNCTIONS

CARRYING AN ENTRY FORWARD

You can automatically carry forward an entry from one window to another in the Business
Function, similar to the Open with Data command from the Go To window. This allows you to
see related information that was previously entered as you move among the windows in the
Business Function without retyping data.

For example, in the New Hire Business Function, you can see information about a specific
employee as you select each window in the Business Function.

Step 1

Step 2

Step 3

Step 4

Step 5

Enter 000 00 0001 in the EMPLOYEE ID field on the ESMT window.

Select Display: Browse Data from the pull-down menu or click the
<BROWSE DATA> toolbar button.

This action causes the fields on the ESMT to be populated with the employee’s
information.

Open the ADDR window by clicking on the <ADDR> button at the bottom. The
ADDR window opens, displaying information for the employee.

Open the TAX window by clicking on the <TAX> button to see tax information on
the employee.

Click on the <CLOSE> button to exit the Business Function.
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BUSINESS AREAS AND BUSINESS FUNCTIONS

2 Mavigator = (O] =]
oig ADVANTAGE Desktop # =]
g & ¢ B’
* @ Worklist Mew Quick Personnel Emplopee Career
E: -@F GoTo Hire Hire Actions  Attrbutes  Development
=@ Business Areas

1. @ e

&y MewHie

Qf Quick Hire

% Perzonnel Actions
F Employee Attributes

!?’. Career Development
+ e Payroll

+ e Benefits

. e Applicant Tracking

+ e Position Control

4 &) Bookmarks

| 5 buginess function(z] in Personnel | Diouble click on business function ta open

Eil- [N Window Help
2 1nb0x.

W orklist

GoTa

~EHEENR L 2ERE

Cut
Bookmarks LCopy

) Easte i
Save Mavigator e @ @
Save Mavigator on Exit Delete Mew  Quicl

Hirn  Mira
Business Area

Minimize Mavigatar on Selection

Import ...
Save 3
Properties... T
" tes
Change Wiew
=k
° Navigator M=
ga ADVANTAGE Deskiop = , =
B ®agm
- G Worklist WM New OQuick Persornel Emploves areer
- @ GoTo [l Hie Hie  Actons  Attrbutes Development
=) @8 Business fieas - - -
- eFEISDm’\H Business Function Properties
- R Mame: [Mew BF

d HewHie Diescrption: | Mew BF
# Quick Hirs :

®3 Persornel Actors ﬁ
i | Emplopse Attributes

3 Carcer Development
- @ Payrol “window(s).
- @& Benefits || FUEEE
# - @ Applicant Tracking
+ - @ Pasition Control =
@l & Boaload B
[0 window(s)in ‘New BF'

wls
H

4 3

0K | Cancel | App

Center for Management and Professional Development
Information Technology and Computer Skills Training Page 28



BUSINESS AREAS AND BUSINESS FUNCTIONS

ADDING A BUSINESS FUNCTION TO A BUSINESS AREA

Typically, when you sign on to SAM Il HR system, you will open a Business Function and
complete all your work within that Business Function. And, generally, the Business Functions
that you need will be within that particular Business Area. If they’re not, however, you can add
a Business Function to a Business Area. The steps below are provided as a reference if you wish
to edit your Business Areas and Business Functions

Step 1 Click on the “+” sign next to the “Business Areas” icon. Business Areas already
established in the system will be displayed.

Step 2 Highlight one of the Business Areas to which you want to add a Business Function by
clicking once on the book sign next to that Business Area.

Step 3 Select Actions: Business Areas: Insert: Business Function from the pull-down
menus.

Step 4 A new icon named “New BF” will be added. Right click on the icon and select the
Properties. The Business Function Properties window will appear.

Step 5 Enter the NAME and DESCRIPTION of the new Business Function. You may also
change the icon by selecting the <CHANGE ICON> button.

Step 6 Click <APPLY> and <OK>,
Step 7 Click on the Go To icon. A complete list of windows in SAM Il HR will appear.

Step 8 Click and drag the window you want to include from the Go To window to the
business function.

Step 9 The Business Function Properties appear. Click on <OK> to add the window.

Note: You can rearrange the order of the windows by right-clicking on the Business Function,
choosing Properties, and using the arrow keys. To remove a window from the list, select
<DELETE>, again from the Business Function Properties window. You can also delete
Business Functions within the Business Area by right clicking on the Business Function that you
want to delete and selecting the Delete.
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TOPIC 3-REFERENCE TABLES

The purpose of this topic is to define the role of reference tables, learn how to access them and
understand the basic window help features. Reference tables provide information for online
viewing by system users. The basic window Help features provide tools and shortcuts that
allow users to perform tasks efficiently in SAM Il HR.

SIMPLE TABLE: PERSONNEL ACTION REASON (PART)

® ADYANTAGE Desktop - OET800 - [Personnel Action Reason] - |EI|5|
g File Edit Display Modify Window Help -8 x|
PERE S XYY A HEBEYR R P RESH DD |
Action  Effective Expiration Shrt ‘
Code Date Date Description Long D ezcription
1 |Hﬁ“ 0140 93159553 EMERG. APT EMERGEMCY APPOIMTMENT
2 A02 010140 9949959 LMTD TMP APT LIMITED TEMPORARY APPOINTMENT
3 403 010140 939959 TEMP. &PT TEMPORARY &PPOIMTMENT
4 Aa04 00140 9995959 PROW &FT PROVISIONAL APPOINTMENT
] Ala 00140 93159553 ORIGIMAL &PT ORIGIMAL APPOIMTMEMT
g A6 010140 939959 ORIG &PT NE ORIGIMAL &PPT MOM-COMPETITIVE
v AO7 010140 939959 COVERED APPT  COWERED APPOIMTMEMT
a A03 010140 93159553 REIMNST. APFT REIMSTATEMENT APPOINTMENT

3 A0 010740 339339 ORDERED RNST  ORDERED REINSTATEMENT

10 a10 010140 939939 REEMPLOYMEMNT  RE-EMPLOVYEMMNT

il A1 010140 3335339 REEMP/CLS TR RE-EMPLOYMEMT /CLASS TRAMNSFER

12 A12 010140 339339 REEMP/PROM RE-EMPLOYMENT /PROMOTION

13 &13 010140 939939 REEMPAOLDM  RE-EMPLOYMENT AOLUNTARY DEMOTE
14 Al4 010140 3335339 UNCL/E=EMPT UNCLASSIFIED/EXEMPT APPT.

15 A15 010140 333339 TRAMSFER IN TRAMSFER IN

| =] messaaes| [#32am [1107A3

COMPLEX TABLE: TITLE (TITL)
=T

File Edit Display Modify wWindow Help

s ERE B 2RSS -EHEEMNRI D PREEH B E
=101
Title JHooo
Effective Date o7 »01 12 E =piration D ate 93 /93 /99
Short Drescription W Lang Drescription |ACCE|I_INTANT |
Title Group I— Occupational Group Im Grade IW
Job Clazz I— Job Requirernent I— EEQ Jab Categaom IF_
Salary kinirum Im Salary b azirmum IW
I™ Include in EEQ Report ™ Tille Represented by Union ™ PResidency Reguired
¥ Exempt Emploges [FLS& Exempt) ™ Include in&-21
E waluatiory
Evaluation Period B azis Unit Tepe I— Fiating Profile I—
= Driginal Appointment D ate = Daps Length I— Target Title I—
 Pay Progression Start O ate  Months End Date K
 Date in Title LOR TS
& Mone
Uszer Defined Field
#1 [8310 w2 [ 3 [ g [ s [ |
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REFERENCE TABLE OVERVIEW

Reference tables define valid values for transaction and document fields, provide reference data
to other tables and provide data used for processing and reporting.

Tables may be simple or complex. A simple table stores a value or values with related
descriptions. It does not use secondary references from other reference tables. For example, the
Personnel Action Reason (PART) is a simple table. It contains a value, effective date, expiration
date and descriptions.

A complex table is an interactive table. It contains one or more fields that use other table(s) to
verify values used. For example, the “Grade” field on the Title (TITL) table must be completed
with a valid value that exists on the Grade (GRDE) table.

Both complex and simple tables contain the “Effective Date” field that allows tracking of
changes of data by the period of time they remain effective.

MENUS FOR WORKING WITH TABLES

As previously mentioned, tables are storage for information referenced by SAM Il HR, such as
valid codes for making entries on transactions and documents.

