 SEQ Chapter \h \r6 \* MERGEFORMAT Agenda and History

The Agenda functions of PeopleSoft Staffing Front Office help you to organize tasks to be done in the future.  The History functions help you to keep track of tasks that were done in the past.  Together, the Agenda and History functions help you organize where you’re business is heading and where it’s coming from. 

This chapter helps you learn how to make the most effective use of the Agenda and History functions of PeopleSoft Staffing Front Office. 

Working with the Agenda

In the course of a day, you’re likely to access many different applicant, employee, customer, order, and assignment records.  In doing so, you have to contact many people.  To help you keep track of what you need to do for today—and tomorrow—the Agenda function helps you manage time, contacts, and future work.

The agenda is your personal “to do” list.  You can place items on your agenda manually from many pages in the application by using the Add Agenda link.  Additionally, there are some items that are placed on the agenda automatically when an offer is accepted, such as the confirmation call, arrival call, and follow up call.  Tasks are also automatically placed on your agenda if, when setting up an event or call report, you mark the tasks for “auto-planning.”   When the auto-planning feature is invoked, the event or contact is placed on the agenda on a recurring basis.

Searching Your Agenda

Learning what’s on your agenda for today, or any day, is easy.  As with most activities in PeopleSoft Staffing Front Office, you start by performing a search to find what you’re looking for. 

To access your daily agenda from the main menu for the current date:

1. Select Administer Front Office, Agenda, Use, Daily Agenda. 

The Daily Agenda Search page appears.  By default, the current date appears in the date field.  [image: image1.png]Horne > Administer Front Office > Agenda > Use

(©agena [ouse Daity Agenda

© spplicants O nquire
QEmployees
© Contacts
© Customers Click Daily Agenda to initiate a search.
© Orders

© Assignments
© History
©Reports.

© Systern Start





Initiate agenda search

2. Select the date for which you want to see the agenda.

If you wish, use the calendar icon to select the calendar date to retrieve and view the agenda items for the date entered.  
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Daily Agenda search page

The Agenda Page appears. 

Agenda Page

Usage
Use the Agenda page to keep track of action items that are scheduled to be completed on any particular day.  

Object Name
AGENDA

Navigation
Administer Front Office, Agenda, Use, Daily Agenda - Agenda
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Agenda page

The Agenda page displays a confirmation of the user ID and date selected from the calendar.  It displays a variety of controls for navigating between other days, and it also displays controls for sorting options by several criteria.  

The agenda items on this page are summaries, showing only basic information, such as the nature of the event or task and the customer and employee names. You can also indicate whether a particular item has been completed and whether to show or hide completed items. 

Viewing Options

There are a number of controls for choosing the date of the agenda page displayed. 

· Go To Date: Click the calendar icon [image: image4.wmf] to select the date for which you wish to see your agenda items.  Then, click the Go button to display the agenda page for that day. 

· Date Navigation Buttons: Click the Previous Day, Next Day, Next Week, Next Month, and Today buttons to change the agenda to display to those respective dates. 

· Hide Completed Items: Click this button to temporarily hide agenda items that are marked as completed. 

This is particularly useful when you want to focus on what tasks remain to be done.  Once clicked, this button toggles to Show Completed Items. 
· Show Completed Items: Click this button to restore your view of items that are marked as completed.  

This is particularly useful when you want to review which agenda items you have already completed.  Once clicked, this button toggles to Hide Completed Items.
· Mark All Items Completed: Click this button to select all of the check boxes on all of the summary items in the agenda display. 

· View Detail Buttons: Click these buttons for each summary item in the agenda to switch directly to the Agenda Detail page for that item.  

These buttons enable you to navigate to any particular item directly. 

Sorting Options

Once a date is selected for viewing, you can also customize the order in which the agenda items are displayed on the page.  This is especially helpful if there are a lot of items for a particular day or if you need to prioritize the items in a way that is different from the default display pattern. 

