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How to Sign on to HRIS

Use the following URL to sign on to HRISittp://hrweb.itcs.northwestern.edu

Step Action

1. Open your browser

2. Typehttp://hrweb.itcs.northwestereduinto your browser

3. Save the HRIS URL as a Favorite Item in the browser. To do this, Click Fav
from the browser tool bar. Click Add to Favorites and then click OK.

4. Decide whether you want to access the PROD database or the REPT datab

Click the HR 8.9 Production Database link to access PROD and click the HR
Reporting Database link to access REPT.

Northwestern Univer
Department of Huma

Welcome to the Northwestern University

Human Resources System

You are now connecting to Northwestern University's private
network the use of which is intended solely for authorized
individuals. Unauthorized access and/or use of this system

will be prosecuted to the fullest extent of the law.

HR 8.9 Production Database

HR 8.9 Reporting Database

3
Done & Internet FA00%  ~
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Step | Action

5. | Then yourUser ID andPassword The User ID and Password fields are esesgsitive.

6. | Click the yellowSign In button

Human Resources

HRIS) Information System

Northwestern University

—
User ID:| |

Password: )
Sign In

Northwestern University
Human Resources
720 University PL

Evanston, IL 60208
Phone: 847-467-4800

Step Action

7. This is the HRIS Home Page.
PeopleSoft. —
Help
Menu B B
I

[> My Favorites

[= Warkforce Administration

[- Organizational Development
[> Payrall far Marth America

[> Benefits

[ PeopleTools

[» Reporing Tools

[ itorklist

— Change My Pasgword
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Navigation in HRIS 8.9

This lesson demonstrates how to navigate the HRIS database. This lesson will also provide users
will helpful tips that can be applied as a user becomes acclimatetheitRIS system.

Step Action

8. This is theHRIS Home page.
I-)e()I)leS()fts Home | Worklist | AddtoFavortes | Signout
Heln
Menu =B
' ®

[ My Favarites

[> Workforce Administration

[> Payrall for Narth America

[ Organizational Development
[ Benefits

[» PeopleTools

[> Reporting Tools

[ Warklist

— Change bty Password

Step Action
9. This is theHRIS Universal Header. It will appear in the header of every HRIS
page and provides links to commonly used HRIS features.
10. There are five features availabledhgh the HRIS Header.

- By clicking theHome link, users can navigate to the HRIS Home page.
- Worklist is available for deployed users and provides a quick link to tasks
user 6s worklist.

- Users have the ability to bookmark frequently used pdneigilizing theAdd
to Favoriteslink.

- Clicking theSign Outlink signs the users out of HRIS.

- TheHelp link will bring up content sensitive computer based training.

PeopleSoft. - ——

Menu BEB
Search:

[ Wy Favarites

[ YWarkforce Administration

[> Payrall for Marth America

[» Organizational Development

[ Benefits

[» PeopleToals

[ Repoding Taals

[» Worklist
— Chanae by Passward
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Using the Navigation Path:

Step Action

11. This is theNavigation Path. Users will use this path to navigate throughout thg
system and is sometimes referred to as a "breadcrumb®.

12. The Navigation Path contains a hierarchyadders. Users navigate through the
system by expanding and collapsing these folders. Each foldadtdgisnal
folders and panels contained within it.

13. A triangle indicates the link is a folder and a minus sign indicates the link is g
panel.
14. To expand a folder click on the linlk Workforce Administration |
Menu B E3
Search:
)

[= by Faworites

= wWarkforce Administration

[= Payroll for Morth America

[= Qrganizational Developrment
[+ Benefits

[ PeopleTools

[ Reporing Toals

[= WWorklist

— Chande My Passyword

Step Action

15. The "Workforce Administration” folder is expded. You are able to see the
folder's contents; Personal Information and Job Information.
16. Notice the background color of the navigation path:

- Once the Workforce Administration link was clicked, the area surrounding
folder and its contentstoed to white.

- Anything outside the Workforce Administration folder still has a blue

background.

- This allows the user to easily see the folders and panels contained within
selected folder.