As you perform your tasks, you will work extensively with the tables that contain the
information you need. You will also perform lookups to find specific entries in those tables.
SAM 11 HR has hundreds of tables; you will likely use only a small subset of them in your daily
activities.

When you are working in a table window, additional menus appear on SAM Il HR menu bar.
Note the function key combinations that are displayed to the right of the menu commands:

e Display — allows you to view the entries in a table.

¢ Window — allows you to organize and access the open windows on your desktop.
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USING HELP FEATURES IN A REFERENCE
TABLE

SAM Il HR desktop provides online help features to assist you with the window’s content.
Let’s access the Location (LOC) reference table.

Stepl  Open the Go To window.
Step 2 In the CODE field, type LOC and click the <OPEN> button.

The Location table appears. While we are in the Location (LOC) table, let’s use the Online Help
functions to get familiar with the help features and find out information about LOC.

P ADYANTAGE Desktop - DETS00 = ||:

File Edit Display Modify  indow  Help

> EEE ST -cEdEEMNE LT PREH & E
=

Laocation ﬂ—
Effective Date ! ! Expiration [1ate ! !
Short Descripion | Long Description |
Location Tepe D .

& Wik I

" Pay I

™ Both City | Caurity I_
EED Location I— State I_ Zip | - Country I_
Ll zer Fizld I— Location 1zt Phone [ 1 - Eut I—

Location 2nd Phaone [ 1 - Eut I—
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ONLINE HELP

The Help menu assists users by providing information on valid values and other descriptive
information about the system. The basic help features are:

= Desktop Help
=  Window Help
= Field Help
= Find Code

DESKTOP HELP

You can use Help: Help on ADVANTAGE Desktop to find information about how to
customize the toolbar. This section also includes a listing of quick keys for all menu actions.

Step 1 Select Help: Help on ADVANTAGE Desktop to open the main Help window.
Step 2 Click on the topic you are interested in.
Step 3 Click on the X in the upper right corner of the Help window to close it.

WINDOW HELP

You can use Help: Window Help to find information about an entire window and its uses.

Step 1 Open the window about which you want to find more information. In our example,
we will find information about the LOC table.

Step 2 Select Help: Window Help. The Help window opens, describing the window and its
uses.

Step 3 Click on a field name in the Help window for a description of that particular field and
its uses.

Step 4 Close the Help window by clicking on the X in the upper right corner of the window.
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ONLINE HELP

FIELD HELP
You can use Help: Field Help to find information about an entire field and its uses.

Step 1 Place your cursor in the field about which you want to find more information. In our
example, we will find information about the LOCATION field.

Step 2 Select Help: Field Help. The Help window opens, describing the field and its use.
Step 3 Click on the X in the upper right corner of the help window to close it.
FIND CODE

If you are unsure about what type of data belongs in a particular field or what values are valid for
a field, place the cursor inside the field and select Help: Find Code, or select the
<FIND CODE> button on the toolbar. |

The Find Code window appears, providing options for valid values for the field. Find the value
you wish to copy to a table or a document by using the Browse and More Data buttons on the
bottom of the Find Code window. When you locate the value you want, highlight that item and
click on the Select button. The system will return to the window you were working in and place
the selected value in the field you originally designated.

Use the Find Code feature to find out what values can be entered in the COUNTY field on the
Location (LOC) window.

Step1l  Place the cursor in the COUNTY field. Select Help: Find Code from the pull-down
menus. The Find Code on County window opens.

Step2  Enter MO in the STATE field
Step 3  Click the <BROWSE> button at the bottom of the Find Code window.

Step4  Use the <MORE DATA> button at the bottom of the Find Code window to browse
through valid county codes.

Step5 Select a valid value by clicking on it and click <SELECT>. The system returns to the
LOC window and places the selected code in the COUNTY field on the LOC window.
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TOPIC 4 - TRANSACTIONS

The purpose of this topic is to describe the purpose of transactions, familiarize users with the
transaction processing cycle, and learn how to process a transaction. Transactions in SAM Il HR
can add, change, delete, or update information in the database. They are used to record
information on personnel and payroll events, such as the establishment of a new position.

TRANSACTION PROCESSING CYCLE

Open
Transaction and
Enter Data

l

Update the
Transaction

=

If errors are
detected

First User
Applies
Approval

Correct
Errors

)

Final Approver
Applies Approval

Transaction
Accepted by the
System

Center for Management and Professional Development
Information Technology and Computer Skills Training Page 35



TRANSACTIONS OVERVIEW

In SAM Il HR, transactions are used to record and maintain data for employees and positions.
The effective-dating feature of the system supports the ability to retain historic records and hold
future-dated transactions.

The first step in the transaction processing cycle is the opening of the desired transaction window
and entering data. After the information has been entered, the user must update the transaction.
Selecting Process: Update checks for errors in the transaction. If the system detects any errors,
error messages will be generated. The user corrects errors and updates the transaction again.

Once the transaction is error-free, the user applies any authorized approval levels. Depending on
how many levels of approval need to be applied, the transaction may be routed to the next
destination for further approval. Once the final approver applies his/her approval and updates
the transaction, it will be accepted by the system.

The accepted transaction will remain on a suspense file, or Transaction Listing window, for a
period of time. During this time period, the accepted transaction can be reviewed, but not
changed. Suspense files will be covered in Topic 7 of this course.

Some examples of transactions are:

= Position Status Maintenance (PSMT)

= Employment Status Maintenance (ESMT)

= Employee Tax Parameters (TAX)
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POSITION STATUS MAINTENANCE (PSMT)

Title Bar
Menu Bar
B ADY¥ANTAGE Desktop - OETS00 _ o]
ile Edit Display Process ‘Window Help
» EEE R R ~rEHEHEMNR B P RE M B E
Hiead _ioix
eader —>
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Effective Date | ! ! Expiration D ate I ! /!
Shart Dezcription | Long Description |
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Panel —— = | o '
Azsignment Type T able Driven Pay Position Status I
& Permanent  Use Table Budget Prep .
" Temparary " Do Mot Use Table | o S
Location | & Determing by Employes Wl SEMIEE S I
Time Class I Payroll Mumber I Pay Clasz I
Union Local I Title / Sub-title I ! I Title Categary I
Owerride Prafile and Pay
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D [t lzguiiee Salary Minimum I Salary M aximum I
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TRANSACTIONS OVERVIEW

Transactions in SAM Il HR share the following features:

Title Bar — displays the title of the window.

Menu Bar — displays the menu options for the transaction. The following menu options are

on the menu bar.

¢ The Edit menu allows you to make changes specific to the transaction. The Edit

menu also allows you to Track Work In Progress which we will discuss later in this
course.

The Process menu allows you to update, delete, hold, and approve a transaction.
Process menu transaction options are discussed later in this course.

The Window Help option appears on the Help menu. This option displays the
transaction description and the fields that are on that specific transaction.

The Display menu allows you to Browse Data, bring up More Data, and Get Specific
Data.

= Header — contains information that applies to the entire transaction.

= Panel(s)- display the details for each tab of the transaction.

= Status Bar — displays information about transaction processing. In the status bar there is a
messages field which displays messages and the status of the transaction. The transaction
statuses in SAM Il are:

ACCPT: Transaction has been accepted by SAM II. A transaction in accepted status
has updated the database (inquiries and tables).

REJCT: Transaction has errors, and has been rejected by SAM I1.

DELET: Transaction has been deleted, and will be removed during nightly
processing.

HELD: Transaction is on hold.

PD AP: Transaction is awaiting approval(s), or approvals have been applied and the
transaction has not yet been updated (accepted).

PD AH: Transaction was awaiting approval and has been put on hold.
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= RJHD: Transaction was rejected and has been put on hold.

= NT PR: Transaction has not yet been processed, but is on the Suspense File with a
transaction ID. This status will appear when the Process: Update Suspense
command is used.

Note: A transaction in any held status (HELD, PD AH, or RJ HD) must be taken off hold
before any further processing can be done.

Transactions contain numerous types of fields:

= Date fields. Data in these fields are entered in a date format. An example of a date field is
EFFECTIVE DATE.

= Currency fields. Data in these fields are in currency format. When entering data in these
fields, be sure to enter decimals. For example, if you wanted the DEDUCTION AMOUNT
field to read $25.50, you would need to type the two decimal places. For a $25 deduction,
you can enter 25 and the system will add the two decimal places.

= Display-Only fields. The data in these fields are supplied by the system or are inferred from
data entered elsewhere in the system. An example of a display-only field is EXPIRATION
DATE. Display-only fields are always shaded.

