N atimm[ Institutes nf Hea [tl;r

Strategic Partners i Science

Navigation - Capital HR

This Quick Reference Guide reviews the navigational differences between EHRP 8.0 and Capital HR 8.9.
Each section of the QRG contains the steps previously taken in EHRP to complete an action, and the new steps in

Capital HR required to complete the same action. Additionally, a screenshot of the

Capital HR left panel navigation box is displayed to illustrate the location of the action in Capital HR.

PAR PROCESSING

EHRP: Administer Workforce >
Administer Workforce USF > Use.

CAPITAL HR: WORKFORCE
ADMINISTRATION >
JOB INFORMATION.

QUERY

EHRP: People Tools >
Query Manager > Use.

CAPITAL HR: REPORTING TOOLS
> QUERY.

PosITION DATA

EHRP: Workforce >
Manage Competencies >
Use > Position Data.

CAPITAL HR: ORGANIZATIONAL
DEVELOPMENT >

PoOsITION MANAGEMENT >
MAINTAIN POSITIONS/BUDGETS.
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= yWorkforee Administration
> Fersonal Infarmation

~ Job Information

- Contract Administration

- Review Jab Infarmation

b Reports

— Hire Employes USE

— Cancurrent Hire USE

— Superdsor Reguest USE

— 1stRastanthorization
UsF

— 2nd Rest Authatization
USE

— Approve Reguest USE

— HR Processing USF

— Correct Personnel Action

USF
— Cancel Persannel Action
USE

— HR Reviewer
[ Caollective Pracesses
- Benefits
- Compensation
- Payrall for Morth America
- wiorkforce Development
[- Organizational Develapment
- HE Process Manu
L Set Up HRMS
o wiorklist
[ Tree Manager
- Reporting Tools
- PeopleToals
— Change Wy Password
— My Personalizations
— Mty System Profile
— Wy Dictionary

ORACLE’
Menu &
Search:

(€D

[> My Favorites
[- Managar Self Service
> Recruiting
[ Workforce Administration
[ Benefits
[> Compensation
- Payrall far Morth America
[ Warkforce Developmant
> Organizational Development
[ HE Process Menu
[ 5etUp HRMS
C-wiarklist
[> Tree Manager
[~ Reparting Tools
e
Uery Manager
— Query Viewsr
[ PSinvision
= XML Publisher
— Report Manager
[ PeopleTools
— Change My Password
— My Persanalizations
= Mty Systarm Profile
| Mty Dictionary

ORACLE
Meru 8
Search:

&

[ My Favorites

> Manager Self Service

[ Recruiting

[ Warkforce Administration

> Benefits

> Campensation

> Payroll for Morth America

> Workforce Development

> Organizational Development

~ Positio ant

[ Maintain
PositionsiBudgets

> Review PositioniBudoet
Info

[ Position Reports

[> Define Position Data
UsSF

[ HE Process Menu

[> Set Lp HRMS

[ Warklist

[ Tree Manager

> Reporing Tools

[ PeopleToals

— Chanoe biy Passward

— My Personalizations

— by Systern Profile

— by Dictionary

RECRUITING

EHRP: Recruit Workforce is
located under the Develop
Workforce Menu Heading.

CAPITAL HR: RECRUITING HAS A
MENU HEADING OF ITS OWN.

SF-50/52 REPORTING

EHRP: Administer Workforce >
Administer Workforce USF >
Report.

CAPITAL HR: WORKFORCE
ADMINISTRATION >
JOB INFORMATION > REPORTS.

POSITION SUMMARY

EHRP: Develop Workforce >
Manage Positions > Inquire.

CAPITAL HR: ORGANIZATIONAL
DEVELOPMENT >

POSITION MANAGEMENT >
REVIEW POSITION/BUDGET INFO.

ORACLE’
Menu &
Search:

®

[+ My Favorites
[ Manager Self Service

- Rechuiting
— Eind Job Openings
— Create New Job Opening

- Workforce Administration

[ Benefits

[ Compensation

> Payroll for Marth America

[ Workforee Development

[» Organizational Development

[ HE Process Menu

[ SetlUp HRMS

[ inrklist

[ Tree Manager

[ Reporting Tools

[> PeopleTools

= Chanie by Password

= My Personalizations

= My Systern Profile

= My Dictionary

= varkforce Administration
al Information

ract Administration
- Review Job Information
- Reporis
— Hire Emplovee USE
— Consurrent Hire USF
— Supenisor Reguest USE
— 1st Rast Authorization

E

— 2nd Rust Authorization
USE

— Approve Request USE

— HRE Processing USE

— Correct Personnel Actian

— Cancel Personnel Action
USE

— HR Reviewer
[ Gollective Processes

© Benefits
> Compensation
> Payrall far Morth America
[ Workforce Development
[ Organizational Development
(- HE Process Menu
- SetUp HRMS
- WWorklist
[ Tree Manager
[ Reporing Tools
- PeopleToals
— Chandge My Password
|~ My Personalizations
- My Systemn Profile
|- My Dictionary

ORACLE
Search:
]
I Wy Favorites
L Manager Self Senice
- Recruiting
[ workforee Adrministration
I Benefits
[ Gormpensation
- Payroll for North America
I yworkforce Development
(= Organizational Development
<P ent
Budget