17. You can also tell that the Workforce Admingtion folder is expanded by lookin
at the arrow to the left of the link. When the folder is expanded, the arrow wi
point down. Also notice the selected folder's name will have a dark blue
background.
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Search:
(>>)

Yworkiorce Administration

= Fersornal Information

[ Job Information

Favyroall for Horth Armerica
organizational Develaopmeant
Bernefits

FeopleTools

Reporting Tools

wWarkli=st

—hange Mv Fasswwword

iy F avarite=

What Happens in the Navigation Window?

Step Action
18. Once a folder is selected from the Navigation PathiNtnggationWindow
simultaneously expands.
19. The Navigation Window allows the user to view/select items contained in ea
folder. The user can access the desired panel by clicking on ttopagage link.
20. Click theJob Information link.
Mew &

Search:

®

= Workforee Administration
[» Pergonal Infarmation
[> Job Information
[ Payroll for Morth Ametica
[ Organizational Development
[ Bengfits
[ PeopleTools
[» Reparing Toals
- Warklist
- Chande My Password

I Wy Favarites

]
E Workforce Administration

Addt Persons, establish organizational relationships, maintain biographical and job data

Personal Information Job Information
Meaintin information about a person regardless of Jobs hairtain information shout 2 person tied to & specific job record
] Personal Data =] bletid Coorcinator

Cizenship [E] ERIEA Hours

=] Faculy Terure

Review Joh Infarmation

[ Job Data

Mairtain Joby Information-Temps
Jab Surmiary

Reports

Using the Navigation Window:

Step | Action
21. | TheJob Information folderis selectedT he f ol der 6s cont en
graphical format on the page
22. | The selected folder name is displayedhe light blue bar on the Navigation Windoy
23. | The navigation breadcrumb is displayed in the dark blue bar on the Navigation
Window. This is another way users can determine where they are in HRIS.
24. | A brief description is provided under each foldergdan
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ain benu =

force Administration =

ﬁ Job Information

Maintain information about & person tied to a specific job record

= ERISA Hours

= Metid Coordinator
ﬁ kWY ERISA Hour=

ﬁ R Metid Coordinatar

&

Review Job Information

Inguiry pages and reports that show wwork
information for & person

= Employment Info

hduittiple Jok

PAS History:

Shore...

and compensation details.

Job Sumimary Reports

PR ok Summaty

&

Crganization.
= pos/fppt Form by Emplid

Job Data
ﬁ Enter jok information including weork locstion

Contains reports based on Job datas of the

Faculty Tenure
P Faculty Tenure

Maintain Job Information-Temps

Maintain Job informstion for tempoarary or waork
study employess. Includes ETES Job page for
temps, Temp Journals, etc.

= Temp Panel

Employes Funding

Step Action

25.

To use the Job Data panel, click thab Datalink.

26.
know it and click Search.

The best way to look someone up in HRIS is by EmplID. Enter the EmplID if

27.

Or type the name of the person you wish to look up and click Search.
TheNamefield is searches for individuals by First Name then Last Name. Ty,
the person's name as followisstname (space)astname.

Example: jane doe

28.

or not.

Please notice that we are searching in the Name field withcagertext. The
Casesensitive check box controls whether the Name search field isseasstive

PeopleSoft.
| mMenu 2|

Search:

= My Favorites
= Organizational Development
= Payroll for Morth America

Job Data

Enter any information vou have and click Search. Leave fields blank for a lig

— Workforce Administration
[ Personal Information
= Job Information
I Review Job Information EmpliD:

[ Maintain ETES Data
= Maintain Job
Information-Temps
[ Conflict of Interest
— Mew Emplovment
lnstance
— ERISA Hours
— Metid Coordinator
— Eaculty Tenure
— Job Summary
[ Benefits
> PeopleTools

Empl Rod N

Mame:

Last Name:

Second Hame:

Alternate Character Hame:
Middle Hame:

Search Clear

begins with

- |

begins with

iane doe

begins with

begins with

begins with

begins with

SRR S

[Jnciude History [ Case Sensitive

| Basic Search

Save Search Criteria

[> Reporting Tools
= Worklist
— Change My Passwaord

Hide the Navigation Path

Step Action

29.

Click the minus button at the top of the Navigation Path to hide the menu.

30.