= Check Boxes, Radio Buttons, and Drop-down List fields. These fields are used when you
choose from a small list of available choices. Examples of these fields are ASSIGNMENT
TYPE and LABOR DISTRIBUTION OVERRIDE OPTION.
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ACCESSING POSITION STATUS MAINTENANCE

(PSMT) TRANSACTION
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CREATING A TRANSACTION

Let’s assume an agency needs to create a new position. The Position Status Maintenance
(PSMT) transaction is used to create a new position, change the status of an existing position,
and define or change profile attributes of a position.

Let’s open the Position Status Maintenance transaction (PSMT) window and add a new position.

Step 1

Step 2

Step 3

Step 4

Step 5

Open the Go To window.
In the CODE column header, type PSMT and click on the <OPEN> button.
A blank PSMT screen appears.

Enter the following values in the corresponding fields of the Header. To find out
more about each field, use the help features discussed in the previous chapter.

AGENCY - Type 375.
ORGANIZATION — Type 1375.

POSITION NUMBER — SEE STUDENT CARD.
EFFECTIVE DATE — Type TODAY’S DATE.
SHORT DESCRIPTION — Type TRAINING.

Enter the following values in the corresponding fields of the Position Attributes
panel:

ASSIGNMENT TYPE — Select PERMANENT.
TABLE DRIVEN PAY - Select USE TABLE.
POSITION STATUS — Type ACTVA.

CIVIL SERVICE STATUS — Type UCPY.
LOCATION — Type 8CI9E2.

PAYROLL NUMBER — Type A297.

PAY CLASS - Type HRLY.
TITLE/SUB-TITLE — Type 000627 / J1.

Enter the following values in the corresponding fields of the Organization
Information panel:

LABOR DISTRIBUTION OVERRIDE OPTION - Select USE ENTERED
PROFILE.

DISTRIBUTION PROFILE — Type SAMOL1.

Center for Management and Professional Development
Information Technology and Computer Skills Training Page 41



PROCESS MENU ON TRANSACTIONS
_iBix

Fil= Edit Cisplay | Process ‘Window Help

& & Lpdate F&
Lpdate Suspense  Shift+F3

EMR G 2REMN B E

2 position Statu - 10| x|
Delete F9

Agency | Delete Suspense  Shift+F9

Effective Date Hald F11 Date I dHood

Shart Description Take OFF Hold Shift+F11

Position &ttribub Approve Fl&

: LInapprove Shift+F12
Azzignment Tope

{* Pamarent  Approve-Update  Crel+F1Z2
" Temporay  Approve-Delete  Shift+Chrl+F12

Time Clazs

rian Local I Title & Sub-title

Cverride Prafile and Fay
FLSA Statusz FLSA Profile

|
" Eusmpt Grade I Pay Palicy I
" Nor-exempt Leave Policy [ Deduction Palicy |

& :
Mot Required Salary Masimum |

Pozition Status I
Budget Prep I
Civil Service Statuzs I

Pay Clazz I
¢ | Title: Cateqary I

Location

Undo Ctrl+Z

Salany MinimLm

| = desges[Tran 1D: [G4EaM 1170713

Center for Management and Professional Development
Information Technology and Computer Skills Training Page 42



APPROVAL PROCESS FOR TRANSACTIONS

The Process Menu is used to perform all transaction processing.

Update — This command performs three actions. First, approvals that have been
previously applied (if any) will be removed. Second, the transaction will be edited for
errors. Third, if the transaction is error-free, any approvals the user is authorized for will
be applied. If the user has the final level of approval, the transaction will be accepted
(ACCPT).

Update Suspense — This command does not perform any edits. It assigns a transaction
ID number and stores the transaction on the related Suspense File in a status of Not
Processed (NT PR).

Delete — This command deletes accepted (ACCPT) transactions. This command can only
be used on certain transactions and by certain users. Transactions cannot be deleted if a
payroll or other processing has been performed on the transaction.

Delete Suspense — This command deletes transactions that are not accepted and not on
hold off of the related Suspense File.

Hold — This will place a transaction that is not ready to be processed on hold. You can
retrieve the transaction later and make any changes before processing. Held transactions
cannot be processed until taken off hold.

Take Off Hold— This command takes a transaction out of any held status. A transaction
must be taken off of hold before any further processing can be done.

Approve — This command applies all approvals a user is authorized for. Note: The
Process: Approve command does not save changes that were made to the transaction
since the last Process: Update was performed, does not apply any edits to the
transaction, and does not update the database (i.e., does not put the transaction in an
accepted status (ACCPT)).

Unapprove — This command removes any approvals that the user is authorized to apply.

Approve-Update — This command performs the same action as the Process: Approve
command, except that after applying approvals, the database is updated if the user has the
final level of approval (i.e., the transaction is accepted (ACCPT)). Note that this
command also does not save changes and does not apply any edits.

Approve-Delete — This command applies authorized approvals to delete an accepted
transaction. If the user has the final level of approval, the transaction will be deleted.

Undo — This command backs out the effects of a previously accepted transaction. This
command is only available for ESMT transactions Note: The Delete, Approve-Delete,
and Undo commands can only be used in certain situations by authorized users
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POSITION STATUS MAINTENANCE (PSMT)
TRANSACTION
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TRANSACTION APPROVAL PROCESS

You have completed entering the field information for the PSMT and it is time to update and
approve the transaction. Remember that the Process: Update step checks the transactions for
errors.

Step 5 Select Process: Update.

Note that the error message “INVALID PAYROLL NUMBER” appears in the yellow
message bar on the status bar at the bottom of the window.

Step 6 Click on the <MESSAGES> button. Then, double-click on the error message. The
Error Message window will appear displaying an explanation about the error. Read it
and close the window.

Step 7 Correct the error by entering the correct Payroll Number, 375.
Step 8 Select Process: Update.

Once the transaction is free of errors, messages will appear in the yellow message bar at the
bottom of the transaction window telling you that some have been applied, while others are still
pending. In addition, the system will assign a Transaction ID, which is displayed on the status
bar.

The type of transaction and, in some cases, whether or not you are a UCP or Non-UCP agency
determines approval levels required for each transaction. Your ability to apply approvals is
determined by the security profile that you have been assigned. Also, remember that items will
enter and leave your worklist based upon what stage of the editing and approval process the
transaction is in, what your security profile allows you to do, and your agency’s workflow rules.

Step 9 Close the transaction. Workflow will now route the transaction as needed.

Note: For training purposes, you will stop at this point. The instructor will complete the next
step. However, in the “real world”, you would perform one of the following steps to apply
additional levels of approval. Your ability to apply different levels of approval will be
determined by your security profile.
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TRANSACTION APPROVAL PROCESS

Let’s continue to complete the approval process of the PSMT.

Applying Additional but Not Final Approvals

Step 3 Select Process: Approve.
Step4  Close the transaction. Workflow will now route the transaction as needed.
OR

Applying Final Approval

Step 3 Select Process: Approve-Update.

Step 4 Close the transaction.
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TOPIC 5 - DOCUMENTS

The purpose of this topic is to describe the purpose of documents, familiarize users with the
document-processing cycle and learn how to process a document. In SAM Il HR, documents are
used for recording information about timekeeping activities.

DOCUMENT PROCESSING CYCLE

Create Document and Enter
Data

Edit Document

Correct Errors

Next Approver Applies Approval
and Runs the Document

Document Accepted by the
System
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DOCUMENT OVERVIEW

Documents record employee accounting, pay and leave activities. For example, the Current Pay
Period Timesheet (CPER) records time data within the current pay period and the Prior Period
Timesheet (PPER) records time data from the previous pay period.

The first step in the document processing cycle is to create a document and enter appropriate
data. After the information has been entered, the next step is to edit the document for errors.
Selecting the Process: Edit from the pull-down menus checks for errors in the document. If the
system detects any errors, the document will have a rejected status (REJCT). Detail error
messages will also be generated. The user corrects errors and edits the document again.

Once the document is error-free, the document will have a pending status (PEND1, for example),
which means the document is ready for approvals to be applied. The user applies any authorized
approval levels. Based upon how many levels of approvals need to be applied, the document
may be routed to the next destination for further approval.

Once the final approver applies approvals, the status of the document will change to scheduled
(SCHED) which means the document is ready to be run and accepted by the system. If a
document is left with the SCHED status, the document will be automatically picked up and run
by the system during the next nightly cycle.

