Adding, Changing, Inquiring on Employee Supplemental Data
Created on 1/20/2010 4:24:00 PM



COPYRIGHT & TRADEMARKS

Copyright © 1998, 2009, Oracle and/or its affiliates. All rights reserved.

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names may be trademarks
of their respective owners.

This software and related documentation are provided under a license agreement containing restrictions on
use and disclosure and are protected by intellectual property laws. Except as expressly permitted in your
license agreement or allowed by law, you may not use, copy, reproduce, translate, broadcast, modify,
license, transmit, distribute, exhibit, perform, publish or display any part, in any form, or by any means.
Reverse engineering, disassembly, or decompilation of this software, unless required by law for
interoperability, is prohibited.

The information contained herein is subject to change without notice and is not warranted to be error-free.
If you find any errors, please report them to us in writing.

If this software or related documentation is delivered to the U.S. Government or anyone licensing it on
behalf of the U.S. Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

Programs, software, databases, and related documentation and technical data delivered to U.S. Government
customers are “commercial computer software” or “commercial technical data” pursuant to the applicable
Federal Acquisition Regulation and agency-specific supplemental regulations. As such, the use,
duplication, disclosure, modification, and adaptation shall be subject to the restrictions and license terms set
forth in the applicable Government contract, and, to the extent applicable by the terms of the Government
contract, the additional rights set forth in FAR 52.227-19, Commercial Computer Software License
(December 2007). Oracle USA, Inc., 500 Oracle Parkway, Redwood City, CA 94065.

This software is developed for general use in a variety of information management applications. It is not
developed or intended for use in any inherently dangerous applications, including applications which may
create a risk of personal injury. If you use this software in dangerous applications, then you shall be
responsible to take all appropriate fail-safe, backup, redundancy and other measures to ensure the safe use
of this software. Oracle Corporation and its affiliates disclaim any liability for any damages caused by use
of this software in dangerous applications.

This software and documentation may provide access to or information on content, products and services
from third parties. Oracle Corporation and its affiliates are not responsible for and expressly disclaim all
warranties of any kind with respect to third party content, products and services. Oracle Corporation and its
affiliates will not be responsible for any loss, costs, or damages incurred due to your access to or use of
third party content, products or services.

SYSTEM POLICIES

The tasks in this documentation provide end users with the tools to enter data and collect data in system. It

is the responsibility of the agencies to comply with State Statutes, Federal Rules and Regulations, and State
policies. For further information concerning State Statutes and policies, please refer to both internal agency
resources and the Department of Administrative Services website.



AQ! Training Guide

Al LR | Adding, Changing, Inquiring on Employee
o Supplemental Data

Table of Contents

Adding, Changing, Inquiring on Employee Supplemental Data............c...ccccoeevverunnen. 1
Employee Supplemental Data OVerVIEW............cciiiiiiiiiiieie e s 1
Adding, Changing, Inquiring on Employee Supplemental Data ..............ccccceevevveieivcvenenn, 1

Page iii



Adminiat rq1|'ﬂ!¢1‘ VROES

A Training Guide

Adding, Changing, Inquiring on Employee

Supplemental Data

Adding, Changing, Inquiring on Employee Supplemental

Data

Employee Supplemental Data Overview

Supplemental data is information you want to track that is not already provided for by the system.
It can include detailed information about employees.

There are two formats for supplemental data; Narrative and Code. For narrative-format data
types, you enter free-form text. For code-format data types, you enter values in predefined fields.
When you enter values in code format, you can attach narrative information.

Adding, Changing, Inquiring on Employee Supplemental Data

Procedure

In this lesson you will learn how to inquire, add, and change employee supplemental data.

ORACI—E. JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

© 5ign Out
EnterpriseOne Menu =0

Open Applications

‘You have no running applications, The EnterpriseCne Menu contains several links to the applications.

Open New Window These links will always be at the left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work.
Fast Path

Welcome!

@

[ Favorites

I Content Development Tools
I EnterpriseOne Menus

[ Mobile Sales Menus

[> Power User Tasks

[» State of Nebraska

— by Svstem Profile

[ Roles

+ Actions
— Help

[ Preferences

' Trusted sites iy Hioowm -

Step Action
1. Click the State of Nebraska link.
State of Nebraskal
2. Click the Human Resources link.

