City and County of San Francisco Departmearof Human Resources

MicKiallahan
Human Resources Direx

Gavin Newsom
Mayor

Instructions for Entering DSW Training Certificates in PeopleSoft HRMS

The instructions on the first three pages of this document are for entering Disaster Service Worker related training
and course compliance data into PeopleSoft using employee ID numbers. The last three pages detail instructions
on how to enter the data using DSW ID numbers since some of the DSW training courses require them in lieu of
employee ID numbers. If you have any questions, please contact your designated DHR Client Services Analyst.

1) Logon to PeopleSoft. SelecGo > (Develop Workforce» Manage Competencies (GBL)
Job Requisitions (SF)

File Edit “iew NE=M Favorites Use Sefup Inguire Help
Mew Window 4

Manage Competencies (EBL)

v administer Workforce k

PeopleToals 4

2) SelectUse> Licenses and Certificates

3) Enter the Employee ID number in theEmplID field and click “Ok”

Update/Display -- Licenses and Certificates

Cancel
N. E
e | Search
Last Name: |
- e [ ol

4) The panel should pull up the employee:

Manage Competencies (GBL) - Use - Licenses and Certificates

File Edit Wiew Go Fawvorites Use Uselcl Setup Setup Lel  Ingquire  Ing Lel  Report Repor

& (@ x| ElEE| == = 88| @e=]| +]e]s)

Licenses and Certificates ]

Fiaipara.Bina &

Licenzes and Lerbhications

License/Certif Code: liﬂ
Issue Date: ’7
License #: |

Issued By: |

E xpiration Date: ’7

[ License ¥Yerified
I~ Renewal in Progress

Izzued In

Country: lﬁﬂ State: liﬂ
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5-A) If there is no row of data or if it is blank, put your cursor in the field “License/Certif Code” and
press “Ctrl + F4” on your keyboard, then go to step # 6.

Licenses and Certifications

License{Certif Code: | j
Issue Date:

License #: |

5-B) If there is an existing row, put your cursor i the License/Certif Code field and selectlfisert Row
then pressCtrl + F4 on your keyboard. Your panel will look like 5-A,go to step #6.

='It e |

Licenses and Certifications

License{Certif Code: j Harassment Prevention Training
Issue Date: 04/06/2005

License #: |

Issued By: |DHR

Expiration Date: 04/06/2007

W License Verified

™ Renewal in Progress

6) Type “D” under “Accomplishment” and select “Search” Double-click on the particular DSW
Training course/certificate that you are recording.

Licenses and Certificates |

Valid Values 3
RajparaBina &
Accomplishment: |D
Licenszez and Certifications Cancel |
Description:
License/Certif Code: ﬂ = | Search
lzzue Date: 0 0 GROL s
DSw 01000 DSWw TRAIMING WIDED INDIV
. DSw 02000 DSWw TRAINING ON LINE
License i: DSw03000 DS TRAIMING CLASSROOM
DS'w 04000 DSw PERSONAL PREP CCSF
05w 04001 DSw PERSONAL PREP RED CROSS
lssued By: DS'w 05000 SHELTER OPERATIOMS CCSF
DS 05001 SHELTER OPERATIOMS RED CROSS
. DSwOR000 FIRST AID MO CERT CCSF
Expiration Date: DS 0B001 FIRST AID MO CERT RED CROSS
DS 0E400 FIRST AID PROF CCSF
L Verified DS 0B401 FIRST AID PROF RED CROSS
1cense Verted| | noy,/n5500 FIRST AID CERT CCSF
DS/ 0B501 FIRST AID CERT RED CROSS v
[~ Renewal inProg| =7 77777 TrouToThT o
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7) Enter theissue date, which is the date the training, coursa certificate was completed. The expiration
date will automatically populate if the certificate/license requires renewal. You do not need to emtany
License # or Issued By information.

Licenses and Certifications

License/Certif Code: DSWO0000  +  DSw TRAINING VIDED GROUP
Issue Date: ’m

License #: ”

lzsued By: ‘

Expiration Date: ’m

™ License Verified

” Renewal in Progress

8) Click “ Save upon the completion of data entry.