The final approver can also run the document online so that it will be accepted by the system
instantaneously. Once the document is run, the status of the document will change to accepted
(ACCPT). The accepted document will remain on the Document Listing (SUSF) window for a
period of time. During this time period, the accepted document can be reviewed, but not
changed.

A document can be put on hold. For example, if the user is in the middle of processing a
document and unsure of certain information to enter on the document, a document can be held by
selecting Process: Hold. This document will be retained on the Document Listing (SUSF)
window. Once the user is ready to continue processing the document, this held document may
be retrieved from the Document Listing (SUSF).
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DOCUMENT OVERVIEW

A document window typically contains the following information:
= Title Bar — includes the document ID and the batch ID (if applicable).

= Menu Bar — displays the menu options available for the document. The following menu
options are on the menu bar.

¢ The Edit menu allows you to make changes specific to the document.

¢ The Process menu allows you to edit, run, schedule, approve and unapprove a
document. Process menu document options are discussed later in this class.

¢ The Display menu also appears; however, many of the options are only active if you
are creating a batch or using the Document Listing (SUSF).

= Header panel — contains information that applies to the entire document.

= View Tabs — displays the details for each tab of the document.

= Status Bar — displays information about document processing (document status, error
message information). In the status bar there is a Status field, which displays the status of the

document displayed. The most common statuses in SAM Il are:

¢ ACCPT: Document has been accepted by SAM I1I. A document does not update any
tables until it is in an accepted status.

¢ REJCT: Document has errors, and has been rejected by SAM I1.

¢ DELET: Document has been deleted, and will be removed during nightly processing.
¢ HELD: Document is on hold.

¢ SCHED: Document is scheduled to process during nightly processing.

¢ PEND#: Document is awaiting approval, where # indicates the required level of

approval (1, 2, 3, 4, or 5). For example, a document with a status of PEND3 is
awaiting a third level approval.

Center for Management and Professional Development
Information Technology and Computer Skills Training Page 51



ACCESSING CURRENT PERIOD TIMESHEET
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CREATING A DOCUMENT

Let’s assume a part-time employee worked 4 hours on one day and 5 hours on the next within the
current pay period. This part-time employee’s hours worked need to be recorded in order to get
paid. The Current Period Timesheet (CPER) document window is used to record time worked
and leave taken during the current pay period.

Let’s access the Current Period Timesheet (CPER) document.
Step 9 Open the Go To window.
Step 10  In the CODE column header, type CPER and click the <OPEN> button.

To create a new Current Period Timesheet (CPER) document, complete the following steps on
the BATCH/DOCUMENT ENTRY window.

Step 11  Inthe ORGANIZATION field, type 1375.

Step 12  Press the <TAB> key until the cursor is in the first section of the DOCUMENT ID
field and type 375 (agency code).

Step 13 Type 1375 in the second section of the DOCUMENT ID field (prefix).
Step 14  Select the AUTOMATIC DOCUMENT NUMBERING option.
Step 15  Verify the DOCUMENT ACTION option is NEW and click <OK>.

The blank CPER document opens. Note that the system automatically assigns a document
number on the title bar. Write down your document number.
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CREATING A DOCUMENT

Let’s complete the required information to process the CPER document.

Step 1

Step 2

Step 3

Enter the following values in the corresponding fields of the Header. To find out
more about each field, use the help features discussed in the earlier chapter.

EMPLOYEE ID — SEE STUDENT CARD.

INPUT TOTAL — Type 9.

Enter the following values in the corresponding fields of the Event View panel:
EVENT DATE — SEE STUDENT CARD.

EVENT TYPE — Type RGLR.

AMOUNT - Type 4.

You still need one more line to record overtime hours for the second day. Let’s use
the Edit: Insert Line After function.

Select Edit: Insert Line After. Note that a second line is inserted. Enter
information on the second line. Enter the following values on the second line.

EVENT DATE — SEE STUDENT CARD.
EVENT TYPE - Type RGLR.

AMOUNT — Type 5.
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PROCESS MENU ON DOCUMENTS
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APPROVAL PROCESS FOR DOCUMENTS

Before completing the approval process of the CPER, let’s review some of the Process Menu
commands. The Process Menu is used to perform all document processing.

Edit — This will check a document for errors without updating the database. The system
saves the document to the Document Listing (SUSF).

Run — This will perform all the same checks as when you choose Process: Edit. However, if
the document is error-free and has passed all approvals, the document will be accepted and
the database will be updated.

Schedule — This will register your document for processing during the nightly cycle.

Queue - The State of Missouri does not use this option.

Hold - This will place a document that is not ready to be processed on hold (the document is
saved to the Document Listing). You can retrieve the document later and make any changes
before processing. Held documents are not processed during offline processing.

Save — This will save a document and store it on the Document Listing (SUSF) in a
scheduled status.

Verify - The State of Missouri does not use this option.

Copy Document - Open the Copy Document window to create a new document using the
selected document as a template.

Approve — This will approve the selected document.
Unapprove - Unapprove the selected batch/document.
Display Approvals - Show the approvals applied to the selected batch/document.

Approve and Run — This combines the approval process and the run process so the user will
only have to perform one action. Once the document is run, the status of the document will
change to accepted (ACCPT).

Override - Override any override able error messages on the document.
Remove Overrides - Remove any overrides previously applied to the document.
Delete — This will mark the selected document for deletion.

Undelete - Undelete the selected batch/document.
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APPROVAL PROCESS FOR DOCUMENTS

You have completed entering the field information for the CPER and it is time to edit and
approve the transaction. Remember that the Process: Edit step checks the documents for errors.
Until you edit the document, the status of the document is NEW. The status will change as you
complete the document processing cycle.

Step 4

Step 5

Step 6

Step 7

Step 8

Select Process: Edit.

Note the document is rejected. The error message “1 of 5: Document Errors
Detected” appears in the yellow message bar at the bottom of the window. Also, the
status of the document is now shown as REJCT.

Click on the <MESSAGES> button. You can see that we have several errors on the
document related to the event. For further explanation, you can double click on any
of the error messages. The Error Message Explanation window will appear
displaying an explanation about the error. Read the error explanation(s) and correct
the errors by changing the EVENT TYPE field on both lines to REGLR.

Select Process: Edit. Once the document is free of errors, a message will appear in
the yellow message bar at the bottom of the document window telling you that
approvals are ready to be applied. Also, the status of the document will change to
PENDL.

Select Process: Approve.

The type of document and, in some cases, whether you are UCP or Non-UCP,
determines approval levels required for each document. Your ability to apply
approvals is determined by the security profile that you have been assigned.

The document will move to other worklists based upon the levels of approval that
need to be applied and what your security profile permits.

In this class, the document is routed to the instructor’s worklist. The instructor
applies approvals by selecting Process: Approve. The document is now ready to be
run.

For training purposes, you will stop at this point. The instructor will complete the
next step. However, in the “real world”, the final approver will perform the following
step.
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DOCUMENT READY FOR APPROVAL
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APPROVAL PROCESS FOR DOCUMENTS

Now, the status of the document changes to scheduled (SCHED). This means the document is
ready to be run and accepted by the system. If a document is left with a scheduled status the
document will be automatically picked up and run by the system during the next nightly cycle.
Usually, the final approver runs the document by selecting Process: Run. This step will enable
the document to be instantaneously accepted by the system.

Step 3 Select Process: Run.

After the document has been run, its status changes to “Accepted”. The document will remain
on the Document Listing (SUSF) table for a period of time. During this time period, accepted
documents can be reviewed, but not changed.
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TOPIC 6 - WORKFLOW

The purpose of this topic is to describe how to access and use your worklist. Other workflow
topics such as manual routing and tracking work in progress will also be reviewed.

WORKFLOW AND THE WORKLIST
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WORKFLOW AND THE WORKLIST

Workflow is a tool provided with SAM Il HR to streamline user process flows within the system.
Through the use of pre-defined rules and individual user worklists, Workflow provides the
ability to automatically route transactions or documents that require approval to the appropriate
user.

The worklist is similar to a live “to-do list”. Users may view transactions or documents that have
been routed to them and view the status of each transaction or document. A user may open,
modify and approve the transactions or documents that have been routed to their worklist. You
may also route transactions or documents to a particular user’s worklist using ad-hoc manual
routing. Transactions or documents are automatically routed to worklists, based on pre-defined
Workflow rules. They are also subject to the defined approval and security edits for each user.

