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Navigation for Self Service Users

ESS Navigation
This course covers how to navigate using the Employee Self Service Pages.
Lessons in this course are:

An Overview of Fluid and Classic pages
Accessing the System

Home Pages

Fluid Page Elements

Favorites

These lessons address both the new Fluid and the Classic pages. Most Employee Self Service
pages are Fluid pages. However, the eBenefits portion of Self Service is still presented on classic
pages. As a Self Service user, you will use both Fluid and Classic pages.

Each lesson, with the exception of the first contains one or more topics.
These topics are available for play-back through the UPK player in

o See-It! Mode—allows you to attach a “video” demonstration of the topic
e Try-It! Mode—allows you to use your mouse and keyboard to complete transactions in a
simulated environment

Both See-It! And Try-It! provide guided instructions and explanations of important features of
PeopleSoft transactions. The full text of the instructions and explanations included in the UPK
Payer are also available in two printed documents—a Training Guide and a Job Aid. Many
lessons also have associated Quick Reference Guides.

Fluid and Classic pages

PeopleSoft 9.2 introduces Fluid pages. These pages offer a simpler, easier to use user interface. In
PeopleSoft 9.2 Fluid pages exist alongside "classic" PeopleSoft pages. In the Contra Costa
County PeopleSoft system, both fluid and classic pages are used. On signing-in you will land on a
on a Fluid Home page. Depending on your security, you may have more than one Fluid Home
page. You can easily move between home pages. All PeopleSoft pages for which you have
security will be accessible from the Fluid Home page. The classic Home Page that was used in
PeopleSoft 8.8 (updated to version 9.2) is still available. You can access this page from a Fluid
Home Page and use the menu structure on the Classic page to navigate as you did in the old
system.

Fluid Home Page
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Classic Home Page

Sample Fliud page

s Contra Costa County

PeopleSoft Training
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¢ Employee Self Service Personal Details

mhcnnman

s Addresses

Addresses
+. Contact Details Home Address
30 Douglas
Current
8 Name Martinez, CA 84553 " ’

I3k Ethnic Groups
Mailing Address
30 Deuglas
C
Martinez, CA 64553 urent ’

%3 Emergency Contacts
&, Additional Information
& Disability

<L, Veteran Status

Sample Classic page

Favorites ®  Main Menu Dependent/Beneficiary Info

Sign out

ORACLE' [ e J——

New Wincow | Help | Personalize Pa

Dependent and Beneficiary Information

David Grey

anehit Coverage. Seleet 3 name 1o view of moddy personal

Dependent and Beneficiary Information

Mame ?::;{:;‘:("‘D ™ Date of Birth ';‘I";";' Dependent Beneficiary
child single  Yes Yes
Spouse Maried  Yes Yes
Chilg single Yes Yes
Chil single Yes Yes

Dependent/Beneficiary Coverage Summan,

Banefits Home Self Service Home

Accessing the System for ESS Users

This lesson covers how to

e Sign In and Out of the System
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e Change your password
e Set Up Forgot Password Help
o Get a password after you have forgotten your password

Signing In

To Sign In:
1. Enter your User ID in the User 1D field
2. Enter your password in the Password field
3. Click the Sign In button

Procedure

Step Action

1. The Sign In page displays.

To sign in, enter your User ID and your Password. Then click the Sign In button.

ORACLE
PEOPLESOFT

Password

Select a Language

English

M Enable Accessibility Mode:

Forgot your password?
Set Trace Flags

Copyright © 2000, 2015, Oracle and/or its affiliates. All rights reserved.
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Step Action
2. Enter the desired information into the User ID field. Enter "12345".
|
3. Click in the Password field.
Password
4, Enter the desired information into the Password field. Enter "******",
Password
|
5. Click the Sign In button.
Sign In
You are now on the Employee Self Service home page.
End of Procedure.

Signing Out From a Fluid Page

To sign out from a Fluid page

1. Click the Actions icon on banner
2. Click the Sign Out option

Procedure

Step Action

1. Use the Actions menu on a Fluid page to sign out.
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< Employee Self Service Personal Details /ﬁ\ Q = @
David Grey ()
Medical Records Technician
[ e Addresses
¢ Contact Details Home Address
30 Douglas c t
urren
B Name Martinez, CA 94553 ’
g% Ethnic Groups
Mailing Address
‘E Emergency Contacts 30 Douglas
Current >

Martinez, CA 94553
& Additional Information

(. Disability

i Veteran Status

Step Action

2. Click the Actions List button.

3. Click the Sign Out link.
Sign Out

4.

End of Procedure.

Signing Out from a Classic Page

To sign out from a classic page:
1. Click the Sign Out link on the Menu Bar.

Procedure
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Step Action

1. You have navigated to the Benefits Self Service home page. This is a classic page.

To sign out from a classic page, click the Sign Out link in the Menu bar.

Favorites ¥ | MainMenu~¥ > SefiSenice™ > Benefits¥ > Benefiis Self Sevice # Home | Signout

ORACLE’ All | szarcn B Advanced search AddTo ¥ o (©)

Notification ~ NavBar

Benefits Seif Service

ﬁ Benefits Self Service

Benefits Employee: Self Service:

Benefits Summary Life Events i Document Upload
Review a summary of current, past o fulure benefit (] ) Process Life Events for Employees. Exampe events Used to allow employee to attach documents related fo
u enroliments. \ :\:\\::_e Marriage, Divorce, Having a Baby, and Life Events
5 joplion '

@ Dependent/Beneficiary Info y . .
£ ) Benefits Enroliment Benefits Guides and Links
) Review or update dependent and beneficiary information. .@ Erralin enet n Benets Guides, Links, and Forms

CVC Voucher Request
: Submit a Request Form for a CVC Voucher

Step Action

2. Click the Sign out link.
Sian ouf

End of Procedure.

Changing Passwords
User IDs
User IDs are

e Assigned by the Project

e All users will be getting a new user id

e Aretied to a set of roles that determine what pages you can access, what you can do on
the pages, and what data you can see

e Format: Your Employee ID

Passwords

e New users will be assigned a temporary password

e All users will be required to change their password once they sign in using the Change
My Password page
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o Navigation from Fluid Home Page: NavBar > Navigator > Change My
Password
o Navigation from the Classic Home Page: Main Menu > Change My Password

Favorites Main Menu ~ My Homepage Change My Password

ORACLE’

Change Password

User ID: DREYN
Description: Copy of PS

*Current Password:
*New Password:

*Confirm Password:

Change Password

e Steps to change password
1. Enter your project supplied password in the Current Password field
2. Enter your new password in the New Password field (be sure to confirm to the
password rules specified below)
3. Reenter your new password in the Confirm Password field
4. Click the Change Password button
e Password rules
o Must be eight characters long--alphanumeric, can contain special characters, and
can be upper, lower, or mixed case
o Can be the same your user ID or your primary email (business email)
o You must create a new password once a year (expires in 365 days)—you will
receive a warning email five days prior to the expiration date
o The last two passwords you used are stored in the system
o Your account will be locked after 10 failed log-in attempt

Procedure
Navigation: NavBar > Navigator > Change My Password

This topic uses the fluid navigation. You can also access the Change Password page using classic
navigation:

Main Menu > Change My Password
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ORACLE ~ Employee Self Service

Payroll Personal Details

c@ “

poy

Step Action

1. Click the NavBar button.
2. Click the Navigator button.
MNavigator

3. Click the Change My Password link.

Change My Password

4, The Change Password page displays.

Use this page to change your password. In this example, your current password is:
passwordl.

You will change this password to password2.
Begin by entering your current password in the Current Password field.
The system will generate an error message if the value you enter in the Current

Password field does not match the password that is stored in the system. This
validation takes place after you click the Change Password button.
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Favorites = Main Menu ~ > My Homepage Change My Password #& Home

ORACLE’ [ o
Notificat|

New Window | Help | Personalize Page | 5
Change Password

User ID: DREYN1
Description: ESS
*Current Password:

*New Password:

*Confirm Password:

Change Password

Step Action
5. Click in the Current Password field.
*Current Password: | |
6. Enter the desired information into the Current Password field. Enter "password1".
*Current Password: || |
7. Notice, the system masks your password.
Next enter your new password in the New Password field.
8. Click in the New Password field.
*New Password: | |
9. Enter the desired information into the New Password field. Enter "******",
*New Password: || |
10. Notice, your new password is masked. The system automatically masks passwords.

Next re-enter your new password in the Confirm Password field.

The passwords you enter in the New Password and Confirm Password fields must
match exactly. If they do not match exactly, re-enter values in both fields taking care
that you enter the same value in both fields. The system generates an error message
after you click the Change Password button if the values in these two fields do not
match.
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Here’s the message the system generates if the
values you enter in the New Password and Confirm

Password fields do not match. Click OK and re-enter
values it both fields.

Message

The Password field does not match the Confirm Password field. (48,17)

To assign a passward, the passward you ype in the Password field must be the exact same as the password you type in the Confirm Password field. This enables the system fo
verify that you've entered it correclly

Step Action

11. Error Message

12. Click in the Confirm Password field.
*Confirm Password: | |

13. Enter the desired information into the Confirm Password field. Enter "******"
*Confirm Password: [ |

14. Click the Change Password button.

Change Fassword

15.

16. Click the Home link.
& Home

17.

End of Procedure.

Using My System Profile

Use My System Profile to set up your forgot password help question and answer. You can also
use this component to change your password.

Procedure
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ORACLE ¥ Employee Self Service

Personal Details

pos

Step Action
1. Click the NavBar button.
a QY =0

ORACLE ~ Employee Self Service

Payroll
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Step Action

2. You can access the My System Profile page using Navigator or from the Main
Menu on your classic home page.

For this example, you will use Navigator.

3. Click the Navigator button.

—
Navar €

Manager Self Secice

Favorites ™ | Main Menu ~ > My Sysiem Profie A& Home | Signout

ORACLE’ AddTo v ®
Motification NavBar
New Window | Help | Personalize Page | 5 R

General Profile Information
Don Smith

Password

Change or set up forgetten password help

Personalizations

My preferred language for PIA web pages is English
My preferred language for reports and [English v
email is
Currency Code Q
Default Mobile Page Q

Alternate User

1f you will be femporarily unavailable, you can select an altemate user to receive your routings.
Alternate User ID Q

From Date B (example-12/31/2000)

To Date B (eampl12312000)
Workflow Attributes
Email User [Mlworkiist user
Miscellaneous User Links
Email Personalize | Find | &1 B8 First (4 1011 & Last
Primary Email Account  Email Type Email Address.

O = =

IM Information Personaiize | Find | @] & Fist (¢ 1011 ¥ Last e
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Step

Action

5.

The General Profile Information page displays.

You can use this page to access the Change Password page. The page is also used
to work with your forgot password questions.

You do not need to change or enter any values on this page.

Start with reviewing the change password page.

Favorites > | Main Menu ~ My System Profile #& Home | Signout

ORACLE' R G

Moiification NavBar

New Window | Help | Personalize Page | i)
General Profile Information

Don Smith
Password

{Change passviord;

Change or set up forgotten password help

Personalizations

My preferred language for PIA web pages is English
My preferred language for reports and | English ~
email is
Currency Code a,
Default Mobile Page a

Alternate User

1f you wil be temporarily unavailabie, you can select an altemate user to receive your roufings.
Alternate User ID Q.

From Date B (example:12/3172000)

To Date [ (example12/31/2000)
Workflow Attributes
Email User B workiist user
Miscellaneous User Links
Email Personalize | Find | 0| ¥ First 4 10f1 (&) Last
Primary Email Account  Email Type Email Address
0 ®=E=

IM Information

Personalize | Find | 2] B First (' 10f1 & Last v

Step

Action

Click the Change password link.

Don Smith
Password

hange password

Change or set up forgotten password help
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A& Home | Signout

AddTo v V- @

Notification ~ NavBar

New Window | Help | Persenalize Page | |
Change password ﬂ
Current Password A
New Password
Confirm Password \a

oK Cancel

'

Step Action

7. The Change Password page displays. You can use this page to change your current
password:

1. Enter your current password in the Current Password field

2. Enter your new password in the New Password field

3. Enter your new password in the Confirm Password field

4. Click the OK button.

Changing passwords is covered in other topics in Navigation training.

Note you can also navigate directly to this page using the Change My Password
link on the Navigator (Fluid and Classic pages) and/or on the Main Menu (Classic

pages).

For this topic, you will not change your password.
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Favorites ™ | MainMenu~™ > My System Profie

ORACLE’

Change password

Current Password
New Password

Confirm Password

oK Cancel

% Contra Costa County

PeopleSoft Training

A& Home | Signout

AddTo v V- @

Notification ~ NavBar

New Window | Help | Persenalize Page | |

Step

Action

Click the Cancel button.

Change password
Current Password
New Password

Confirm Password

o
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Favorites ™ | Main Menu ~ > My System Profie A& Home | Signout

ORACLE’ AddTo ~ v )
Notification NavBar
New Window | Help | Personalize Page | [

General Profile Information

Don Smith

Password

ihang id

Change or set up forgetten password help

Personalizations

My preferred language for PIA web pages is English
My preferred language for reports and [English v
email is
Currency Code Q
Default Mobile Page aQ

Alternate User

1f you will be femporarily unavailable, you can select an altemate user to receive your routings.

Alternate User ID Q
From Date [ (exampie:12/31/2000)
To Date B (eampl12312000)
Workflow Attributes
Email User [Mlworkiist user
Miscellaneous User Links
Email Personalize | Find [ ] R Fist (4 101 ) Last
Primary Email Account  Email Type Email Address
O =
IM Information Personaiize | Find | @] & Fist (¢ 1011 ¥ Last e

Step Action

9. Click the Change or set up forgotten password help link.

General Profile Information

Don Smith

Password

Change or set up forgotten password held
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Favorites ™ | Main Menu ~ > My System Profie A& Home | Signout

ORACLE’ AddTo = v )
Motification NavBar
New Window | Help | Personalize Page | i

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you
Question
Select from the list of questions.

Response
0K Cancel

Step Action

10. The Change or set up forgotten password help page displays.

You can use this page to either change the question and/or answer that is used to
authenticate you, if you forget your password if you have previously set up a forgot
password guestion/response or to create one for the first time.

Begin by selecting a question from the Question drop down list. You can only set
up one forgot password question.
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Favorites ™ | Main Menu ~ > My System Profie A& Home | Signout

ORACLE' - T @

Notification ~ NavBar

New Window | Help | Persenalize Page | |
Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you
Enter a question and your response below. These will be used to authenticate you

Question
Select from the list of questions.

Response
0K Cancel

Step Action

11. Click the Question list.

Change or set up forgotten password help

If you forget your password, you can have a new password emailed fo you
Enter a question and your response below. These will be used to authenficate you_

aueston [IUNERRURD——

Select from the list of questions.

Response
0K Cancel
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Favorites ™ | MainMenu~™ > My System Profie

ORACLE’

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you
Enter a question and your response below. These will be used to authenticate you

Question
In what city or town did your parents meet?
In what city or town was your first job?
What is the middle name of your youngest child?
Response |what is the name of your favorite song?
oK Can[What is the name of your first pet?
What is your eldest cousin's first name?
What is your eldest nephew’s first name?
What is your eldest niece’s first name?
'What is your favorite game?
What is your favorite word?
What is your matemal grandmother's maiden name?
What is your mother's birthdate?
What street did you live on in third grade?
'What was the last name of your favorite teacher?
What was the name of your elementary school?
What was the year and model of your first car?

Contra Costa County
PeopleSoft Training

A& Home | Signout
Notification NavBar
New Window | Help | Persenalize Page | |

Step

Action

12.

Click the What is the name of your first pet? list item.

Question

In what city or fown did your parents meet?
In what city of town was your first job?
What is the middie name of your youngest child?
[What s the name of your favorite song?

[What is the name of your first pef?
[What is your eldest cousin's first name?
[Wnat is your eldest nephews first name?
[What is your eldest niece’s first name?

Response
oK Cal

[What was the Iast name of your favorite teacher?
[What was the name of your elementary school?
[What was the year and model of your first car?
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Favorites ™ | Main Menu ~ > My System Profie A& Home | Signout

ORACLE’ AddTo ~ v )
Notification NavBar
New Window | Help | Persenalize Page | |

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you
Enter a question and your response below. These will be used to authenticate you
PYMOER \Whal is the name of your first pet? v
Select from the st of questions.

Response
0K Cancel

Step Action

13. Next, you will enter the answer to the question you selected in the Response field.
The answer you enter here will be used to authenticate you, if you need to reset your
password after you have forgotten your password.

Favortes ™ | ManMenu~ 5 My System Profie

# Home | Signout

ORACLE' o ¥ @

Moiification NavBar

New Window | Help | Personalize Page | 5
Change or set up forgotten password help

If you forget your password, you can have a new password emailed o you
Enter a question and your response below. These will be used to authenticate you.

PRI \hat is the name of your first pet? v

Select from the fist of questions.

Response
oK Cancel
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Step

Action

14.

Click in the Response field.

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you
Enter a question and your response below. These will be used to authenticate you.

(eI IR "hal is the name of your first pet? ¥
Select from the list of questions.

R [ ]
oK Cancel

15.

Enter the desired information into the Response field. Enter "Buddy".

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you
Enter a question and your response below. These will be used to authenticate you.

Question [Whal is the name of your first pet? v

Select from the list of questions.

OK Cancel

16.

Click the OK button.

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you
Enter a question and your response below. These will be used to authentica

Question [What is the name of your first pet?

Select from the list of questions.

Response |Buddy *
Cancel

Favorites ™ | Main Menu ™ > My System Profie A Home |

Sign out

ORACLE' R G

Mofification  NavBar
New Window | Help | Personalize Page | i)

General Profile Information
Don Smith
Password

Change password

iChange or sef up forgotien password help:

Personalizations

My preferred language for PIA web pages is English
My preferred language for reports and | English ~
email is
Currency Code a,
Default Mobile Page a

Alternate User

1f you wil be temporarily unavailabie, you can select an altemate user to receive your roufings.

Alternate User ID Q
From Date [ (example:12/31/2000)
To Date B (example-12/31/2000)

Workflow Attributes

Email User Worklist User

Miscellaneous User Links

Email Personalize | Find | 20| ¥ First 4 10f1 (&) Last
Primary Email Account Email Type Email Address.
0 # =
IM Information Personalize | Find | 2] [d  First (¢ 1071 ) Last v
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Step Action

17. Click the scrollbar.

18. Click the Save button.
Primary Email Account Email Type

O L

IM Information
Protocol XMPP Domain UserlD

XMPP Q

Cisave ]

19. Click the Home link.

20.
End of Procedure.

Forgot Password

Use the Forgot Your Password? link on the Sign In page to begin the process of
recovering/resetting your password.

Procedure

ORACLE
PEOPLESOFT

Password

Select a Language

English

M Enable Accessibility Mode:

Forgot your password?
Set Trace Flags

Copyright © 2000, 2015, Oracle and/or its affiliates. All rights reserved.
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Step Action

1. The PeopleSoft Sign In page displays. You realize that you have forgotten your
password and will need to reset it.

Use the Forgot your password? link.

ORACLE’

PEOPLESOFT

Password

Select a Language

English

M Enable Accessibility Mode:

Forgot your password?
Set Trace Flags

Copyright © 2000, 2015, Oracle and/or its affiliates. All rights reserved.

Step Action

2. Click the Forgot your password? link.
Forgot your password?
3. The system opens the Forgotten Password page. You can use this page to begin the

process that will allow you to create a new password if you have forgotten yours or
if yours has expired.

4, Enter your User ID in the User ID field.
Enter the desired information into the User ID field. Enter *12345".
UserID ||

5. Click the Continue button.

| Continue_|
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Security Question (O—
UserID 71334

Please answer the following question below for user validation.
Question What was the name of your elementary school?

Response |\ ‘

| Email New Password

Step Action

6. The Security Question page displays the question you selected when you set up
your forgot password help using My System Profile.

Enter the answer you provided on the My System Profile pages.

7. Enter the desired information into the Response field. Enter "MARYVALE".

Response
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Security Question (O—

UserID 71334
Please answer the following question below for user validation.
Question What was the name of your elementary school?

Response | MARYVALE| x

Step Action
8. Next, use the Email New Password button to have instructions sent to you for how
to create a new password. The system will use your email address.
Note: If you have more than one email in the system, the system will display a pop
up window that will enable you to select the email to use.
9. Click the Email New Password button.
| Email New Password |
10. The Email Confirmation page displays.
The system will send an email with instructions for how to reset your password.
11.
End of Procedure.
Home Page

The one topic in this lesson provides an overview of the Fluid and classic home pages that you
will encounter when using Employee Self Service.

Employee Self Service Home Page

This topic provides an overview of the Employee Self Service home page and it its key features.
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¥ Employee Self Service

Payroll Personal Details

— .
0] =7

Step Action

1. As a Employee Self Service user, when you sign in to the system you will landed on
the Employee Self Service home page, a Fluid page.

This page displays now.
The key elements on this page are:

-- The banner that appears at the top of the page
-- A set of Tiles that provide access to PeopleSoft components

In this topic you will explore each. Your start with the tiles.
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Step Action

2. There are three tiles on the Employee Self Service home page:

-- Benefits--this tile provides access to eBenefits
-- Payroll: this tile provides access to ePay
-- Personal Details: this tile provides access to eProfile

You explore each of this in this topic. Each is covered in greater detail in other part
of PeopleSoft Training.

Your start with the Benefits tile.
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Step Action
3. Click the Benefits button.
- < r/‘ A
+ -0
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Favorites ™ Main Menu ¥ > SelfSenice ™ > Benefis ¥ > Benefils Self Service

ORACLE’ All -~ | szarch B Advanced search AddTo ¥ o (©)

Notification ~ NavBar|

Eepalis Salf Senice

ﬁ Benefits Self Service

Benefits Employee: Self Service:

Benefits Summary Life Events /] Document Upload
Review a summary of current, past or future benefit o b Process Life Events for Employees. Example events Used to allow employee to atiach documents related to
u ennoliments. ‘ ::\‘:m;‘e WMarriage, Divorce, Having a Baby, and Life Events
o joption. .

Dependent/Beneficiary Info

Qo Benefits Enroliment Benefits Guides and Links

a2 Review or updale dependent and beneficiary information. E_E] Benoits Eneol B s e
=

\S} CVC Voucher Request

: Submi a Request Form for a CVC Voucher

Step

Action

The Benefits Self Service page displays. This page is a classic page. Working with
classic pages is covered later in this topic.

This page provides links that enable you to

- Review your benefits elections
- Review and edit your dependent/Beneficiaries

- Review and adjust allocations on savings (deferred compensation) plans and life
insurance

- Add beneficiaries
- Change enrollments as part of a life event

- Enroll in benefits during open enrollment or at the time of hire/rehire
- Upload supporting documents

- Access benefit plan guides, benefits forms, and provider links
- Request a CVC voucher

Click the Home link to return to the Employee Self Service Home page.

#& Home | Sign out|

AddTo « v @

Notification NavBai

Document Upload
—0 Used to allow employee to attach documents related fo
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Step Action

6. Next you will use the Payroll tile.

Click the Payroll tile.