— Paosition Summary
— Positian Histary
— Wacant Budgeted

Positions
I Position Reports
[ Define Position Data

USF

[ HE Process Menu

I Set Up HRMS

[ \iorklist

I Tree Manager

[ Reporting Tools

- PeopleTools

— Ghange my Password

- M Personalizations

— Wiv Systern Profile

- Wi Dictionan:
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EHRP‘ Develop Workforce > [ Manager Self Service Workforce > AdmInISter & Personal Information > Recruiting
° [ Recruiting W rkf rce USF > |n .re <>.Joh Information VW;MDVEE T\FI’PWSI;Q"M
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[> Warkfore e Development APITAL . WD . b giz‘]}gwe Frocesses
[~ Oryanizational Deweloprment S anai .
[ Reports I Compensation
~ PRSI U mE WORKFORCE e Ernployee USE - Payroll for North America

. [ Review Position/Budget — Coneurrent Hire USE | Workforce Development
(D:AP|TAL HR: ORGANIZATIONAL I ADMINISTRATION > U | | it ot
EVELOPMENT > BIFGEIER

— 1t Rgst Autharization
USF I Set Up HRMS

JOB INFORMATION > REVIEW | - mususiseeton | | wonia

> Tree Manager

cocupational Series

POS|T|ON MANAGEMENT > USE JOB INFORMATION — Approve RequestUSE | [ Reporting Tools

[» HE Process Menu — HR Processing USF [ FC?FIET?AUISP J

- [~ ange ASSWO

DEFINE POsITION DATA USF. ? EEU T oo Personel e | |- s Eassnnng
b Tree Manager OR FOR NID LOOK UP: *W :%V%‘;z:'aw

[ Reporting Tools

- HRR
&> PeopleTools WORKFORCE b 0u||ecuveew;‘:$’esses

— Change by Password L Benefits

— Wty Personalizations

= My Sy_ stem Profile ADM I leTRATION > E ggﬁm:‘ﬂh America
= My Dictionary [ Workforee Development

PERSONAL INFORMATION > [ Organizational Development
BIOGRAPHICAL > SEARCH BY NATIONAL ID.

BENEFITS ORACLE
ORACLE ORACLE'
E_ [ p D ]| CRACLE
EHRP: Compensate e | e AYROLL DATA L=
. — e | [T ]
Employees > Administer g S PLPETLE B b yFaorites N E—
e G i | LSO EHRP: Compensate -
> Beneft . . 1 Recruiting o 1 My Faworites
Base Benefits > Use. i Employees > Maintain Payroll |\ vressaminisision | |0 Mensgerseiserice
Information n "
I C it > Waorkforce Adminisiration
Emﬂa —— Data > Use- vpg:;:npuarnn:?v‘nn:n.amema [- Benefits
Ssin 1o Bohe b o fi
CAPITAL HR: BENEFITS e ST R [~ Fayol or ot Ameria
— Health Denefits DependenyBenefician Bm k4 E”;g:{n‘!:;;aavnzsﬁ UsF
> Savings Plans — Review DepiBien CAPITAL H R: Update Emploves Tax
> Compensation Summary -
Data Create General
(> Payrall for Marth America [ Review Employee Benefits educt Deducti
ENROLL IN BENEFITS.  WortouaDevaoomert | | © Enollncenei COMPENSATION > PAYROLL | “Smoi ooy || =seueoibiane
[ HEgProcess Menu " b pgﬁmﬁﬂh America > [ Workforce Development [ Workfarce Developrment
> Organizational Development
OR TO UPDATE OR ASSIGN : Slup s cviceoemomen | FOR NORTH AMERICA b ovsnasioalOwgnent || Obtesona ereon
[ Tree Manager I HE Process Menu [ SetUp HRMS [> SetUp HRMS
BENEFICIARY INFORMATION  EEEEEL [ EMPLOYEE PAY DATAUSF > awse
orklist
— Change hty Passwaord [> Reporting Tools [> Reporting Tools
BENEFITS > oo  Fevrir Toot TAX INFORMATION. ey — e -
— My Systermn Profile > PeopleTools — 12N HE ASSWOT -
- My Dictionary — Change by Password — My Personalizations — by Per ons
T B B
EMPLOYEE/DEPENDENT el OR FOR GENERAL DEDUCTION  |-tiracenuune - st e
— My Systern Profile Uy DAL
INFORMATION. cueen ] DATA

COMPENSATION >
T opaAcle | >
ORACLE" PAYROLL FOR NORTH AMERICA > EMPLOYEE PAY

EDUCATION DATA USF > DEDUCTIONS. .
Meru = ORACLE'

Search:
® Menu &
EHRP: Develop Workforce > B e e

[ Manager Self Service ®

Manage Competencies. AUTOMATIC ACTIONS

[> Warkforce Administration
[> Benefits [ Manager Self Service

[ Compensation [» Recruiting

CAPITAL HR: WORKFORCE b Pl (o EHRP: Administer Workforce > " Paramma! nprmaton
DEVELOPMENT >

gonietensy aragemant Automatic Actions > Use. T

-

Probat Term-Supy Motif

COMPETENCY MANAGEMENT > ~ Edueation T —

[ Organizational Development

TRACK PERSONS COMPETENCIES. b HE Frosess Many CAPITAL HR: WORKFORCE _Nomeuse

[> Set Up HRMS usE

b Workiist ADMINISTRATION > i Banents

[» Tree Manager [ Compensation

e COLLECTIVE PROCESSES. b Payrol forNorth America

[ Workforce Development
— Chanae My Pas sword [ Organizational Development

= My Personalizations [ HE Process Menu
I~ My Systerm Profile [ Set Up HRMS
— My Dictionarny [ Worklist

[> Tree Manager

. . . . . [ Reporting Tools
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