Upcoming Review



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.



A Training Guide
AUULL = Upcoming Review

Table of Contents

UPCOMING REVIEW.....c..iiviiiiieiieeie ettt ettt et e b et e sraeteaneessaeaeeneesreeneeanes 1
UPCOMING REVIEW OVEIVIBW ..ottt sttt te e et seeste e saesteeneeseeeneeneenneas 1
UPCOMING REVIEW LESSON ....cciieiiieitieitie et ete st see s e e e be e te e st et e snaesneeeeeestaesreesneesneeanees 1

Page iii



A Training Guide
Hdminlﬂrqﬁzvnn Upcom | ng ReV|eW

Upcoming Review

Upcoming Review Overview

This report indicates employees’ upcoming review dates, type of review, and the employees’
supervisor. Information on report includes: employee number, employee name, date of next
review, type of review, home business unit, supervisor address book number, and supervisor
name.

Note: The date of next review will only appear on report if that field is used on the Employee
Master.

Upcoming Review Lesson

Procedure

In this lesson you will learn how to run the Upcoming Review Report.

ORACI—E. JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu ==

Welcome!
Open Applications
*fou have no running applications The EnterpriseOna Menu cantains sevaral links to the applications
Open New Window These links will alwaye he atthe [efl of your screens, no matter what application you are using.

You can also hide the menu when you need more space Tor your work
[ Favorites
[> State of Nebraska - TEST

[> Roles

[ Actions

+ Preferences
Minimize menu on app launch

Dane J Trusted sites Sg v H0m v

Step Action

1. Click the State of Nebraska link.
State of Nebraskal

2. Click the Human Resources link.
Human Resaurces|
3. Click the HR Reports link.
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Upcoming Review

Step Action

4, Click the Employee Reports link.
[Employee Reports|

5. Click the Employee Details link.
[Ernployes Detailg|

6. Click the Upcoming Reviews link.

LI orming B eviens

ORACI—E’ JD EDWARDS ENTERPRISEONE

Version Prompting o
Cancel Submt Form  Tools
X & B B

Prompt For

[JData Selection [JData Sequencing

[ " Trusted sites dh v Ho0w -

Step Action
7. I%Ck the Data Selection option.
8. Click the Data Sequencing option.
9. Click the Submit button.
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Step Action
10. Terminated employees are pulled by Pay Status. If employee has a termination date

on the Employee Master, but the pay status is still active, that terminated employee
will appear on the report.

To see only active employees, complete the following on the first blank row:
Left Operand - Date - Terminated (FO60116)(DT)[BC]

Comparison - is equal to

Right Operand — Null

Note: To change the information in the Right Operand field, click the drop-down
arrow in the corresponding row and choose Literal. Enter the appropriate
information, and click OK to return to the Data Selection window.

To run this report for a specific supervisor, complete the following information on
the next blank row:

Left Operand - Supervisor (FO60116)(ANPA)[BC]

Comparison - is equal to

Right Operand — Literal (enter the supervisor's address book number)

To run this report for a security business unit, complete the following information on
the next blank row:

Left Operand - Business Unit (F060116)(MCU)[BC]

Comparison - is equal to

Right Operand - Literal (enter the security business unit, ex. S650000000)

To run this report for a home business unit, complete the following information on
the next blank row:

Left Operand - Business Unit - Home (F060116)(HMCU)[BC]

Comparison - is equal to

Right Operand - Literal (enter the 8-digit home business unit)
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ORACI—E, JD EDWARDS ENTERPRISEONE
Data Selection
% cE)née[ Q%alle Dn
] (v):h::m ;_:?nZIZ:;Z“:ayStalus(FDEU‘HE) (PAST) [BC) VHC‘:';‘:':;"::';W or equalt v | "‘Z':WEW““ v
O | Empioyee Pay status (FUB0116) (PAST) BC) | [is tess than orequaite v e ~|
] | Businees Unit- Home (FUB0116) (HMCU) [BC] | [is equalto v [* 65025009" v
O [wee] < | vl
Add Row
Advanced
Done [ " Trusted sites Sh v Ho0w -
Step Action
11. When finished click the OK button.
12. Click the Show Available Columns. link.
[Ehow Available Colurmns |
13. Review Available Columns to determine what fields to use for sorting the report.
Note: To add a column to the Sequenced Columns, choose the row in Available
Columns and click Add. Use the arrows under the Sort Order column to sort the
fields in ascending or descending order.
14, Click the OK button.
15. Do not make any changes on the Defaults tab.
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ORACLE, JD EDWARDS ENTERPRISEONE

Processing Options
o Cancel

"4

Defaults | Process

A= Address Book
5= Social Security Mumber
0= Other Number

2. URL For Supervisor Review Instructions I:l

Done

</ Trusted sites dh v Ho0w -

Step Action

16. Click the Process tab.
17. In the Workflow Reminder Process field enter a "1" to send an email reminder to

the reviewing managers or enter a 0" not to send an email to the reviewing
managers. Most of the time you will want to have this as "0".

18. Enter a From Date and a Thru Date as needed.

19. Click the OK button.
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ORACLE, JD EDWARDS ENTERPRISEONE

Printer Selection lI|
OK  Gancel IES
Printer Selection  Print Property  Document Setup  Advanced
Printer Name |@GPLIONEWORLD
Printer Location |EDGE DEFAULT
Printer Model |LasER
Murnber of Gopies ,17 Range: 1- 8989
Done [ « Trusted sites Gh v Hioom -
Step Action
20. Click the OK button.
=
21. To view the report you will need to go to View Job Status. For more information

go to the Reports Lesson under the System Basics
(http://www.das.state.ne.us/nis/training_manuals/sys_bscs/index.html) training
guides.

You have successfully completed this lesson.
End of Procedure.
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