Personal Details

pos

< Employee Self Service Payroll Self Service a Q =E @
David Grey
Medical Records Technician
o s Pay Checks
& Direct Deposit - "
== W-4 Tax Information g:::k company :ﬁj geaﬂn e NetPay Egy;l:g:‘z!éll‘\lumberl
[5F DE4 State Tax Information
E; Voluntary Deductions 07/10/2017 Contra Costa County g:g;zﬁ:: $2968.75 865574 >
&3 Advance Pay 06/09/2017 Contra Costa County 0s/01/2017 $1.00 863767 >
05/31/2017
05/10/2017 Contra Costa County 04012017 $1512.78 861944 >
04/30/2017
Step Action
7. The Payroll Self Service page displays.
You can use the links in the Action panel on this page to:
- View your paycheck
- Manage you direct deposit (request, edit, delete)
- Review and update your W-4 and DE-4 tax information
- Manage your voluntary deductions (add, edit, cancel)
- Manage advance pay (request, edit, cancel)
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Step Action
8. Click the Home button to return to the Employee Self Service home page.
A Q=@
9. Next you will review the Personal Details tile.

Click the Personal Details object.

Payroll

Benefits

Personal Details

< Employee Self Service Personal Details /ﬁ\ Q E @
David Grey ()
Medical Records Technici
[ e Addresses
& Contact Details Home Address
30 Douglas G t
urren
B Name Martinez, CA 94553 ’
25 Ethnic Groups
Mailing Address
‘2 Emergency Contacts 30 Douglas
Current >

Martinez, CA 94553
& Additional Information

(&, Disability

<& Veteran Status
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Step Action

10. The Personal Details page displays.
You can use the links in this page to

- Review and edit your address information

- Review and edit your e-mail and phone information
- Request a name change

- Manage your emergency contacts (add, edit, delete)
- Review additional information about yourself

- Update your disability and veteran statuses

11. Click the Home button to return to the Employee Self Service home page.

ORACLE ¥ Employee Self Service

Benefits Payroll Personal Details

- O\ r/“\ .
+ [od) «

Step Action

12. Next you will explore the icons that appear on the banner.

You have already used the Home icon.

This navigates back to your fluid home page
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Payroll Personal Details

— .
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Step Action

13. Next, you will briefly explore the Global Search icon.

This icon allows you to search by navigation. Global Search is used more by core
users than Employee Self Service Users.

14, Click the Global Search button.

©

15. Click the Category list.

¥ Employee Self Service

All Search
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.
T— IR
(Novaair

Step Action

16. Notice, the drop down for global search contains two options--All and Navigator.
You can use Global Search to search for specific navigations.

17. Click away from the Drop down to close it.

18. Click the Search button to display advanced search features.

All Search
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< Employee Self Service Search Results /ﬁ\ ()\ V E @
v New Search View Search Results

Category

LAl vl

Keywords

More Options

‘ Search Clear

Step Action
19. The Search Results page displays. You can use the New Search panel to set search
criteria.
20. Click the Category list.
« New Search
Category
All [v|
Keywords
21. Click the Navigator list item.
Mavigator
22. Next, you will review the Notifications Icon.
23. Click the Notifications button.
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Step Action

24. The Notifications window displays.
There are two tabs, Actions and Alerts.
Actions are links that take you directly to a page on which you must perform an
action, i.e. an approval.

25. Click the Alerts button.
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< Employee Self Service Search Results /ﬁ\ C)\ Al @
-
~New Search View Search Results Actions | Alerts | View Al
Category
‘ Navigator ™| ‘
Keywords
More Options
RSN

Step Action
26. Alerts are links that take you to a page where some data or a status has changed.
217. Click away from the Notifications window to close it.
28. Click the Home button.
A Q¥ =0
29. Next, you will explore the Actions List.
30. Click the Actions List button.
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ORACLE ¥ Employee Self Service

Payroll Personal De

=
[-©-]

Personalize Homepage

Help

Sign Qut

Step Action

31. The Actions List menu displays a set of actions that are available to you.
This list will vary depending on your security and what page you are on.

32. Click away from the Actions List to close it.

33. Click the NavBar button.

letails
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ORACLE ¥ Employee Self Service

Payroll

Ea,
n
HE)
u
ace:

Classic Home]

Step Action
34. The NavBar displays.

By default, four icons display. You can change the order this display using the
Personalize the NavBar button. These four icons are:

Recent Places
My Favorites
Navigator

Classic Home

35. Click the Recent Places button.
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ORACLE ¥ Employee Self Service

NavBar: Recent Places u

[T} Benefits Self Service

Recent Places

Benefits Summary

* Document Upload

My Favorites
Dependent/Beneficiary Info

E Life Events

Navigator

Classic Home

Step Action

36. Recent Places display.

This section contains links to pages that you have visited recently.

37. Click the My Favorites button.

Fatars Paces.
"
Morgatcr

Ciassic Home
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ORACLE ¥ Employee Self Service

NavBar: My Favorites u

[ Edit Favorites

SE

Recent Places Payroll

*

My Favorites

£
S,
&
X
g

z

Classic Home

Step Action

38. My Favorites display.
This section of the NavBar contains links to pages that you have marked as
favorites.
Working with favorites is covered in other topics.

39. Click the Navigator button.

NavBar: My

B
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ORACLE ¥ Employee Self Service

NavBar: Navigator u

(T} CCC HR Custom |

Recent Places

Self Service 3

* Manager Self Service >|

My Favorites

Benefits >|
E Enterprise Components 3|
Navigator
_ Worklist 3|
i
Classic Home Reporting Tools >
PeopleTools 3
Change My Password
My System Profile
My Dictionary
Step Action
40. The Navigator displays a set of links. These links are the same links that appear on

the Main Menu on a classic page.

The links that you will see depend on your security. You will see the links that you
will need to use to complete job tasks.

41, Click the Classic Home button.

uuuuu
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@

Notification ~ NavBar

Personalize Content | Layout 2 Help

Step Action

42.
Banner that appear at the top of the page.

- Favorites

- Main Menu
- Home

- Sign out
-Add To

- Notification
- NavBar

The Classic Home page displays. All classic pages have the Menu Bar and the

In this topic, you will explore each of the features on the Menu Bar and Banner:
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# Home | Signout

All -~ | Search Pl Advanced Search AddTo + Y" @

Notification ~ NavBar

Personalize Content | Layout 2 Help

Step Action

43, Click the Favorites button.

Favorites ™ Main Menu *

ORACLE
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Favorites Main Menu ¥

cently Used

Dependent/Beneficiary Info
Life Events
Document Upload

Modify a Person

m [ I g

Dependent Information
Wiy Favorites
& Add to Favorites

& Edit Favorites
E Payron

~ | Search Pl Advanced Search

“ % Contra Costa County

PeopleSoft Training

# Home | Signout

AddTo « " @

Notification ~ NavBar

Personalize Content | Layout

2 Help

Step Action

44, The Favorites menu displays. This menu contains two sections:

identified as favorites.

- Recently Used: this section lists pages you have recently visited

- My Favorites: this section contains two links that allow you to manage your
favorites (Add to Favorites and Edit Favorites). It also lists pages that you have

Note: Working with favorites is covered in other portions of Navigation training.

45. Click away from the Favorites menu to close.

46. Click the Main Menu button.
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# Home | Signout
Search Menu:

Notification ~ NavBar

CCC HR Custom » Personalize Content | Layout 2 Help
Company Directory
Self Service
Manager Self Service
Benefits

»

»

v
Enterprise Components 3
Worklist »
Reporting Tools »
PeopleTools v
Change My Password
My System Profile

My Dictionary

ot o A I I

Step Action

47. The Main Menu displays. You can use the links on this menu to navigate to other
portions of PeopleSoft.

The links that you will see will depend on your security. You will be able to see the
links that you'll need to do your job. The links that display here are typical of what
Employee Self Service Users will see. Depending on your role, you may see
additional links.

If you currently use PeopleSoft, the Main Menu will be familiar.

48. Click away from the Menu to close it.
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Favorites ¥ Main Menu ¥ #& Home | Sign out
oRACLE ——
Personalize Content | Layout % Help
Step Action
49. You can use the Search feature to search on Navigation.
For this topic, you will not explore this further.

ortes ¥ Main Menu ¥ # Home | Signout

Al ~ | Search BY Advanced Search AddTo + Aot @

Notification NavBar

Personalize Content | Layout 7 Help
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Step Action

50. Click the Add To link.

A Home | Sign out

v @

Naotification MavBar

Personalize Content | Layout 2 Help

Favorites ™

ORACLE [ T

Main Menu ¥

5] Homepage

[ NavBar

i) Favorites

Step Action

51. The Add To menu displays.
You can use the options on this menu to
-- Add the page you are on to your Fluid Home page

-- Add an icon for this page to the NavBar
-- Add this page to your favorites
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Add to Favorites

Sign Cut

a =}
L] fin]

Step Action
52. Examples of Personalization.
53. Click away from the Add To menu to close it.

Favorites ¥ | MainMenu ™ # Home | Signout

ORACLE - ¥ @

Notification NavBar

Personalize Content | Layout 2 Help
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Step Action

54, Click the Notification button.

#& Home | Signout

Add To @
Nof 0

MNavBar

Personalize Content | Layout “? Help

Step Action

55. The Notification window displays. This window displays two buttons:

-- Actions: links to transactions that require your attention, i.e., a request that is
awaiting your approval

-- Alerts: links to transactions where a status or other information may have
changed

These links enable you to go directly to the page that requires your action or which
displays the changed status/information.

For this example, you have no actions or alerts.
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Step Action
56. Click the Alerts button.
nced Search
[ Actions | Alerts I
57. Click away from the window to close it.
58. Click the NavBar button.

#& Home Sign out

Add To F @

Personalize Content | Layout ? Help

Navigator
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Step Action

59. The NavBar displays. By default, this bar displays four icons:

-- Recent Places
-- My Favorites
-- Navigator

-- Classic Home

The NavBar on a classic page is identical to the NavBar that displays on a Fluid

page.
60. Click away to close the NavBar.
61. Click the Home link.

#& Home | Signout

v @

Notification NavBar

Personalize Content | Layout 2 Help

62.

End of Procedure.

Fluid Page Elements

This lesson covers the use of Fluid Page Elements, e.g., drop down lists, check boxes, text entry,
entering dates and/or phone numbers, lookups, grids, etc.. These elements are used to complete
transactions using fluid pages. The topics covered in this lesson are important to all users of the
new system—Employee Self Service users, Managers, and Core Users.

The following topics are included in this lesson:

Using the Action Panel
Using the Information Panel
Using Drop Down lists
Using Text Entry Fields
Using Add New Buttons
Using Check Boxes

Using Sliders

Using Save/Cancel Buttons
Using Confirmation Pages
Entering Dates

Using the Calendar Icon to Select Dates
Entering Phone Numbers
Using Lookups

Working with Grids

Using Tabs

Using Related Actions
Using Decision Support
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These topics are available for play-back through the UPK player in

o See-It! Mode—allows you to attach a “video” demonstration of the topic
e Try-It! Mode—allows you to use your mouse and keyboard to complete transactions in a
simulated environment

Both See-It! And Try-It! provide guided instructions and explanations of important features of
PeopleSoft transactions. The full text of the instructions and explanations included in the UPK
Payer are also available in two printed documents—a Training Guide and a Job Aid.

Using the Action Panel

The action panel appears to the right on many fluid pages. This panel provides links which allow
users to access portions of a PeopleSoft component. Actions panels are particularly prominent in
the Employee Self Service portion of PeopleSoft.

Here is an example of an Action panel:

< My Homepsge Personal Details A QW

Lisa Lopez &
ASST DIR OF HUMAN RESOURCES-EX

[}
®

Action fagel J

Mailing Address

768 Cinddy Lane
Livermaore, CA 94550 Current

Aameda

Clicking a link in the Action Panel changes the information displayed in the Information panel
that appears on the left.

Personal Details

Information Panel

—————TUm WrSoUNeE's-£ X

o @ Addresses )
[N Contact Detals
[ Name
gt Ethene Groups s
R Emergency Contacts
..'. Asstonal Information
& Dsetity wreet
‘ Veteran Status
» Fom 9

. J

Procedure

In this topic you will review using the links in the Action panel. Our example will be from the
Personal Details page accessed from the Employee Self Service home page.
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ORACLE ~ Employee Self Service

Payroll Personal Details

poy

Step Action

1. Click the Personal Details tile.
v Employee Self Service

Payroll Personal Details

poy
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< My Homepage Personal Details A0
David Smith &)
Header Panel
Addresses

Addresses
\\: Contact Details H

ome Address
I Name 1000 Pine Drive
Concord, CA 94518 Current
|2 Ethnic Groups Contra Costa

'\E Emergency Contacts.

&, Additional Information Mailing Address
1000 Pine Drive

(&, Disabilty Concord, CA 94518 Current s
Contra Costa

4 Veteran Status

Information Panel

Actions Panel

Step Action

2. The Personal Details page displays.
This page contains three panels:
-- Header panel

-- Left Side Actions panel
-- Right Side Information panel
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< My Homepage Personal Details AaQ w=0
David Smith &)

Addresses

Addresses

U Contact Details H
ome Address

] Name 1000 Pine Drive

Concord, CA 94518 Current

sk Ethnic Groups Contra Costa

K‘.’ Emergency Contacts

|2, Additional Information Mailing Address
1000 Pine Drive c ;
isabil urren
b, Disability oncord, A 94518 >

d, Veteran Status

Action Panel

Step Action

3. Click on a link in the Actions panel to change what is displayed in the information.

In this example, you will click on each of the links in the action panel for the
Personal Details page.

< My Homepage Personal Details A0
David Smith &)
Addresses
Addresses

\;’ Contact Details H
ome Address

s Name 1000 Pine Drive

Concord, CA 94518 Current

lst Ethnic Groups Contra Costa

\E Emergency Contacts

&, Additicnal Information Mailing Address
1000 Pine Drive
f, BTy Concord, GA 94518 Current

Contra Costa
ey Veteran Status
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Step Action

4. The right side information panel currently displays the Addressees grids. This grid
lists your current Home Address and Mailing Address.

You can use this page to edit one or both of these addresses. Maintaining your
address information is covered in another topic in the Contra Costa County
Employee Self Service eProfile training.

< My Homepage Personal Details

AT =0
David Smith &)
Addresses
Addresses
g Contact Details
Home Address
e Name 1000 Pine Drive
Concord, CA 94518 Current

lst Ethnic Groups Contra Costa

\E Emergency Contacts

|&, Additional Information Mailing Address
1000 Pine Drive
[, DIS=ETy Concord, CA 94518 Current

Contra Costa
lady Veteran Status

Step Action

5. Next, you'll use the Contact Details link.

Click the Contact Details link.
k& Contact Detailg
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"< My Homepage Personal Details a Y =0
David Smith &)

[ Addresses Contact Details

Contact Details Phone
e Name B
|£sk Ethnic Groups Number Extension Type Preferred
\E Emergency Contacts _ Business v 5
&' Additional Informafion
(&, Disability Email
4 Veteran Status +

Email Address Type Preferred
Step Action
6. The right side information panel now displays your Contact Details. This panel

contains two grids:

-- Phone: this grid lists your phone numbers as stored in the system. You can store
up to 4 phone number--Business, Home, Cell, and Pager1.

-- Email: this grid lists your email address as stored on the system. Your business
email address is stored in the system. You cannot edit or delete this address. You
cannot add additional email addresses.

You can use this page to edit, add, or delete address information. These actions are
covered in other topics in Contra County PeopleSoft Employee Self Service
eProfile training.

7. Next, you will use the Name link.

Click the Name link.
- :
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< My Homepage Personal Details A0
David Smith &)

=4 Addresses

Name
ty® Contact Details
David Smith Current
Name

l;l Ethnic Groups

{2 Emergency Contacts
2, Additional Informaticn
é\ Disability

<&, Veteran Status

Step Action

8. The right side information panel now displays your current name information as
stored in the system.

You can use this page to request that your name information be changed. This action
is covered in another topic in Contra Costa County PeopleSoft Employee Self
Service eProfile training.

9. Next you will use the Ethnic Groups link.
Click the Ethnic Groups link.

Ik} Ethnic Gmupsl
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< My Homepage Personal Details

David Smith &)

=1 Addresses

Ethnic Groups
+

S Contact Details

s Name

White > Primary
Ethnic Groups

\E Emergency Contacts

Voluntary Self-ldentification
|&, Additional Information . .

The employer is subject to certain governmental recordkeeping and reporting requirements for the
administration of civil rights laws and regulations. In order to comply with these laws, the employer invites

G\- Dl employees to voluntarily self-identify their race or ethnicity. Submission of this information is voluntary and
refusal to provide it will not subject you to any adverse treatment. The information obtained will be kept
4 Veteran Status confidential and may only be used in accordance with the provisions of applicable laws, executive orders,

and regulations, including those that require the information to be summarized and reported to the federal
government for civil rights enforcement. When reported, data will not identify any specific individual.

For the purposes of EEOC reporting, the following race/ethnic categories will be used:
. White (not of Hispanic origin): All persens having origins in any of the original peoples of Europe,
North Africa, or the Middle East

n

. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of Africa.

w

. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.

&~

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example, China,
India, Japan, Korea, the Philippine Islands, and Samoa.

o

. American Indian or Alaskan Native: All persons having origins in any of the original peoples of North
America, and who maintain cultural identification through tribal affiliation or community recognition.

Step Action

10. The right side information panel now displays your current Ethnic Group Self
Identification.

You can use this page to edit, add, or delete an ethnic group self identification.
These actions are covered in other topics in Contra Costa County PeopleSoft
Employee Self Service eProfile training.

11. Next you will use the Emergency Contacts link.

Click the Emergency Contacts link.
EE Emergency Contacts]
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< My Homepage Personal Details
David Smith &)
[ Adcresses Emergency Contacts
g Contact Details
+
e Name
Contact Name Relationship Preferred
l;'. Ethnic Groups
James Sibling v >
Emergency Contacts
&' Additional Information Susan Jones Friend ’
é\ Disability
g, Veteran Status
Step Action
12. The right side information panel now displays your current emergency contact

information.

You can use this page to add, edit, and/or delete emergency contacts.

These actions are covered in other topics in Contra Costa County PeopleSoft
Employee Self Service eProfile training.

13. Next, you'll use the Additional Information link.

Click the Additional Information link.
Additional Information
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< My Homepage Personal Details A0
David Smith &)

b={ Addresses
= Additional Information

ty® Contact Details

I Name Gender Male

|22 Ethnic Groups Date of Birth 09/11/1984

Birth Country United States
{2 Emergency Contacts

Birth State

Additional Information Social Security Number
(!:’\ Disability Smoker
<&, Veteran Status Date Entitled to Medicare

Original Start Date 09/25/2006
Last Start Date 10/13/2008

Highest Education Level A-Not Indicated

Voluntary Self-ldentification

Contact the Human Resources department if any of your Employee Information is incorrect.

Step Action

14. The right side information panel now displays additional information. This
information is presented in view only mode. You cannot edit or delete this
information.

If any of this information is incorrect, you must contact Human Resources to have it
changed.

15. Next, you will use the Disability link.

Click the Disability link.
(&, Disability
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< My Homepage Personal Details & =
David Smith &)
=1 Addresses . . . .
Voluntary Self-ldentification of Disability ~
\;’ Contact Details Form CC-305

OMB Control Number 1250-0005
Expires 1/31/2017

e Name

X;'. Ethnic Groups

Why are you being asked to complete this form?

Because we do business with the government, we must reach out to, hire, and provide equal opportunity to qualified

people with disabilities To help us measure how well we are doing, we are asking you to tell us if you have a disability

8§ Emergency Contacts or if you ever had a disability. Completing this form s voluntary, but we hope that you will choose fo il it out. If you are
applying for a job, any answer you give will be kept private and will not be used against you in any way.

&' Additional Information I you already work for us, your answer will not be used against you in any way. Because a person may become

disabled at any ime, we are required fo ask all of our employees to update their information every five years. You may
voluntariy seff-identify as having a disability on this form without fear of any punishment because you did not identify as
Disability having a disability earlier

g, Veteran Status How do | know if | have a disability?

You are considered to have a disability if you have a physical or mental impaimment or medical condition that
substantially limits a major life activity, or if you have a history or record of such an impairment or medical condition

Disabilities include, but are not limited to:

+ Blindness -+ Autism + Bipolar disorder « Post-traumatic stress disorder (PTSD)
« Deafness + Cerebralpalsy - Major depression + Obsessive compulsive disorder
+ Cancer HIVIAIDS + Multiple sclerosis (MS) « Impairments requiring the use of a wheelchair
- Diabetes - Schizophrenia ~ + Missing limbs or partially + Intellectual disability (previously called mental
= Epilepsy + Muscular missing limbs retardation)

dystrophy

Please select one of the options below:

[ YES, | HAVE A DISABILITY (or previously had a disability)
[] NO, I DON'T HAVE A DISABILITY

1 1 DON'T WISH TO ANSWER

Your Name Today's Date

Step Action

16. The Voluntary Self-l1dentification of Disability page displays in the information
panel.

You can use this page to indicate whether or not you have a disability. Or you can
decline to answer.

17. Next you will use the Veteran Status link.

Click the Veteran Status link.
g Veteran Status
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My Homepage

QW

David Smith &)

=1 Addresses N
Veteran Status

\: Contact Details
+ Definitions

s Name
This employer is a Government contractor subject to the Vietnam Era Veterans' Readjustment Assistance Act of
Ethnic G 1974, as amended by the Jobs for Veterans Act of 2002, 38 U.5.C. 4212 (VEVRAA), which requires Govemment
lst Ethnic Groups contractors to take affirmative aclion to employ and advance in employment: (1) disabled velerans; (2) recently
separated veterans; (3} active duy wartime or campaign badge veterans; and (4) Armed Forces service medal
R Emergency Gontacts veterans. These classifications are defined as follows

+ A"disabled veteran” is one of the following:
. . 5
}, Additional Information

é\ Disability

+ aveteran of the U.S. military, ground, naval or air service who is entitled to compensation (or who but for the
receipt of military refired pay would be enfitled to compensation) under laws administered by the Secretary of
Velerans Affairs; or

+ a person who was discharged or released from active duty because of a service-connected disability

Veteran Status + Arecently separated veteran” means any veteran during the three-year period beginning on the date of such
veteran's discharge of release from aclive duty in the LS. military, ground, naval, or air service

= An "active duty wartime or campaign badge veteran” means a veteran who served on active duty in the U.S.
military, ground, naval or air Service during a war, or in a campaign or expedition for which a campaign badge
has been authorized under the laws administered by the Department of Defense.

- An"Amed Forces service medal veteran” means a veteran who, while serving on active duty in the U.S.
military, ground, naval or air service, participated in a United States military operation for which an Armed
Forces service medal was awarded pursuant to Executive Order 12085

Protected veterans may have additional rights under USERRA - the Uniformed Services Employment and

Reemployment Rights Act. In particular, if you were absent from employment in order to perform service in the

uniformed service, you may be entitled to be reemplayed by your employer in the position you would have

obtained with reasonable certainty if not for the absence due to service. For more information, call the U.S.