Initial users will normally see transactions or documents on their worklists that are either in
progress, contain errors that need correcting, or have been placed on hold. Once a transaction or
document is edited and free of errors, it will route to the worklist of the next approver. If a
transaction or document does not require approvals, it will be considered complete once it is
error free. Once the final level of approval is applied and the transaction or document is
accepted it will be purged from all worklists.

In order for a transaction or document to move from one worklist to another, the user must close
the transaction or document. This will activate Workflow to route the transaction or document
appropriately. For example, you have completed the data entry on a transaction that requires 5
levels of approval. You have the security to enter data and apply the first level of approval. Once
you have completed this process, you would close the transaction. Workflow will now route it to
the correct worklists for the next level of approval.

Items cannot be deleted off a worklist. Remember, a worklist represents transaction or
documents that are in some stage of their processing cycle. To move them from one worklist to
another, the appropriate action must be taken.
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ACCESSING YOUR WORKLIST
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ACCESSING YOUR WORKLIST

Step 1 To access your worklist, click on the Worklist icon in the left panel of the Navigator
window. +- B worklist

To narrow down your search, click on the plus sign (‘+’) next to the “ADVANTAGE
HR” folder icon, and select a folder within. To open a transaction or document on your
worklist, double-click on the line for the transaction or document in the right panel. You
may be prompted to enter your organization code. Enter your organization code and
click OK.

TIPS FOR USING WORKFLOW

Step 2.  Arred transaction or document icon in the far-left column of the worklist denotes a
high priority item. A blue icon denotes a medium or low priority item.

Step 3.  You can sort on any column in the worklist by clicking on the column header. Click
once for an ascending sort or twice for a descending sort.

I_I Date | Lazt zer | YWhork 1D | .-’-'-.ppru:walsl Status |

Step4.  Columns can be resized by placing your mouse pointer over the edge of the column
header. Click and drag right or left to change the width.

Step 5. A transaction or document must be opened before it can be ran or approved.

Step 6.  Clicking the right mouse button in B oo ok Ui
the worklist window gives you the peEn or ’T"
same menu choices that appear in More Ww/ork Units

the Actions: Worklist pull-down £7 Refresh Worklist
menu. #* Floute ‘Work Unit

=

—q? Motify ‘Wiarker

AD-HOC  WORKFLOW (MANUAL

ROUTING)

In addition to normal rule-based (automatic) routing of transactions or documents, Workflow
offers the option of user-initiated routing and notifications. This functionality is useful both for
informational purposes and to facilitate transaction or document processing.
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MANUAL ROUTING

SAM Il HR also offers the option of manually routing a transaction or document. If you have
authorization, you may send any transaction or document in your worklist to someone else’s

worklist.

The transaction or document will remain on both worklists until the status of the

transaction or document is changed. If the transaction or document is changed, Workflow rules
will be applied as soon as it is closed. The transaction or document will then be removed from
both worklists and forwarded to the appropriate individual(s).

To manually route a transaction or document, follow the steps below:

Step 7.

Step 8.

Step 9.

Step 10.

Step 11.

Step 12.

Step 13.

Step 14.
Step 15.

Step 16.

Highlight the transaction or document you wish to route by right-clicking on it in
your worklist.

Select Route Work Unit from the menu that appears.

The New Route window will appear. Note that the ID of the transaction or document
is displayed in the title bar of the window.

Click on the <ADDRESS> button to choose whom to send the message to. The
Address Selection window appears.

You may browse the list of choices on the left by User ID, Last Name, or Email ID,
depending on which radio button you select.

Use the <BROWSE> and <MORE DATA> buttons and the scroll bar to locate the
user(s) you wish to send the message to.

To select a user, highlight the user’s entry and click the <ADD> button. The user
will be added to the Recipients list on the right. You may use the <REMOVE> and
<REMOVE ALL> buttons to remove users you have previously selected.

When you have finished adding recipients, click the <OK> button to return to the
New Message window.

From here, you may change the Priority using the drop-down list.

(Optional) If you wish to attach a text email message to the transaction or document,
check the Notify check box.

Note: The Notify option will only work if the user being notified is set up with
email. In addition, although the Work Unit will appear on the recipient’s worklist
immediately, the email message may not appear in the recipient’s inbox until later.

Click the <SEND> button to send the transaction or document.

NOTE: The copy of the transaction or document that you manually route can be
worked on by the recipient only if they have update authority for that particular
transaction or document.
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TRACKING WORK IN PROGRESS (TWIP)
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TRACKING WORK IN PROGRESS (TWIP)

SAM 1l HR will allow authorized users to check on the status of a transaction or document.
Users who have the transaction or document ID and required security will be able to view
information about the transaction or document. More detailed logging of activity will be
available to the Workflow System Administrators. TWIP shows Workflow history but does not
show who has opened, who has edited, or who has approved a transaction or document.

To track work in progress, follow the steps below:

Step 17.  Using the Go To window, open the Batch/Transaction or document Entry window for
the transaction or document type you wish to track.

Step 18. Enter the agency, organization, and transaction or document ID in the
TRANSACTION OR DOCUMENT ID field and click on the <OPEN> radio
button.

Step 19. Click <OK> to open the transaction or document.

Step 20. Select Edit: Track Work in Progress from the pull-down menus. The Work Unit
Status window opens.

Header Information: The header has several fields that contain information pertaining to the
transaction or document and its last rule-based route. It will list the Work Type (transaction or
document type), submitting Agency, ldentifier (transaction or document ID), Current Status,
Approval Status and Last Route information, including when it was last routed and to whom it
has be assigned. It will also give Workflow-specific information that is helpful for
administration of Workflow, such as the Current Stage and Rule Name that was responsible for
the last route.

Detail Information: This section will give details on all the activity of the transaction or
document. It will list the Workflow Stage and Rule Name followed by an arrow symbol for
Route or an envelope symbol for Notify, the Destination, date and status.

Clicking the Summary button will display header information only. Checking the Notifications
check box will display notification details. The Refresh button refreshes the screen. The Close
button closes the Work Unit Status window and returns you to the transaction or document.
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TOPIC 7 - SUSPENSE FILES

This topic describes the use of suspense files in the processing of transactions and documents.
How to find, narrow a search, determining the status and accessing transactions or documents
will be reviewed.
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PSHT 375 1375 000001 110416524560 ACCPT Ut 110413

PSHT 375 1375 0000012 112109511200 ACCPT Ut 112113

PSHT 375 1375 0000013 110416531483 ACCPT Uy 110413

PSHT 375 1375 0000014 112109523164 ACCPT Uy 112013

PSMT 375 1375 0000015 110416534814 ACCPT U vy 110413

PSHT 375 1375 0000016 112109532316 ACCPT Ut 112013

PSHT 375 1375 0000017 110416542106 ACCPT Ut 110413

PSHT 375 1375 0000018 112103542210 ACCPT Ut 112013

PSHT 375 1375 0000013 110416562346 ACCPT Uy 110413

PSHT 375 1375 0000020 112109550874 ACCPT Uy 112013

PSHT 375 1375 0000021 112109450837 ACCPT Uy 112013

PSHT 375 1375 0000022 112109575095 ACCPT Ut 112013

PSHT 375 1375 0000023 112103470330 ACCPT Ut 112013

PSHT 375 1375 0000024 112103592081 ACCPT Ut 112013

PSMT 375 1375 0000030 120413164781 FD &P U vrasa 120413

PSHT 375 1375 0000030 121313271983 FDAP U vvAsA 121313

PSHT 375 1375 0000031 120414040846 FDAP U vvAsA 120413

4] |

[ e e Open .. MewSelection... | ClearSelection

= b [ | 3P [12A3773 |
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SUSPENSE FILES

The Suspense Files provide a record of all transactions and documents that are waiting to be
processed in SAM Il HR. You can access the Suspense Files that contain the specific
information you need. For example, if you wanted to look up information about a specific
Current Period Time Sheet (CPER), you would access the Document Listing (SUSF). However,
if you wanted to get information about a Position Status Maintenance transaction, you would
access the Position Transaction Listing (SUSP).

Suspense Files contain all documents that are awaiting final processing regardless of their status.
For example, documents that are awaiting error correction, needing approvals to be applied, on
hold, or awaiting processing by the next appropriate nightly system cycle will all be contained on
a Suspense File.

Suspense Files provide an alternative way of accessing transactions and documents without using
Workflow. If you want to see how many Position Authorizations are in progress for your agency
or if you need help approving transactions because someone is out sick, the Suspense Files
provide methods for you to do this.

Accepted transactions will remain on the specific Suspense File for a period of time. While
Suspense Files vary slightly depending upon what you are specifically accessing, some common
features include:

= BROWSE - Views transactions remaining on the Position.

