Department Self Service

Personal/Job Data — Dept

These pages allow you to look up personal and job information for employees in your
area. You can view all employee classifications—full-time staff and administration,
faculty, students, etc.—depending on the access that has been requested for you.

First, for the employee you wish to view their information. Note that EmplID is the

Student ID. Name is a full name search in the following format: Last Name,First Name

BR llt'\\\] IAM YOUNG
u

NIVERSITY

Search:
®

[+ My Favarites

[> Person File

[ BYL) Test

[> Department Self Service
[ Employee Self Service
= Manager Self Service

sonaliJob Data
[ Wiorklist
[> Tree Manager
[> Repoarting Tools
[ PeopleTools
— Chanoe My Password
— My Personalizations
— My System Profile

PersonalfJob Data

Mew Window | Help | s

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

[ Find an Existing Value |

EmplID: | heging with = ||
Name: | begins withj|
Last Name: |begins withj|
Department SetiD: | heging with = ||
Department: |begins with jl

— My Dictionary Alternate Character Name:l hegins with j |
Personnel Status: |= =l =]
[ Case Sensitive
Search | Clear | Basic Search Save Search Criteria

There are two pages/tabs; the first page/tab contains basic job and personal information.

l_ ’_ ’_ | mternet




BRIGHAM YOUNG
UMIVERSITY

Search:

[ My Favarites

[» Person File

b BYU Test StudentJane EmpliD

[ Department Self Service
[: Employee Self Service

Mew Window | Help | Customize Page | J&

{ PersonallJob Data Y Addresses/Fhones

= Manager Self Service ety
— ok Histary {Last 3 Vears Primary Classification SE Student Contract
- P a )

[ Worklist Primary Status Active

[> Tree Manager ] "

I Reparting Tools College/Division Humanities

[ PeopleToals Department English

Employee Has Multiple Jobs

[ Warklist

[ Tree Manager
[ Reporting Tools

1> PeopleToals Joh Title TEACHING ASST-GRADUATE  Birthdate 0915
1 U RERETE Gender Female
[» Reporting Tools
[> PeopleTools Marital Status Single Original Hire Date 09/02r2003
— Change by Password . " =
= [ PesnnelEiemns Citizenship United States Current Hire/Contract Date  02/23/2004
— My Systern Profile Ethnic Group ‘white BYU FIT Service Mo Data
— hly Dictionary

Benefit Program STDITEMP Termination Date

Retirement Date

|-9 Status ]34 Direct Deposit Yes

1-9 Status Reason

Doc Expire Date

QL Retumn te Search | [ 4S Nextin List )| (12 EdNatity |

Fersonalidoh Data | Addresses/iPhones

The second page/tab contains address and phone information for the employee.

BRIGHAM YOUNG
UNIVERSITY

Search:
> My Favorites FersonaliJoh Data T Addresses/Phones \

Mews Window | Help | Customize Page |

[» Person File

b BYU Test StudentJane EmpliD
[> Department Self Service Address Type

[» Employee Self Service

= Manager Self Service Address Type:  Home

- i " ) P
Joh History iLast 3 Years Address History 0 First (4] 4 o5 1

> DRI Effective Date:  09/02/2003 Status: active
[ Tree Manager
[ Reporing Tools United States

I PeopleTools Address: 111 Main Street

Provo, UT 84604

[ Worklist

I Tree Manager

[> Reporting Tools

[ PeopleToaols

1> PEOpIE | OIS

— Change by Password
— Wy Personalizations
— hly Systern Profile

— My Dictionary

Phone Type Telephone

Home 801/555-5555
fain 801/555-5555
Tracking 801/555-5555

Email Type E ddress
Campus janestudent@byu.edu
QL Retumn to Search | [ 4S Nextin List | (12 EdNatity |

FPersonalidob Data | AddressesiPhones




Job History —

Dept (Last 3 Yrs)

These pages allow you to look job history for employees in your area. You can view all
employee classifications—full-time staff and administration, faculty, students, etc.—
depending on the access that has been requested for you.

First, for the employee you wish to view their information. Note that EmplID is the
Student ID. Name is a full name search in the following format: Last Name,First Name

BRIGHAM YOUNG

UNIVERSITY

Search:

| ®
[> My Favarites

[» Person File

[ BYl) Test

[» Depariment Self Service

[» Employee Self Service

= Manag i

[ worklist

[> Tree Manager

> Reporting Tools

[» PeopleTools

— Chande by Passward
— My Personalizations
— My Systern Profile

— Wiy Dictionary

Mew window | Help | =)

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

Job History

/ Find an Existing Value

EmpliD: | begins with ¥ ] |
Name: | begins wnhjl
Last Name: | negins with x| |
Department SetiD: | negins with = | |
Department: | negins with = | |
Alternate Character Name: | begins with = | |
Personnel Status: |= =

[ Case Sensitive

Search Clear I Basic Search Save Search Criteria

—

There are two pages/tabs; the first page/tab contains the job history and indicates whether
it is history, current or future. Note that it is sorted by empl record number (for example,
if an employee had two jobs on campus, it would show the history of the first and then

the history of the second).