Depariment of Labor's Veterans Employment and Training Service (VETS), toll-ree, at 1-866-4-USA-DOL.

Self-ldentification

As a Govemment contractor subject to VEVRAA, we are required to submit a report to the United States
Department of Labor each year identifying the number of our employees belonging to each specified "protected
veteran” category. I you believe you belong to any of the categories of protected veterans listed above, please
indicate by selecling the appropriate opfion belowr.

O Ibelong to the following classificati of p i veterans (choose all that apply): v

Step Action

18. The Veteran Status page displays in the information panel.

Use this page to indicate your status as a veteran If you are not a veteran you can
also indicate that using this page.

19. Click the My Homepage button.
< My Homepage
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Step Action

20. Note: You can click the links in the Action panel in any order. You do not have to
start with the top link as we did in this example. You can start with any link you
want and click only those links that you want to work with.

21.

End of Procedure.

Using the Information Panel

Information panels display details about the Action panel item that was selected. Often these
panels allow users to edit, add, or delete information. Information in an information panel is
displayed in a grid.

Here’s an example of an Information panel.

Personal Details

Iﬁfaﬁﬁﬁon Panel

RS

( Addresses
Home Address

[ Name 768 Gy Lane
Livermore, CA 94560 Currect

&, Adstcoat Information Mailing Address
768 Cevdy Lane
& Disabiy Livermore, CA 94550 Current

In this example, clicking on one of the addresses listed in the Addresses grid, opens a page that
allows you to edit the address.

Procedure
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Step Action

1. This example demonstrates how to use Information panels to add or edit
information. All examples are drawn from the eProfile, Personal Details page.

See Employee Self Service Training: eProfile for details about navigation and
eProfile transactions.
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< My Homepage Personal Details A Q" =0
David Smith &)
Addresses
Addresses
\: Contact Details Home Address
s Name 1000 Pine Drive
Concord, CA 94518 Current >
xﬂ" e Eurys Contra Costa
\E Emergency Contacts
&' Additional Information Mailing Address
1000 Pine Drive
&, Disability Concord, CA 94518 Current ’
4 Veteran Status
Step Action
2. For this example, you have navigated to the Personal Details page from the
Employee Self Service Home Page. Address information is displayed in the grid on
the Information panel.
To edit address information for one of your addresses, click on the row for the
address you want to edit in the Information panel. In this example, you want to edit
your home address.
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< My Homepage Personal Details aQ w=0
David Smith &)

Addresses
Addresses

\f Contact Details
Home Address

e Name 1000 Pine Drive
Concord, CA 94518 Current >
lﬂl Ethnic Groups Contra Costa
\E Emergency Contacts
|&, Additional Information Mailing Address
1000 Pine Drive c ¢
isabi urren
(&, Disabilty Concord, CA 94518 ’

4 Veteran Status

Step Action

3. Click the row for your Home Address.
Current

< My Homepage nal Details

D David Smith @ | 202! Address

|- Addresses Change As Of |02/21/2017
k& Contact Details Address Type Home
m Name Country |United States Q
l2t Ethnic Groups Address 1 | 1000 Pine Drive >
‘{.; Emergency Contacts Address 2
|&, Additional Informatior Address 3
é\ Disability City | Concord N
4 Veteran Status State | California Q
Postal 94518

County |Contra Costa
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Step Action
4, The Address page displays. You can use this page to edit your home address
information.
Editing address information is covered in other portions of Contra Costa County
PeopleSoft Training: Employee Self Service: Maintaining Home and Mailing
Addresses.
5. For this example we have navigated to the Contact Details portion of the Personal
Details page by clicking on Contact Details in the Action panel.
Contract Information--Phone and Email--displays in the grids on this page. To edit
this information, click on the row in the grid for the information you want to edit.
You can also use the Plus button to add a new row to the grid.
6. Click on the row for the Home phone.
Home
¢ My Homepage Personal Details a Qw =0
D David Smith ©
e J:ontact Details
rE Contact Details
b Name Cancel Phone Number [save] ‘
|tk Ethnic Groups Type ‘mﬂ| Ty Preferred ‘
{E Emergency Contacts. Preferred I:Ii Business v >
& I Delte button Number  510/555-1212 Home X
&\ Disability Extension
4 Veteran Status
—| ekt
Type Preferred
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Step Action

7. The Phone Number page displays with information about your home phone
number. You can edit this information. The Delete button enables you to delete
phone information.

If you had used the Plus button, the Phone Number page would display without
any phone information.

See the eProfile portion of Employee Self Service training for more information
about adding, editing, or deleting contact information.

< My Homepage Personal Details aQ w=0
David Smith &)

Plus
=4 Addresses ) Add a New.... button

S Contact Details J

> Primary

e Name

Ethnic Groups |

\E Emergency Contacts

Voluntary Self-ldentification

|&, Additional Information . .
The employer is subject to certain governmental recordkeeping and reporting requirements for the

. Lo administration of civil rights laws and regulations. In order to comply with these laws, the employer

(f,\ Disability invites employees to voluntarily self-identify their race or ethnicity. Submission of this information is

voluntary and refusal to provide it will not subject you to any adverse treatment. The information

4 Veteran Status obtained will be kept confidential and may only be used in accordance with the provisions of applicable
laws, executive orders, and regulations, including those that require the information to be summarized

and reported to the federal government for civil rights enforcement. When reported, data will not identify

any specific individual

For the purposes of EEOC reporting, the following race/ethnic categories will be used
- White (not of Hispanic origin): All persons having origins in any of the original peoples of Europe,
North Africa, or the Middle East.

N}

. Black (not or Hispanic origin): All persens having origins in any of the Black racial groups of Africa

w

. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.

-~

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

2

. American Indian or Alaskan Native: All persons having origins in any of the original peoples of
North America, and who maintain cultural identification through tribal affiliation or community
recognition.

Step Action

8. You have used the Ethnic Group Link in the Action panel top display the Ethnic
Group portion of the Personal Details page in the Information panel.

Your current self-identification is displayed in the grid in the Information panel. To
edit this information, click on the row you want to edit. This grid can have multiple
rows.

To add an additional self-identification, click the Plus button.

9. Click the Add an Ethnic Group button.

-+

Page 71



Training Guide

“ % Contra Costa County
Navigation for Self Service Users ;

PeopleSoft Training

Step Action

10. The Ethnic Group page displays. Use this page to add/select information about the
Ethnic Group Self-identification you are adding.

See the eProfile portion of Employee Self Service training for more details about
working with ethnic group self-identifications.

11.

End of Procedure.

Using Drop-down lists

Drop down lists in fluid work like drop down lists on Classic PeopleSoft pages. To use a drop
down list, click in the arrow in the list field. The list will display. Then click the option you want
to use. The value you select will display in the field. If you type the first letter of one of the
values that is included in a drop down list, the system will display that value in the field.
Generally, it is better to simply use the drop down list arrow to display the list and to select a
value.

Here is an example of a fluid drop down list:

Cancel Phone Number  Save |

4 Cope v ) :

Preferred [ZJ

a8 Numy
: Fxte n

Drop down list |

Here is the list with the choices displayed:
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Cancel | Phone Number
*Type
Home
Preferred || Mobile
Pager 1

Number

Extension /

Drop List Selections J

Click in one of the values in the list to display it in the field.

Procedure

(@] =7 el =4 ~ Employee Self Service

Payroll

Personal Details

pos
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Step Action
1. In this topic, you will review how to use drop down lists to select values.
Drop down lists allow you to select from a list of valid values.
To use a drop down list, click in the field and then select the value from the list that
displays.
If you know the first letter or letters of the value you want to use, you can type those
in and the system will display a list of all valid values that start with the character
you enter in the field. If only one value exists that starts with the characters you
typed, the system will populate the field with that value.
Some drop down lists contain a large number of values. In those cases you can use
the scroll bar to help you locate the value you want. With large lists you can also
enter the first letter of a value. The system will populate the field with the first value
in the list that begins with the letter you entered. You can use the down arrow key on
your key board to scroll down the list until you find the value you want to use.
2. Here is an example of clicking in a drop down list to select a value.
< My Homepage Personal Details a Q" = @
David Smith &)
e Contact Details
rE Contact Details I
g Name Cancel Phone Number \E] i
ltst Ethnic Groups “Type ‘;ﬂ| [ Type Preferred
RS Emergency Contacts Preferred [ Business v x
& Additional Information Number -
&\ Disability Extension
4 Veteran Status
[ Type Preferred
Step Action
3. Click the Type list.
“Type | I V|
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“Type

Mobile
Preferred | Pager 1

Step Action
4. Click the Pager 1 list item.
Pager 1

Phone Number

“Type  Pager 1

Preferred [

Page 75



Training Guide Contra Costa County
Navigation for Self Service Users PeopleSoft Training

Step Action

5. Click in the Number field.
Number ||

Cancel | Phone Number i
“Type  Pager1

Preferred [

Step Action

6. Notice the value you select is now displayed in the Type field.
7. Here's an example of changing the value that has been previously selected.
8. Click the Type list.

Type

Page 76




Contra Costa County Training Guide
PeopleSoft Training Navigation for Self Service Users

Phone Number

Type LELE

Mobile:

Preferred | Pager 1
Number  510/555-1212

Delete

Step Action

9. Click the Mobile list item.
Mobile

Phone Number

Type | [EEE
Preferred [

Number |510/555-1212

Delete
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Step Action

10. Click in the Number field.
MNumber |510/555-1212

c:noell Phone Number

Type  Mobile

Preferred [

Number |510/555-1212| *x

Extension

Step Action
11. Notice, the new value you selected now displays in the Type field.
12. Here's an example of a drop down list that uses a scroll bar.
13. Click the Relationship list.
*Relationship
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Personal Details A Q w» = @
David Smith &)
| cancel | Emergency Contact -m

Addresses

“Contact Name | John Button
S Contact Details

*Relationship |GG
= Name Adult Child
Prefersd ghi\d hter - Court Ordered
aughter - Cou ere

fisk Ethnic Groups Domestic Partner Adult
Domestic Partner Child
L& Ememgency Conl  Address Employee
Estate
|&, Additional Inforry No data exists. ExDomestic Partner

—— ExSpouse
o Add Address Foster Child
(&, Disabilty i Friond
Grand Parent
4 Veteran Status Grandchild

Great Grand Parent
Great Grandchild
Phone Numbers IRS Section152 Domestic Partnr
No data exists. :\Cl]ésrmor
f— Nephew
Add Phone Number Niece
e Other
Other - Court Ordered
Other Relative
Parent
Parent In-law
Recognized Child
Roommate
Self v
=

Step Action

14, Click the scrollbar.

15. Click the Stepson - Court Ordered list item.
Stepson - Court Ordered
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Emergency Contact
*Contact Name | John Button

| “Relationship I Stepson - Court Ordered } |
Preferred ¥

Address

No data exists.

Add Address

Phone Numbers

No data exists.

Add Phone Number

Step Action
16. Notice the value you selected now appears in the Relationship field.
17.

Here are two examples of using your keyboard to select a value in a drop down
field.

Phone Number

“Type | I~
Preferred [
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18. Enter the desired information into the Type field. Enter "m".
*Type | V|
19. Click in the Number field.
Number
| Cancel | Phone Number
Preferred L[|
Step Action
20. Notice the Type field now displays Mobile.
21. Here is another example of using your keyboard to select a value from a drop down

list.
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Emergency Contact

“Contact Name |John Button| x

*Relationship l ]

Preferred ¥

Address

No data exists.

Add Address

Phone Numbers

No data exists.

Add Phone Number

Step Action

22. Notice the focus is currently in the Contact Name field,

Press [Tab] to move the focus to the Relationship field.

Emergency Contact

*Contact Name | John Button
*Relationship. | I ||
Preferred

Phone Numbers

No data exists.

Add Phone Number
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Step Action

23. Enter the desired information into the Relationship field. Enter "d".

"Relationship | [N |

Personal Details a Q" = @
David Smith &)

D | Cancel | Emergency Contact

Addresses
*Contact Name | John Button

@ Contact Details —
~ *Relarinnsmp| [Daugher—Court Grdered ] |
= Name

Preferred
fi Ethnic Groups
s Emergency Conl  Address
& Additional Inforn No data exists.
LL,\, Disability Add Address
g, Veteran Status
Phone Numbers
No data exists.
Add Phone Number
Step Action
24, Use the down arrow key on your keyboard to move down the list until you find the
value you want to use. In this example, you want to select Grandchild.
Press [Down Arrow].
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Emergency Contact

“Contact Name |John Button

*Relaiionshipl l Domestic Partner Adult ] |
Preferred ¥

Address

No data exists.

Add Address

Phone Numbers

No data exists.

Add Phone Number

Step Action

25. Notice the value in the Relationship field has changed.

Press [Down Arrow].

Emergency Contact

*Contact Name | John Button

’Rﬂminnshipl [oomestc Pariner chid v |
Preferred

Phone Numbers

No data exists.

Add Phone Number
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Step Action

26. Notice the value in the Relationship field has changed.

Press [Down Arrow].

Personal Details

David Smith &
| Cancel | Emergency Contact

Addresses

»

£| K

“Contact Name | John Button

‘;@ Contact Details

= Name

lé Ethnic Groups

*Remionsmp| (T — |

Preferred

L& Ememgency Conl  Address
& Additional Inforn No data exists.

(E\_ Disability Add Address

4 Veteran Status

Phone Numbers

No data exists.

Add Phone Number

Step Action

217. Notice the value in the Relationship field has changed.

Press [Down Arrow].
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Emergency Contact

“Contact Name |John Button

*Remionsmpl [EE— |
Preferred ¥

Address

No data exists.

Add Address

Phone Numbers

No data exists.

Add Phone Number

Step Action

28. Notice the value in the Relationship field has changed.

Press [Down Arrow].

Emergency Contact

*Contact Name | John Button

*Reuaﬁonsmp| [Boonesicramer ] |
Preferred

Phone Numbers

No data exists.

Add Phone Number
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Step Action

29. Notice the value in the Relationship field has changed.

Press [Down Arrow].

Personal Details

David Smith &
| Cancel | Emergency Contact

Addresses

»

£| K

“Contact Name | John Button

‘;@ Contact Details

= Name

lé Ethnic Groups

*Relaﬁonsmp| (T — |

Preferred

L& Ememgency Conl  Address
& Additional Inforn No data exists.

(E\_ Disability Add Address

4 Veteran Status

Phone Numbers

No data exists.

Add Phone Number

Step Action

30. Notice the value in the Relationship field has changed.

Press [Down Arrow].
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Emergency Contact

“Contact Name |John Button

*Relaiionshipl [Festerchia ~ |
Preferred ¥

Address

No data exists.

Add Address

Phone Numbers

No data exists.

Add Phone Number

Step Action

31. Notice the value in the Relationship field has changed.

Press [Down Arrow].

Emergency Contact

*Contact Name | John Button
wannnsmp| | || |
Preferred

Phone Numbers

No data exists.

Add Phone Number
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Step Action

32. Notice the value in the Relationship field has changed.

Press [Down Arrow].

Personal Details

David Smith &
| Cancel | Emergency Contact

Addresses

»

£| K

“Contact Name | John Button

‘;@ Contact Details

= Name

lé Ethnic Groups

*Remionsmp| (T ET— |

Preferred

L& Ememgency Conl  Address
& Additional Inforn No data exists.

(E\_ Disability Add Address

4 Veteran Status

Phone Numbers

No data exists.

Add Phone Number

Step Action

33. Notice the value in the Relationship field has changed.

Press [Down Arrow].
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Emergency Contact

“Contact Name |John Button

*Remionsmpl T — ] |
Preferred ¥

Address

No data exists.

Add Address

Phone Numbers

No data exists.

Add Phone Number

Step Action

34. Notice the value in the Relationship field is now Grandchild.

Press [Enter] to select this value.

Emergency Contact

*Contact Name | John Button

’Rﬂminnshipl | Grandchilg v |
Preferred

Phone Numbers

No data exists.

Add Phone Number
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Step Action

35. Notice the Relationship field now displays Grandchild, the value you just selected.

End of Procedure.

Using Text Entry Fields

Text entry fields work the same in Fluid pages as they do in Classic PeopleSoft pages. Left click
in the text entry field and then enter the text you want to use in that field.

Here’s an example of a Fluid text entry field.

Cancel | Phone Number

Preferred [

Number‘ i ’

Extension

Text Entry field |

Procedure
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Step

Action

This example demonstrates how to text entry fields.
For this example, you will enter address information for a new emergency contact.

For more details about adding, editing, and deleting emergency contact information
see the eProfile portion of Employee Self Service Training.

< My Homepage Personal Details a Y= 0
David Smith &)
D @] Emergency Contact i
Addresses Cancel | Address
I Contact Details Same as mine [
g Name Country  United States Q

Add 1
S‘t Ethnic Groups ress ‘

| Emergency Con Address 2

|&, Additional Infom Address 3
‘5 Disability City

State Q
&, Veteran Status

Postal

County
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Step Action

2. To use a text entry field. Click in the field you want to edit and use your key board
to enter text.

To move to the next field, click in the field you want to edit. You can also use the
Tab key to move to the next field.

< My Homepage Personal Details A Y= 0
David Smith
D Cancel | Emergency Contact i
jo Addresses | | | Cancel | Address
k& Contact Details Same as mine [
g Name Country  United States Q
“ Ethnic Groups Address 1 ‘
Kg Emergency Con Address 2
|2, Additional Inforn Address 3
é\ Disability City
@, Veteran Status State Q
Postal
County
Step Action
3. Click in the Address 1 field.
i | Address
Same as mine [
Country | United States Q
Address 1 | |
Address 2
4, Enter the desired information into the Address 1 field. Enter 1803 Devon Court".
P R e Bt s =
Cancel Address
Same as mine [
Country | United States Q
Address 1 || |
Address 2
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Step Action

5. Click in the City field.
same as mine [
Country lUmlEd States Q\
Address 1 |1sos Devon Courf xl
Address 2 I |
Address 3 I |
civ | |
e | a
6. Enter the desired information into the City field. Enter "Concord".

Address 1 [1803 Devon Court

Address 2 |

Address 3 |

o | |

State | a

7. Click in the State field.

Country [United States q}

Address 11803 Devon Court

Adaress 2 |

Address 3 |

City lCOllDotd 1

suate || a]

Postal | ]

Address

Same as mine []

[UnilEd States

[1803 Devon Court

Address 2 [

Address 3 [

City  Concord

[
[
[
[
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Step Action

8. Notice, the State Field has a look up button. This field uses a prompt table that
contained a list of all valid values for the field.

You can type directly in this field (or use the lookup button to select a value).

The system will in some cases anticipate the value you intend based on the
characters you enter and display it box below the field.

In the example here, you want to enter California in the State field.

9. Enter the desired information into the State field. Enter "CA",
Same as mine [J
Country United States Q
City Concord
State |\ Ql
10. Note the system displays a selection below the State field based on the value you

typed in the State field.
Click the CA California object to select it.

CA California

< My Homepage GEEEH T a Y= 0
David Smith &)
D Cancel Emergency Contact E
Addresses [ cancel Address @ ]
k& Contact Details Same as mine [
b Name Country | United States Q

[t} Ethnic Groups Address 1 | 1803 Devon Court

| Emergency Con Address 2
|, Additicnal Inforr Address 3
(&, Disability City  Concord

g, Veteran Status State ‘Califorma{ x Q ‘ |

Postal ‘ ‘

County
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Step Action
11. Note the State field now displays California.
12. Click in the Postal field.
Address 2
Address 3
City Concord
State | Californial x Q
Postal | |
County
13. Enter the desired information into the Postal field. Enter "94520".
Address 1 | 1803 Devon Court
Address 2
Address 3
City | Concord
State |California Q
Postal |\
County
14. Click in the County field.
Address1 | 1803 Devon Court
Address 2
Address 3
City |Concord
State | California Q
Postal 94520
County | |
15. Enter the desired information into the County field. Enter "Contra Costa".

City Concord
State  California Q

Postal | 94520

County ||
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< My Homepage Personal Details

D David Smith & Address [save| A
Addresses Change As Of |09/08/2016
‘.@ Contact Details Address Type Home
g Name Country |United States Q
e Address 1 | 1000 Pine Drive >
[‘1 Ethnic Groups
\2 Emergency Contacts Address 2
|&, Additional Information Address 3
(‘.‘\ Disability City |Concord )
4 Veteran Status State | California Q
Postal 94518
County Contra Costa
v
Step Action
16. Next, you will edit an existing value in a text entry field.

We have navigated to the Address page for your home address and will change the
value that appears in the Address 1 field.

To edit an existing value, either

Select the value by using your mouse to highlight the text you want to edit and either
press the Delete key on your key board or type directly over the highlighted text.

or

Select the entire text in a field by tabbing into the field from the previous field or
using shift/tab to tab back to the field from fields below the field you want to edit.

17. Click in the Address 1 field.

Change As Of | 09/08/2016
Address Type Home

Country  United States Q

Address 1 1000 Pine Drive |

Address 2
Address 3

City Goncord
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Step Action

18. Enter the desired information into the Address 1 field. Enter "2641 Prospect
Street".
Change As Of |09/08/2016

Address Type Home
Country | United States Q
Address 1 | [MHIRINNE x

Address 2

< My Homepage Personal Details

D David Smith Address ~
Addresses Change As Of |09/08/2016
k& Contact Details Address Type Home
g Name Country | United States Q
st Ethnic Groups |Address 1 | 2641 Prospect Stree| % | >
‘:.: Emergency Contacts Address 2
&, Additional Information Address 3
City |Concord
>
State | California Q
Postal 94518
County Contra Costa
v
Step Action
19. Notice the Address 1 field now contains the new address information.
20.
End of Procedure.

Using Add Buttons

Some Fluid pages enable you to add new values, e.g., a new phone number or email address, or a
new Ethnic Self Identification. These pages contain one or more Add buttons. Clicking one of
these buttons opens a new fluid page that appears as a window on top of the base fluid page. You
can use this new page to enter information about the item you want to add.

Here’s an example of an Add button:
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Lisa Lopez

ssstoror Add a New... Button |

a4 Addresses ]
Contact Details
Contact Details

o ne
3§ Name @

lgi Ethnic Groups Nimnber
{2 Emergency Contacts 650/291-1395

&‘ Additional Information

Here’s an example of a page that displays after you have clicked an Add button:

Cancel | Phone Number
“Type | ™| |
Preferred [
Mumber
Extension
Procedure

Step Action

1. This topic demonstrates how to use Add buttons to add new and/or additional
information to grids on fluid pages.
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Step Action
2. Here is an example of an Add button that displays when the grid in the information
panel of a fluid page is empty.
In this example, you will add a voluntary deduction.
Note: Adding voluntary deductions is covered fully in the ePay portion of Employee
of Self Service training.
< My Homepage Voluntary Deductions List
David Smith
[ Pay Checks Voluntary Deductions
lé Direct Deposit Review, add or update your voluntary deductions information.
W-4 Tax Information Trows
Deduction Type StartDate Stop Date Status Deduction Goal Amount Goal Balance
EDH State Tax Information ° ° ° ¢ ° e e
Voluntary Deductions
Add Deduction
Step Action
3. You have navigated to the Voluntary Deduction list page: Employee Self Service >

Payroll > Payroll Self Service > Voluntary Deductions.