Human Resources|
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Step Action
3. Click the Employee Maintenance link.
[Employee Maintenance]
4, Click the Employee Information link.
[Employee Information|
5. First you will need to find the employee record. You can narrow your search by

using the fields in the QBE line. Specifically the Employee No field (the
employee's address book number), and the Alpha Name field.

ORACLE HUNT, ETHAN [JPY900]
JD EDWARDS ENTERPRISEONE "
© Sign Out
Employee Information - Work With Employee Information @
Select Fnd  Add Delete Close Generateletters Bow  Tools
v & + P ®
Home Company n ® Active Qan
Home Business Unit * O Terminated
Country Code
No records found. Customize Grid @
5695949
[ [g] Emeloyee Alpha Home Home CheckRoute  Security Employee
Ho Name Company Business Unit Code Business Unit TaxID
< >
 Trusted sites S v Hiow -

Step Action
6. After entering your search criteria in the QBE line click the Find button.
7. Choose the employee by clicking the check box next to their record.
8. Click the Row button.
9. Click the Supp. Data Entry menu.
| Supp. Data Entry |
10. If the row has a Data Mode "N" it is used to attach narative information. If the row

has a Data Mode "C" it is used for code-format data types.
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OIQACI—Ea JD EDWARDS ENTERPRISEONE

© Sign Out

Employee Information - Work With Supplemental Data ]
Select Find  Copy Cbse Form Row Tooks
v & B X B &
Supplemental Database Code E EMPLOYEE
|Employee Address Book Number 5695048 KENT, CLARK S
Records 1-10 Customize Grid =]
I | N o [ \
Displ: Data Data Data sDB Search
S:(:uaeynne Class  Type Description Mode  Code Typtrac
® A NOTES N E
o A0 TYPE OF WORK DESIRED c E
o) A1 HOW DID YOU LEARN ABOUT JOB? c E
o A2 | DATE AVAILABLE FOR WORK c E
o) A3 CITIES WHERE WILL WORK c E
o A4 INTERESTED IN SOS PROGRANS? c E
o) A5 AREYOU AVETERAN? c E
o A6 LEGALLY ABLE TO WORK IN US? c E
o) AT CONVICTION OF LAW VIOLATION? c E
o A9 PREVIOUS EMPLOYEE OF STATE? c E
Dane  Trusted sites Sy v H0nm v
Step Action
M n n M H
11. To update a row with a "C" Data Mode choose the row on the grid which you want

to enter data by clicking the radio button.

12. Click the Select button.
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ORACLE HUNT, ETHAN [JPY900]
JD EDWARDS ENTERPRISEONE S
Employee Information - General Description Entry ]
OK  Find Delete Cance] Row Took
B & o0 X B &
Supplemental Database Code E Type Data AD Type of Work Desired
[Employee Address Book Mumber 5695940 KENT, CLARK S
UDC Table TYPE OF WORK DESIRED Code Size 10
Records 1-1 Customize Grid =]
[
WORK Re
O % 1vpe Description Hot Using Not Using Not Using Hot Using Line 3,
o [ Ja \ | \ \
< | £
Dane [ « Trusted sites dy v Hiow -
Step Action
13. On the Employee Information — General Description Entry window, type the

appropriate values.

If you do not know which code to use you can use the Visual Assist tool.

14. After entering the code click the OK button.
=]

Page 4




Training Guide

@' Adding, Changing, Inquiring on Employee

Adminiatrativ VROES

ORACI—E, JD EDWARDS ENTERPRISEONE

Supplemental Data
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© Sign Out

Employee Information - Work With Supplemental Data @
Select Fnd  Copy Cose Form Row Tools

v @ B X B &

Supplemental Database Code ’E— EMPLOYEE

[Employee Address Book Mumber 5695040 KENT, CLARK S

Records 1-10 Customize Grid o

LI [ [
Display Data Data Data s08 Search
Sequence Class  Type  Description Mode  Code Type