To unhide the Navigation Path, click on the followiogn. E» This will be
found at the top left hand side of the page.
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PeopleSoft.
[ETE—C]

e Window | Custornize Pai
Search:

:l ® Work Location Jdaob Infarmation Job Labar Payrall Salary Plan Compensation Mwe Job Data

My Favarites

7 WATiES AR R Jane Doe EMP D: 1061339 EmplRcd# (0
[ Personal Information

Home Add to Favories

= Job Infﬂrmatlnn _ Find First [4] 1of 1 [¥] Last
I» Review Job Inforrmation . . )
I Maintain Joh HR Status: Active Payroll Status:  Active
. IRnfurrrlliatlun-Ternps Effective Date: 01/03/2008 Sequence: 0 Job Indicator  Primary Job
eports
— Metid Coordinator Action ! Reason: Hire Hire
— ERISA Hours Current
— Faculty Tenure Last Start Date: 0102006 Termination Date:
— Job Summary Expected Job End Date I~ End Job Automatically
Fayroll for Worth America Position Number: 00005487 Prooram Asst 2 Position Entry Date: 01/03/2006

HRIS Search Fields and Search Results

This lesson demonstrates how to use HRIS search fields and search results and provides helpful
tips to utilizing theseiélds.

Step Action

1. This is anAdvanced Search Most likely, the advanced search defaults when y
view a panel. Users do have an option of utilizing a basic search.

2. Operators allow uses to further refine searchddost operators default ®egins
With . How would a useutilize this "Begins With" operator? Let's say for

example, we wanted to search for someone's whose last name we didn't kng
to spell but knew it started with Par.

3. Type Par in thé.ast Namefield.

4, Then click theSearchbutton.

Job Drata
Enter any infarmation vou have and click Search. Leave fields blank far a list of all value=.
Find an Existing Value
EmpliC: begins with | s “
Empl Rcd Mbr: = vl |
Mame: begins with | s |
Last Name: begins with | s |F'ar
Second Name: begins with | |
Ahtermate Character Name: | begins wwithh | |
COmciude History [ Case Sensitive
Search | Clear | Basic Search Save Search Criteria
Step Action
1. Anyone whoo6s Last Name b e gSearch Results h
table.
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HJob Data
Enter any intormation yvou havwe and click Search. Leave fields blank for a list of all value s,

Find an Existing Wwalue

EmpliD:

begins with = ||
Empl Rcd Mbr: = — | |
[
[PaR
[
[

MMarne: begins with

Last Maimmne: begins with

Secornd Namme: bedins with

ARlternate Character Mame: | haegins with

ClElg) s

[CJmcude History [ Case Sensitnee

Search | —lear | Basic Search Save Search Criteria

Search Results
o 0l

First [«] 1 = [»] Last

||.zrn7 plID  [Empl Rcd Nbr [Hame = |Last Name [Sccond Name [Allcernate Character Name

A0E1 323232 O Wwilligirm Parker PARKER Chlankl Cblarnkn

Utilizing Search Operators in HRIS

Step Action

2. To select a different operator, click the dropdown and choose from the list.

In most cases, Begins With, = (etit@, and Contains are the most useful
operators to use.

Job Data
Enter any information yvou hawve and click Search. Leave fields blank foral

Find an Existing Value

EmipID: | beding with |
Empl Rcd Nbr: | = w |

Hame: | beging with |
Last Name: |

cantains

Second Name:

ARlternate Character Name: [not= |
=

[Jinclude History [ Cas|==

=

Search | Clear | E:tween Save Search Criteria

in

ma]
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Using Wildcards in HRIS:

Step

Action

3.

Wildcards can also be used to expand search options. HRIS uses two types
wildcards:

% will replace a string of characters
_ will replace one chacter

HRIS Search Results:

Step

Action

4.

Each search column heading is a hyperlink. Users can sort search results by
clicking on a column heading link.

For example, we want to sort by employee id. ClickBhelID link.

Using the Name Search Fielth HRIS

Step

Action

5.

TheNamefield format is firsthame lasthname. Notice that users should use a
to separate the first and last name.
firsthame lastname Example: william parker

Note: It is very important to search with the above nfomaat when using the
Name search field or you receive inaccurate results.

