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Introduction to PeopleSoft

Signing on to PeopleSoft

Users will access the PeopleSoft application via the myUCF portal.
1. Open the Internet browser on the desktop.

2. In the address field, type in my.ucf.edu.
3. Under myUCF Luogin, click on Sign On

The following window will appear:

\gﬁ UNIVERSITY OF CENTRAL FLORIDA UCFSIGNIN + _
UCF Federated Identity
/—-—-—_.\

Account
my.ucf.edu
You have asked to login to my.ucf.edu

Password

Look up your UCF NID usemame ©
Reset your account password ©
Trouble Signing On? ©

By signing on, you agree to the terms of the
UCF Pelicies & Procedures

& UNIVERSITY OF
Med CENTRAL FLORIDA

4. Enter your NID and NID password. Click on Sign On.
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The following window will appear:

Staff Applications

Staff Applications

Academic Resources
Staff Applications
F&A DataMart

F&A Monthly Reports
UCF Financials

Campus Solutions

Staff Applications

= | F&A DataMart

w= Campus Solutions

Human Capital Management ——| PeopleSoft Campus Solutions

Student Self Service
Employee Self Service
Manager Self Service
Faculty/Advisor Self Service
My Content

Reporting Tools

Change my NID Password
Webcourses@UCF

UCF Home Page

UCF COM Home Page
UCF Company Directory
My Preferences

== F&A Monthly Reports
F&A Monthly Reports

== Human Capital Management
PeopleSoft Human Capital Management

=—| UCF Financials

Under Staff Applications, select Human Capital Management. The following window will

appear:

&ucr

Q

Menu
Search:
®»

My Favorites
Department Self Service
Self Service
Manager Self Service
Workforce Administration
Benefits
Time and Labor
Payroll for North America
Organizational Development
Administer Training
Set Up HCM
Worklist
Reporting Tools
UCF IT Custom
PeopleTools
GRAD Custom
HR Custom
My Preferences

Self Service Reports

= My Information

Employee Security Roles
= eForm Tracking

SCT Originator Report
(= Payroll Reporting

Payroll Funding Detail

Payroll Funding Summary

D‘E'Llj Company Directory

Search by Name

»)
7o My Org Chart Advanced Search
Bl Publisher

p=== Query Report Viewer
Run Query-based BIP reports real-
time. View in a window.

m=== Query Report Scheduler
Schedule Query-based BIP reports.
Use to run bursted reports.

Report List

@ i Q@

Help

O

p== Report Manager
Review all reports published for me

If an attempt to logon to PeopleSoft fails, it may be necessary to clear the cache to remove files
remaining in the computer from previous uses. Please refer to pages 3-4 (Clearing the Cache)

If you successfully logged into PeopleSoft, proceed to Page 5 (Running the Faculty/Staff

Position File).
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Clearing the Cache

Steps for Clearing the Cache

Follow this procedure to clear the cache using the Internet Explorer browser. If you’re using
another browser, please click on the link below from CS&T for additional assistance.
http://ucf.custhelp.com/app/answers/detail/a_id/1415

Windows may appear slightly different than the ones printed in this procedure, depending on the
user’s operating system (Windows NT, Windows 2000, etc).

First, close all PeopleSoft windows, then follow this navigation:

Click on Tools
Click on Internet Options

o]l
V<)) @ nttp/wnwuct.edu £ - 80| & niversity of CentralFlorid... % | | g £03
File Edit View Favorites Help
U5 @ Guestportal ) Peoplt  Delete browsing history... Ctrl+Shift+Del | Computer Services &...

InPrivate Browsing Ctrl+ Shift+P
- Tracking Protection...
B ActiveX Filtering

Fix connection problems. + Locations . CampusLife . Alumni & Giving - Athletics Apply Now.

Reopen last browsing session

Add site to Start menu *"

View downloads Ctrl+)
Pop-up Blocker »
SmartScreen Filter 3

Manage add-ons

Compatibility View
Compatibility View settings

Subscribe to this feed...
Feed discovery » B
Windows Update

F12 developer tools
OneNote Linked Notes

Lync Click to Call
Send to OneNote

QTeaty: 1 Thongitt it }¥as Date Description
W% Justa Great Football Night” | "

NEWS JPCOMING EVENTS

[— ?ﬁ?l"‘s'our "PaTKINE perm Oct 10 Roasting a Thanksgiving Comet
S ouline. 0430PM  Piecing Together the Evidence for
el @S Julian Bond to Kick Off UCF Comet ISON's Destruction - Dr.