BRIGHAM YOUNG
VERSITY

Search:
®

[ My Favarites

[> Persan File

[ BYU Test

[> Department Self Service
I> Employee Self Service
= Manager Self Service

— Persanalilob Data
[ arklist
[> Tree Manager
[ Reporing Tools

[ PeopleTools

| Joh History " Additional Pay History

Meww Window | Help | Customize Page | 15,

Name StugentJang

Empl Red Nbr 0 Current

Employee Status Active

Action Data Chy
Action Reason  FICA Prog
Comp Rate

Rank

DivisioniCollege Academic Vice President Div

Department English

EmpliD

Effective Date 05i28/2004

Empl Class  SE Std Con

Joh Title TEACHING ASST-GRADUATE
Chart Block 11290002-5510-00000

FTE 9.959999

Contract #

Contract Type

Empl Red Nbr 1 Current

Employee Status Active

Action Data Chy
Action Reason  FICA Prog
Comp Rate

Rank

DivisioniCollege Academic Vice President Div

Department English

Effective Date 05i28/2004

Empl Class  SE Std Con

Joh Title TEACHIMNG ASET-GRADUATE
Chart Block  11291000-5510-22401

FTE 1.000000

Contract #

Contract Type

Empl Red Nbr 1 History
Employee Status Active

Action Hire

Action Reason  AdditnlJob

Comp Rate

Rank
Division'College Academic Yice President Div

Department English

Effective Date 05i23/2004

Empl Class  SE 5id Con

Joh Title TEACHIMNG ASET-GRADUATE
Chart Block  11291000-5510-22401

FTE 1.000000

Contract #

Contract Type

Empl Rcd Nbr 0

History

Employee Status Active

Action Data Chy
Action Reason  FICA Prog
Comp Rate

Rank

Division/College Academic Vice President Div

Department English

Effective Date 05/08/2004

Empl Class  SE Std Con

Job Title TEACHING ASST-GRADUATE
Chart Block  11290002-5510-00000

FTE 9889995

Contract #

Contract Type

Empl Red Nbr 1]

History

Effective Date 09022003

Employee Status Active Empl Class  SE 5td Con
Action Hire Joh Title TEACHING ASST-GRADUATE
Action Reason  Hire Chart Block  11290002-5510-00000
Comp Rate FTE 9.959995
Rank Contract #
Division/College Academic Vice President Div Contract Type
Department English
Qi Retumn to Search | [ 4S Nextin List ) (12 EdNatity |

Job Histary | Additional Pay History

The second page/tab contains additional pay history for contract employees.



BRIGHAM YOUNG

VERSITY

Search:
®

[ My Favarites

[> Persan File

[ Byl Test

[ Department Self Service
I> Employee Self Service
= Manager Self Service

— Persanalilob Data
[ arklist
[> Tree Manager
[ Reporing Tools
[ PeopleTools
— Personaliob Data