You can sort the list of agenda items by clicking the buttons for each respective sort criterion: 

· Time: Sort the list according to time of day, beginning with the earliest time in the day.

· Event: Sort the list according to the event name. 

You may enter the event manually or have it automatically generated, depending upon the activity. 

· Employee: Sort the list according to the employee associated with the task, sorted alphabetically by last name. 

· Customer: Sort the list according to the customer associated with the task, sorted alpahbetically. 

· Completed: Sort the list so that all completed items are grouped, separate from tasks yet to be done.

· Priority: Sort the list according to the priority levels associated with each agenda summary item.  

Completing Agenda Items

A task remains on the agenda until you select the Completed check box, even if the date upon which it was to be done has passed.  If someone other than the person who owns the agenda items is allowed to access to the agenda, that person may also select items as complete.  To mark all items complete at once, click the Mark All Items Completed button.  Once the item is marked and the record saved, you cannot clear it.  All completed items remain on the agenda for that day as part of the history of that record. 

Transferring Agenda Items to Another User

Agenda items may be moved from one user ID’s list to another’s list by changing the User ID field and saving the page.  Once you save the page, the item is transferred to the appropriate user’s list and removed from the current user’s list.

For example, if a customer account is transferred from one user to another, you may transfer the agenda items for that customer simply by changing the user ID on the item.

Rescheduling Items

You can reschedule the agenda item by changing its date and saving the page.  Once the page is saved, the item is automatically rescheduled to the new date and removed from the current date.

Adding New Agenda Items

The Add Agenda link is on many pages in PeopleSoft Staffing Front Office.  This link retrieves a blank agenda page into which you can enter a new agenda item. 

A new agenda item can also be added by using the Add icon from any tab on the Agenda page.  When a new row is added while on an agenda tab, the row is populated with some defaults from operator preferences. 

Agenda Detail Page

Usage
Use the Agenda Detail page to examine details of any particular agenda item.

Object Name
Agenda_DETAIL

Navigation
Administer Front Office, Agenda, Use, Daily Agenda- Agenda Detail
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Agenda Detail page

Important items on the Agenda Detail page include: 

· Scheduled Date: Displays the date when the agenda item is scheduled to be performed. 

 Use the calendar button to select a different date and reschedule the agenda item. 

· Start Time: Displays the start time when the agenda item is scheduled to begin.  

Times are assumed to be a.m. unless you enter p.m.  
· End Time: Displays the end time when the agenda item is expected to be completed.  

Times are assumed to be a.m. unless you enter p.m.
· Event Type: The event category that is to be performed for this agenda item.  

Use the search button to retrieve available events from tables that are predefined at the time of installation. 

· Contact Method: The method of contact that the agenda item is to utilize.  

Select the contact method from a predefined list.  Remember that these current items become part of the historic record.  If you intend to make contact verbally but instead actually use a written format, you should indicate the change on the record to maintain an accurate historic record. 

· User ID: The ID and name of the person who is recorded as being responsible for completing this agenda item.  

If necessary, use the search icon to identify an alternate user, to reassign this item, and to reflect who actually performed the task. 

· Contact Set ID: The data set from which the contact of record for this agenda item is drawn.

Use the search button to identify an alternate data set as necessary. 

· Customer Set ID: The data set from which the customer of record for this agenda item is drawn.  

Use the search button to identify an alternate data set as necessary.

· Priority: The priority level of this agenda item.  

Select from a predefined list of priority levels.  This is useful when you need to sort through long lists of agenda items on the Agenda page. 

· Completed?: Select this check box only when the agenda item has been completed.  

Once this item is selected and the record has been saved, you cannot clear it.  

· Customer: The customer of record for this agenda item. 

Use the search button to identify an alternate customer as necessary.

· Contact: The contact of record for this agenda item. 

Use the search button to identify an alternate contact as necessary.

· App/Emp ID: The applicant or employee of record for this agenda item. 

Use the search button to identify an alternate customer as necessary.

· Business Unit: The business unit of record for this agenda item. 