Manage Competencies (GBL) - Use -

File Edit “iew Go Favorites Use Uselcl Sep
Rl g@(x ae ot == a8

L s and Certificates ]

9) To make next entry, use th&lue Check Mark button to call up the Search Box and go to Step #3

o] *|e|ald |
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Data Entry of DSW Training, Courses and Certificates using DSW ID Numbers

1) First, you must set your “Favorites” setting tonavigate between thddSW and License and Certificates
panels

1-a. Navigate to the DSW search panel—selédse>DSW ID >DSW ID > Update/Display. Then enter
your own DSW Number in theBadge IDfield.

File Edit Yiew Go Favorites Setup  Inguire Report Help

g &8 x| &l Personal Data * Bl #lvlvle |
Job Data 4
Address History 4
MNames 4

Emergency Contact ¥
Driver's License Data
General Comments

3 5
Add Tarmination >| Employee Photo Update/Display All

Termination Data 4

1-b. After your DSW ID comes up, selectFavorites’ from the menu and select ‘Add to Favorites’

LLRLLLE
IFiIe Edit “iew Go Use Setup Inquire Report Help
ol @@ x| al .--u-..j.jr_.:.F.a--..-.:.rite:;;,,,'t EEEEE +|¢|ﬁ|£||
Delete Favarites...
1

DS ID |Empluyee Phics
|

1-c. The default label is “DSW ID — Update/Displg.” You may type in another description if you woud
like. Then choose Ok”

ddavorite X|

—&dd Favorite for Current Panel
FPanel Group: DS 1D

Fanel: DS D
L Action;: |Jpdate/Tisplay

3

k. I Cancel
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1-d. Close the DSW panel (using thBed X). Then navigate to the “License and Certificatespanel by
selectingGo > Develop Workforce > Manage Competencie$ Use> Licenses and Certificates

v Develop YWorkforce » | v Manage Competencies {GBL)

| Use.
wll@8]x] wlal] le| m|| Lisenses and Certficates

1-e. When the search panel comes up, enter your oMgmployee ID. Once the panel is in view, select
“Favorites’ from the menu and select ‘Add to Favorites’

alelex| lam ool sls| aE| @lelo] +lv]sl

03/08/2005

|

1-f. The default label is “Licenses and Certificate.” You may type in another description if you wold
like. Then choose Ok.” You are now done setting your “Favorites” to navigate between the two
panels.

Add Favorite [E

—Add Favarite far Current Panel

Fanel Group: Licensez and Certificates
Fanel: Licensez and Certificates
Action: Update/Dizplay
— Label
Licensesz and Certificates - Update/Dizpla

m Cancel |
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— Note: Once you have set youtFavorites” setting, you do not need to do it again unless you have

your HRMS PeopleSoft application re-installed on yar computer.
2) Now that you have set your “Favorites” to navigge between theDSW and License and Certificatespanels,

you can begin entering training data.

2-a. Select Favorites’ from the menu bar and select ‘DSW-ID Update/Display”’ (or whatever name you
used in step 1-c above—below, “DSW ID” was used)Enter the employee’s DSW ID number. The
DSW-ID panel for that employee will pop up — confirm hat it is the correct person.

L Administer Workforce (ULSY) - Use =S WD, =183
File Edit “iew Go Favorites Use Setup Inguire Report Help
[&|@x| alal ge mle| A= ofcl2] +|elwals |
DSy ID ]Empluyee Phato l
Wheel Feries
DSW ID: 45652
Active Job View
Empl Rcdit |Job Code |Dept ID | Dept Name Empl Statuzs  |Empl Status Name
1 0 8141 HRD Human Resources A Active
vergelie Ll Division/Unit &
f;:::s 3 Green Izsue No: 1
fsue g Inital lssue leor [Defte
r lzsue By: E‘
HR 3 DS ID Update/Display

2-b. While you still have that panel in view, seldé¢ Favorites’ from the menu, and select ‘License and
Certificates.” The employee’s panel will automatically pop upand you can insert the row for the
training certification or course. Use the instructons above for Entering DSW Training Certificates n
HRMS, using steps #,5, 6,7 and 8 on the second ahitd page above.

2-c. IMPORTANT: Once you have saved the certifica/training/course data, use théred X to clear the
panel. Then go to “Favorites” again, and select “BW-ID Update/Display” (or what ever name you

used).

Manage Competencies (GBL) - Use - Licenses and Certificates

File \Edit View Go Favorites Use Uselcl Setup Setup Lel
olelelx| alnE| clel ElE| g8 2lel] +le|vle |
Licenses afcancelftificates |
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