[/ Job History_§” Additional Pay History

Meww Window | Help | Customize Page | 15,

Name StugentJang

EmpliD

Empl Rcd Nbr i Current Effective Date  0%/31/2004

Empl Class SE Std Con Earnings Descr  Std Emplmt

Chart Block 11280002-5510-00000 Earnings End Date

Contract # Contract End Date

Pay Group BYU Bi-\eekly Student Contract Goal Amount $1,056.64

DivisioniCollege Acadernic Vice President Div Goal Balance %1,056.64

Department English Pay Period Hours 4.00

Empl Rcd Nbr 1 Current Effective Date  0%/23/2004

Empl Class SE 5id Con Earnings Descr  Std Emplmt

Chart Block 11251000-5510-22401 Earnings End Date

Contract # Contract End Date

Pay Group B Bi-¥Weekly Student Contract Goal Amount $3,650.00

DrisioniCollege Academic Vice President Div Goal Balance §3,650.00

Department English Pay Period Hours ~ 13.00

Empl Rcd Nbr i current Effective Date 0801 6/2004

Empl Class SE Std Con Earnings Descr  Std Emplmt

Chart Block 11280002-5510-00000 Earnings End Date

Contract # Contract End Date

Pay Group BYU Bi-¥Weekly Student Contract Goal Amount $495.30

Dmasion'College  Academic Vice President Div Goal Balance $495.30

Department English Pay Period Hours 30.00

Empl Red Nbr i Current Effective Date  06/22/2004

Empl Class SE Std Con Earnings Descr  Std Emplmt

Chart Block 11280002-5510-00000 Earnings End Date

Contract # Contract End Date

Pay Group Bl Bi-weekly Student Contract Goal Amount $1,554.96

Division/College Academic Vice President Div Goal Balance $1,584.96

Department English Pay Period Hours ~ 12.00

Empl Rcd Nbr i Current Effective Date  01/05/2004

Empl Class SE Std Con Earnings Descr  Std Emplmt

Chart Block 11280002-5510-00000 Earnings End Date

Contract # Contract End Date

Pay Group B Bi-wWeekly Student Contract Goal Amount $2,641.60

Divisi ollege Acadernic Vice President Div Goal Balance $2,641.60

Department English Pay Period Hours 10.00

Empl Red Nbr n Current Effective Date  09/13/2003

Empl Class SE Std Con Earnings Descr  Std Empimt

Chart Block 11290002-5510-00000 Earnings End Date

Contract # Contract End Date

Pay Group BYU Bi-\eekly Student Contract Goal Amount $3,276.00

Division/College Academic vice President Div Goal Balance §3,276.00

Department English Pay Period Hours  28.00
QRetum to Search | [4ENextinList) (12 Frovious Uit ) ([Ewetity )

Job History | Additional Pay History



Employee Reports

This report provides you with a list of employees in your department. Select whether you
want a list of all employees or student employees. Select which department you want to
run it for (if you leave ALL in the department field it will run for all departments you
have access to). Click Load Employee Data and the information will populate in the grid.
For help with sorting or downloading to excel, click on the links provided.

BRIGHAM YOUNG

UNIVERSITY

— Jdaob History {Last 3 Years)

Worklist | MuttiChannel

Hew'window | Help | Custornize Pane | o5, |

—

— Job History-Dept {l ast 3
Yre)

— Legacy Archive

— PersonaltJob Data

— PersonaliJob Data - Dept

— gPAF Home Pade

— Admin Sicktacation Entry

— Staff Sickivacation
Summary

- Emplovee Sickivac
Summary

— DCE Payroll Approval

— BYL Payroll Report by
Account

I Reports

Ei

Repart Sorting Help
Excel Download Help

=l Load Emplovee Data |

Emplovee Report Type IA” Ernployees

Department ALL Q

Employee Report

College Division Job Title Empl Clas

BYU Payroll Report By Account

This report provides you with information about who was paid what amount on what
accounts in a specified pay period. First, you will be asked to indicate a Run Control ID.

Click Search.

UNIVERSITY

Search:

[+ My Faworites

[ Persan File

[ BYU Test

= Department Self Service
— Personalidob Data

[ Employee Self Service
[ Worklist

[ Tree Manager

[» Reparing Toaols

[ PeopleTools

— Chandge My Password
— iy Personalizations
— My Systern Profile

— by Dictionary

Rﬁi RIGHAM YOUNG

®

Mew Window | Help | &,

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

/ Find an Existing Value \_Add a New alug |

Search by: Run Control ID begins with ||

[ Case Sensitive

Search | Advanced Search

Find an Existing Walue | Add a New Walue

If the results indicate “No Matching Entries Found” then click on the Add a New Value.
Enter your Net ID and click Add. NOTE: The next time you come in to the report, you
can hit Enter on your keyboard and do NOT need to add a new value.



[%EER IGHAM YOUNG

UNIVERSITY

Home | Worklist | _Addto Favaorites

Search: New Window | Help |5
[> My Favarites Payroll Report

[» Person File

I BYU Test | Find an Existing ¥alue |~ Add a New Value ',

= Deparment Self Service
— Persanaliloh Data

Run Control ID: [ies{

Add
[» Employee Self Service
[ Warklist
[ Tree Manager Find an Existing Yalue | Add a New Value

[ Reporting Tools

[ PeopleTools

— Change My Passward
— Wy Personalizations
— iy System Profile

— tly Dictionary

The next page will allow you to select the information you want to receive. Leave BYU
as the company. Select a Description (or payperiod):

Bi-Weekly  2005-01-14

Monthly 2005-01-31

Entire Month 2005-01

Accruals 2005-01-15 Payroll Accrual

Reversals 2005-01-15 Payroll Accrual Reversals

You may enter the Speedtype, Account, and Subclass or choose to leave it blank and run
it for all accounts you have access to. Select or unselect pay groups you wish to run it for
(see the following link for descriptions of the pay groups:
http://star.byu.edu/paygroups.php). Select how you would like the report to be sorted.
After entering all the parameters, click Run.