= REFRESH - Displays the current entries again (to see if a transaction status has
changed).

= OPEN - Opens transactions.

= NEW SELECTION - Opens the Transaction Selection window, where you can specify
the attributes of the documents to be displayed.
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SUSPENSE FILES

The number of approval levels required and their current status will be displayed in the
Approvals field on both the Suspense File as well as Workflow work list. The Approvals field
has five characters, each representing one of the five available approval levels. The following
explains the meaning of the various values you will see in the Approvals field for documents.

= 0 - The approval level is not required, or the document is not yet ready for approval.
= A-The approval level is required and has not been applied (still pending).
= Y -The approval level is required and has been applied.

Below are some examples of what you might see in the Approvals field, along with their
meanings and possible document statuses.

= (00000 - No approvals required, or document is not yet ready for approval. Status:
SCHED, REJCT, or ACCPT.

= AA000 - Document requires two levels of approval. Neither has been applied. Status:
PENDL1.

= YAAO00 - Document requires three levels of approval. Level 1 has been applied.
Status: PEND2.

p—

2 ADYANTAGE Desktop - OET800 - [Position Transaction Listing]
ma File  Edit  Display ‘window Help

> BERE BSrmmr oS HEE MR D RS EH DaE
Search
Tran Type Agency Organization Foszition Mumber & Fr' Tranzaction 1D
| PSMT | 375 | 1375 | |
Tran Foszition E ity L.ﬁ
Type Agency  Oign Mumber # FY Transaction ID Status Action  Approwvals Date C
PSMT 7S 1375 ooooooz 103013445371 ACCPT u asand 103013 10
PSHT 375 1375 0000003 103116402617 ACCPT 0] asand 103113 10
PSHT 375 1375 oooooo4 103116411852 ACCET U haaans 103112 10
PSMT 375 1375 0000005 110416485267 ACCET U hasand 11 04132 11
PSMT 7S 1375 0000o0o0s 112109402713 ACCPT u asand 112113 11
PSHT 375 1375 0000007 110416502700 ACCPT 0] asand 11 0413 11
PSHT 375 1375 oooooos 112109451170 ACCET U haaans 11 2112 11
PSMT 375 1375 oooooos 110416520917 ACCET U hasand 11 04132 11
PSMT 7S 1375 ooooo1 o 112109502684 ACCPT u asand 112113 11
PSHT 375 1375 o000 1 110416524560 ACCPT 0] asand 11 0413 11
PSHT 375 1375 ooooot 2 112108511200 ACCET U haaans 11 2112 11
PSMT 375 1375 o000t 32 110416531423 ACCET U hasand 11 04132 11
PSHT 375 1375 oooo0o1 4 112109523164 ACCET u YT 11 2113 11
PSHT 375 1375 0000015 110416534814 ACCPT 0] asand 11 0413 11
PSHMT 375 1375 000001 & 112109532316 ACCPT 0] haaand 112113 11
PSMT 375 1375 ooooot1 7 110416542106 ACCET U hasand 11 04132 11
PSHT 375 1375 0000012 112109542210 ACCET u YT 11 2113 11
PSHT 375 1375 0000019 110416562946 ACCPT 0] asand 11 0413 11
PSHMT 375 1375 0000020 112109550874 ACCPT 0] haaand 112113 11
PSMT 375 1375 oooooz1 112109460837 ACCET U hasand 112112 11
PSHT 375 1375 ooooozz 112109575095 ACCET u YT 11 2113 11
PSHT 375 1375 0000023 112109470390 ACCPT 0] asand 11 2113 11
PSHMT 375 1375 0000024 112109552081 ACCPT 0] haaand 112113 11
PSMT 375 1375 ooooo3z0 120413164781 FD &P U ST A, 1204132 1z
PSHT 375 1375 00000320 121313271983 FD apP u T, 121313 12
PSHT 375 1375 0000031 120414040846 FD &P 0] T A, 120413 12
< | |
Browse I tdiore Data I Fefresh I Open ... I Mew Selection . I Clear Selection I
||
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SUSPENSE FILES

Now let’s review the approval levels for transactions. The following explains the meaning of the
various values you will see in the Approvals field on the transaction suspense files.

= Blank - The approval level is not required, or the transaction is not yet ready for
approval.

= A-The approval level is required and has not been applied (still pending).
= Y -The approval level is required and has been applied.

Below are some examples of what you might see in the Approvals field, along with their
meanings and possible transaction statuses.

= Blank - No approvals required, or transaction is not yet ready for approval. Status:
REJCT, ACCPT, HELD.

= AA - Transaction requires two levels of approval. Neither has been applied. Status:
PD AP.

= YAA - Transaction requires three levels of approval. Level 1 has been applied.
Status: PD AP.

= YY A - Transaction requires three levels of approval. Approvals 1 and 2 have been
applied. Approval level 4 is still pending. Status: PD AP.

Users may have one or multiple levels of approval. If a user with multiple approval levels
applies an approval to a transaction, all the approval levels that user holds are applied. For
example, if a transaction requires 3 levels of approval (AAA—PD AP), and a user authorized for
levels 1 and 2 applies approval to the transaction, the transaction will stay in a PD AP status
(YYA).
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DOCUMENT LISTING (SUSF)

Let’s access the SUSF file and find a CPER.

Step 1

Step 2

Open the Go To window.

In the CODE field, type SUSF and press the <OPEN> button. The Document
Listing (SUSF) screen appears.

You will notice that documents appear in alphabetical order and then by organization. Let’s
review the following fields and how they can be used to narrow your search.

Step 3

Step 4

Enter the following values:

ORGANIZATION -- Conditional. Enter the organization to be associated with the
document you wish to create or open, if required for your security profile. Type
1375

DOCUMENT ID -- Optional. You may specify the first document ID to be listed by
specifying a document ID. The first field represents the document type, the second is
the agency, and the third is the document number. Type “CPER” in the first field.
Type 375 in the second field.

The USER ID field on the SUSF also makes possible an easy identification of your
document.

Click on the <BROWSE> button at the bottom of the screen.
Your CPER document will appear.

2 ADYANTAGE Desktop - DETB00 - [Document Listing]

i F

ile  Edit Display Process ‘Window Help
A EE ST e~E A EE MR TERSEH D E
Organization [ 1375
Batch ID Documen tID Status Frocess Dats
I JCPER |375 || | |

Batch Batch Batch Do Doc Doc
Tupe Agency  Number Tvpe Agency  Mumber

CPER 375 137500000007 PENDZ  wvADD 121312 DETE

New I Open Browse e Data Refresh Mew Selection Clear Selection
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DOCUMENT LISTING (SUSF)

Step 5

Step 6

Step 7:

Let’s review the fields in the header section.

ORGANIZATION -- Conditional. Enter the organization to be associated with the
document you wish to create or open, if required for your security profile.

BATCH ID -- Optional. You may specify a batch to be listed by specifying a batch
ID.

DOCUMENT ID -- Optional. You may specify the first document ID to be listed by
specifying a document ID.

STATUS -- Optional. You may limit the list of documents by specifying a document
status. If no value is entered, documents with all statuses will be displayed

PROCESS DATE -- Optional. You may limit the list of documents by specifying a
process date. Only documents with the process date you entered will be displayed
Let’s review the fields in the list area section.

BATCH TYPE -- Inferred. The transaction code used to identify the batch is
displayed

BATCH AGENCY -- Inferred. The agency to which the batch belongs is displayed

BATCH NUMBER -- Inferred. Unique identifier for the record that the system can
easily access and refer to during processing and future queries

DOC TYPE --Inferred. The code used to identify the document type is displayed.
DOC AGENCY -- Inferred. The agency of the document is displayed
DOC NUMBER -- Inferred. The number of the document is displayed.

Let’s continue to review the fields in the list area section.
STATUS - Inferred. The status of the suspended document is displayed

APPROVALS -- Inferred. The required approval levels and statuses of the
document are displayed.

LAST DATE -- Inferred. The last date that the document was updated is displayed

LAST USER -- Inferred. The identification number of the last user to update the
document is displayed

PROCESS DATE - Optional. Only used for certain events that are discussed in
Topic 7 of the Time and Leave training manual.
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DOCUMENT LISTING (SUSF): Using the Document
Selection Window

The Document Selection window provides another way to find and open documents on the
Document Listing (SUSF). Using Document Selection, you can specify search criteria to find
certain types of documents. For example, you could use Document Selection to find only
Current Period Timesheets (CPER) for your agency with a status of HELD.