The following window will appear:


http://ucf.custhelp.com/app/answers/detail/a_id/1415
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General |Sec1..|rit5-I | Privacy I Content | Connections | Programs I Advanced|

Internet Options @

Home page
l/’ To create home page tabs, type each address on its own line.
gl o /v ucted -

[ Use current ] [ Use default ][ Use new tab

Startup
() Start with tabs from the last session
(@) Start with home page

Tabs
Change how webpages are displayed in tabs.
Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

|:| Delete browsing history on exit

W
Cosee. ) sewss |

Colors ][ Languages H Fonts ][ Accessibility ]

Appearance

[ oK ] [ Cancel ] Apply

On the General tab, under Browsing History, click on Delete. The following window will

appear.

Delete Browsing History @

Preserve Favorites website data
Keep cookies and temporary Internet flles that enable your favorite
websites to retain preferences and display faster.

Temporary Internet files and website files
Copies of webpages, images, and media that are saved for faster
wiewing.

Cookies and website data
Files or databases stored on your computer by websites to save
preferences or improve website performance,

History
List of websites you have visited.

"] Download History
List of files you have downloaded.

[ Form data
Saved information that you have typed into forms.

[ Passwords
Saved passwords that are automatically filled in when you signin
to a website you've previously visited.
[ ActiveX Filtering and Tracking Protection data
A list of websites excuded from filtering, and data used by Tracking

Protection to detect where websites might be automatically sharing
details about your visit.

About deleting browsing history [ Delete ] [ Cancel ]

Make sure that any applicable checkboxes are selected (at least Temporary Internet Files,

Cookies, and History), then click on Delete.

Click OK on the Internet Options window to close it.

Try Signing on to PeopleSoft again.
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Running the Faculty/Staff Position File
What is the Faculty/Staff Position File?

The “Faculty/Staff Position File” is a report that lists all vacant and/or filled Administrative &
Professional (A&P), Faculty, and University Support Personnel System (USPS) positions by
area/college.

Running the File

Navigation:

Main Menu > HR Custom > Academic Affairs > Report > Faculty/Staff Position File

The following window will appear:

Faculty/Staff Position File

Faculty/Staff Position File

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

Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control ID begifis with

|:| Case Sensitive
Limit the number of results to (up tg 300): 300

Search Advanced Search

Find an Existing Value { Add a New Value

Run Control ID

The first time a process/report is run in PeopleSoft, a Run Control ID must be established. The
Run Control ID is simply an identifier so that PeopleSoft can recognize which process is being
run.

Click on ‘Add a New Value’ and enter a name that best meets your needs. In this example, the
run control could be named ‘PositionFile.” Do not use special characters or spaces in the name.
Only letters, numbers, and the underscore character should be used.
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Faculty/Staff Position File R Q@

New Window | Help
Faculty/Staff Position File

Find an Existing Value Add a New Value

Run Control ID |PositionFile

Find an Existing Value | Add a New Value

Click on ‘Add’.

Thereafter, to run this report, click on Search and select the desired Run Control ID from your
list of run controls.

Faculty/Staff Position File R i

New Window | Help
Faculty/Staff Position File

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

Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control ID begins with PositionFile

[case sensitive
Limit the number of results to (up to 300). 300

Search | Advanced Search

Search Results

View All - First 1of1 Last
Run Control ID
PositionFile

Find an Existing Value | Add a New Value

The following page will appear:
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Populate Run Control Page

Faculty/Staff Position File N
New Window | Help | Personalize Page
Faculty/Staff Position File
Run Control ID  PositionFile Report Manager Process Monitor
Program CFPY2344 SQR SREEEFLD WiEE

OfFilled Positions
Purpose: Creates a file of currently filled and/or ~
() vacant Positions
t F: It d Staff I ‘o
vacant Faculty an aff positions. (!) All Positions

5l Save ||[=] Notify 4+ Add »~| Update/Display

Select the type of file desired from Filled, VVacant or All Positions under “Select File Type”.
Run the process by clicking the run icon.