(2) A NOTES N E

® AD TYPE OF WORK DESIRED Cc E

(2) Al HOW DID YOU LEARN ABOUT JOB? [ E

(@] A2 DATE AVAILABLE FOR WORK c E

(2) A3 CITIES WHERE WILL WORK [ E

(@] A4 INTERESTED IN S0S PROGRAMS? c E

(2) A5 ARE YOU A VETERAN? [ E

(@] A LEGALLY ABLE TO WORK IN US? c E

(2) AT CONVICTION OF LAW VIOLATION? [ E

(@] A9 PREVIOUS EMPLOYEE OF STATE? c E

Dane [ + Trusted sites dy v Hiow -
Step Action

15.

To update a row with a "N" Data Mode choose the row on the grid which you want
to enter data by clicking the radio button.

16.

Click the Select button.
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ORACI—E, JD EDWARDS ENTERPRISEONE

Media Object Viewer
Saye Cance] Text Fie L OLE Templa Charac Delete

ﬁX@m%"‘s’?%@

© Sign Out

Done Wi

[  Trusted sites

S v ®iow -

Step Action

17. Click the Text button.

ORACI—E, JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [JPY900]
© Sign Out

Media Object Viewer
Save Cance] Text Fle URL OLE Templa Charsc Deiete

B X ¢ @ O % B ® 0

[couternew  ~||[10~]| B 7 U@~

I

Il
il
ey
r
e
r

Text1

Dane

[ « Trusted sites

S5+ ®iow -

Page 6




Training Guide
Ad il1ul':'@v'r' g

Adding, Changing, Inquiring on Employee
Supplemental Data

Step

Action

18.

Type the appropriate information in the text field.

ORACLE’ 1o EDWARDS ENTERPRISEONE e

Media Object Viewer

© Sign Out

Saye Cance] Text Fle URL OLE Templs Charac Deiete

B X ¢ @ O % B ® 0

I
Il
il
nr
nr
O
X

[couternew  ~||[10~]| B 7 U@~

Test text|
Text1

[ « Trusted sites dy v Hiow -

Step Action
19. Click the Save button.
=
20. If you need to make changes to any of the rows you can modify them by clicking

their radio button and clicking the Select button. You can then make the needed
updates.
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Adminiatrati

WHDES

Employee Information - Work With Supplemental Data @
Select Fnd Copy Cose Form Row Tools
v B B &
Supplemental Database Code ’E— EMPLOYEE
[Employee Address Book Mumber 5695040 KENT, CLARK S
Records 1-10 Customize Grid o
I | N | [ \
Display Data Data Data  SDB Search
Sequence Class  Type  Description Mode  Code Type
® & A NOTES N E
(@] AD TYPE OF WORK DESIRED c E
(2) Al HOW DID YOU LEARN ABOUT JOB? c E
(@] A2 DATE AVAILABLE FOR WORK c E
(2) A3 CITIES WHERE WILL WORK c E
(@] A4 INTERESTED IN 3OS PROGRAMS? c E
(2) A5 ARE YOU A VETERAN? c E
(@] A LEGALLY ABLE TO WORK IN US? c E
(2) AT CONVICTION OF LAW VIOLATION? c E
(@] A9 PREVIOUS EMPLOYEE OF STATE? c E
Dane o Trusted sites Sy v Hiow -
Step Action

21. When you are finished lick the Close button.

Employee Infermation - Work With Empleyee Information
Select Fnd  Add  Delete Close Generateletters Row  Tools
v & + 0 X @ =
Home Company n ® Active Qan
Home Business Unit - O Terminated
Country Code [«
Records 1-1 Customize Grig a
[s695949 | [ |
Employee Alpha Home Home Check Route  Security Employee
Ho Name Company Business Unit Code Business Unit Tax ID
5695949 KENT, CLARK S 10000 65025009 6500250100 ‘S650170000 999010002
A | ¥
Dane [ « Trusted sites Sy v Hiow -

Page 8




@ Training Guide
A, DA Adding, Changing, Inquiring on Employee
o Supplemental Data

Step Action

22. Click the Close button.

23. You have successfully completed this lesson.
End of Procedure.
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