E{[GH.—\.\-I YOUNG
UNIVERSITY

Home | ‘Aorklist | Addto Favorites | Siogn out

Search: Mew indow | Help | Customize Page | n
[> My Favorites Paytoll Report

[» Person File

- Baparin Run Control ID: —test Eeport Manager Process Monitor Run |

= Department Self Service
— Persanalilob Data

iroll Repart by

Account *Company IEIYU Q. Brigharm Young University
[ Employvee Self Service .
[ Worklist *Descrlptmnl Q

[ Tree Manager
I Reporing Toals Speediype I Q. Account I Q. Subclass I Q

[ PeopleTools

— Change bty Password
— My Personalizations Vst MsSTH MsSTF WMsTc WS ' department, chart block, name

= Ju;m gi CStTii'r”]ﬂaF'mﬂ'E FNRN FNRC MHOP WMFCP M FAC " department, speed type, account
(LURIRIRIE: MFN FEXE MCcEm WMcCEB ¥ aDm

B szve)  [ENotity [ | | UpdatesDisplay



On the Process Scheduler Request page just click OK. There is no need to select or
unselect anything else.

BRIGHAM YOUNG
UNIVERSITY

Home

Mew Window | Help | Custornize Page | B

Search:

®

& My Favarites Process Scheduler Request

[> Persan File
[> Bl Test
[~ Department Self Senice

User ID: 8BS Run Control ID: test

Server Name: | “| RunDate: |D2r1 272005 [E]

Recurrence: I "1 Run Time: |1 1:09:324M Resetto Current DatelTime |

Time Zone: | Q

g o eenee

[ Warklist
> Tree Manager Select Description Process Name Process Type *Type *Format
[> Reporting Tools v Payroll Report PAYROLL SR Report ek PDF %8

[> PeopleTools

— Chanoe My Password
— hity Personalizations
— hly System Profile

— bty Dictinnany

QK I Cancell

Once you click OK, the system will run the report and email the information to you in an
attached Excel file.

o Payroll Report - Message (HTML) - |I:I|5|

JEiIe Edit Wiew Insert Format Tools Actions Help |
| @oReply | oreptytoal | WBFormad | G | v (DY X |4 - w - 4 3,

From: Bl Peoplesoft Administration  Sent:
[psoft@email. by, edu]

Ta:
e
Subject:  Payroll Report

_opt_prod...
(S3KE) =




Admin Sick/Vacation Entry

Use this screen to enter the sick and vacation days taken by Administrative personnel for
the month specified. Once you have entered the hours click Save. If the heading says:
“Payroll Currently in Progress”—Payroll is currently running and entry is blocked. Any
adjustments that need to be made after Payroll has run should be called in to Evelyn
Young in Compensation at 422-4092.

BRIGHAM YOUNG
UNIVERSITY

Search:
®

[= My Favorites

[> BYU Test

[» BYU Personal Infarmation

[ BYU Hiring Offices

~ Department Self Service

— Employee Reports

— Job History -Diept iLast 3
sl

— Persanaltlob Data - Dept

— gPAF Home Page

— Staff Sickivacation
Summary
— B Payroll Report by
Account
[: Employee Self Service
[> Manager Self Service
[ Warklist
[ Tree Manager
[» Reparting Tools
[» PeopleTools
— Change My Passward
— hty Perzonalizations
— My System Profile
— bty Dictionary

Mew Window | Help | Custornize Page | 5]

| Dept SickAfac Entr

Setl:  |DBYU Department: 0523

Staff Employment Senices

Payroll Currently in Progress

Department Sickacation Entry

. . Sick Vacation |Sick acation
Hame Social Security # Hours Hours |Balance |Balance Summary
McFly, George BE2-02-0015 0.00 0.00 54.00 110.66 | Bummary
Parker,Peter Spiderman 435-42-0632 0.00 0.00 A67.00 180.66 | Surnmary

B save| [ Retun to Search

Click on blue summary to view individual employee history. The first page will show the

sick hour history.