You currently have no voluntary deductions. Use the Add Deduction button to
begin the process of adding a voluntary deduction.

Click the Add Deduction button.

1 rows

Deduction Type StartDate Stop Date Status Deduction  Goal Amount Goal Balance

W W

Add Deduction
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Step Action

4, Click the Look up *Type of Deduction button.
Voluntary Deductions
*Type of Deduction &l
5. Click the Charity United Way object.

Onarty Lo Indegnd Cnarss

Charty Plsiges Oer

6. Click in the Enter Amount field.

Use this field to indicate the amount you want deducted from your pay each month
for this deduction.

Voluntary Deductions

*Type of Deduction |[Charity United Way x Q

Flat Amount Amount

*Enter Amount

7. Enter the desired information into the Enter Amount field. Enter ''25".

*“Type of Deduction |Charity United Way Q

Flat Amount Amount

*Enter Amount ||
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Step

Action

8.

Click in the Take deduction until | reach this Goal Amount field.

Use this field to indicate the total amount you want to contribute as part of this
deduction.

Voluntary Deductions
“Type of Deduction Charity United Way Q

Flat Amount Amount

*Enter Amount |25 x

Take deduction until | reach |
this Goal Amount

Enter the desired information into the Take deduction until | reach this Goal
Amount field. Enter "500".

Voluntary Deductions
“Type of Deduction Charity United Way Q
Flat Amount Amount
“Enter Amount 25
Take deduction until | reach I:l
this Goal Amount

“Enter Deduction Start Date

10.

Click in the Enter Deduction Start Date field.

Use this field to indicate the date on which you want the deduction to start.

Voluntary Deductions
“Type of Deduction | Charity United Way Q
Flat Amount Amount
“Enter Amount |25

Take deduction until | reach
this Goal Amount

“Enter Deduction Start Date

500

11.

Enter the desired information into the Enter Deduction Start Date field. Enter
"2/15/2017".

Flat Amount Amount
*Enter Amount |25

Take deduction until | reach

this Goal Amount 500

“Enter Deduction Start Date || |
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Step Action

12. The deduction must be processed by the payroll staff.

Click the Submit button.

Enter Deduction Stop Date

(example: 12/31/2000)

Current Balance 0.00

- Reiuired Field

13. Note: because the deduction must be processed by the payroll staff or because the
current payroll may already be in process, the deduction may not show up in your
net paycheck.

Click the OK button.

Voluntary Deductions

N

14. Click the OK button.
A 4

lission was successful. Please contact your departmental payroll personnel to complete 'CCYY’ Contr.
campaign form to ensure deductions are submitted to your charity of choice.

OK Cancel
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< My Homepage Voluntary Deductions List

David Smith

EQS' Pay Checks )
Voluntary Deductions

lé Direct Deposit Review, add or update your voluntary deductions information.

1 rows.
W-4 Tax Information

Deduction Type Start Date gt‘:z Status  Deduction

DE4 State Tax Information < < 2 <& <&

Goal Goal
Amount  Balance

Voluntary Deductions
Charity United Way 02/15/2017 In Future  $25.00 500.00 0.00 Edit

Add Deduction

Step Action

15. Note the Voluntary Deductions grid now displays the deduction information you
just entered.

You can use the Add Deduction button to add additional deductions of the same or
other types.

16. Here is an example of an Add button when the grid on the fluid page contains data.
In this case, you will add an additional value.

In this example, you will add additional phone number.

Adding phone information is covered in the eProfile portion of Employee Self
Service training.
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Step Action
17. You have navigated to the Contact Details portion of the Personal Details page:
Employee Self Service > Personal Details tile > Contact Information.
Currently you have two phone numbers listed. You will use the Plus (Add Phone)
button to add an additional phone number.
Click the Add Phone button.
Contact Details
Phone
Number Extension Type
_ Business
925/5568-5524 Home:
18. Click the Type list.
Phone Number i
e
Preferred [J
s [ ]
Bawnsion | |

Phone Number

“Type _
Mobile:
Preferred | Pager 1
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Step Action
19. Click the Mobile list item.
“Type .
Mobile
Preferred | Pager 1
Number
Phone Number
“Type
Preferred [
Step Action
20. Click in the Number field.

*Type | [RIE
Preferred [

Number | |

Extension l l
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Step Action

21. Enter the desired information into the Number field. Enter "925/556-2112",

“Type | Mobile [v|

Preferred [

Number ||
Extension
22. Click the Save button.
Cancel Phone Number

“Type | Mobile [v]

Preferred [

Number |925/556-2112] ®
Extension
onal Deta ®
You have successfully added your "Mobile" phone. X
EAddresses
Contact Details
Contact Details Phone
8 Name I
[fat Ethnic Groups Number Extension Type Preferred
{2 Emergency Contacts _ Business v N
& Additional Information
925/656-2112 Mobile >
925/658-5524 Home >
Email
+
Email Address Type Preferred
| Business v
Step Action
23. Notice the system issues a message across the top of the page indicating that you
have successfully added your mobile phone.
Also notice that the Phone grid now lists three phone types including the phone you
just added.
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Step Action

24,
End of Procedure.

Using Check Boxes and Radio Buttons

Some fluid pages contain fields that require you to select a check box to select a value or an
option. Check boxes in fluid work the same way they do in Classic PeopleSoft pages. Click an
unselected Check box to select it. If a check box is selected, click it to unselect it.

Here’s an example of a field that uses a check box:

Cancel Phone Number save |
“Type ||
Preferred [
Numbery |

Exter 4

Check Box j

This check box is not selected. Click the Check box to select it.

Here’s an example of a field with a check box that is selected:
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Cancel | Phone Number

“Type v
Preferred Wi

Number

Extension

Check Box Selected J

Click the Check

Procedure

ORACLE ~ Employee Self Service

Payroll Personal Details

pos

Step Action

1. This topic covers the use of check boxes and Radio buttons to select values and
options.
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Step Action
2. This example demonstrates how to use a check box to select a value.
You will use a check box to indicate that an emergency contact is your preferred
emergency contact.
¢ My Homepage Personal Details a " = @
David Smith &
D Cancel Emergency Contact
Addresses A
“Contact Name ‘pames Smyth x |
k2 Contact Details —
“Relationship | Sibling v
[ Name Preferred [J ferred
‘A‘ Ethnic Groups
[\; Emergency Cont  Address ’
o 2641 Prospect Street
& A Concord, CA 94518 > ’ :
(E\ Disability Contra Costa
o Veteran Stals Phone Numbers
+
Phone Extension Type
925/558-5523 Same as mine 3
Delete v
Step Action
3.

You have navigated to the Emergency Contact page for emergency contact James
Smyth and will mark this contact as your preferred contact: Employee Self Service
> Personal Details Tile > Emergency Contact.

Click the Preferred option.

“Contact Name “James Smyth x ‘

“Relationship | Sibling v

Preferred [J
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Step Action
4, Click the Save button.
Cancel Emergency Contact
“Contact Name  James Smyth !
“Relationship | Sibling v
Preferred M|

< My Homepage

Personal Details

Emergency Contact "James Smyth" was successfully updated.

b=q Addresses
Emergency Contacts

+

g Contact Details

s Name
Contact Name Relationship Preferred
l;'. Ethnic Groups

James Smyth Sibling

v >
Emergency Contacts

& Additional Information ST picad

Step Action

5. Notice the system displays a confirmation message indicating that you successfully
updated James Smyth.
Also notice that James Symth is your preferred contact.

6.

This portion of the topic demonstrates how to deselect a check box and how to use a
Radio button.

Radio buttons present mutually exclusive options. You cannot select multiple Radio
buttons in a group.
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My Homepage

David Smith &)

=1 Addresses

g Contact Details

s Name

xﬁ‘ Ethnic Groups

\E Emergency Contacts
|&, Additional Information
é\ Disability

Veteran Status

Contra Costa County
PeopleSoft Training

military, ground, naval or air service, participated in a United States military operation for which an Armed

Forces service medal was awarded pursuant to Executive Order 12985 ~
Protected velerans may have additional rights under USERRA - the Uniformed Services Employment and
Reemployment Rights Act. In particular, if you were absent from employment in order to perform service in the
uniformed service, you may be entitled to be reemployed by your employer in the position you would have
obtained with reasonable certainty if not for the absence due to service. For more information, call the U.S.
Department of Labor's Veterans Employment and Training Service (VETS), toll-free, at 1-866-4-USA-DOL.

Self-Identification

As a Govemment contractor subject to VEVRAA, we are required to submit a report to the United States
Department of Labor each year identifying the number of our employees belonging to each specified "protected
veteran” category. I you believe you belong to any of the categories of protected veterans listed above, please
indicate by selecling the appropriate opfion belowr.

@ | belong to the followi lassificati of p

i veterans (choose all that apply):

Disabled Veteran

[ Recently Separated Veteran

[ Active Duty Wartime or Campaign Badge Veteran
[ Armed Forces Service Medal Veteran

& 1am a protected veteran, but I choose not to self-identify the classifications to which |
™ belong.

O lam NOT a protected veteran.

O lam NOT a veteran.

Military Discharge Date

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make
that would enable you 1o perform the essential functions of the job, including special equipment, changes in the
physical layout of the job, changes in the way the job is customarily performed, provision of personal assistance

‘services or other accommodations. This information will assist us in making reasonable accommadations for your
disability.

of thic i e wnluntary and eafieal tn nenvide it will net cuhisst uni e anu aduares frastmant

Step

Action

under it.

For this example you navigated the Veteran Status page and scrolled to the Self-

Identification section of that page: Employee Self Service > Personal Details Tile >
Veteran Status.

This section contains four radio buttons. The first radio button has four check boxes

My Homepage

David Smith &)

=4 Addresses

\L.l Contact Details

8 Name

RAL Ethnic Groups

{E Emergency Contacts.
& Additional Information
é\ Disability

Veteran Status

military, ground, naval or air service, participated in a United States miltary operation for which an Armed
Forces service medal was awarded pursuant to Executive Order 12085 A
Protected veterans may have additional rights under USERRA - the Uniformed Services Employment and
Reemployment Rights Act In particular, if you were absent from employment in order to perform service in the
uniformed service, you may be entitied to be reemployed by your employer in the position you would have
obtained with reasonable certainty if not for the absence due to service. For more information, call the U.S.
Department of Labor's Veterans Employment and Training Service (VETS), toll-ree, at 1-866-4-USA-DOL.

Self-Identification

As a Govemment contractor subject to VEVRAA, we are required to submit a report to the United States
Depariment of Labor each year identifying the number of our employees belonging to each specified "protected
veteran” category. If you believe you belong to any of the categories of protected veterans listed above, please
indicate by selecting the appropriate option below.

I belong to the i ications of p veterans (choose all that apply):

Disabled Veteran

[ Recently Separated Veteran

[ Active Duty Wartime or Campaign Badge Veteran
[J Armed Forces Service Medal Veteran

- 1am a protected veteran, but | choose not to self-identify the classifications to which |
* belong.

O Iam NOT a protected veteran.

O Iam NOT a veteran.

Military Discharge Date

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make
that would enable you to perform the essential functions of the job. including special equipment, changes in the
physical layout of the job, changes in the way the job s customarily performed, provision of personal assistance

services or other accommodations. This information will assist us in making reasonable accommodations for your
disabiliy.

o thic & e wnluntans and rofiseal b nenvide it will net cuhiact v fn anu adusrea fraatmont
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Step Action

8. Notice that the Disabled Veteran check box is selected. For this example, you will
deselect it.

Click the Disabled Veteran check box.

DTS

(LI TTLV )]

As a Government contractor subject to VEVRAA. we are required to submit a report o the United States
Depariment of Labor each year identifying the number of our employees belonging to each specified "protected
veteran" category. If you believe you belong to any of the categories of protected veterans listed above, please
indicate by selecting the appropriate opfion below.

| belong to the following classifications of protected veterans (choose all that apply):

Disabled Veteran

[ Recently Separated Veteran

< My Homepage

Qv

David Smith &)
Addresses military, ground, naval or air service, participated in a United States military operation for which an Armed
Forces service medal was awarded pursuant to Executive Order 12985 ~
_ Protected velerans may have additional rights under USERRA - the Uniformed Services Employment and
g Contact Details Reemployment Rights Act. In particular, if you were absent from employment in order to perform service in the

uniformed service, you may be eniiled 1o be reemployed by your employer in the position you would have
N oblained with reasonable certainty if not for the absence due to service. For more information, call the U.S.
sl Name Department of Labor's Veterans Employment and Training Service (VETS), toll-ree, at 1-866-4-USA-DOL.

sk Ethnic Groups Self-ldentification

Q
8§ Emergency Contacts As a Govemment contractor subject to VEVRAA, we are required to submi a report o the United States
Department of Labor each year identifying the number of our employees belonging to each specified "protected
® Additional Information veteran" category. If you believe you belong to any of the categories of protected veterans listed above, please
il indicate by seleciing ihe appropriate option below.
é\ Disability

Veteran Status

belong to the following classifications of p 1 veterans (choose all that apply):
[ Disabled Veteran

[0 Recently Separated Veteran

[ Active Duty Wartime or Campaign Badge Veteran

[] Armed Forces Service Medal Veteran

 1am a protected veteran, but | choose not to self-identify the classifications to which |
~ belong.

O lam NOT a protected veteran.

O lam NOT a veteran.

Military Discharge Date

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make
that would enable you 1o perform the essential functions of the job, including special equipment, changes in the
physical layout of the job, changes in the way the job is customarily performed, provision of personal assistance

‘services or other accommodations. This information will assist us in making reasonable accommadations for your
disability.

of thic i

e wnluntary and eafieal tn nenvide it will net cuhisst uni e anu aduares frastmant
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Step

Action

9.

Notice the Disabled Veteran check Box is no longer selected.

You will now select the Active Duty Wartime or Campaign Badge Veteran check
box.

Click the Active Duty Wartime or Campaign Badge Veteran check box.

MUILHLE DY SBIECUNY 1 SPpTOpHEE opusn Deow_

® | belong to the following classifications of protect:
[ Disabled Veteran
[J Recently Separated Veteran

[ Active Duty Wartime or Campaign Badge Vet:

[] Armed Forces Service Medal Veteran

~ lam a protected veteran, but | choose not to self-i
~ belong.

< My Homepage onal Details A Q > =
David Smith &
iz Addresses military, ground, naval or air service, parficipated in a United States military operation for which an Ammed
Forces senvice Medal was awarded pursuant to Executive Order 12985 A
. : Protected veterans may have additional rights under USERRA - the Uniformed Services Employment and
R Contact Details Reemployment Rights Act In parficular, if you were absent from employment in order to perform service in the
uniformed service, you may be entitied to be reemployed by your employer in the position you would have
o obtained with reasanable certainty if not for the absence due to service. For more information, cal the U.S.
[ Name Department of Labor's Velerans Employment and Training Service (VETS), toll-free, at 1-866-4-USA-DOL.
Ethnic Groups . "
3 P Self-Identification
]
kg Emergency Contacls As a Govemment contractor subject to VEVRAA, we are required to submit a report to the United States

Department of Labor each year identifying the number of our employees belonging to each specified "protected
veteran” category. If you believe you belong to any of the categories of protected veterans listed above, please

® Additional Information v . ic
il indicate by selecting the appropriate option belov:.

&, Disabity belong to the of p veterans (choose all that apply):
[ Disabled Veteran
Veteran Status [] Recently Veteran

Active Duty Wartime or Campaign Badge Veteran

[J Armed Forces Service Medal Veteran

- 1am a protected veteran, but | choose not to self-identify the classifications to which |
belong.

am NOT a protected veteran.

am NOT a veteran.

Military Discharge Date

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make
that would enable you to perform the essential functions of the job. including special equipment, changes in the
physical layout of the job, changes in the way the job s customarily performed, provision of personal assistance
services or other accommodations. This information will assist us in making reasonable accommodations for your
disabiliy. ©

o thic & e wnluntans and rofiseal tn nenvide it will net cuhiact i fn s0u adusrea fraatmont

Step

Action

10.

Notice the Active Duty Wartime or Campaign Badge Veteran check box is now
selected.

Note it is possible to select multiple check boxes. For this example, you will select
two other check boxes:

-- Recently Separated Veteran
-- Armed Forces Service Medal Veteran
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Step Action

11. Click the Recently Separated Veteran check box.

indicate by se_leciing the appropli-ate opiion_below:

@ | belong to the following classifications of protected veterz
[] Disabled Veteran
O Recently Separated Veteran
Active Duty Wartime or Campaign Badge Veteran
[0 Armed Forces Service Medal Veteran

~ | am a protected veteran, but | choose not to self-identify tl
~ belong.

12. Click the Armed Forces Service Medal Veteran check box.

‘® | belong to the tollowing classifications ot protected veterans (choos
[ Disabled Veteran
¥ Recently Separated Veteran
Active Duty Wartime or Campaign Badge Veteran
[0 Armed Forces Service Medal Veteran

~ | am a protected veteran, but | choose not to self-identify the classific

L
helonn.
& =
David Smith &)
Addresses Forces service medal was awarded pursuant to Executive Order 12085
Protected veterans may have additional rights under USERRA - the Uniformed Services Employment and ~
. _ Reemployment Rights Act. In particular, if you were absent from employment in order to perform service in the
g Contact Details uniformed service, you may be entilled to be reemployed by your employer in the position you would have
obtained with reasonable certainty if not for the absence due to service. For more information, call the U.S.
g Name Depariment of Labor's Veterans Employment and Training Service (VETS), toll-ree, at 1-866-4-USA-DOL.
l2a3 Ethnic Groups Self-ldentification
@ Emergency Contacts As a Government confractor subject to VEVRAA, we are required to submit a report to the United States
¥ geney Department of Labor each year identifying the number of our employees belonging to each specified "protected
veteran” categary. If you believe you belong to any of the categories of protected veterans listed above, please
& Additional Information indicate by selecting the appropriate option below.
I belong to the i ifications of p veterans (choose all that apply):
&, Disability [ | Disabled Veteran
¥ Recently Separated Veteran
Veteran Status

Active Duty Wartime or Campaign Badge Veteran

[ Armed Forces Service Medal Veteran

~ | am a protected veteran, but I choose not to self-identify the classifications to which |
belong.

I'am NOT a protected veteran.

O lam NOT a veteran.

Military Discharge Date

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make
that would enable you to perform the essential functions of the job, including special equipment, changes in the
physical layout of the job, changes in the way the job is customarily performed, provision of personal assistance
services or other accommodations. This information will assist us in making reasonable accommedations for your
disabilty.

Submission of this information is voluntary and refusal to provide it will not subject you to any adverse treatment
Tho - B tho

el b e oot i seiuie

Step Action

13. Notice, three check boxes are now selected under the top level Radio button option.

Next you will select a different Radio button.
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Step

Action

14.

Click the I am a protected veteran, but I choose not to self-identify the c option.
Deparimen of Labor each year identiying the number of our employees belonging fo each speciied "protected
veteran” category. If you believe you beleng to any of the categories of protected veterans listed above, please
indicate by selecting the appropriate option below_
® | belong to the following classifications of protected veterans (choose all that apply):
[ Disabled Veteran
[ Recently Separated Veteran
Active Duty Wartime or Campaign Badge Veteran
[ Armed Forces Service Medal Veteran

[ ! am a protected veteran, but| choose not to self.identify the classifications to which |
= belong.

O Iam NOT a protected veteran.

O lam NOT a veteran.

Military Discharge Date

15.

Click the OK button.

| | As a Government contractor subject o VEVRAA, we are required to submit a report to the Uniter

h spec
Waming -- Previous selections will be updated. listed
You had previously identified as a Protected Veteran, your previous selections will be updated. .
OK
I I e S

16.

Notice your previous selections have been deselected and that the | am a protected
veteran... Radio button is now selected.

Next you will select another Radio button.

Click the I am NOT a veteran. option.

Recently Separated Veteran
Active Duty Wartime or Campaign Badge Veteran

Armed Forces Service Medal Veteran

r.-x; | am a protected veteran, but | choose not to self-identify the classificat
~ belong.

) lam NOT a protected veteran.

O

Military Discharge Date
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< My Homepage Personal Details A Q" =0
David Smith &)
Addresses military, ground, naval o air sefvice, participated in a United States military operation for which an Armed
Forces service medal was awarded pursuant to Executive Order 12985 ~

Protected veterans may have additional rights under USERRA - the Uniformed Services Employment and
Reemployment Rights Act. In particular, if you were absent from employment in order to perform service in the
uniformed service, you may be eniiled 1o be reemployed by your employer in the position you would have
oblained with reasonable certainty if not for the absence due to service. For more information, call the U.S.
sl Name Department of Labor's Veterans Employment and Training Service (VETS), toll-ree, at 1-866-4-USA-DOL.

g Contact Details

lsk Ethnic Groups Self-ldentification

8§ Emergency Contacts As a Govemment contractor subject to VEVRAA, we are required to submi a report o the United States
Department of Labor each year identifying the number of our employees belonging to each specified "protected
® Additional Information veteran” category. If you believe you belong to any of the categaries of protected veterans listed above, please
-h indicate by selecling the appropriate opfion belowr.

é\ Disability O I belong to the g of p veterans (choose all that apply):
Disabled Veteran

Veteran Status Recently Separated Veteran
Active Duty Wartime or Campaign Badge Veteran

Armed Forces Service Medal Veteran

= Tam a protected veleran, but 1 choose not o seli-identify the classifications o which 1
™ belong.

am NOT a protected veteran.

am NOT a veteran.

Military Discharge Date

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make
that would enable you 1o perform the essential functions of the job, including special equipment, changes in the
physical layout of the job, changes in the way the job is customarily performed, provision of personal assistance
‘services or other accommodations. This information will assist us in making reasonable accommadations for your
disability.

of thic i e wnluntary and eafieal tn nenvide it will net cuhisst uni e anu aduares frastmant

Step Action

17. Notice the previous selection has been deselected and the | am NOT a Veteran
Radio button is now selected.

18.
End of Procedure.

Using Sliders

Some fluid pages use sliders to select options. Classic PeopleSoft pages do not use Sliders.
Sliders work like check boxes; they are used to select a binary option—e.g., yes or no; selected or
not selected. Click in the slider to change the selected option.

Here’s an example of a slider with the No option selected:

Cancel Ethnic Group \ Savel

—7=

Primary

*Ethnic Group | Q |

—

Here’s an example of a slider with the Yes option selected.
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Ethnic Group i
primary((_ves )
*Ethnic Group ‘ L Q‘
Procedure

Step Action

1. This topic demonstrates how to use sliders to select values/options.

Ethnic Group

primary
*Ethnic Group Q
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Step Action

2. Notice, the Ethnic Group page has a slider in the Primary field.

You have navigated to the Ethnic Group page and are in the process of adding an
ethnic group self identification: Employee Self Service > Personal Details tile >
Ethnic Groups > Add an Ethnic Group button.

Currently the option is set to "no". The ethnic group that you will add will not be
your primary ethnic group.

To change this selection, click the slider for the Primary field.