Use the search button to identify an alternate business unit as necessary.

· Order ID: The ID of record for this agenda item. 

Use the search button to identify an alternate order ID as necessary.

· Assignment ID: The ID of record for this agenda item. 

Use the search button to identify an alternate assignment ID as necessary.

· Recurring Event?: If you select this check box, this agenda item is automatically rescheduled for some date in the future.  

The number of days between recurrence of items is set in the Contact Info - Contact page in the field labeled Recurring Event Days, so keep in mind the contact associated with this particular agenda item.  Also, recurring events are scheduled once you select the Completed check box and save the record. 

· Comments: Enter any relevant comments in this free-text entry field. 

· Order, Assignment, Employee, Customer, and Contact links: Click to move to the corresponding pages.  

Agenda Inquiry

Usage
Use Agenda Inquiry pages to quickly recall and perform predefined agenda inquiry searches. 

Object Name
Agenda_INQUIRY

Navigation
Administer Front Office, Agenda, Inquire, Agenda Inquiry
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Agenda Inquiry Search Page

PeopleSoft Staffing Front Office has the capacity to create and save user-defined searches.  This also applies to agenda inquiries.  For example, you can create and save an agenda inquiry search called End of Month that finds agenda items that are scheduled between the 25th and the 30th of each month.  Then, you can run that agenda inquiry at will to find the current agenda items that match your search criteria. 

To search for agenda inquiries from the main menu:

1. Select Administer Front Office, Agenda, Inquire, Agenda Inquiry.

2. Click Search to find an agenda inquiry that has already been defined, or click Add a New Value to create a new Inquiry.  

If you click Search, you will see a list of predefined agenda inquiries.  If there are none, you will go directly to the Agenda Inquiry page. 

If you click Add a New Value, a dialogue appears that enables you to name your new inquiry.  
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Add a New Value Agenda Inquiry page

3. Click Add to go to the Agenda Inquiry page.  

Be sure to save your new agenda inquiry if you wish to use it again later. 

The Agenda Inquiry page enables you to perform new or previously defined searches on current data.  Use the method outlined above to either create a new inquiry or establish a new one.  

In the screen presented below, the agenda inquiry is called ”Outlook.”   
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Agenda Inquiry page

Inquiry Criteria

The inquiry criteria selected for a given agenda inquiry are reductive.  That is, the field only applies if some value is selected.  Adding more criteria returns fewer agenda items.  Leaving all of them blank returns all agenda items.  You may also use the % character as a wildcard in all fields except dates and contact method. 

Some of the important features on the Inquiry Criteria section include:

· Inquiry Name: The name of the agenda inquiry search that you are currently viewing and working with.  

· Customer Set ID: The data set from which the customer of record for this agenda inquiry may be drawn.  

· Customer ID: The customer of record for this agenda inquiry.  

· Event Type: The event category from which returned items may be drawn. 

· Contact Method: The method of contact that the agenda item is to use.  

· Scheduled From Date: The date when the agenda inquiry is to start from. 

· Scheduled To Date: The date when the agenda inquiry is to extend to. 

· Business Unit: The business units of record for this agenda inquiry. 

· Order ID: The ID of record for this agenda inquiry. 

· Assignment ID: The ID of record for this agenda inquiry. 

· App/Emp ID: The applicant or employee of record for this agenda inquiry. 

· User ID: The ID and name of the person who may be included in this inquiry. 

· Contact Set ID: The data set from which the contact of record for this agenda inquiry is drawn.  

· Contact ID: The contact of record for this agenda inquiry. 

· Search button: Click to initiate the inquiry to return all records as defined by the search criteria. 
Sorting Options

Once an agenda inquiry has been run, you can customize the order in which the agenda items are displayed on the page.  This is especially helpful if there are a lot of items for a particular search or if you need to prioritize the items in a way that is different from the default display pattern. 

You can sort the list of agenda items by clicking the buttons for each respective sort criterion: 

· Date: Sort the list according to the date of each agenda summary item. 