Document Selection offers more detailed search criteria than just browsing for a partial
document ID from SUSF. This is useful because it allows you to selectively list only a few
documents from a potentially large list of documents.

It is quite possible that you will have a “usual” set of selection criteria, depending upon your job
role. For example, every morning you might want to list a set of documents pending your
approval. Document Selection provides a feature to specify this selection criteria (or “profile”),
save it, change it and use it for displaying documents in the future.

Step 8.  To open the Document Selection window, click on the New Selection button from the
Document Listing.

The window opens for you to enter the search criteria.

Document Selection |

Agencyiesz] ||

Document Type(s] | III
Approvalz 1 a2z 4 05
Status(es) | III
Latezt Date ! !

Initial Uzer 10z |

Latest Uzer ID[z] |

Find I Ealidatel Save | Laad Clear | Cancel |

| IInable to L oad Document Selections =
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DOCUMENT LISTING (SUSF): Using the Document
Selection Window

Let’s review the options on the Document Selection Window.

Use.... To....

Return to the Document Listing (SUSF) and
Inferred those documents that meet the criteria
specified in the Document Selection window.

Find

Validate the values specified in the Document
Walidate Selection window. If there are errors (an invalid
User ID, for example), they will be displayed on
the status bar. *

Save Save your Document Selection criteria. Saved
criteria can be loaded later.

Lot Load previously saved Document Selection criteria.

Clear Clear the values currently entered in the Document
Selection window.

i REE I B

Cancel Return to the Document Listing (SUSF) without
using any selection criteria.

*Validation of values entered is not required.

Now, let’s use the Document Selection Window to search on SUSF.

Step 9.  You can use the Agency(ies) field to specify a single agency or multiple agencies
where the documents have been created. If you are entering more than one agency,
separate each agency code with a semicolon. For our example, type 375 in the
Agency(ies) field.

Step 10. To choose specific types of documents to view, click on the arrow next to the
Document Type(s) field. 8

The Select Choices window opens, listing all available document types.
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DOCUMENT LISTING (SUSF): Using the Document
Selection Window

Step 11.

Step 12.

Step 13.

Click on the Code radio button to view the list of available choices by document
code.

Scroll through the list on the left until you find CPER. Click on the value to highlight
it and click the Add button.

CPER will be displayed in the Selected Choices list on the right side of the window.

Note: To select all of the documents, use the Add All button. To remove a
document from the Selected Choices list, highlight the document and click the
Remove button. To remove all of the selected documents, use the Remove All
button.

Click on the OK button to return to the Document Selection window. Your
document values are displayed in the Document Type(s) field, separated by
semicolons.

You may also use the following criteria if desired:

Step 14.

Step 15.

Step 16.

Step 17.

Step 18.

Step 19.

Statuses—Use this field to specify documents in a certain status.

Approvals—Use these checkboxes to specify documents pending certain approval
levels.

Latest Date—USse this field to enter a date on which desired documents were last
processed.

Initial User ID(s)—Use this field to specify documents initiated by a particular user
or users. Separate multiple user IDs with a semicolon.

Latest User ID(s)—Use this field to specify documents last processed by a particular
user or users. Separate multiple user IDs with a semicolon.

Click on the Find button. The Document Listing appears, displaying only the
documents that meet the criteria you specified.

Now, let’s review the Position Transaction Listing (SUSP) window.
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POSITION TRANSACTION LISTING (SUSP)

The Position Transaction Listing (SUSP) window contains information on transactions related to
Position Control that are in process. There are Suspense Files for the different functional areas
within SAM Il HR/Payroll.

Step 1 Open the Go To window.

Step 2 In the CODE field, type SUSP and click the <OPEN> button. The Position
Transaction Listing (SUSP) screen appears.

You will notice that transactions specific to Position Control are displayed in alphabetical order
by transaction type and then by agency number. You can narrow your search by entering values
in header fields.

Step 3 Enter the following value:
TRAN TYPE — Type PSMT
AGENCY - Type 375
ORGANIZATION — Type 1375
Step 4 Click on the <BROWSE> button at the bottom of the screen.
Step 5 The PSMT transaction you are looking for will appear. Double-click on it to open it.

Step 6 Close the PSMT.

2 ADY¥ANTAGE Desktop - DET800 - [Position Transaction Listing] =& x|
iy Fle Edit Display Window Help =E =]
s EEE RS b UA-EdEENR L PREEH GG
Tran Type Agency Organization Position Number / Y’ Transaction 1D
PSHT 375 1375 | |
Tran Pasition Entry LaJ
Type  Agency Orgn  MNumber/FY  Transaction ID Status Action  Approvals  Date D
u 103013
PSMT 375 1375 0000002 103013445371 ACCPT U YAy 108013 10
PSMT 375 1375 0000003 103116402617 ACCPT U oYY 103113 10
PSMT 375 1375 0000004 103116411858 ACCPT U oYY 103113 10
PSMT 375 1375 0000005 110416485267 ACCPT Uy 110413 11
PSMT 375 1375 0000006 112103402713 ACCPT Uy 1123 11
PSMT 375 1375 0000007 110418502700 ACCPT Uy 110413 11
PSMT 375 1375 0000008 112109491170 ACCPT Uy 1213 11
PSMT 375 1375 0000003 110418520817 ACCPT U vraY 110413 11
PSMT 375 1375 0000010 112109502684 ACCPT Uy 1213 11
PSMT 375 1375 000001 110418524560 ACCPT U oYt 110413 11
PSMT 375 1375 0000012 112109511200 ACCPT Uy 1123 11
PSMT 375 1375 0000013 110416531483 ACCPT Uy 110413 11
PSMT 375 1375 0000014 112109523164 ACCPT Uy 11213 11
PSMT 375 1375 0000015 1104168534814 ACCPT U vraY 110413 11
PSMT 375 1375 0000016 112109532316 ACCPT Uy 1213 11
PSMT 375 1375 0000017 1104168542108 ACCPT U vraY 110413 11
PSMT 375 1375 0000018 112109542210 ACCPT Uy 1123 11
PSMT 375 1375 0000013 1104168562346 ACCPT Uy 110413 11
PSMT 375 1375 0000020 112109550874 ACCPT Uy 1123 11
PSMT 375 1375 0000021 112109450837 ACCPT Uy 1213 11
PSMT 375 1375 0000022 112109575085 ACCPT Uy 1213 11
PSMT 375 1375 0000023 112109470330 ACCPT Uy 1213 11
PSMT 375 1375 0000024 112109592081 ACCPT Uy 112113 11
PSMT 375 1375 0000030 120413164781 FD AP U vvasA 120413 12
PSMT 375 1375 0000030 121313271989 FD AP U vvasA 121313 12
PSMT 375 1375 0000031 120414040846 FD 4P U vyssA 120413 12
! | 2
Buowse | HeeDas | Refiesh Open .. MewSeloion.. | Cemsecsion |
| = i | [Fazem [12nas |
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DOCUMENT LISTING (SUSE)

Let’s access the SUSE file and find all ESMT’s on the suspense file for agency 010.

Step 7

Step 8

Open the Go To window.

In the CODE field, type SUSE and press the <OPEN> button. The Document
Listing (SUSF) screen appears.

You will notice that documents appear in alphabetical order and then by organization. Let’s
review the following fields and how they can be used to narrow your search.

Step 9

Step 10

Enter the following values:

ORGANIZATION -- Conditional. Enter the organization to be associated with the
document you wish to create or open, if required for your security profile. Type
1375

DOCUMENT ID -- Optional. You may specify the first document ID to be listed by
specifying a document ID. The first field represents the document type, the second is
the agency, and the third is the document number. Type “CPER” in the first field.
Type “375” in the second field.

The USER ID field on the SUSF also makes possible an easy identification of your
document.

Click on the <BROWSE> button at the bottom of the screen.