< My Homepage Personal Details

D David Smith &

Addresses

»
0
*
]
@

Ethnic Groups
2] |

s> Contact Details

= Name

. Ethnic Groups

Cancel Ethnic Group | save

{EE"ETQEHWCOH'BC‘S Primary () No

Additional Information . i |

& Ethnic Group Q rting requirements for the

P these laws, the employer
(E\. Disability Jission of this mformgﬁ?)yr'\ is
atment. The information
4 Veteran Status ith the provisions of applicable
information to be summarized
2n reported, data will not identify

s will be used,
he original peoples of Europe,

mﬁca, or the Middle East.
2. Black (not or Hispanic origin): All persons having origins in any of the Black racial groups of Africa.

3. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race

4. Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

5. American Indian or Alaskan Native: All persons having origins in any of the original peoples of
North America, and who maintain cultural identification through tribal affiliation or community
recognition.

Step Action

3. Click the Primary option.
" | No
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prmary (Vs ()

Step Action

4. Notice the slider for the Primary field now indicates "Yes". The ethnic group you
are adding will be your primary ethnic group.

5. To change your selection to "No",
click the Primary option.
—

Yes
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Ethnic Group

Primary

Step Action

6. Notice the slider in the Primary field now indicates "No". The ethnic group you are
adding will not be your primary ethnic group.

End of Procedure.

Entering dates

You can enter a date directly into a date field using any of the following formats:
2/15/2017

02/15/2017

02-15-2017

2-15-2017

2/15/17

02/15/17

2-15-17

02-15-17

The system will automatically change the date to 02/15/2017.

Here’s an example of a date field:
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Change As Of(02/13/2017 I

Address Type Home

Country |United States Q

Address 1 | 1000 Pine Drive
Address 2
Address 3
City |Concord
State  California Q
Postal 94518

County |Contra Costa

Procedure

ORACLE ~ Employee Self Service

Payroll Personal Details

pos
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Step Action

1. This topic demonstrates how to enter a date in a Date field.

You can enter a date using several different formats. The system will convert the
date to the following format once you tab or click away from the Date field:

MM/DD/YYYY

February 15, 2017 will be saved as 02/15/2017.

Dates must be entered using numbers. The date field will not accept alpha
characters. The system will generate an error message if you use an invalid format.

Click Ok on the error message box and use one of the formats demonstrated in this
topic.

< Voluntary Deductions Edit Voluntary Deductions
David Smith

EQ% Pay Checks .
Voluntary Deductions

é Directibepasi “Type of Deduction Charity Earth Share Calif Q,

W-4 Tax Information Flat Amount Amount
§ DE4 State Tax Information “Enter Amount |20
Voluntary Deductions Take deduclion until | reach 200
this Goal Amount
“Enter Deduction Start Date ‘ ‘ |
(example: 12/31/2000)
Enter Deduction Stop Date

(example: 12/31/2000)
Current Balance 0.00

* Required Field
Submit

Step Action

2. For this topic, we will use the Enter Deduction Start Date field on the Voluntary
Deduction page: Employee Self Service > Payroll Tile > VVoluntary Deductions >
Add Deduction.

3. For this example you will enter the date as 2/15/2017.
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< Voluntary Deductions Edit Voluntary Deductions

David Smith

Pay Ghecks
[ Py Che Voluntary Deductions

5 Direct Deposit
W-4 Tax Information
§ DE4 State Tax Information

Voluntary Deductions

Flat Amount Amount

“Enter Amount |20

Take deduction until | reach

this Goal Amount | 200

Enter Deduction Stop Date

Current Balance 0.00

* Required Field
Submit

“Type of Deduction Charity Earth Share Calif Q,

“Enter Deduction Start Date ‘

(example: 12/31/2000)

(example: 12/31/2000)

% Contra Costa County

PeopleSoft Training

A QYT =EO

Step

Action

Click in the Enter Deduction Start Date field.

*Enter Deduction Start Date

"2/15/2017".

Enter the desired information into the Enter Deduction Start Date field. Enter

“*Enter Deduction Start Date

Press [Tab].
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< Voluntary Deductions Edit Voluntary Deductions A Q" =0
David Smith
%l Pay Checks

Voluntary Deductions

& Direct Deposit “Type of Deduction  Charity Earth Share Calif Q,

W-4 Tax Information Flat Amount Amount
DE4 State Tax Information “Enter Amount |20
Voluntary Deductions Take deduction until | reach 200.00

this Goal Amount

“Enter Deduction Start Date |02/15/2017 |

(example: 12/31/2000)
Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00

* Required Field
Submit

Step Action

7. Notice the system automatically changed the format of the date to 02/15/2017.
8. For this example you will enter the date as 02/15/2017.
9. Click in the Enter Deduction Start Date field.
“Enter Deduction Start Date
10. Enter the desired information into the Enter Deduction Start Date field. Enter
"02/15/2017".

*Enter Deduction Start Date

11. Press [Tab].
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< Voluntary Deductions Edit Voluntary Deductions A Q" =0
David Smith
[ Pay Checks Voluntary Deductions
5 Directibepasi “Type of Deduction Charity Earth Share Calif Q,
W-4 Tax Information Flat Amount Amount
§DE4StateTaxlnfurmalmn “Enter Amount |20
Voluntary Deductions Take dEd”;:::"Q‘;gf:;zﬁ:: 200.00
“Enter Deduction Start Date | 02/15/2017 |
(example: 12/31/2000)
Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00
* Required Field
Submit
Step Action
12. Notice the system automatically changed the format of the date to 02/15/2017.
13. For this example you will enter the date as 02-15-2017.
14, Click in the Enter Deduction Start Date field.
“*Enter Deduction Start Date
15. Enter the desired information into the Enter Deduction Start Date field. Enter "02-
15-2017".
“Enter Deduction Start Date ||
16. Press [Tab].
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< Voluntary Deductions Edit Voluntary Deductions A Q" =0
David Smith
%l Pay Checks

Voluntary Deductions

& Direct Deposit “Type of Deduction  Charity Earth Share Calif Q,

W-4 Tax Information Flat Amount Amount
DE4 State Tax Information “Enter Amount |20
Voluntary Deductions Take deduction until | reach 200.00

this Goal Amount

“Enter Deduction Start Date |02/15/2017 |

(example: 12/31/2000)
Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00

* Required Field
Submit

Step Action

17. Notice the system automatically changed the format of the date to 02/15/2017.
18. For this example you will enter the date as 2/15/17.
19. Click in the Enter Deduction Start Date field.
“Enter Deduction Start Date
20. Enter the desired information into the Enter Deduction Start Date field. Enter
"2/15/2017".

*Enter Deduction Start Date

21. Press [Tab].
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< Voluntary Deductions Edit Voluntary Deductions

David Smith

Pay Ghecks
[ Py Che Voluntary Deductions

5 Direct Deposit
W-4 Tax Information
§ DE4 State Tax Information

Voluntary Deductions

Flat Amount Amount

“Enter Amount |20

Take deduction until | reach

this Goal Amount | 20000

“Enter Deduction Start Date ‘02/15/2017

“Type of Deduction Charity Earth Share Calif Q,

(example: 12/31/2000)
Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00

* Required Field
Submit

“ % Contra Costa County

PeopleSoft Training

Step Action
22. Notice the system automatically changed the format of the date to 02/15/2017.
23. For this example you will enter the date as 02/15/17.
24, Click in the Enter Deduction Start Date field.
“Enter Deduction Start Date
25. Enter the desired information into the Enter Deduction Start Date field. Enter
"02/15/2017".
“Enter Deduction Start Date ||
26. Press [Tab].
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David Smith

Edit Voluntary Deductions
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A QY =EO

%l Pay Checks

5 Direct Deposit

W-4 Tax Information
§ DE4 State Tax Information

Voluntary Deductions
*Type of Deduction
Flat Amount

“Enter Amount

Charity Earth Share Calif Q,
Amount

20

Take deduction until | reach

Voluntary Deductions
this Goal Amount

200.00

“Enter Deduction Start Date ‘02/15/2017

(example: 12/31/2000)

Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00

* Required Field
Submit

Step Action
217. Notice the system automatically changed the format of the date to 02/15/2017.
28. For this example you will enter the date as 2/15/2017.
29. Click in the Enter Deduction Start Date field.
“Enter Deduction Start Date
30. Enter the desired information into the Enter Deduction Start Date field. Enter
"02/15/17".
“Enter Deduction Start Date
31. Press [Tab].
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%l Pay Checks

5 Direct Deposit

W-4 Tax Information
§ DE4 State Tax Information

< Voluntary Deductions Edit Voluntary Deductions

David Smith

Voluntary Deductions
“Type of Deduction Charity Earth Share Calif Q,
Flat Amount Amount
“Enter Amount |20

Take deduction until | reach
this Goal Amount

Voluntary Deductions 200.00

“Enter Deduction Start Date |02/15/2017 |

(example: 12/31/2000)
Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00

* Required Field
Submit

“ % Contra Costa County

PeopleSoft Training

Step Action

32. Notice the system automatically changed the format of the date to 02/15/2017.

33. For this example you will enter the date as 2-15-17.

34. Click in the Enter Deduction Start Date field.
“Enter Deduction Start Date

35. Enter the desired information into the Enter Deduction Start Date field. Enter "2-
15-17".
“Enter Deduction Start Date ||

36. Press [Tab].
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< Voluntary Deductions

David Smith

%l Pay Checks

5 Direct Deposit
W-4 Tax Information
§ DE4 State Tax Information

Voluntary Deductions

Edit Voluntary Deductions

Voluntary Deductions
*Type of Deduction
Flat Amount Amount
“Enter Amount |20

Take deduction until | reach

this Goal Amount | 20000

Charity Earth Share Calif Q,

Training Guide
Navigation for Self Service Users

A Qv

®

“Enter Deduction Start Date ‘02/15/2017

(example: 12/3
Enter Deduction Stop Date
(example: 12/3
Current Balance 0.00

* Required Field
Submit

1/2000)

1/2000)

Step Action

37. Notice the system automatically changed the format of the date to 02/15/2017.

38. For this example you will enter the date as 02-15-17.

39. Click in the Enter Deduction Start Date field.
“Enter Deduction Start Date

40. Enter the desired information into the Enter Deduction Start Date field. Enter "02-
15-17".
“Enter Deduction Start Date ||

41. Press [Tab].
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< Voluntary Deductions Edit Voluntary Deductions A Q" =0
David Smith
Pay Checks
[ Py Ched Voluntary Deductions
5 Directibepasi “Type of Deduction Charity Earth Share Calif Q,
W-4 Tax Information Flat Amount Amount
§DE4 State Tax Information “Enter Amount |20
P Take deducti il | reach
Voluntary Deductions ake des ufh;:”‘G‘;;llAr:\?uc:'ll 200.00
“Enter Deduction Start Date | 02/15/2017 |
(example: 12/31/2000)
Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00
* Required Field
Submit
Step Action
42. Notice the system automatically changed the format of the date to 02/15/2017.
43.
End of Procedure.

Using the Calendar button to select a date

Each date field in Fluid contains a Calendar button. You can use this button to select a date. The
calendar button in fluid works the same as the calendar button on classic PeopleSoft pages.

Here an example of the Calendar button:
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Change As Of |02/13/2017
Address Type Home
Country |United States Q

Address 1 | 1000 Pine Drive
Address 2
Address 3
City |Concord
State  California Q
Postal 94518

County |Contra Costa

Clicking the Calendar button opens the Calendar window. You can use this window to select a
date. This window works the same way as the calendar window on classic PeopleSoft pages.

Here is an example of the Calendar window:

X
tGebruary )ﬂ |‘r 2017 ,U

r—
s M T W T F s |[=

f 1 2 3 2

5 6 7 8 9 10 14 F

1213 |14 15 16 17 14 E

19 20 21 22 23 24 2§ E

N6 228 Y,

4 Current Date > -

e |

To use this window:

1. The current date is selected—in the example here February 13, 2017.
2. Use the month and year drop downs to select the month and year of the date you want to
include in the date field
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Click on the date in the calendar to select the day of the month

4. If you want to be sure that the date field will contain the current date, click the current
date link

5. Once you have selected a day of the month, the calendar window will close and the date
field will be populated with the date you have selected

Procedure

Step Action

1. This topic demonstrates how to use the Calendar or Choose a Date button to select
a date.

< Voluntary Deductions Edit Voluntary Deductions

David Smith

Pay Checks.
[F& Fay Cnec Voluntary Deductions

é Direct Deposit *Type of Deduction  Charity Earth Share Calif Q

Look Up Date button

W-4 Tax Information Flat Amount Amount
§ DE4 State Tax Information “Enter Amount |20

Voluntary Deductions Take deduction until | reach
this Goal Amount

*Enter Deduction Start Date ‘ | I

(example: 12/31/2000)

200

Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00

* Required Field
Submit

Step Action

2. For this topic, we will use the Enter Deduction Start Date field on the Voluntary
deduction page: Employee Self Service > Payroll Tile > Voluntary Deductions >
Add Deduction.

3. First, you will use the Choose a Date button to select 3/15/2017.
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< Voluntary Deductions Edit Voluntary Deductions A Q" =0
David Smith
%l Pay Checks

Voluntary Deductions

& Direct Deposit “Type of Deduction  Charity Earth Share Calif Q,

W-4 Tax Information Flat Amount Amount
DE4 State Tax Information “Enter Amount |20
Voluntary Deductions Take deduction until | reach 200

this Goal Amount

“Enter Deduction Start Date

(example: 12/31/2000)
Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00

* Required Field
Submit

Step Action

4, Click in the Enter Deduction Start Date field.

< Voluntary Deductions Edit Voluntary Deductions A Q™
David Smith

Pay Checks.
& Pay ore Voluntary Deductions

5 Dueciicpostt *Type of Deduction Charity Earth Share Calif Q,

W-4 Tax Information Flat Amount Amount
DE4 State Tax Information “Enter Amount |20
Voluntary Deductions. Take deduction until | reach 200

this Goal Amount

*Enter Deduction Start Date “

(example: 12/31/2000)

Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00

* Required Field
Submit
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Step Action
5. Click the Choose a date button.
< Voluntary Deductions Edit Voluntary Deductions A Q" =0
David Smith
[E5 Pay Ghecks Year drop down

Voluntary Deductions

5 Riciience Month drop down “Type of Deduction  Charity Earth Share Calif Q,
W-4 Tax Information Calendar x
§DE4 State Tax Information 'I February | ﬂl 2017 |£—

Voluntary Deductions 85 U v W T F S
1 2 3 4

‘5 5 6 7 8 9 10 1 | [H
13 14 15 16 17 18 gop

19 20 21 23 24 25
E_(ﬂ
728

1 Current Date b

Day of Month

*Req

Suomir—

Step Action

6. The Calendar page displays. The current date is selected.

For this example the current date is 2/22/2017.

7. Begin by changing the month from February to March.

Click the Month drop down.

February v |
8. Click the March list item.
March
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< Voluntary Deductions Edit Voluntary Deductions A Q" =0
David Smith
%l Pay Checks

Voluntary Deductions

é RiEcbeeclt “Type of Deduction  Charity Earth Share Calif Q,

W-4 Tax Information Calendar x
§ DE4 State Tax Information [EE ]| 2017 v
Voluntary Deductions T ¢ ™M T w T F S

12 3 4
‘E 5 6 7 8 9 10 1M
213 14 1516 17 18 gop
19 20 21 23 24 25
6 27 28 30 31

Current Date

Step Action

9. Note: March now displays in the Month drop down.
For this example you do not have to select a different year.

If the date you want is in a different year from the current year (or the year displayed
in the Year drop down, use the drop down to select the appropriate year.

Next, select the day of the month. The current day (the 22nd) is currently selected.
You must click on a day in the calendar in order to save the date you are entering.

10. In this example, you want to select the 15th.

Click 15.
15
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< Voluntary Deductions Edit Voluntary Deductions A Q" =0
David Smith
[ Py Checks Voluntary Deductions
5 Directibepasi “Type of Deduction Charity Earth Share Calif Q,
W-4 Tax Information Flat Amount Amount
§DE4S{aL& Tax Information “Enter Amount |20
Voluntary Deductions Take dEd”;:::"Q‘;gf:;zﬁ:: 200.00
I‘EnterDeduclion Start Date [03/15/2017 | ]
(example: 12/31/2000)
Enter Deduction Stop Date
(example: 12/31/2000)
Current Balance 0.00
* Required Field
Submit
Step Action
11. Notice the Calendar page closes and the date you selected, 3/15/2017, now displays
in the Enter Deduction Start Date field.
12. Next, you will use the Choose a Date button to change the date you just selected
back to the current date, 2/2/2017.
13. Click the Choose a date button.
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< Voluntary Deductions Edit Voluntary Deductions A Q" =0
David Smith
%l Pay Checks .
Voluntary Deductions
5 Eiectbepast “Type of Deduction  Charity Earth Share Calif Q,

Calendar x

I1|| 2017
T W T

W-4 Tax Information

§ DE4 State Tax Information

Voluntary Deductions

March

E 5 6 7 8 9 10 1M
12 13 14 6 17 18 oo
19 20 21 23 24 25
g
% 27 28 20 30 3
lo00)

1 Current Date i

Suomit—

*Req

Step Action

14. The Calendar page currently displays 3/15/2017, the date you just selected.

You can use the Current Date link to select the current date.

15. Click the Current Date link.

< Voluntary Deductions

David Smith

%l Pay Checks
5 Direct Deposit

W-4 Tax Information

§ DE4 State Tax Information

Voluntary Deductions

Edit Voluntary Deductions

Voluntary Deductions

“Type of Deduction Charity Earth Share Calif Q,

Flat Amount Amount

“Enter Amount |20

Take deduction until | reach

this Goal Amount | 20000

»

“Enter Deduction Start Date ‘b2i22/2017

EIl

(example: 12/31/2000)

Enter Deduction Stop Date ‘

(example: 12/31/2000)

Current Balance 0.00

* Required Field
Submit
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Step Action

16. Notice the Enter Deduction Start Date field now displays the current date, for this
example 2/22/2017.

17.

End of Procedure.

Entering Phone Numbers

You can enter phones in the following formats:
555-555-1212

555/555-1212

The system changes the format to 555/555-1212

These fields function just like phone number fields in Classic PeopleSoft pages.

Here is an example of a phone number field.

Cancel Phone Number ' Save |
Type |[EIENV||
Preferred [
Numher@0f555-1212 )
Extension
Delete 1
Procedure
Step Action
1. This topic demonstrates how to enter phone numbers. You can use either of two

formats: XXx-XXX-XXXX OF XXX/XXX-XXXX.
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Step Action
2. First you will enter a phone number using the following format:
XXX-XXX-XXXX
Sample: 555-555-1212
| Cancel | Phone Number [save|
Preferred [
Step Action
3. Click in the Number field.
Number ||
4, Enter the desired information into the Number field. Enter "555-555-1212".
Number ||
5. Click in the Extension field.

Extension
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Cancel | Phone Number i
“Type = Mobile

Preferred [J

Number [5&‘:!5551212 ] |

Step Action

6. Note the system automatically changed the format of the phone number to 555/555-
1212.
7. Next you will enter the phone number using the following format:

XXXIXXX-XXXX

Sample: 555/555/1212

8. Click in the Number field.
Number

9. Enter the desired information into the Number field. Enter "555/555-1212".
Number ||

10. Click in the Extension field.
Extension
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Cancel | Phone Number i
“Type = Mobile

Preferred [J

Number | 556/565-1212 |
Extension

Step Action

11. Notice the system maintained the format you used to enter the phone number, the
standard format for PeopleSoft.

12.
End of Procedure.

Working with Fluid Grids

Data in Fluid pages is often displayed in a grid. This is true for many displays of data in the
information panel of a fluid page and in search results on Look Up pages.

Here is an example of a fluid grid:

Payroll Self Service

Smith
HR SYSTEMS SPECIALIST
17 Pay Checks
: Pay Checks
& Drect Depost = -
W4 Tax Informasion X L.
7 DE4 State Tax Ink " Check Date  Company y ay Net Pay
- 10012016
% Vountary Deducsons 11102016 ConaCostaCounty -0 o $32536 77833 >
02012016
101102016 Contra Costa Courty " $324456 3161167 >
03012016
03092016 ComaCostaCounty o0 SIBT6 344567 >
07012016
02102016 ConraCostaCoury oo 5340513 3128123 > )
\

Here is an example of a grid on a lookup page:
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Cancel Lookup
Searchfor: "Ethnic Group
w Search Criteria Show Operators
Ethnic Group
(vegins with)
Description
(begins with)
Clear
{~ Search Results E
s e 4 rows
Ethnic Group © Description ©
AMIND American Indian/Alaska Native
ASIAN Asian
BLACK Black/African American
PACIF Pacific Islander
o J

Procedure

ORACLE ~ Employee Self Service

Payroll Personal Details

pos

Step Action

1. Click the Payroll tile.
—1

L
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David Smith
Filter Button

Pay Checks
Pay Checks

5 Direct Deposit

Payroll Self Service

Training Guide
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A QY =EO

Sort Arrows

l The gr"?'! CUITEI‘IHV dlsplays Check e Pay Begin Date / Net Pa: Paycheck Number /
B checks issued between Date pany Pay End Date Y PDF Check
£ 8/10/2016 b& 11/10/2016 11/10/2016  Contra Costa County 1;/;”;;1; $3325.36 3177833 5
andis sorted in
: 09/0172016
descending order based 10/10/2016  Contra Costa County $3244.59 3161167 5
09/3012016
on Check Date.
08/0172016
09/09/2016  Contra Costa County $3256.76 3144587 >
08/3112016
0710112016
08/10/2016  Contra Costa County $349513 3128123 >
071312016

Step

Action

The Pay Check page displays. This page currently displays your four most recent
pay checks. These checks cover the period between 8/10/2016 and 11/10/2016.

You can use the Filter button and the Sort Arrows to change what information is
displayed in the grid and the order in which it is displayed.

< My Homepage

David Smith
Pay Checks
Pay Checks
5 Direct Deposit
v
§ W-4 Tax Information
Check
DE4 State Tax Information Date Company

@ Voluntary Deductions 11/10/2016

10/10/2016 |Contra Costa County

09/09/2016  Contra Costa County

08/10/2016  Contra Costa County

Payroll Self Service

IContra Costa County '

AQ*=0
L

Pay Begin Date / Paycheck Number /
Pay End Date NetPay  bprCheck
e $332536 3177833 >
10/31/2016
09/01/2016

$324459 3161167 5
09/30/2016
08/01/2016

$3256 76 3144567 5
08/31/2016
0710112016

$349513 3128123 >
07/31/2016
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Step Action

3. For this example, you will first select to view all pay checks issued between
10/1/2016 and 11/10/2016.

< My Homepage Payroll Self Service A Q" =06
David Smith
Pay Checks
Pay Checks
5 Direct Deposit -
W-4 Tax Information Y n
§DE4 State Tax Information g:::k Company g:x S:gigall::le y Net Pay g;y:g;zl;rumberl
|, Voluntary Deductions 11/10/2016  Contra Costa County 1;’;”;;1; $3325.36 3177833 5
10/10/2016 Confra Costa County 0910172016 $3244.59 3161167 b3
09/30/2016
09/09/2016  Contra Costa County 08101/2016 $3256.76 3144587 b3
08/31/2016
08/10/2016  Contra Costa County 07i012018 $349513 3128123 >
07/31/2016
Step Action
4, Click the Filter button.
-
n
5. Click in the From field.
Filter
From | [08/10/2016
To  11/10/2016
6. Enter the desired information into the From field. Enter "10/1/2016".
From |EENVENE
7. Click the Done button.
Lone
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< My Homepage Payroll Self Service A QW™ =0
David Smith
Pay Checks
Pay Checks
lé Direct Deposit
-
W-4 Tax Information E_:“ o
EDH State Tax Information g:::k Company g:x S:gigall::le " Net Pay g;y:g;zl;rumberl
@ Voluntary Deductions 10/01/2016
11/10/2016 | Contra Costa County $3325.36 3177833 >
10/31/2016
09/01/2016
10/10/2016 | Contra Costa County $3244.59 3161167 >
09/3012016
Step Action
8. Notice, the grid now displays only two checks, those issued on 11/10/2016 and

10/10/2016. These checks fall within the date range you set on the Filter page.