The following page will appear:

The Process Scheduler Request Page

1. Server Name = PSUNX
2. Select = this field must be checked
3. Format = PDF or CSV. The report will automatically open in Excel.

Faculty/Staff Position File n 0

New Window | Help | Personalize Page
Process Scheduler Request

User ID annjohns Run Control ID PositionFile

PN
Server Name(PSUNX ) v Run Date 05/11/2021 i
N?
Recurrence v] Run Time 3:4022PM Reset lo Current Date/Time
Time Zone Q

FTP Control Command Q
Process List

Select Description Process Name Process Type “Type Distribution
Faculty/Staff Position File CFPY2344 SQR Report Web Ccsv v {Pistribution
OK Cancel

The Process Scheduler Request Screen will appear again. Click on OK.

The following page will appear:



Faculty/Staff Position File PeopleSoft Procedure Manual

Viewing the Faculty/Staff Position File

Faculty/Staff Position File AT

Click on link

New Window | Help | Personalize Page
FacultyiStaff Position File

Run Control ID  PositionFile Report Manager ~ Process Monitor ¢ Run

Process Instance Number

Progam CEPY2M4SQR Select File Type:

OFilled Positions
Purpose: Creates a file of currently filled and/or ~
(U Vacant Positions

vacant Faculty and Staff positions ® All Positions

/Save ||[=] Notify +Add | 2| Update/Display

A Process Instance number (circled above) on this page is an indication that the report is

running. The user may monitor the progress of the report by clicking on the Process Monitor
link.

The following page will appear:

Process Monitor

Process Monitor AT

New Window | Help | Personalize Page A
Process List | Server List

View Process Request For
UserDBmiohts @ Type | et ] 109 Rt €=Refresh Button
Sever V| Name 0 Instance From Instance To RepotMenzge
Runstatis| | Distibution Satus [ save On Refresh
Run Status Column
Process List Rep()['t Personalize | Find | View 100 | &V | &/ | First ‘4 1-500f613 ! Last
Select Instance Seq.¢ Process Type Process Name User Run Date/Time Run Status Igi:gli:ution Details
1727529 SQR Report CFPY2344 annjohns 05/11/2021 3.40.22PM EDT Success Posted Details

10
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Click on the Refresh button. The Faculty/Staff Position File (CFPY2344) will appear at the top
of the list. This page displays necessary information such as the report or process being run, the
instance number, the run date and time, along with the run status. If at any time the Run Status
displayed is “Error,” email HR Information Systems at hris@ucf.edu for further assistance. Itis
important to make note of the process being run, date, time, and the instance number.

In order to see the progress of the report in the Process Monitor, continue to click the Refresh

button. When the Run Status column reflects ‘Success’ and the Distribution Status column
reflects ‘Posted’ you will be able to access the report by clicking on the ‘Details’ hyperlink.

A new report or process should not be run until the current report or process is completed successfully.

This will take you to the Process Details page. Click on the View Log/Trace hyperlink to access
the report.

& Process List Process Monitor R P Q

Menu

Ad

~

Process Detail

Process
Instance Type SQRF
Name Descriptio n F
Run Status Success Distribution Status P
Run Update Process

Run Control ID PositionFile Hold Request

Location Serve Queue Request
Server PSUNX _ Cancel Request
[DiDelete Request
Recurrence
Re-send Content Restart Request
Date/Time Actions
Request Created On 05/11 21 348 22PM ED Parameters
Run Anytime After 05/11/2021 3.4 ME Message Log
Began Process At 05/11/2021 3:48:36PM EDT Batch Timings
Ended Process At 05/11 1-03PM
OK C:

On the View Log/Trace page, click on the hyperlink with the report name and “.CSV.”