BRIGHAM YOUNG

E UNIVERSITY

Search:
®

[= My Favorites
[> BYU Test
[» BYU Personal Infarmation
[ BYU Hiring Offices
~ Department Self Service
— Employee Reports
— Job History -Diept iLast 3
sl
— Persanaltlob Data - Dept
— gPAF Home Page
in Si an Entry
— Staff Sickivacation
Summary
— B Payroll Report by
Account
[: Employee Self Service
[> Manager Self Service
[ Warklist
[ Tree Manager
[» Reparting Tools
[ PeopleTools
— Change My Passwaord
— hty Personalizations
— bty Systern Prafile
— ity Dictionary

Mew Window | Help | Custarnize Page | 5]

{ Sicknacation Summary

Name: hcFly,George

ID: 094756864

Plan Type: 50 Sick BYU
Leave Accrual Balances
Accrual Date | Carry Over & T‘;%n Ad'_msli ed | Accrued Current LES:faﬂger
0.000 0.000 0.000000
01/3152005 46.000000 8.000000 0.000 8.000 54.000000
123102004 11.000000| 9B.000000| &0.000 8.000 1.000 46.000000
1173002004 11.000000| 88.000000) 59.000 8.000 1.000 38.000000
10/3152004 11.000000| 80.000000| 33.000 8.000 26.000 32.000000
0973002004 11.000000| 72000000 21.000 8.000 12.000 50.000000
08/312004 11.000000| 64.000000) 20000 8.000 1.000 54.000000
073152004 11.000000| 56.000000) 19.000 8.000 1.000 47.000000
06/3052004 11.000000| 48.000000| 17.000 8.000 2.000 40.000000
05/312004 11.000000|  40.000000 g.000 8.000 9.000 34.000000

Return I

Use the arrows on the first blue bar to view the next plan type (vacation hours).



% BRIGHAM YOUNG

UNIVERSITY

Search:
®

[ My Favorites

[ BYU Test

[> BYU Personal Information

[> B Hiting Offices

[~ Department Self Senice

— Employee Reparts

— Job History -Dept il ast3
rs)

— PersonaliJob Data - Dept

ePAF Home Page

Staff Sickiacation
Summary

— Byl Payroll Report by

Account

> Employee Self Service
[ Manager Self Service
[ Worklist
[ Tree Manager
[ Reporting Tools
[ PeopleTools
— Chance My Password
— bty Personalizations
— ity Systern Profile
— iy Dictionary

Mew Window | Help | Customize Page |

{ Sickifacation Summary

Name: McFlyGeorge

ID: 094756564

la}

Plan Type: 51 Wacation
Leave Accrual Balances
Accrual Carry YTD YTD YTD Hrs  Hours Taken | Hours Adjust |Leave Hours
Date Ower Earned Taken | Adjusted | Accrued Current Current Balance
0.000 0.000 0.000000
01/3152005 |96.000004| 14 666667 0.000 14.667 110.666671
12/3112004 |30.000000(176.000004 | 110.000 14.667 96.000004
11/302004 |30.000000{161.333337| 86.000 14.667 24.000 81.333337
10/312004 |30.000000 (146 666670| 76.000 14.667 10.000 90.666670
09/3002004 |30.000000{132.000003| 72000 14667 4.000 86.000003
08/31/2004 |30.000000(117.333336| 64.000 14.667 8.000 76.333336
07/3152004 |30.000000 (102 666669 | 57.000 14.667 7.000 6366666
06/30,2004 |30.000000( 88.000002| 25.000 14.667 32.000 B1.000002
05/31/2004 |30.000000| 732.333335| 16.000 14.667 9.000 78.333335

Return I

Staff Sick/Vacation Summary

Use this page to view sick and vacation hours for Full-Time Staff employees. Thisis a
display page only. Use the Kronos system for entries for Full-Time Staff. Just like the
administrative page, you can click on blue summary to view individual employee history.

BRIGHAM YOUNG

UNI\'iMiIIk‘

Search:
®

[ My Favarites

[ BYU Test

[- B'fl) Personal Information

[ BYL) Hiring Offices

[ Department Self Senice

— Employee Reports

— Job History -Dept (Last 3

)

— PersanaliJob Data - Dept

— ePAF Home Page

— Admin Sickivacation Entry
on

— Bl Pavroll Report by
Accaunt

[» Employee Self Service
[ Manager Self Serice
[ Warklist

[> Tree Manager

[> Reporting Tools

[- PeopleTools

— Change My Passwaord
— My Personalizations
— My Systern Profile

— iy Dictionary

Mew Windaw | Hel | Customize Page | [,

[ Staff SickMacation

SetlD:  |DBEYU

Balance As Of:

Department: 0823 Staff Employment Services

February 2005

SickMacation Display

‘Vacation

Name Social Security # Sick Balance Balance Summary
|[Job,lwanta |516-27-3347 [ 154,45 33.46 | Summary
1 Return to Search