Click theSearchbutton.

The results populate in the Search Results table.
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Job Data

Enter any information vou hawve and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Emiplicy: | begins with ||

Empl Rcd Nbr: = - [

Mame: | bedgins with v||wi|liam parker

Last Name: | begins with ||

Secomnd Name: | begins with ||

ARernate Character Nanle:l begins with ||

CJmcude History [ Case Sensitive

Search | Clear | Bazic Search Save Search Criteria

Search Results

Fir=st El 1 of 1 El Las=t
Empl Red Nbr Hnrrle Last Hame Se:urll:l Hame errlnte Character Name

1061338 0 William Parker PARKER  (blank) (hlank)

Step Action

8. Notice that the name field is not casmsitive.

9. TheCase Sensitivehecklmx controls whether the Name search field is case
sensitive or not. Click the checkbox if you would like the name search field tq
casesensitive.

10. To use the basic search, click Basic SearcHink.

Adding Panels to the My Favorites Folder

Faworites allow you to create bookmarks for HRIS panels that you use frequently. This lesson
explains how to add HRIS panels to the My Favorites list.

Step Action

1. First, you must navigate to the panel you to save to the My Favorites folder.
In this examp#, we will add the Personal Data panel to my favorites list.
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Search:
[ My Favorites Personal Data _ _
L= vWorkforce Administration Enter any information you have and click Search. Leave fields blank for a list of all values.
= Personal Information
I Citizenship Find an Existing Value
— Persanal Diata
[> Job Infarmation EmpliD: heging with

(- Payroll for Morth America
[: Crganizational Development
(- Benefits Last Name: begins with

[ PeopleTools i - -
b Reporting Tools Second Name: begins with

[ Worklist Alternate Character Name:| pagins with

- Change by Password
[CJinclude History  []Case Sensitive

A
Name: beging with
b
w

Search | Clear | Basic Search Save Search Criteria
Step Action
2. Once you have navigated to the desired panel, clickdadeto Favoriteslink.
Al to Fay 5

PeopleSoft.
Mew &

Home: AddtoFavortes | Sion out

Bearch: Mewr Vindow | Heln | |
WyBeaites Personql Datal . .
b Workiaree Administration Enter any infarmation you have and click Search. Leave fields hlank for a list of all values

< Personal Information

b Citizenship Find an Existing Value

— Personal Data
[> Joh Information EmpliD: hedins with v |
Payrall for Marth America Name: —
Organizational Development ' hegins with v |
Benefits Last Name: heding with + |

FeopleTaols

Reporting Tools Second Name: begins with v |
Warklist Atternate Character Name: | hegins with v |

I Chanae My Passwaord
[Dinclude History [ Case Sensitive

Search Clear | Basic earch [ Save Search Criteria

Step Action

3. You have the ability enter a customized description/name when saving e p
to My Favoarites. HRIS recommends that you keep the defaulted panel desch
when saving.

Click theOK button to continue adding the panel to the My Favorites List.
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Add to Favorites
Flease Enter a Unigque Description far this Favaorite

*Description:  [Personal Data

Qi I Cancel I
Step Action
4. To view and select the saved panels in the My Favorge<lick theMy
Favorites link.
5. As you can see, the Personal Data panel has been added to My Favorites li

To access the panel, click that particular link.

6. Added favorite panels will appear in alphabetical order under the My Favorit
folder. However, users have the ability to customize the order by editing the
Favorites list.

Editing the My Favorites Folder

Users have the ability to edit the My Favorites folder. The My Favorites edit feature allows users
to organize and customize the Maverites folder. This lesson will describe how to reorder and
delete panels from the My Favorites folder.