Next, you will set a filter to display all checks issued between July 1, 2016 and
November 10, 2016.

9. Click the Filter button.
-
1
10. In this example you will use the calendar button to select a date for the From field.

Click the Choose a date button.
T
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< My Homepage Payroll Self Service O A
David Smith
0 drop do Year drop down
|+ Pay Checks
b Pay Checks
‘.DhajDemmﬂ : .
| 4 :] i
W-4 Tax Information Canoi Calendar z Done _|
§ DE4 State Tax Informa | October [v]| 2016 [v] E:‘:;"““‘be”
|2, Voluntary Deductions S M T W T F S
N '
2 3 4 5 6 71 8
9 10 1 12 13 14 15 1 >
16 17 18 19 20 21 2

25 26 27

28 29

4 Current Date b

Step Action
11. Use the drop downs to select a month and. if necessary to change the year. Then
select a date from the calendar. To select the current date, click the Current Date
link.
12. Click the Month list.
October V| |
13. Click the July list item.
July
14, Click 1.
1
15. Note, the From field now populates with the date you selected. For this example,

you do not need to change the date in the To field.

Click the Done button.

B

ane
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< My Homepage Payroll Self Service a Q —
David Smith
Pay Checks
Pay Checks
5 Direct Deposit
W-4 Tax Information o
§ DE4 State Tax Information g:::k Company EZ; S:gig:;m y Net Pay gany:g;ztr umbery
|5 Voluntary Deductions 111012016 Ycontra Costa County 1;’;”;;1; $3325.36 3177833 >
09/01/2016
10/10/2016 |Confra Costa County $3244.59 3161167 b3
The grid now includes 09/3012016
checks between 08/0172016
09/09/2016 [Contra Costa County $3256.76 3144587 >
7/1/2016 and 08/31/2016
11/10/2016. 07/01/2016
08/10/2016 [Contra Costa County $349513 3128123 >
07/31/2016
¥07/08/2016 YContra Costa County 22:2;2212 $4122.25 3111642 b3
Step Action
16. Next, you will use the sort arrows to change the order in which information is
displayed in the grid.
17. Click the Grid Sort button.

< My Homepage Payroll Self Service Grid Sort
David Smith Check Date
Company
eviGiecs Pay Checks Pay Begin Date
5 Direct Deposit Pay End Date
: v 10
W-4 Tax Information Net Pay
Check Pay Begin Date /
§DE4 State Tax Information Date Company Pay End Date Paycheck Number
|, Voluntary Deductions 11/10/2016 [Contra Costa County 1;’;”;;1; $3325.36 3177633 5
09/01/2016
10/10/2016 |Confra Costa County $3244.59 3161167 b3
09/30/2016
08/01/2016
09/09/2016 [Contra Costa County $3256.76 3144587 b
08/31/2016
07/01/2016
08/10/2016 [Contra Costa County $349513 3128123 >
07/31/2016
06/01/2016
07/08/2016 [Contra Costa County $4122.25 3111642 b3
06/30/2016
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Step Action
18. The Grid Sort menu displays. You can sort the grid on any of the items lists in the
Grid Sort menu. Each item acts as a toggle--sorting the grid in either ascending or
descending order.
Click on a menu item to sort the grid.
For this example, you will first sort the grid on Net Pay. Currently the grid is sorted
on Check Date (in descending order--the most recent date on the top).
19. Click the Net Pay link.
MNet Pay
< My Homepage Payroll Self Service Grid Sort x = @
David Smith Check Date
Company
eviGiecs Pay G Ascending Order Pay Begin Date
é Direct Deposit Pay End Date L
W-4 Tax Information ¥ e Net Pay —'N'
§ DE4 State Tax Information Check  Company gg Sl Paycheck Number
|5, Voluntary Deductions 10/10/2016  Contra Costa County ;;’;Of;% $324459 3161167 5
08/01/2016
09/09/2016  Contra Costa County 081312016 $3256.76 3144587 b3
10/01/2016
11/10/2016 Contra Costa County 101312016 $3325.36 3177833 b3
07/01/2016
08/10/2016  Contra Costa County 071312016 $349513 3128123 >
07/08/2016 Confra Costa County 22:2;2212 3111642 >
Step Action
20. Notice the grid is now sorted on Net Pay in ascending order--the largest net pay is
on the bottom. You will toggle the sort order by clicking again on the Net Pay
menu item.
21. Click the Net Pay link.

= Net Pay

Page 150




" Contra Costa County Training Guide

-
PeopleSoft Training Navigation for Self Service Users
< My Homepage Payroll Self Service Grid Sort b = @
David Smith Check Date
Company
paylelecks Pay G Descending Order Pay Begin Date
& Direct Deposit Pay End Date E
: v 9
W-4 Tax Information e Net Pay al
Check Pay Begin Date /
§DE4 State Tax Information Date Company Pay End Date Paycheck Number
|, Voluntary Deductions 07/08/2016  Contra Costa County ;;;Of;% $412225 3111642 5
07/01/2016
08/10/2016  Contra Costa County $3495.13 3128123 b3
07/31/2016
10/01/2018
11/10/2016 Confra Costa County $3325.36 3177833 >
10/31/2016
08/01/2016
09/09/2016  Contra Costa County $3256.76 3144587 >
08/31/2016

09/01/2016
10/10/2016  Contra Costa Coun $3244.59 B161167
e 09/30/2016 ’

Step Action

22. Notice the grid is now sorted in descending order based on Net Pay--the smallest net
pay amount is on the button row of the grid.

23. Next, you will sort the grid on Check date.

Click the Check Date link.

Check Date
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< My Homepage Payroll Self Service Grid Sort

David Smith (©)check Date
Company
Pay Checks Pay O Ascending Order Pay Begin Date
& Direct Deposit Pay End Date E
W-4 Tax Information * Net Pay E
§DE4 State Tax Information g:::k Company E:; S:gig:':te ! Paycheck Number
[, Voluntary Deductions 07/08/2016 | Contra Costa County ;;/;Of;;ﬂ; $412225 3111642 5
0710172016
08/10/2016 | Contra Costa County $3495.13 3128123 b3
07/31/2016
08/01/2016
09/09/2016 | Contra Costa County $3256.76 3144587 >
08/31/2016
09/01/2016
10/10/2016 | Contra Costa County $3244.59 3161167 >
09/30/2016
101012016
11/10/2016 | Confra Costa County 101312016 $3325.36 3177833 b3
Step Action
24, Notice the grid is now sorted in ascending order based on Check Date. Next you will
toggle the sort to sort on Check Date in Descending order.
25. Click the Check Date link.
= Check Date

< My Homepage Payroll Self Service Grid Sort

David Smith heck Date

Company

Pay Checks S
Pay C Descending Order Pay Begin Date

lé Direct Deposit Pay End Date

-
i * T
W-4 Tax Information Net Pay £
Check Pay Begin Date /
DE4 State Tax Information Date Company Pay End Date Paycheck Number
i 11/10/2016 | Contra Costa County _ - 332536 3177833
Voluntary Deductions ty 1013112016 $ >
09/01/2016
10/10/2016 | Contra Costa County $3244.59 3161167 >
09/30/2016
08/01/2016
09/09/2016 | Contra Costa County $3256.76 3144587 >
08/31/2016
07/01/2016
08/10/2016 | Confra Costa County $3495.13 3128123 >
07/31/2016
06/01/2016
07/08/2016 | Contra Costa County $4122.25 3111642 >
06/30/2016
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Step Action

26. Notice the grid is now sorted with the most recent check at the top.
217. Click the Close button.

&
28. Click the Home button.

29.
End of Procedure.

Using Save and Cancel Buttons

Save and Cancel button on Fluid pages work the same as Save or Cancel buttons on Classic
pages.

Clicking a Save button saves (writes to the database) and information you have entered and opens
a confirmation page or displays a confirmation message in the banner at the top of the fluid page.
Clicking a cancel button discards any information you have entered and returns you to the
previous page.

Here is an example of a Fluid page that has a Save and a Cancel button.

Cancel Phone Number

“Type \iﬁ]\
: Preferred [] / f
of Number Save Button J
‘ Extension »
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Phone Number |IE@

“ipe | )
Preferred "l

num Cancel Button ]

Extension

Procedure

Step Action

1. This topic demonstrates how to use the Cancel and Save buttons.

2. In the first example, you will begin to add a phone number and then decide to
cancel. The information you entered is not saved or written to the database.
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ORACLE ~ Employee Self Service

Payroll Personal Details

— .
B o«

Step Action

3. You will navigate to the Personal Details page and then select Contact Details in
the action panel.

Click the Personal Details object.

4, Click the Contact Details link.
&1 Contact Detailsl
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< My Homepage Personal Details aQ w=0
David Smith &)
[ Aodresses Contact Details
Contact Details Phone
s Name ‘T
%‘-‘ e Eurys Number Extension Type Preferred
\E Emergency Contacts _ Business v N
&' Additional Information
510/555-1212 Home >
é\ Disability
4 Veteran Status Email
+
Email Address Type Preferred
| Business v
Step Action
5. Notice the Phone grid displays two phone numbers, a business phone and a home
phone. You will start to add a third number, a pager.
6. Click the Add Phone button to begin adding phone number information.
7. Click the Type list.
*Type | V]
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“Type
Mobile
Preferred | Pager1
wor

Step Action
8. Click the Pager 1 list item.
Pager 1

Phone Number

“Type
Preferred [
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Step Action
9. Click in the Number field.
Number
10. Enter the desired information into the Number field. Enter "555/555/1212",
Number ||

Phone Number

Preferred [

Number | 555/555/1212| %

Step Action

11. You have decided not to add this phone. You will use the Cancel button to discard
the information you just entered. The Phone Number page will close and you will
be returned to the Contacts Details page.

12. Click the Cancel button.

N2
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< My Homepage

Personal Details

David Smith &)

Addresses
= Contact Datails

Contact Details Ph
one
s Name ‘ +
%'-" e Eurys Number Extension Type Preferred
Q

\. Emergency Contacts _ Business v N
&' Additional Information

510/555-1212 Home >
é\ Disability
ey Veteran Status Email

+

Email Address Type Preferred

Step Action

13. Notice, the phone information you began to enter and then canceled was not saved.

The Phone gird contains the same two phone numbers that it initially had.

14. In this example, you will add and save a new phone to the Phone grid.

15. Click the Add Phone button.
Contact Details

Phone

Extension Type

Business

925/558-5524 Home

16. Click the Type list.
Cancel Phone Number |E]

“Type | V|
Preferred [

Number

Extension
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“Type .
Mobile:
Preferred | Pager 1
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Step

Action

17.

Click the Mobile list item.

“Type .
Mobile

Preferred | Pager 1

Number
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“Type | RIS
Preferred [

. —

Step

Action

18.

Click in the Number field.

*Type | [RIE

Preferred [

Number | |

Extension l l

19.

*Type | Mobile

Preferred [

Number | |

Extension l l

Enter the desired information into the Number field. Enter "925/556-2112".

20.

Click the Save button.

Phone Number

“Type | Mobile

Preferred [

Number |925/556-2112| x

Extension
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ersonal Deta Q
You have successfully added your "Mobile” phone. x
[ Addresses Contact Details
Contact Details Phone
e Name +
%'-" e Eurys Number Extension Type Preferred
\E Emergency Contacts _ Business v N
&' Additional Information 0255562112 Mobile ,
925/558-5524 Home >
Email
+
Email Address Type Preferred
] Business v
Step Action
21. Notice the system issues a message across the top of the page indicating that you
have successfully added your mobile phone.
Also notice that the Phone grid now lists three phone types.
22.
End of Procedure.

Using Confirmation pages

Confirmation pages in fluid display after you have added new data or have selected to delete data.
These pages ask you to acknowledge that the data you have added has been submitted to the
database. In some cases it may require further approval or processing before it is added to the
permanent record in the database. A delete confirmation displays if you have opted to delete an
item; this page asks you to confirm that you, in fact, want to delete the item.

Here is an example of a page that confirms that your submission was successful.

Confirm Submit A Q w =

Direct Deposit Form Submission Was S ful
Direct Deposit
—

<

The Submit was successful. Due to timing, your change may not be reflected on the next paycheck
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Click the OK button.

Here is an example of a page that asks you to confirm that you want to delete a phone number.

Are you sure you want to delete your "Mabile” phone?

e

Click the Yes button to confirm the delete. Click the No button if you decide you do not want to
delete the information.

Using Lookups

Some fields on fluid pages contain a lookup button (“magnifying glass”).These buttons work the
same as a lookup button on a classic PeopleSoft page. You use the button to display a list of valid
values for the field.

Here’s an example of a fluid field with a lookup icon.

Ethnic Group i
primry (" e& 1)

*Ethnic Group ‘

When you click a lookup button the system displays a Lookup page that lists all valid values for
the field. Here’s an example of a lookup page:
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Cancel | C Lookué)

Search for: *Ethnic Group

» Search Criteria

Look Up Selections l

-

= = »” s rows

(Ethnic Group Description

w Search Results

AMIND Amernican Indian/Alaska Native
ASIAN Asian
PACIF Pacific Islander

Values are displayed in a grid. Click on a value to select it. The selected value will populate the
field.

Note: You can type directly in a field with a lookup icon. The search results will return all values
that begin with the characters you typed in the field.

You can use the Search Criteria section (collapsed in the previous screen shot) to limit the values
displayed if the number of values returned is large.

Here’s an example of a Lookup page with the search criteria expanded:

Cancel Lookup
Search for: *Ethnic Group

w Search Criteria

Ethnic Group

(begins with)
Description
(begins with)
Search Clear
w Search Results
&8 = 4 rows
Ethnic Group Description
AMIND American Indian/Alaska Native
ASIAN Asian
BLACK Black/African Amernican
PACIF Pacific Islander

Procedure

Step Action

1. This topic demonstrates how to use lookups.
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Ethnic Group

Step Action

2. Click the Look up Ethnic Group button to access the Lookup page for Ethnic
Group.

Search for: *Ethnic Group
» Search Criteria
« Search Results

B | =

Description &

American Indian/Alaska Native

Asian

Black/African American

Pacific Islander
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Step Action
3. The Search Results display in a grid as a table. In this example all possible results
display.
The grid has two columns-- Ethnic Group and Description. The header labels for
each of these columns is a toggle. Clicking on one of the headers toggles the order in
which the results are displayed between ascending and descending order.
You will explore each of these toggles, starting with Ethnic Group.
4, Currently Ethnic Groups are displayed in Ascending order.
Click the Ethnic Group link.
Ethnic Group |
< My Homepage Pearsonal Details A O v = @
David Smith (| C2"°2! Lookup
:E;cear[ch Cr:icte;?:p
il w Search Results
\? Contact Details = = trome
m ot Ethnic Group ¥ Description &
Ethnic Groups PACIF Pacific Islander
{E Emergency Contacts.
BLACK Black/African American
& Additional Information I
- ASIAN Asian E;?]annf;w:r
(E\ Dl émformalion is
4 Ve S AMIND American Indian/Alaska Native ';?;‘;l:?t;;l\wb\e
Bt i ot ety
peoples of Europe,
cial groups of Affica.
tan, or other Spanish
es of the Far East,
s, for example,
ginal peo;_)\es of
community
Step Action
5. Notice the Ethnic Group column now displays in descending order.
6. In this example, the Description column also displays in descending order.

Note it is not always the case that the order of columns in a grid mirror one another.

Click the Description link to toggle the display so that the values in the description
field display in ascending order.

Description ]
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< My Homepage Personal Details
David Smith ]
D ~== = | Searchfor. *Ethnic Group
» Search Criteria
Addresses w Search Results
S Contact Details ‘ = = ‘ . —‘
E L2 Ethnic Group & Description = 1
fisk Etnic Groups AMIND American Indian/Alaska Native
‘E Emergency Contacts.
ASIAN Asian
|&, Additional Information |
- BLACK Black/African American Emznsnfgw:r
(E\. Disability éinformalion is
|, Veteran status PACIF Pacific Islander ;;E:‘?;:;h caie
ot il not denty
2d
seoples of Europe,
cial groups of Africa
an, or other Spanish
es of the Far East,
s, for example,
ginal peoples of
community
Step Action
7. Notice the values in the Description column now display in ascending order.
8. Click the List option to display the values in the search results as a list.
=
9. Click the Grid Sort button to begin changing the sort order of the list.
| TL
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< My Homepage

D David Smith (

Addresses

S Contact Details

= Name

Ethnic Groups

‘E Emergency Contacts.
|&, Additional Information
(i‘;_\ Disability

4 Veteran Status

Cancel

Search for: *Ethnic Group
» Search Criteria

w Search Results

B | =]

Ethnic Group AMIND
D iption American Indi

Ethnic Group ASIAN
Description Asian

Ethnic Group BLACK
Description Black/African American

Ethnic Group PACIF
Description Pacific Islander

Personal Details

Native

“ % Contra Costa County

Grid Sort

Ethnic Group

= Description

PeopleSoft Training

ements for the

, the employer

s information is
information

sions of applicable
to be summarized
data will not identify

2d
seoples of Europe,

cial groups of Africa

an, or other Spanish

es of the Far East,
s, for example,

ginal peoples of
community

Step Action
10. A Grid Sort menu displays. The items in the menu are toggles which toggle display
based on Ethnic Group or Description between ascending and descending order.
You will experiment by using the menu items to change the display of the list.
11. The list is now displayed in ascending order by description.
Click the Description link.
< Description
12. Click the Ethnic Group link to change the display by Ethnic Group.
Ethnic Group
13. Click the Close button.
4
14. Click the Grid option.
2
15. Next you will explore how to use search filters to narrow search results.
16. Click the Search Criteria link to expand the Search Criteria section.

[» Search Criteria
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Step Action

17. Begin by using the Ethnic Group field to limit search results to those ethic groups
that begin with "p"

Click in the Ethnic Group field.

Ethnic Group
(begins with)

18. Enter the desired information into the Ethnic Group field. Enter "p".

Ethnic Group
(begins with)

19. Click the Search button.

20. Notice, only one Ethnic Group now appears in the Search Results, PACIF. This
group begins with a "p".

Click the Search Criteria link to expand the Search Criteria section.

[» Search Criteria

21. Click the Clear button to clear the search criteria.
Clear
22, Next you will use the Description field to limit Search Results to all ethnic groups

whose description begins with a "p".

Click in the Description field.

Description
(begins with)

23. Enter the desired information into the Description field. Enter "p".

Description
(begins with)

24, Click the Search button.

25. Notice the Search Results now contain only one item. Its description begins with a

llp .

Click the Search Criteria link.

[» Search Criteria

26. Click the Clear button to clear search criteria.

Clear
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Step Action
217. Leave all criteria fields empty.
Click the Search button to return all results.
28. Click the Search Criteria link to expand the Search Criteria section.
[» Search Criteria |
29. Click the Show Operators link to display operators that you can use with criteria
fields.
Ehow Operatord
30. Click the begins with list.
| begins with ﬂ |
< My Homepage Personal Details
D David Smith | S2nce! Lookup
Search for: *Ethnic Group
. -« Search Criteria Hide Operators
o e — ]
\. ont als EOI'I ins
b Name Description | . |
=A.‘ Ethnic Groups :: il
(RS Emergency Contacts| ~ Search Results l));ween
|&, Additional Information ‘E i= Arows ;menlsfurme
(E\ Disability Ethnic Group & Description & é::?oﬁ;“:;ﬁ‘e{s
4 Veteran Status AMIND American Indian/Alaska Native ;?;ﬁ:‘:;‘;:r;:hwb\e
to be summarized
ASIAN Asian data will not identify
BLACK Black/African American :oples of Eurape,
PACIF Pacific Islander FEEIEsaARE
an, or other Spanish
es of the Far East,
s, for example,
ginal peo;_)\es of
community
Step Action
31. You can use these operators in combination with criteria field to further refine
search results.
Note: "begins with" is the default operator.
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Step Action
32. For this example you will use the contains operator and search for all ethnic groups
whose ethic group code contains a "i".
Click the contains list item.
contains
33. Click in the Ethnic Group field.
Ethnic Group | EERETENEN]
34. Enter the desired information into the Ethnic Group field. Enter "i".
Ethnic Group | contains |
35. Click the Search button.
search
< My Homepage Personal Details
D David Smith g | ©2nce!
:E;Eear[ch Cr:icte;?:p
Al « Search Results
Q@ComactDelaiIs ‘E . .
Baliane Elhyélp s Description & 1
Jfek Ettnic Groups AMIND American Indian/Alaska Native
‘E Emergency Contacts.
ASIAN Asian
& Additional Information |
- PACIF Pacific Islander E:?]Znésmfpulrugleer
(E\. Disability éinformalion is
4 Veteran Status \ ;;Elrs"(l)?;;h;ab;e
i wil ot identity
seoples of Europe,
cial groups of Africa
an, or other Spanish
es of the Far East,
s, for example,
ginal peoples of
community
Step Action
36. Notice the Search Results now display 3 items. Each contains an "i".
37. Click the Search Criteria link.

[» Search Criteria
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Step Action
38. Click the Clear button.
Clear
39. Click the begins with list.
begins with |
40. Click the between list item.
between

< MyHomepage @ Persona

David Smi
Search for: *Ethnic Group

w Search Criteria Hide Operators
Addresses

, Ethnic Group || TSI
@ Contact Details —

and
= Name

Description | begins with

};‘. Ethnic Groups

Q Emergency Contacts. ‘ﬂ‘

|, Additional Information| ~ Search Results

ments for the
P the employer
(&, Disability information is
¢ information
4 Veteran Status

isions of applicable
0 be summarized
data will not identify

d:
yeoples of Europe,

ial groups of Africa.

an, or other Spanish

s of the Far East,
, for example,

inal peoples of
munity

Step Action

41. The between operator allows you to limit all results to items that fall between the
values you enter in the two search criteria text boxes.

For this example, you will not use the between operator.
42. Click the between list.

[bstween 9]
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Step Action

43. The in operator allows you to limit search results to items that are included in a list
that you specify. Enter the list in the text field and separate each item with a comma
(,). You can leave spaces between the items.