2 ADY¥ANTAGE Desktop - OET800 - [Employee Transaction Listing]

i File Edit Display ‘Window Help
> EEE SR rElEENR D TREMH L E
Search
Access the SUSE
L — - window and use the
Tran Appt Home Entry H
Employee I o] Agency  Status NeW SE|ECtI0n fea.tu re
000 00 0001 375 U YT
ESMT 00000 0002 10311 375 ACCPT u vy 103113 to ﬁnd all ESMT’S on
ESMT 00000 0003 103116470305 375 ACCPT U ey 103113 th f I f
ESMT 00000 0004 110416381535 375 ACCPT U ey 110413
ESMT 00000 0005 112109335692 375 ACCPT U ey 112113 € Suspense lieTor
ESMT 00000 0005 112110324008 35 ACCPT U ey 112113
ESMT 00000 0007 112110384436 375 ACCPT u ey 112112 agen Cy 375 .
ESMT 00000 0008 112110472803 375 ACCPT U ey 112113
ESMT 00000 0009 112110523066 75 ACCPT u ey 112113
ESMT 000000010 112110572367 375 ACCPT U ey 112113
ESMT 00000 0011 112111010324 375 ACCPT U ey 112113
ESMT 00000 00712 112111043119 375 ACCPT U ey 112113
ESMT 000000015 112111140214 35 ACCPT U ey 112113
ESMT 00000 0016 112111171407 375 ACCPT u ey 112112
ESMT 00000 0017 112111200671 375 ACCPT U vy 112113
ESMT 000000018 112111225665 375 ACCPT u ey 112112
ESMT 00001 0000 103115254338 375 ACCPT U ey 103113
ESMT 00002 0000 103116322268 375 ACCPT U ey 103113
ESMT 00003 0000 103116484142 375 ACCPT U ey 103113
ESMT 00004 0000 110416421772 35 ACCPT U ey 110413
ESMT 00005 0000 112109355731 35 ACCPT U ey 112112
ESMT 00006 0000 112110341925 375 ACCPT U vy 112113
ESMT 00007 0000 1121104715820 375 ACCPT u ey 112112
ESMT 000080000 112110431812 375 ACCPT U ey 112113
ESMT 00003 0000 112110545719 375 ACCPT U ey 112113
ESMT 00010 0000 112110582432 375 ACCPT U ey 112113
ESMT 00011 0000 112111022189 375 ACCPT U ey 112113
ESMT 000120000 112111060286 35 ACCPT U ey 112112
ESMT 000130000 112111081937 35 ACCPT U ey 112113
ESMT 00014 0000 112111113692 375 ACCPT u ey 1121 13—
4| | >
Browse I More Data Refresh | Open ... Mew Selection .. | Clear Selection I
|
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TOPIC 8 - INQUIRIES

The purpose of this topic is to describe the purpose of inquiries, understand how inquiry
windows get updated and learn how to access HR/Payroll information using inquiries. SAM 1l
HR inquiries provide users with access to reporting information stored in the application
database.

INQUIRY OVERVIEW

Inquiry windows allow online viewing of HR/Payroll information. Some inquiries contain cross-
reference information taken from several windows. This allows users to see highlights or
information pertaining to a specific topic without having to open additional windows. For
example, if you do not know a title code for a particular position, you can look it up in a table.

Moreover, inquiries provide information used for management reporting. Inquiry windows are
automatically updated with data as a result of transaction or document processing. Users cannot
change inquiry windows since the purpose of inquiries is to provide reference information for
online viewing of current data by system users.

Some examples of inquiry windows are:

= Employee Roster by Employee Name (QXRF)

= Position Roster (QPSR)

= |ssued Checks/Advices (QISS)

= Employment Verification (QVER)

The security profile dictates the groups of inquiry windows that a user can access.
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ACCESSING INQUIRY WINDOWS

There are several ways to find information about HR/Payroll processing. Inquiry windows, on-
line reports, and data warehouse reports can all be used to view data. In the previous chapters,
you processed a PSMT transaction and a CPER document. Accepted transactions and
documents update inquiry windows, on-line reports and data warehouse reports. Though
viewing of some reports will be restricted to certain users, inquiry windows can be viewed by
anyone. Inquiry windows can be accessed using the Go To window as well as established
Business Areas. Let’s view some of the inquiry windows that are updated by the PSMT
transaction and the CPER document.

Roster by Employee Name (QXRF)

The Employee Roster By Employee Name (QXRF) window is used to display a list of all
employees and basic information for each employee sorted by employee name. You can enter an
employee’s name to begin the list at a specific employee. Selection Criteria: Employee Name

! ADYANTAGE Desktop - DETS00 - [Employee Roster by Employee Name]

g il Edt Display Window Help

sERR GG XY -EHEE OV IREHA BT

Altemate  Appointment Pay Wark
||| Employee Name Employee D D D Statuz Title Agency  Organization Location  Location
1 ) 000 12 0000 1 000312 KT K 8C19E2  BCI%EZ
2 || BLANFORD,JIME, 000 00 0m7 1 000413 13 8C13E2  BCI%E2
4 || CHAPPEL, GLORIAH 000 23 0000 1 009700 i 13 8C13E2  BCIE2
4 || COMPTOM, M&RILYM N 000 22 0000 1 009707 i 13 8C13E2  BCI9EZ
5 || COUCHMAM, DALAE 000 18 0000 1 000413 3 13 8C13E2  BCIEZ
b || DELAHAMTY, LUCIEM M 000 000003 1 000023 35 137 8C1%E2  BCI9EZ
7 || DISCHER, FUMIKO G 00017 0000 1 000413 3B 137 8192 BCIEZ
8 | DRaY,MURR&Y N 000 00 0007 1 000412 13 8C13E2  BCI%E2
3 || DULIN,G&RYH 000 00 0008 1 000412 i 13 8C13E2  BCIE2
10| EATON, GILBERTOH 000 00 0004 1 000023 i 13 8C13E2  BCI9EZ
17 || EHRLICH,ERASMO F (00 00 0005 1 000004 35 137 8C13E2  BCIEZ
12 || EMBERTOM, STACY T 000 000010 1 000502 i 13h 8C1%E2  BCI9EZ
13 || F&HEY,DE&ME 000 00 0006 1 000004 3B 137 8192 BCIEZ
14 || FLAVIM, MANDIN 000 04 0000 1 000023 13 8C13E2  BCI%E2
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Position Roster (QPSR)

The Position Roster (QPSR) window provides a detailed history of past and current incumbents
of a position. When you enter the agency, organization (if used at your site) and position number,
this inquiry displays information on all employees for the specified position. The effective and
expiration dates associated with each incumbent detail line indicate the time period he/she
occupied the position. Selection Criteria: Agency, Organization, Position Number, Effective
Date, Expiration Date

E ADYANTAGE Desktop - OET800 - [Position Roster]
gl File Edit Display Window Help

> ERE YLKV EHEENN R TREEH BT

Agency I A Organization I 1375 Pagition Mumber I (0oooo
Effective Date A13 413 Expiration Date |99 /99 /99

Shart Deseription IPEHS CLK

Long Diescription | FERSOMMEL CLEREK

Emplayee Appointment  Effective Expiration
Emploves Hame 1D D [ate [Date Statuz  Title Subetitle % Full-time
GRAGG, ABRAM B 0000000m nami3 939359 1 000627 L1 1.0000
Ma&TSUOD, BARBERA C 000010000 02013 9359359 1 000627 L1 1.0000

1
2
3
4
5
]
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Issued Checks/Advices (QISS)

The Issued Checks/Advices (QISS) inquiry displays all issued checks/advices for a selected
employee. This window displays each issued check/advice on a separate detail line. Summary
pay information, such as gross pay, deductions, and net pay, is displayed for each issued
check/advice. If only the Employee ID is entered, all issued checks/advices for the specified
employee are displayed in reverse chronological order. To access specific check/advice
information, enter additional key information. Selection Criteria: Employee ID, Appointment ID,
Check Date, HR Bank Account, Check Number

® ADYAMTAGE Desktop - OETE00 - [Issued Checks / Advices]

g File Edit Display ‘Window Help

P ORE SN XYY rAAEENL L P REH QT

Marme | GRAGG, ABRAM B
Emploves |0 000 - 00 - 00m

‘ |Awu'nmnt Check  HRBank  Check Type of Net Pay Dizpostion
B[] Date Agcount  Mumbes Check  Gross Pay Deductions Armount Dispositon  Date

—

O 4 O O & L B —

Center for Management and Professional Development
Information Technology and Computer Skills Training Page 83



Employment Verification (QVER)

The Employment Verification Inquiry (QVER) window is used to display consolidated employee
information taken from the Employment Status Maintenance, Employee Address, and Employee
Attribute windows. Selection Criteria: Employee ID, Appointment ID, Selection Date

ADYANTAGE Desktop - DET800 - [Employment Yerification Inquiry]

GRAGG, ABRAM B
000 - 00 - g .
MHIRE HEw HIRE

og Ao A3

r—— e R

1,102.5000
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