Process Monitor Y HEN 7]
New Window | Help | Personalize Page
View Log/Trace
Report
ReportID 5802770 Process Instance 11727529 [Message Tog)
Name CFPY2344 Process Type SQR Report
Run Status Success
Faculty/Staff Position File
Distribution Details
Distribution Node reportnew Expiration Date 06/25/2021
File List
Name File Size (bytes) Datetime Created
SQR_CFPY2344_11727529 log 2,090 05/11/2021 3:51:03.541404PM EDT
clpy2344_11727529 out 2,031 05/11/2021 3:51:03.541404PM EDT
cfpy2344_11727529_facstaff. csv e 3,990,778 05/11/2021 3:51:03.541404PM EDT
Distribute To
Distribution ID Type Distribution ID
User annjohns
Return

11
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Faculty/Staff Position File

The report will open in Excel.

] AP s cfpy2344 6905098 facstaff [Read-Only] - Microsoft Excel o] B -
" He Irl Pagiﬁ’yuul Fo\as Rw v Aca;l . ! 66 (7] Gﬂ
_1 & Calibri T AN = =] - ; General = {5 Conditional Formatting ~ 5= Insert ~ - ﬁ}? l?a
2 - $ - % [ FormatasTable ¥ P Delete - | [g~ T T
Pt g | BLU- |- |&-A- EE g 5 Cell Styles - [l Format - | 2~ Fivers teers
Clipboard Font Alignment Number Styles Cells Editing
Al - fe | Last Name ¥
L M N o P Q R S T u v W X ¥ E
Ilkehire Da Princ Placi Position hSalary Adr Sal Adm P Job Code Job Title Admin Co Admin Tit Liability D Liability D Budget En VP Org  College/A E
2 MAIN 20001 9189 Postdoc A 99 No Admin 16406130 EECS-FCAsC&G 550000 AA-COLLE.
3 MAIN 20002 9189 Postdoc A 99 No Admin 22206030 COM MOL C&G 5M1000  AA-COM-.
4 MAIN 20004 9189 PostdocA 99 No Admin 22206038 COM MOL C&G SML000  AA-COM-L
5 MAIN 20008 9189 Postdoc A 99 No Admin 65016150 CREOL-EN C&G SR7000 AA-RESEA.
6 MAIN 20017 9189 Postdoc A 99 No Admin 63016035 NTC-IN VI C&G SRAQO0 AA-RESEA.
7 COCOA 20018 9189 Postdoc A 99 No Admin 20127066 FSEC-PV hC&G SRE000  AA-RESEA.
Il = MAIN 20019 9189 Postdoc A 99 No Admin 64016274 I1ST-WORK C&G S5R8000 AA-RESEA.
9 MAIN 20024 9183 Postdoc A 39 No Admin 63016005 NTC-IN VI C&G 5RA000 AA-RESEA.
10 MAIN 20028 9183 Postdoc A 39 No Admin 63016033 BSC-ROLE:! C&G 5RBOD0  AA-RESEA.
11 MAIN 20029 9189 PostdocA 99 N0 AJMIN 25052001 COMFAC E&G SM0000  AA-Colleo, ||

NOTE: For easy reference, below is the list of field names in the order they appear in the

spreadsheet.

Field Name

Last Name

First Name

Ml

Employee ID

Ethnic Group

Gender

Birth Year

Highest Degree

Highest Degree Description
Date of Hire (UCF)

Date of Hire (State)
Rehire Date

Principal Place of Employment
Position Number

Salary Admin Plan (Code)
Salary Admin Plan (Description)
Job Code

Job Code Title

Position Title
Administrative Code
Administrative Title
FLSA Status

Liability Dept/Proj Nbr
Liability Dept/Proj Name
Budget Entity Code

VP Org Code
College/Area

Division

Employee Class

Tenure Status

PeopleSoft Procedure Manual
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Tenure Date

CIP Code

CIP Description

Authorized FTE

Budgeted Week

Position Salary

Position Temporary Pay

Position Shift Differential

Position Add Pay

Position Total Pay

Annual Rate

Position Biweekly

Job Standard Hours

Home Department Number

Union Code

Reports to (Position Number)

Reports to (Name)

GL Type (P=Primary)

Funding Dept / Proj Number

Funding Dept / Proj Percent

NOTE: PeopleSoft allows more than ten Funding Departments and/or projects for payroll
distribution. The report will display up to ten Funding Department fields with a corresponding

percent distribution for each.
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