Click the in list item.
in

44, For this example, you will search for all ethnic groups in the following list: AMIND
and BLACK.

Click in the Ethnic Group field.

Ethnic Group | [T v |

45, Enter the desired information into the Ethnic Group field. Enter
"AMIND,BLACK".
Ethnic Group | in ~

46. Click the Search button.

47. Notice the Search Results now display two items: AMIND and BLACK.

Click the Search Criteria link.

[» Search Criteria

48. Click the Clear button.
Clear
49, Click the Cancel button.
Cancel
50.

End of Procedure.

Favorites
The topics in this lesson cover how to

o Create favorites from fluid and classic pages
e Navigate using favorites
o Edit favorites
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Creating Favorites

This topic covers how to favorite fluid and classic pages.

Procedure

In this topic you will create three favorites for fluid and classic pages:

-- Payroll (Fluid)
-- Contact Details (Fluid)
-- Benefits Summary (Classic)

ORACLE ~ Employee Self Service

Payroll Personal Details

—— .
-0 @

Step Action

1. First you will use the NavBar to review your current favorites.
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ORACLE ~ Employee Self Service

Payroll Personal Details

— .
B V)

Step Action

2. Click the NavBar button.

AQv =0

3. Click the My Favorites button.

wy Favortes
wemgaioe

Clamsic Home.
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ORrRACLE ¥ Employee Self Service

NavBar: My Favorites °

Recent Places

My Favorites

Navigator

Step Action

4, Notice, you currently do not have any favorites.

You will begin by adding the Payroll page (a Fluid page) to your favorites.

Use the Payroll tile to navigate to the Payroll page.
Click outside the NavBar and the Tiles to close the NavBar.
Click the Payroll button.

Payroll
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< My Homepage Payroll Self Service
Jane Smith
Social Casework Assistant
Pay Checks
Pay Checks
é Direct Deposit R —
v Actions "
== \W-4 Tax Information
_ Check Pay Begin Date / Paycheck Number /
[ DE4 State Tax Information Date Company Pay End Date NetPay prp'op oy
5, Voluntary Deductions 06/23/2017 Conira Costa County &:5;;17 $1692.06 3304416 5
3 Advance Pay 05/01/2017
06/09/2017 Contra Costa County $801.95 3295753 >
05/31/2017
05/01/2017
05/25/2017 Contra Costa County $1692.06 3287823 b
05/156/2017
04/01/2017
05/10/2017 Contra Costa County $801.97 3279190 >
04/30/2017
04/01/2017
04/25/2017 Contra Costa County $1692.06 3271259 >
04/156/2017
03/01/2017
04/10/2017  Contra Costa County $877.94 3262603 b
03/31/2017
03/01/2017
03/24/2017 Contra Costa County $1692.06 3254660 >
03/15/2017

Step Action

7. The Payroll pages display.

Use the Actions icon on the banner to add this page to your favorites.

8. Click the Actions List button.
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< My Homepage Payroll Self Service A Q" =0
Jane Smith
Social Casework Assistant Add to Homepage...
Pay Checks
Pay Checks Add to NavBar
é Direct Deposit
v I— A l0 Favorites
== \W-4 Tax Information
[5# DE4 State Tax Information g:::k Company E:x Eﬁﬂ'B ap;:e 1 | Signou
i Voluntary Deductions 06/23/2017 Contra Costa County 06/15/2017 $1692 06 3304416 >
3 Advance Pay 05/01/2017
06/09/2017 Contra Costa County $801.95 3295753 >
05/31/2017
05/01/2017
05/25/2017 Contra Costa County $1692.06 3287823 b
05/156/2017
04/01/2017
05/10/2017 Contra Costa County $801.97 3279190 >
04/30/2017
04/01/2017
04/25/2017 Contra Costa County $1692.06 3271259 >
04/156/2017
03/01/2017
04/10/2017  Contra Costa County $877.94 3262603 b
03/31/2017
03/01/2017
03/24/2017 Contra Costa County $1692.06 3254660 >
03/15/2017
Step Action
9. Notice the Actions menu displays several options.

For this topic you will use the Add to Favorites option.

10. Click the Add to Favorites link.

Add to Homepage. ..

Add to NavBar

Add to Favorites

Sign Out

11. Click the OK button.

Added "Payroll' to Favorites

OK
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< My Homepage Payroll Self Service
Jane Smith
Social Casework Assistant
Pay Checks
Pay Checks
A Direct Deposit NavBar
-
== \W-4 Tax Information : N
[ DE4 State Tax Information gheek  Gompany Py Begnoate!  Netpay LRveheck Number/
) Voluntary Deductions 06/23/2017 Contra Costa County 061512017 $1692 06 3304416 >
Advance Pay 05/01/2017
06/09/2017 Contra Costa County $801.95 3295753 >
05/31/2017
05/01/2017
05/25/2017 Contra Costa County $1692.06 3287823 b
05/156/2017
04/01/2017
05/10/2017 Contra Costa County $801.97 3279190 >
04/30/2017
04/01/2017
04/25/2017 Contra Costa County $1692.06 3271259 >
04/156/2017
03/01/2017
04/10/2017  Contra Costa County $877.94 3262603 b
03/31/2017
03/01/2017
03/24/2017 Contra Costa County $1692.06 3254660 >
03/15/2017
Step Action
12. Next you will navigate back to the Employee Self Service Home Page and confirm

that the Payroll page has been added to your favorites.

Note: you could also use the NavBar on this page to navigate to your favorites.

13. Click the Home button.

14. Click the NavBar button.
a QY =EQE
15. Click the My Favorites button.

My Tavaries.

v

Chasalc Home
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ORACLE

¥ Employee Self Service

NavBar: My Favorites °

(1] | Payroll |
]

Recent Places

My Favorites

Navigator

Classic Home

Step Action
16.

17.

Notice the Payroll page now displays in the My Favorites section on the NavBar
Click outside the NavBar and the Tiles to close the NavBar.

ORACLE"

¥ Employee Self Service

Payroll Personal Details

— .
B e
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Step Action
18. Next you will add the Contact Details page to your favorites. This page is found
under the Personal Details tile.
19. Click the Personal Details button.
Personal Details
)
4
20. Click the Contact Details link.
Addresses
B Name
244 Ethnic Groups
g Emergency Contacts
é\ Disability
4% Veteran Status
< My Homepage Personal Details aQ w=0
Jane Smith &)
Social Casework Assistant
Contact Details
Phone
5 Name +
43t Ethnic Groups Number Extension Type Preferred
\2 Emergency Contacts 925/555.4444 Business ./ >
& Additional Information
925/555-1212 Mobile >
Ct\ Disability
&y Veteran Status Email
+
Email Address Type Preferred
Tony.Laszlo@doit ccocounty. us Business v
Tony.Laszlo@doit ccocounty. us Home >
Step Action
21. The Personal Details page displays. You will use the Actions menu to add this page
to your favorites.
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Step

Action

22.

Click the Actions List button.

23.

Click the Add to Favorites link.

Add to Homepage...

Add to NavBar

Add to Favorites

Sign Out

24,

Click the OK button.

Added 'Contact Details’ to Favorites

OK

< My Homepage

Personal Details

Jane Smith ®
Social Casework Assistant

Addresses -
Contact Details
Contact Details
Phone
B Name +
25t Ethnic Groups Number
t§ Emergency Contacts 925/655-4444

& Additional Information
925/655-1212

L'x:\ Disability
&, Veteran Status Email
+
Email Address

Tony Laszlo@doit.cccounty.us

Tony Laszlo@doit.cccounty.us

Extension

Type

Business

Mobile

Type

Business

Home

NavBar

Preferred

Page 182




2 Contra Costa County Training Guide
! PeopleSoft Training Navigation for Self Service Users

Step Action

25. Next you will navigate back to the Employee Self Service Home Page and confirm
that the Contact Details page has been added to your favorites.

Note: You could also use the NavBar on this page to navigate to your favorites.

26. Click the Home button.

27. Click the NavBar button.

a QY =0

28. Click the My Favorites button.

ORrRACLE ¥ Employee Self Service a Q

NavBar: My Favorites °

L1 ! Contact Details

Payroll

Navigator
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Step Action

29. Notice the Contact Details page now displays in the My Favorites section on the
NavBar as well as the Payroll page you added previously.

30. Click outside the NavBar and the Tiles to close the NavBar.

ORACLE ~ Employee Self Service

Payroll Personal Details

= .
B o«

Step Action

31. Next you will add the Benefits Summary page (a classic page) to your favorites.
This page is found under the Benefits tile.
32. Click the Benefits object.
Benefits
-
*
33. Click the Benefits Summary link.

ﬁ Benefits Self Service

Benefils Employee Self Service

=
- a5 Review a summary of current, past or futur

enroliments.
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Main Menu ¥ Self Service ¥ > Benefiis ¥ >  Benefits Summary

& Home

ORACI.€’ Al ~ | Search Bl Advanced Search AddTo v Ve

Notificat

Benefits Suniy
Jane Smith

Favorites
To view your benef] enter the date and select Go.
pB2oT |5 Go
Benefits Summary
Type of Benefit Plan Description Coverage or Participation
Non-PERS Medical Kaiser HMO Plan A Family
Dental PPO Delta Dental PPO w/KSR/HN ~ Family
v VSP Voluntary Vision Plan  Family
Dental HMO Waived
Basic Life Basic Life 10000 ER $10,000
Spouse Life ‘Waived
Child Life Waived
Supplemental Life and ADD Waived
Section 457 Deferred Comp $75 Before Tax
Section 457 DC150 Spec Ben $25 Before Tax
Health Care Spending Account Waived
Flex Spending Dependent Care Waived
67 Waived
CCC PEPRA Retirement PEP414 3% of Eamings o

Step Action

34. The Benefits Summary page displays.
You can add this page to your favorites in two ways:

-- Using the Favorites link on the Menu Bar
--Using the Add To button on the Banner

We will explore both in this topic.

First, the Favorites link

35. Click the Favorites button.

Main Menu ~ > Self Service ¥ > > Benefits Summary
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Favorites Main Menu ¥ Self Service ¥ > Benefits ¥ >  Benefits Summary

“ % Contra Costa County

PeopleSoft Training

Recently Used Al ~ | Search BY Acvanced Search AddTo ~ Ve
[El  Benefits Summary S —
B Document Upload Recently Used
5 My system Profile
[ Fuid Home
[ Benefits Selr Service
",'/y Favorites Favorites iy
[ Addte Favorites
& Edit Favorites &
[ contact Detaits
B F’aymll/
Coverage or Participation
Non-PERS Medical Kaiser HMO Plan A Family
Dental PPO Delta Dental PPO w/KSR/HN  Family
v VSP Voluntary Vision Plan Family
Dental HMO Waived
Basic Life Basic Life 10000 ER $10,000
Spouse Life Waived
Chid Life Waived
Supplemental Life and ADD Waived
Section 457 Deferred Comp $75 Before Tax
Section 457 DC150 Spec Ben $25 Before Tax
Health Care Spending Account Waived
Flex Spending Dependent Care Waived
67 Waived
CCC PEPRA Retirement PEP414 3% of Eamings
v

This menu has two sections:

created in this topic.

Favorites link.

Recently used: This section contains links to pages that you recently visited.

My Favorites: This section has two links that allow you to manage your favorites--
Add to Favorites and Edit Favorites. It also has links to the two favorites you

Editing Favorites is covered in another topic. For this topic, you will use the Add to

37. Click the Add to Favorites menu.

Recently Used
Benefits Summary
Document Upload
My System Profile
Fluid Home

Benefils Self Service

FDDDDD

Favorites
Add to Favorites
Edit Favorites
Contact Details

&

W&

Payroll
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Favorites Main Menu Self Service Benefits Benefils Summary

A Home
ORACLE A~ Seacn B Aovancea searn At
Notifica|
A
Benefits Summary
Jane Smith
To view your benefifs as of another date, enter the date and select Go.
087022017 | |  Go |
Benefits Summary
Type of Benefit Plan Description _Coverage or Participation
Non-PERS Medical Kaiser HMO Plan A
Dental PPO Delta Dental PPO wikSR/HN] | Add to Favorites
1w VSP Voluntary Vision Plan Please Enfer 3 Unigue Descrintion for this Eavoris
*Description  [Benefits Summary x
Dental HMO
oK Cancel
Basic Life Basic Life 10000 ER
‘Spouse Life Waived
Child Life Waived
‘Supplemental Life and ADD Waived
‘Section 457 Deferred Comp $75 Before Tax
Section 457 DC150 Spec Ben $25 Before Tax
Health Care Spending Account Waived
Flex Spending Dependent Care Waived
6z Waived
CCC PEPRA Retirement PEP414 3% of Eamings
v

Step Action

38. The Add to Favorites dialog box displays.

You can edit the value in the Description field, if you want or you can accept the
default value--the name of the page you are adding to your favorites.

To add the page to your favorites, click the OK button. A confirmation page will
display. Click OK on that page.

For this topic, however, you will use the second way to add the page to your
favorites--using the Add To button on the banner.

Click Cancel to close this dialog box.

39. Click the Cancel button.

Add to Favorites

Please Enter a Unique Description for this Favorite

*Description  [Benefits Summary x

o | [omer]

40. Click the Add To link.

Advanced Search Add 1o ¥
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Favorites ¥ Main Menu ¥ Self Service ¥ > Benefits ¥ >  Benefits Summary

ORACLE" Al ~ | Search Bl Advanced Search

|4 Homepage

Benefits Summary [ NavBar ~
| Favorites

Jane Smith

To view your benefits as of another date, enler the date and select Go.

08/022017 |5 Go

Benefits Summary

Type of Benefit Plan Description Coverage or Participation

Non-PERS Mediical Kaiser HMO Plan A Family

Dental PPO Delta Dental PPO w/KSR/HN ~ Family

v VSP Voluntary Vision Plan  Family

Dental HMO Waived

Basic Life Basic Life 10000 ER $10,000

Spouse Life ‘Waived

Child Life Waived

Supplemental Life and ADD Waived

Section 457 Deferred Comp $75 Before Tax

Section 457 DC150 Spec Ben $25 Before Tax

Health Care Spending Account Waived

Flex Spending Dependent Care Waived

67 Waived

CCC PEPRA Retirement PEP414 3% of Eamings o

Step Action

41. Add To menu displays.

You will use the Favorites link.

42, Click the Favorites menu.

| Homepage

| NavBar
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Favorites Main Menu Self Service Benefits Benefils Summary
ORACLE R Y varce Scarch
A

Benefits Summary

Jane Smith

To view your benefits as of another date, enter the date and select Go.

087022017 | |  Go |

Benefits Summary

Type of Benefit Plan Description Loyerage of

Non-PERS Medical Kaiser HMO Plan A

Dental PPO Detta Dental PPOw/KSRHN | Add to Favorites

1v VSP Voluntary Vision Plan Please Enter a Unique Description for this Favorite

*Deseription [Benefits Summary x
Dental HMO
OK Cancel

Basic Life Basic Life 10000 ER

‘Spouse Life Walved

Child Life Waived

‘Supplemental Life and ADD Waived

‘Section 457 Deferred Comp $75 Before Tax

‘Section 457 DC150 Spec Ben $25 Before Tax

Health Care Spending Account Walved

Flex Spending Dependent Care Waived

74 Walved

CCC PEPRA Retirement PEP414 3% of Eamings

v

Step Action

43. The Add to Favorites dialog box displays.

For this example, you will accept the default value in the Description field.

44, Click the OK button.

Add to Favorites

Please Enter a Unigue Description for this Favorite

*Description  Benefits Summary x

45, Click the OK button.

The favorite has been saved.
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Main Menu ¥

ORACLE"

Self Service ¥ > Benefits ¥ >

To view your benefits as of another date, enter the date and select Go.
0810212017 [ Go

Benefits Summary

Type of Benefit
Non-PERS Medical

Dental PPO

v

Dental HMO

Basic Life

Spouse Life

Child Life

Supplemental Life and ADD
Section 457

Section 457

Health Care Spending Account
Flex Spending Dependent Care

67

CCC PEPRA Retirement

Plan Description
Kaiser HMO Plan A

Delta Dental PPO w/KSR/HN

VSP Voluntary Vision Plan

Basic Life 10000 ER

Deferred Comp

DC150 Spec Ben

PEP414

Coverage or Participation
Family

Family

Family
Waived
$10,000
Waived

‘Waived
‘Waived

$75 Before Tax

$25 Before Tax

‘Waived

‘Waived

‘Waived

3% of Eamings

Benefils Summary

Al ~ | Search B Advanced Search

“ % Contra Costa County

PeopleSoft Training

AddTo +

Step

Action

46.

Now, you will check to be sure that the page has been added to your favorites. You

will start by looking at the Favorites menu.

47.

Click the Favorites button.

Favorite:

Main Menu ~

Self Service

Benefits Summary

48.

Notice, Benefits Summary now displays in the My Favorites section along with
the two pages that you added previously--Contact Details and Payroll.

49.

Click outside the menu to close it.
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Favorites ¥ Main Menu ¥ Self Service ¥ > Benefits ¥ > Benefits Summary

ORACLE" Al ~ | Search Bl Advanced Search AddTo ¥

~
Benefits Summary
Jane Smith
To view your benefits as of another date, enler the date and select Go.
08/022017 |5 Go
Benefits Summary
Type of Benefit Plan Description Coverage or Participation
Non-PERS Mediical Kaiser HMO Plan A Family
Dental PPO Delta Dental PPO w/KSR/HN ~ Family
v VSP Voluntary Vision Plan  Family
Dental HMO Waived
Basic Life Basic Life 10000 ER $10,000
Spouse Life ‘Waived
Child Life Waived
Supplemental Life and ADD Waived
Section 457 Deferred Comp $75 Before Tax
Section 457 DC150 Spec Ben $25 Before Tax
Health Care Spending Account Waived
Flex Spending Dependent Care Waived
67 Waived
CCC PEPRA Retirement PEP414 3% of Eaminas

v

Step Action

50. Now you will navigate to the Employee Self Service home to confirm that the
Benefits Summary page appears on the My Favorites section on the NavBar.

You will use the Home link on the Menu Bar.

Note: depending on the screen resolution used on your computer, the NavBar may
not be visible on your screen from a classic page.

51. Click the Home link.

52. Click the NavBar button.
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Step Action
53. Click the My Favorites button.
=
)
=}
0
ORACLE v Employee Self Service a Q ™ = @
NavBar: My Favorites 0
Rl Benefits Summary
IEEPEEES Contact Details
T
Step Action
54. Notice, the My Favorites section of the NavBar now lists all three of the pages that
you added to your favorites.
55. Click outside the NavBar and the Tiles to close the NavBar.
56.
End of Procedure.

Navigating with Favorites

This topic covers how to use favorites to navigate.

Procedure

In this topic you will use the My Favorites section of the NavBar and the Favorites menu on a
classic page to navigate to each of the favorites you created in the previous topic:
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-- Benefits Summary
-- Contact Details

-- Payroll
ORACLE ~ Employee Self Service
>
-0 o«
Step Action
1. First you will use the NavBar to view your favorites and then navigate to the

Benefit Summary page.
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ORACLE ~ Employee Self Service

Personal Details

&

Step Action

2. Click the NavBar button.

) —R()

3. Click the My Favorites button.
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NavBar: My Favorites ﬂ

Benefits Summary

Contact Details

* | ™

Navigator

Classic Home

Step Action

4. Notice the My Favorites section displays the three favorites you previously created.
They are displayed in alphabetical order:

-- Benefits Summary

-- Contact Details
-- Payroll

Click on each to navigate directly to the Benefit Summary page, or the Contact
Details page, or the Payroll page.

You will start with Benefits Summary.

5. Click the Benefits Summary link.

My Favorites

Navigator
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Main Menu ¥ Self Service ¥ > Benefits ¥ >  Benefits Summary

% Contra Costa County

PeopleSoft Training

AddTo +

Al ~ | Search B Advanced Search

Benefits Summary

Jane Smith

To view your benefits as of another date, enter the date and select Go.
pei2Z01T |5 Go

Benefits Summary

Type of Benefit Plan Description Coverage or Participation
Non-PERS Medical Kaiser HMO Plan A Family

Dental PPO Delta Dental PPO w/KSR/HN  Family

v VSP Voluntary Vision Plan  Family

Dental HMO Waived

Basic Life Basic Life 10000 ER $10,000
Spouse Life Waived

Child Life Waived
Supplemental Life and ADD Waived
Section 457 Deferred Comp $75 Before Tax
Section 457 DC150 Spec Ben $25 Before Tax
Health Care Spending Account Waived

Flex Spending Dependent Care Waived

67 Waived

CCC PEPRA Retirement PEP414 3% of Eamings

Step Action

6. The Benefits Summary page displays.

Next you will use the Favorites menu to navigate to the Contact Details page.

You could also use the NavBar which is off screen on this screen shot. Depending
on the resolution of your monitor, a classic page may resize and allow you to view
the NavBar or you may have to scroll to the right to view it.

7. Click the Favorites button.

Main Menu ~

ORACLE

Page 196




Contra Costa County Training Guide
7  PeopleSoft Training Navigation for Self Service Users

Main Menu ¥

My Homepage > Benefits Summary

Al ~ | Search B Advanced Search AddTo v >

Recently Used
[E  Benefits Summary

[E  Dependent/Beneficiary Info
[ Fuid Home
[E Benents seir service
My Favorites
E// Add to Favorites . 4 select &
[ Edit Favorites @ and select 6o
|5 Benefits Summary
[E  contact Details
E Payron
Coverage or Participation
NonPERS Medical Kaiser HMO Plan A Family
Dental PPO Delta Dental PPO w/KSR/HN Family
'Voluntary Vision Plan 'VSP Voluntary Vision Plan Family
Dental HMO Waived
Basic Life Basic Life 10000 ER §10,000
Spouse Life and AD & D Waived
Child Life Waived
Supplemental Life and AD & D Waived
Section 457 Deferred Comp §75 Before Tax
DC Special Benefit $25/5150 DC150 Spec Ben §25 Before Tax
Health Care Spending Account Waived
Dependent Care Assistance Prog Waived
Health Savings Account Waived
CCC PEPRA Retirement PEP414 3% of Eamings
v
8. Notice, the My Favorites section lists the three favorites you previously added.

For this example, you will view the Contact Details page next.

9. Click the Contact Details link.

My Favorites

[ Addio Favories
= ) ] hte ar
= Edit Favorites

5 Benefits Summary

B [Contad Detais

|j Payroll

10. Click the NavBar button.

A Qv

®
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NavBar n

Recent Places

Contact Details

Benefits Summary

* Dependent/Beneficiary Info
Fluid Home

Benefits Self Service
Navigator

Classic Home

Step Action

11. The Contact Details page now displays.

Next, you will use the NavBar to navigate to the Payroll page.