Step Action
1. Click theMy Favaorites link to view the panels that are saved in your My
Favorites folderl:h Favorites]
2. The My Favorites list order defaulis alphaorder according to panel name.
Menu = E3

Search:

~ hly Favarites
— Jdoh Data
— Jdob Sumimary
— Personal Data
— Query Manager

— Add to Favorites
— Edit Favorites
= wWorkforce Administration
[= Payroll far Morth Armerica
[= Organizational Develaopment
[ Benefits
[> PeopleTools
[ Repording Tools
[ Warklist
— Change My Password
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Step | Action
3. Click the Edit Favorites link to edit your list.
Menu —|
Search:

— Jab Data

— Jdob Surmmary
— Fersonal Data

]
Edit Favorites

arkrorce Administration

= Payroll for Morth America

[ Organizational Development
[= Benefits

[ PeopleTools

[ Reporting Toals

[ worklist

— Change My Password

Step Action

4. Choose the order of how you would like the panels to appear in the My Favg
folder. Indicate the panel order by entgrnumbers into th8equence Number
field; O represents the panel will display first in the list, 1 will be second, 2 wi
third, and so forth.

5. To delete a panel from the My Favorites list, click the yellzstetebutton.
Delete |
6. Click theSavebutton b save your customizations to the My Favorites list.

Edit Favorites

Click the Save buttan after editing ar deleting favarites.

F
Customize | M| = First E 13 of 2
Seguence number

worte [
\Job Data | 2 Delete_|

|PersnnaIData | 1 Cielete I
‘Query Manager | 0 Delete |

B Save | [Z] Motify
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Job Summary Panel

The Job Summary Panel is a snapshot of the empl oy
panel allows HRIS users to view Northwestern University employees' status,nisitiob
code, appointment begin and end dates and department.

All HRIS users have access to the Job Summary Panel. This panel does not have security attached
to it which means that a HRIS user may view all NU employees, whether or not they exist in you
department.

A user can also utilize the Job Summary panel when getting ready to hire someone. It is best to
verify that the person is not already in the HRIS system. If the person is found on the Job
Summary panel in HRIS, the person should be treserehire as opposed to a new hire.

You may come across instances when there are two search results for one individual. The second

entry is a link using a student ID (SES). Choose the HRIS ID when given the choice of two
entries. C h sthesonly agaitaBle optior so duplicabe ids are not created.

Navigate to the Job Summary Panel

Step Action
1. Click theWorkforce Administration link.
[i= warkforce Administration]
2. Click theJob Information link.
[: Job Information
3. Click theJob Summarylink.
ob Summsa
Pe Op]eSOft e Home | orklist | _Lddto Favorites
Search: New window | Help | &,
[ Wiy Favorites Job Summary
 \Workioree Administration Enter any information you have and click Search. Leave flelds blank for a list of all values.
[: Personal Information . e
= Job Infarmation Find an Existing Value
[» Review Joh Infarmation
[> Maintain Job EmpliD: heging with
Information-Temps :
> Maintain ETES Data Name: begins with
[» Reports National ID: | hegins with +
— Mew Employment )
\nstance Date of Birth:| = v [
—Job Data
— Employee Funding
— ERISA Hours Search Clear Basic Search Save Search Criteria

— Metid Coordinator
— Faculty Tenure

— Job Bumrmary
[ Organizational Development
[> Payrall for Marth America
[+ Benefits
[> FeopleTools
[» Reporing Tools
[ Worklist
— Chande hy Password

Page 14



@ Human Resources Training Guide
7 [nformation Systems HRIS Lookup Manual

Searchthe Job Summary Ranel

Step Action

4. Type the person's name into tdemefield. Enter a person's name in the
following format when using thamefield: Lastname,Firstname Example:
Doe,Jane

* Please note: The Job Summary panel and the Paycheck panel areheneny
two panels that you search lastname,firstname in the name field.

5. Click theSearchbutton.

PeopleSoft.
Menw &
Search:

®)
[> My Fayorites

[ Workforce Administration
[» Personal Information

Home

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

= Jah Infarmation
[ Temporaty
Assignments EmplD:  [begins with = ||
[» Review Job Information
— Joh Data Name: [begins with ~||Doe,Jane
‘—EETES Backy National ID: [ egins with =] |
upenisars ]
= Job Summary DateufBlrth:I: j | E:J
— Faculty Tenure
——Efnlslil_elgutr)?stribution Search | Clear | Basic Search 8 Save Search Criteria
— Directory
[ Benefits

[> Payrall far Norh Ametica

[» Organizational Development
[ Set Up HRMS

[ Wifarklist

[ Reparting Taols

[ PeopleTools

— Chanae by Pagsword

— iy Perzonalizations

— fly Systern Profile
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Job Summary Panel:

Nw Job Summl

Nw Job Summ1 |

| |

EmpliD: 1051513

Status Rec#

Active 0

Jane Doe

Effdt

Future Dated Rows

First E 1of 1 |E| Last

Position  Type  Job Code Description End Date Dept

00033638 STF 101041 Res Lab My 09/01/2004 444400

L\ Return to Search | [Z] Matify |

Previous tak Mext tab

M Jokr Summ | M Job Sumrn2 | Empl Location

Field Field Description
Status Statusindicates whether the employee is active or inactive.