12. Click the My Favorites button.

2

13. Click the Payroll link.

NavBar: My Favorites n

Benefits Summary

Contact Details

w ‘ o
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< Contact Details Payroll Self Service A Q" =0
Jane Smith
Social Casework Assistant
Pay Checks
Pay Checks
é Direct Deposit
-
v
== \W-4 Tax Information :
[# DE4 State Tax Information g:::k Company E:¥ Eﬁg'g?gm ! Net Pay Eany;g:‘z‘:r"'"be”
i Voluntary Deductions 06/23/2017 Contra Costa County 06/15/2017 $1692 06 3304416 >
38 Advance Pay 05/01/2017
06/09/2017 Contra Costa County $801.95 3295753 >
05/31/2017
05/01/2017
05/25/2017 Contra Costa County $1692.06 3287823 b
05/156/2017
04/01/2017
05/10/2017 Contra Costa County $801.97 3279190 >
04/30/2017
04/01/2017
04/25/2017 Contra Costa County $1692.06 3271259 >
04/156/2017
03/01/2017
04/10/2017  Contra Costa County $877.94 3262603 b
03/31/2017
03/01/2017
03/24/2017 Contra Costa County $1692.06 3254660 >
03/15/2017

Step Action

14. The Payroll page displays.

You have finished using My Favorites to navigate to each of your favorites.

15. Click the Home button.

16.
End of Procedure.

Editing Favorites on a Classic Page

This topic covers how to edit favorites from a classic page.

Procedure
In this topic, you will edit two of the favorites you created in the previous topic.

You will rename one and delete the other.
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ORACLE ~ Employee Self Service

Personal Details

poy

Step Action

1. You will use the NavBar and then Classic Home to navigate to a classic page.

ORACLE ~ Employee Self Service

Payroll Personal Details

— .
B V)
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Step Action

2. Click the NavBar button.
3. Click the Classic Home button.

Classic Home

ﬂ%ﬁ Company Directory S [ov

Search by Name

Step Action

4, The Classic Home page displays.

You will use the Favorites link to edit your favorites.
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Favorites ¥ Main Menu ¥ #A& Home

ORACLE All -~ | Search | Advanced Search AddTo \

Notificaf

ﬁ_g?] Company Directory S [ov

Search by Name

Advanced Search

Step Action

5. Click the Favorites button.

Favorites ¥ Main Menu ¥

ORACLE"
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Favorites Main Menu ¥ #A& Home
[E  Benefits Summary Notifica
E  Document Upload
[E my system Profile 2 e~
E Fuia Home
[ Benefits Seif Semvice
My Favorites
[ Addto Favorites
B Edit Favorites
|5 Benents summary
Ij Contact Details
B Payrol
< 2>
Step Action
6. The Favorites Menu displays.
The Recently Used section displays pages you have recently visited.
The My Favorites section has two links that allow you to Add to Favorites and
Edit Favorites. In this topic you will use the Edit Favorites link.
This section also lists your current favorites, the ones you created in the previous
topic:
-- Benefits Summary
-- Contact Details
-- Payroll
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¥  PeopleSoft Training

Favorites Main Menu ~ 4 Home

Recently Used Al ~ | Search B Advanced Search AddTo \

£ Benefits Summary Notifica

E  Document Upload
[E wy system Profie S ov
[ Fuid Home
[E Benefts seif service
My Favorites
& Add to Favorites
& Edit Favortes
|5 Benefits summary
[ contact Details
B Payrol
< >

Step

Action

In this topic, you will rename Payroll to Pay Check and you will delete the Contact
Details favorite.

Click the Edit Favorites menu.

Recently Used
Benefits Summary
Document Upload
Wy System Profile
Fluid Home

Benefits Self Service

F DWW m

Favorites

<

Add to Favoriles

B o ogE

Edit Favorites

Benefits Summary
Contact Details
Payroll
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Favorites ¥ Main Menu ¥ #& Home

ORACLE"

Al ~ | Search

Edit Favorites Change Display Order
Click the Save bution afier editing or delefing favorife:
st

¥iFavorites  Personaize | Find | )] B8 First (4 13073
*Fayorite

Bl Advanced Search AddTo = Ve
Notificat
New Window | Help | Persenalize Page | |

Sequence number

Benefits Summary
Contact Details

Payroll

By - |

i) Save | |[=] Notity

Step Action

9. The Edit Favorites page displays.

You can use this page to:

Change the name of a favorite (edit the value in the Favorite field--this is a required
field.)

Change the order in which favorites are listed (enter numbers in the Sequence

number field to represent the order in which you want the favorites lists. The
default order is alphabetical, in ascending order)

Delete a Favorite (Use the minus or delete button)
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Favorites ¥ Main Menu ¥

ORACLE" All -~ | Search Bl Advanced Search

Edit Favorites

Click the Save button afier editing or delefing favorites

I%IFavorites  Personaize | Find | )] & Fist (4 13013 ) Last

*Favorite Sequence number
Benefits Summary 0 =
Conlact Details 9 =
Payroll 0 =
lsave || Notify

New Window | Help | Persenalize Page | |

“ Contra Costa County

PeopleSoft Training

AddTo v

Step

Action

10.

First, you will edit Payroll. You will change it to Pay Check.

Favorites ¥ Main Menu ¥

ORACLE" All -~ | Search Bl Advanced Search

Edit Favorites

Click the Save button afier editing or delefing favorites

I%IFavorites  Personaize | Find | )] & Fist (4 13013 ) Last

*Favorite Sequence number
Benefits Summary 0 =
Conlact Details 9 =
Payroll 0 =
lsave || Notify

New Window | Help | Persenalize Page | |
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Step Action
11. Click in the Favorite field.
Favorites  Personalize | Find | 2 | L First ‘&' 1-30f3 ‘&’ Last
*Favorite Sequence number
Benefits Summary 0 j
Contact Details 0 =]
|F’ayml| | 0 (=]
12. Enter the desired information into the Favorite field. Enter "Pay Check"
*Favorite Sequence number
Benefits Summary
Contact Details
[Payroll |

Favorites ¥ Main Menu ¥

ORACLE"

Al ~ | Search @ Advanced Search

AddTo +

New Window | Help | Personalize Page | 5
Edit Favorites

Click the Save button after editing or deleting favorites.

Favorites  Personalize | Find | 0| E&

First 4 13073 & Last
*Favorite Sequence number
Benefits Summary 0 =l
Contact Details o [=
Pay Check| x o [=]
filsave |[[=] Notity

Step Action
13.

Next, you will delete Contact Details.
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Step Action
14, Click the Delete row 2 link.

Click the Save button after editing or deleting favorites.

Favorites  Personalize | Find | 2| B

First ‘4’ 1-30f3 '} Last
*Favorite

Sequence number
Benefits Summary

Contact Details

J B
Pay Check]

15. Click the OK button.

Delete Confirmation

Delete current/selected rows from this page? The delete will occur when the transaction is
saved.

Favorites ¥ Main Menu ¥

ORACLE"

Al ~ | Search B Advanced Search

AddTo v

New Window | Help | Personalize Page | i
Edit Favorites

Click the Save bution afier editing or delefing favorites

Favorites  Personalize | Fin | (21| B

First ‘4 1-20f2 ' Last
“Favorite Sequence number
Benefits Summary 0 =
Pay Check 0 B
save [ Notify

Step Action
16.

Notice the Favorites grid now contains only two favorites. Contact Details is no
longer there and Pay Check rather than Payroll displays in the last row.

Be sure to save your changes
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Step Action
17. Click the Save button.
= Notify

Main Menu ¥

#& Home
(A~ s T J— rarov ®
Notifica
New Window | Help | Personalize Page | 5
Edit Favorites
Click the Save button after editing or deleting favorites.
IFavorites  Personalize | Find | 20| B Fist 4 12012 * Last
*Favorite Sequence number
Benefits Summary 0 =l
Pay Check [ =

iilsave |[[=] Notity

Step Action

18. Next, you will confirm that the changes you made are reflected on the Favorites
menu accessed from the Favorites link.
19. Click the Favorites button.

Favorites ¥ Main Menu ¥

ORACLE
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Main Menu ¥

Recently Used
[E  Benefits Summary
[E  Document Upload
[ My system Profile

[ Fuid Home
[ Benefits serr service
My Favorites

[ Edit Favorites

bs.

First ‘4 12072 & Last
Sequence number

9 =
5 Benefits Summary
5 Paycheck 9 4
save || Notify

Al ~ | Search B Advanced Search

New Window | Help | Persenalize Page | |

“ Contra Costa County

PeopleSoft Training

& Home

AddTo v "

Notificat]

Step Action

20. Notice, the My Favorites section now displays two favorites:

-- Pay Check

-- Benefits Summary

The edits you made are reflected on the menu.

Main Menu ¥

Recently Used
[ Benefits Summary
5 Document Upload
B My system Profie
' Fuid Home

[ Beneiits Self Service
My Favorites

L/ Edit Favorites

b,

First ‘4 1-20f2 '}/ Last
Sequence number

o [=
[E  Benefits Summary
[El  Pay Check J o
Hsave | [ Notily

Al ~ | Search g Advanced Search

New Window | Help | Personalize Page |

AddTo + P
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Step Action

21. Next you will return to the Employee Self Service Home Page and confirm that the
changes you made display in the My Favorites section on the NavBar.

22. Click the Home link.

ORACLE ~ Employee Self Service

Personal Details

Step Action
23. Click the NavBar button.
a —
A QY =EQO
24. Click the My Favorites object.
el
a
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ORrRACLE ¥ Employee Self Service

NavBar: My Favorites °

(1] Benefits Summary

Recent Places

Pay Check

My Favorites

Navigator

Classic Home

Step Action

25. Notice the changes you made are reflected in the My Favorites section. This section
lists two favorites:

-- Benefits Summary
-- Pay Check

26. Click outside the NavBar and the Tiles to close the NavBar.

27.
End of Procedure.

Editing Favorites from the NavBar

This topic covers how to edit favorites from the NavBar.

Procedure

In this topic, you will edit your favorites using the Edit Favorites option on the NavBar on Fluid
pages. Editing favorites from a classic page is covered in another topic.

You will

-- Delete a favorite

-- Re-order the sequence in which favorites display
-- Rename a favorite
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ORACLE ¥ Employee Self Service

Payroll Personal Details

— .
B P/

Step Action

1. Click the NavBar button.

A Qv

®

2. Click the My Favorites button.

uuuuuuuuu

3. Click the Edit Favorites menu.

NavBar: My Favorites Q

L1} [ Edit Favorites

Recent Places

Benefits Summary

Contact Details

My Favorites
Payroll
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Favorites ™ Main Menu ¥

ORACLE’

> Contra Costa County
¥  PeopleSoft Training

A& Home | Signout

Edit Favorites

Click the Save button afier editing or delefing favorites

“¥iFavorites  Personaize | Find | 2] E&

First ‘4 12072 & Last
*Favorite

Sequence number
Benefits Summary 0 =
Conlact Details o [
Payroll 0
save || Notify

AddTo v V- @

Notification NavBar
New Window | Help | Persenalize Page | |

Step Action

The Edit Favorites page displays. This page is a classic page.

You will use the minus button to delete the Payroll favorite.

Favorites ™

Main Menu ¥

ORACLE’

Edit Favorites

Click the Save button after editing or deleting favorites.

IFavorites  Personalize | Find | 20| B Fist 4 1-20f2 * Last

“Favorite Sequence number
Benefits Summary 0 =
Contact Details o [=
Payroll 0 [
Hlsave |[[] Notify

# Home | Signout
AddTo + P @
Moiification NavBar

New Window | Help | Personalize Page | 5
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Step Action

5. Click the Delete row button.

AILR UIE DV e UL dilte] SUlliny Ul usisuly igavuvines.

“Favorites  Personalize | Find | 2] E& First ‘4 1-20f2 ‘b Last

*Favorite Sequence number

Benefits Summary 0 (=]

Contact Details 0 (=]

Payroll 0 E
6. Click the OK button.

Delete Confirmation

Delete currentiselected rows from this page? The delete will occur when the transaction is
saved.

Cancel

Favorites > | Main Menu > #& Home | Signout

ORACLE' e © @

Moiification NavBar

New Window | Help | Personalize Page |
Edit Favorites
Click the Save button after editing or deleting favorites.

IFavorites  Personalize | Find | 20| B Fist (4 1-20f2 * Last

Sequence number

Benefils Summary C =T 0] 4
Contact Details - 0 ~ =]

[/save | =] Notify
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Step Action

7. Noticed the Payroll favorite no longer appears. You still have two favorites:
Benefits Summary and Contact Details. These display by default in alphabetical
order.

You will change the display order so that Contact Details displays above Benefits
Summary. To do so you will change the values in the Sequence number field of
each favorite.

You will assign 1 to Contact Details and 2 to Benefits Summary.

8. Click in the Sequence number field.

‘Favorites  Personalize | Find | 21| = First ‘4’ 1-20f2 '}/ Last

* Favorite Sequence number

Benefits Summary 0 [=]

Contact Details | of [=
9. Enter the desired information into the Sequence number field. Enter "1".

Click the Save button after editing or delefing favorites.

Favorites  Personalize | Find | 2| & First ‘4 1-20f2 '»/ Last

*Favorite Sequence number

Benefits Summary 0 =]

Contact Details 0 [
10. Click in the Sequence number field.

Click the Save buiton after editing or deleting favonies.

Favorites  Personalize | Find | 2] E First ‘4’ 1-20f2 '}/ Last

*Favorite Sequence number
Benefits Summary E j
Contact Details 1| % =]
11. Enter the desired information into the Sequence number field. Enter "2".

Edit Favorites

Click the Save button after editing or deleting favorites.

Favorites  Personalize | Find | 2 | & First ‘4 1-20f2 & Last

*Favorite Sequence number
Contact Details 1 =
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Step Action
12. Click the Save button.
< Moty

Favorites ¥ Main Menu #& Home | Sign out

ORACLE e,

Moiification NavBar

New Window | Help | Personalize Page |
Edit Favorites

Click the Save button after editing or deleting favorites.

Favorites  Personalize | Find | @] B First (4 1202 ‘¥ Last
*Favorite Sequence number
Contact Details g | =
Benefits Summary 2 =
f]Save | [[=]Notify

Step Action

13. Notice the order in which the favorites display has changed.

Contact Details appears at the top and Benefits Summary at the bottom.

14. Now you will navigate back to My Favorites on the NavBar to see the effects of
these changes.

Click the NavBar button.

A Home | Signout

AddTo = v @

Notification NavBar
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Step Action

15. Click the My Favorites object.

-

Fcemt e

I fm |

NavBar: My Favorites ﬂ

[ Edit Favorites

AP Contact Details

* Benefits Summary

My Favorites

Navigator

Classic Home

Step Action

16. Notice the My Favorites section now displays just two favorites and Contact
Details displays above Benefits Summary.
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NavBar: My Favorites u

[ Edit Favorites

Contact Details

* Benefits Summary

Navigator

Classic Home

Step Action

17. Next you will navigate to the Classic Home page and review how favorites display.

18. Click the Classic Home button.

HNavBar: My Fan
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Main Menu T R —
ORACLE' R C
Notification NavBar
Personalize Content | Layout % Help
53?: Company Directory c av
Search by Name
#% My Org Chart Advanced Search

Step Action

19. Click the Favorites button.

Main Menu ¥

ORACLE

Main Menu ¥ # Home | Signout

ecently Used Aot ®

Benefits Summary Notification  NavBar
? Help

Personalize Content | Layout

User Profiles

Dependent Information

Modify a Person

Document Upload
Favorites

Add to Favorites

B DDDDD

Edit Favorites
Contact Details

DER

Benefits Summary

Page 220




«» Contra Costa County

Training Guide
PeopleSoft Training

Navigation for Self Service Users

Step Action

20. Notice, only two favorites display and Contact Details displays above Benefits
Summary.

Next you will navigate back to the Edit Favorites page using the NavBar. Then
you will rename Contact Details to Email and Phone.

21. Click the Home link.

#& Home | Sign out

ORACLE ¥ Employee Self Service

Payroll Personal Details

Step Action

22. Click the NavBar button.
23. Click the My Favorites button.
i)

I
£

i
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Step Action
24.

Click the Edit Favorites menu.

[ Edit Favorites

Contact Details

Benefits Summary

Favorites ™ Main Menu ¥

A& Home | Signout
ORACLE’

AddTo v V @
Motification NavBar
New Window | Help | Personalize Page |

Edit Favorites

Click the Save bution afier editing or delefing favorites

I%IFavorites  Personaize | Find | )] & First (4 12012 * Last
*Favorite

Sequence number
Contact Details

1 =
3 =

Benefils Summary

i) Save | |[=] Notity

Step Action
25.

Click in the Favorite field.

Click the Save buiton after editing or deleting favorites.

Favorites  Personalize | Find | 2| 2 First ‘4’ 1-20f2 '*' Last
*Favorite

Sequence number

| Contact Details |

Benefits Summary
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Step Action

26. Enter the desired information into the Favorite field. Enter "Email and Phone".
Click the Save button after editing or delefing favorites.

« Favorites  Personalize | Find | 2] L First ‘&' 1-20f2 '} Last

*Favorite Sequence number

1 —

[Benefits Summary | (=]
27. Click the Save button.

] Save |
28. Click the NavBar button.

#A& Home Sign out
Add To v @
Notification

29. Click the My Favorites button.

o ©

Ll

)

=}

=

NavBar: My Favorites °

For
.
P Email and Phone

* Benefits Summary

My Favorites

[ Edit Favorites

Navigator

Classic Home

Page 223



Training Guide

= Contra Costa County
Navigation for Self Service Users ;

PeopleSoft Training

Step Action

30. Notice, Contact Details has been replaced by Email and Phone.
31. Click away from the NavBar to close it.
32. Click the Home link.

& Home | Signout

AddTo + P @

Notification NavBar

33.
End of Procedure.

Using Classic Page Elements

The single topic in this lesson, borrowed from Oracle pre-built training material presents an
overview of common page elements found on classic pages.

Recognizing Page Controls

This topic covers the use of page controls on classic pages. The content of this topic was
borrowed from Oracle's pre-built training materials.

Procedure
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Favorites - Main Menu ~ =
Search Menu: Home Worklist | MultiChannel Console | Addto Faverites | Sign out
ORACLE| ®

Company Directory Personalize Content | Layout (Z) Help

lanager Dashboard

Worl & Administration
Benefits
Compensation
Stock

Time and Labor

SetUp HCM

Enterprise Components
Worklist

Application Diagnostics
Tree Wanager
Reporting Tools

PeopleTools

Packaging

e A o o e o A o o o A o o A o e e

Step Action

1. Begin by navigating to the Volunteer Activities page.

Click the Workforce Administration menu.

3 Warkforce Administration k
2. Click the Personal Information menu.

(3 Personal Information L
3. Click the Biographical menu.

[ Biographical »
4, Click the Volunteer Activities menu.

|£] Volunteer Activities

5. Click in the Empl ID field.

6. Enter the desired information into the Empl ID field. Enter "KA3".

When the Autocomplete function is enabled (My Personalizations), the system
provides a list of Empl IDs based on the text you enter in the Empl ID field.

8. Click the KA0003 link.
Kan003
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Step Action

9. The system enter the selected item in the field for you.

Click the Search button.

Search

10. Some fields on a page are required, meaning that you must enter a value in the field
before you can save the page. The asterisks next to the Volunteer Organization,
Start Date, and Type of Volunteer fields indicate that these are required fields.

Favorites = Main Menu~= > Workforce Administration = > Personal Information ~ > Biographical ~ > Volunteer Actiities

Home Warldist MultiChannel Console Add to Favorites Sign out

ORACLE
New window | Help | Personalize Page | B

Volunteer Activities

Maria Cortes PersonID KADDO3
Volunteer Activities Fing | View All First ‘4 10f1 2 Last

*Volunteer Organization O, ﬂ j

Chapter Name
#Start Date &) End Date 3
“Typeof Vouunteer[Omer 7] [ Is Volunteer on Leave
Volunteer Status
@ Part.time € Full-time

[5 save |G Retumto Searsh ||[=] Motify

Step Action

11. An edit box with prompt button uses a Lookup button, which looks like a
magnifying glass, and can be used to look up a valid value for the field. It opens a
separate page that enables you to search the database for the data you need.

Click the Look up button.
@,
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Look Up Volunteer Organization %
Help
Volunteer Organization:| begins with
i [pegins win =] | ]

Search Results

View 100 First (4) 1-70f7 () Las
Volunteer Organization Description

ccs Canadian Cancer Society
KU1 American Cancer Society
KU2 Hospital Auxiliary

Ku3 Peace Corps

KU4 United Way

KU5 Balvation Army

LW Make a Wish Foundation

Step

Action

12.

A modal prompt is a child window that requires you to interact with it before you
can return to operating the parent application. An example of this is the Look Up
page.

The Look Up page displays a list of all the valid values for the field. In this
example, the page displays a list of all the volunteer organizations in the database.

Choose the Make a Wish Foundation in the table.

Click the Make a Wish Foundation link.
Make a Wish Foundation

13.

After you select a value, the system automatically returns you to the original page
and inserts the information in the field.

14.

An edit box is a rectangular box into which you enter data. The number of
characters you can enter is determined by the length of the database field.

15.

Click in the Chapter Name field.

16.

For this example, you need to add the chapter name for the organization.

Enter the desired information into the Chapter Name field. Enter "Belmont
County".
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Step Action

17. When entering information in a date field, you can use the date prompt button.
Clicking the button opens a small calendar that displays the current month and day.
Alternatively, you can press Alt+5 while in a date prompt field to open the calendar.
You may also enter the current day's date by typing the word “today" in a date field.
When you exit the field, the system converts the word "today" to the current date in
correct date format.

18. Click the Choose Date button.
=

19. For this exercise, you want to enter a start date of July 2, 2013.

Click the Month list.
June [-]

20. Click the July list item.
July

21. Click the 2 list item.

2

22. Notice that when you selected the day, the system exited the calendar, and entered
and formatted the date that you selected.

23. A list box is a field similar to an edit box, but with a down arrow within the box.
Click the down arrow to display a list of values from which you can select a single
option.

24. For this example, the type of volunteer work is administrative.

Click the Type of VVolunteer list.
25. Click the Administrative list item.
Administrative
26. A check box is a small square box that turns an option on or off. Select the box to

add a check mark and the option is on. Remove the check and the option is off.

In this example, the Is VVolunteer on Leave check box option is off and you want to
turn it on.

Click the Is VVolunteer on Leave option.
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Step Action

217. A radio button is a small round button that represents one option in a group of
mutually exclusive options. Only one radio button in a group can be selected at one
time.

For this example, you want to change the volunteer status to full-time.

Click the Full-time option.

-

28. Click the Save button.
[5G Save
29. You successfully used several page controls to update a record in a PeopleSoft

application. You have not yet used a long edit box.

Navigate to the General Comments page, for example, to see a long edit box. In the
navigation path at the top of the page, find the name of the desired menu and click to
display the cascade.

Click the Biographical link.

Biographical =

30. Click the General Comments menu.

=]  General Comments

31. A Comment is a field into which you enter lengthy custom text, such as comments.
These boxes store free-form text.

Notice that when the edit box is empty, no scroll bar appears.

32. When you enter more lines than can be displayed at the same time in the default size
of the box, the system adds a vertical scroll bar and allows you to continue entering
text. Use the scroll bar to move through the text.

33. You have successfully used data entry fields that provide you with a simple way to
enter and update data in your tables.
End of Procedure.
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