Rec# Rec#stands for the employee's Record Number. The emplofgazsrd Number

differentiates among an individual's jobs.

Position Position Numberis an eighidigit number assigned to a new position by HRIS
and which is the key identifier and locator for that poait
Type stands for Position Type. The following position types are used in HRIS

Type

STF = Staff; FAC = Faculty; STU = Student; NON = NBmployee

Job Code Job Codeis a sixdigit number assigned by Compensation (or Provost) that
identifies the Job ifle.

Description | Description is the Job Title. This Job title corresponds to the Job Code.

Effdt The effdt stands for thEffective Date The effective date represents when the

data goes into effect in the HRIS database.

TheEnd Dateis the lat date of the appointment. The End Date is blank if the
End Date | position/appointment is indefinitely reoccurririggpically, end dates are used

only for grant funded positions.

Dept Deptfield represents theix-digit department number that the persoassignd.
Future A checkmark in thé-uture Date Rowsbox represents that there are futdeged
Dated rows for this employee in HRIS. (You can not view the futla&ed rows from the
Rows Job Summary Panel).
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Job Summary Panel: Nw Job Summ?2

Scroll Area

Effective Date:

EmpliD: 1051518

Mw Job Surmm2

Jane Doe

First [0 1 of 1 [ Last

Find | “isws 2l

09/01/2005 Payroll Status: Active Empl Rcd: u]

Position Type:

Position NHumber:

Position Category:

0003326322
Staft
Exempt

Job Begin Date:
Appt End Dt:

06/01/2003

I~ Benefits Eligible

Job Code:
Department:

Pay Group:
Pct Full Time:

Standard Hours:

101041 Research Lab Manager
444400
MOF

100.00

MED-Cancer Genter

Monthly Facultw Staf

27 .50

JSLReturn to Search I

Total Ben Eligibility Pct::

Total % Full
Time:

100.00 100.00 Total Standard Hours: 275

[=7] rotify I Previous tab | Mext tab |

vy Job Surmim1 | My Job Summ 2 | Empl Location

Field Field Desciiption
Job Begin | TheJob Begin Dateis date the employee began that particular job/appointm
Date |J|:|h Begin Date: 0640142003 |
ADDOL This stands foAppointment End Date. It is used to record the projected last
%pnoén[g;m work date of the appointment. The Appointment erne daust be less than or
equal to the Position End Date. [Appt EndDt: |
Benefits This field indicates whether an employee is beradfgible or not.
Eligible A checkmark represents that the person is beelkigjible. | Dpe=msEn |
Pavarou Paygroup represents frequency payment. The description of paygroup is alf

YIroUp 1 included on the page.

Pct Full Time is the amount of time (expressed as a percentage) spent by g
employee in this job. For exempt staff, this is based on hours worked and f
Pct Full faculty is it basd on workload.

Time *For monthly benefit eligible employees: Percent Full time derives the FTE
used to determine oneds benefit e
| Pct Full Time: 100.00 |

Standard Standard Hours are the number of hours worked in one week. Please note
andar only track standa hours for hourly employees.

Hours | Standard Hours: 37.580 |

Total Ben | Percentage that is derived by totaling the percent full time of each benefit
Eligibility eligible position held by an employee.
PCt |Turta| Ben Eligibility Pct:: 100.00
Percentage that is derived by totaling the percentifiodl of each position held
TOt"’_‘II_% Full by an employee, whether or not the position is beeéfible.
Ime Total % Full 100.00
Total Total Standard Hours is the sum of the Standard Hours.
Standard Total Standard Hours:  37.5
Hours
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