· Time: Sort the list according to time of day, beginning with the earliest time in the day.

· Event: Sort the list according to the event name. 

You may enter the event manually or it can be automatically generated, depending upon the activity. 

· Employee: Sort the list according to the employee associated with the task, sorted alphabetically by last name. 

· Hide Completed Items: Click this button to temporarily hide agenda items that are marked as completed.  

This is particularly useful when you want to focus on what tasks remain to be done.  Once clicked, this button toggles to Show Completed Items. 
· Show Completed Items: Click this button to restore your view of items that are marked as completed.  

This is particularly useful when you want to review which agenda items you have already completed.  Once clicked, this button toggles to Hide Completed Items.
· Mark All Items Completed: Click this button to select all check boxes for all summary items in the agenda.

Completing Agenda Items

A task remains on the agenda until you select the Completed check box, even if the date upon which it was to be done has passed.  If someone other than the person who owns the agenda items is allowed access to the agenda, they too can mark items as complete.  To mark all items complete at once, click the Mark All Items Completed button.  Once the item is selected and the record saved, it cannot be cleared.  All completed items remain on the agenda for that day as part of the history of that record. 

Adding and Deleting Agenda Items

You can add new agenda item using the Add button [image: image9.wmf] on the Agenda Inquiry page.   When a new row is added while on an agenda inquiry tab, the row is populated with some of the operator defaults from operator preferences. 

You can remove agenda items from the agenda inquiry as well using the Delete button [image: image10.wmf] from any tab on the Agenda Inquiry page.  Deleting the items from the agenda inquiry only removes them from the search results list.  It does not delete them from the system.  

History Detail Page

Usage
Use the History Detail page to view, update, and save records of transactions that have already occurred. 

Object Name
HISTORY_DETAIL

Navigation
Administer Front Office, History, Use, History Detail

In PeopleSoft for Staffing Front Office, you can view, update, and save most common employee transactions that have already occurred.  These include many of the events in which an employee has been involved, such as past orders and assignments.  As previously noted, some events are automatically saved to history, others are added at the discretion of the user. 

To add history, use the Add History link found on many pages in the application.  There is no limit to the number of history rows that you can add to a record.  However, record volume and storage capacity may dictate the need to purge some history records at any given point in time. 

To access history records from the main menu:

1. Select Administer Front Office, History, Use, History Detail.
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Initiate History Detail

A history search page appears, as below. 
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Find an existing History Detail search page

You can search the history of an employee using a History ID, Business Unit, App/Emp ID, Customer SETID, Customer ID, Order ID, Assignment ID, User ID, Date, or any combination of these fields.  The Business Unit, Customer SETID, and User ID default. 

To search for a history record, enter any one or more of the known values in the appropriate fields and click Search.  If there is more than one record delivered by the search, a search results list appears at the bottom of the search page.  If there is only one record in history for the search criteria, that record is displayed directly, rather than as a single row of data that appears in the multiple listing of search results.
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History search results page with multiple records returned

2. When the search results are returned, select the desired row of history to be viewed. 

Records are displayed in History ID numerical sequence, starting from the earliest date to the present.  The date column on the result page is the recommended way to identify the desired row.  As with all searches, a maximum of 300 records is retrieved at one time.  Use the scroll arrow, First or Last links to move through the record group.  A View All option is available, but because of performance reasons, reserve its use to when there is a large number of records to be retrieved from the database.
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History Detail page

The layout of the history page is the same for all types of history records. The only difference is the type of history being retrieved, which you can choose on the search page and identify in the Type field on the History page. Fields that are blank do not necessarily have any association to the history event. 

History Inquiry

Usage
Use the History Inquiry pages to quickly recall and perform predefined history inquiry searches.

Object Name
HISTORY

Navigation
Administer Front Office, History, Inquire, History Inquiry
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History Inquiry search page

PeopleSoft Staffing Front Office has the capacity to create and save user-defined searches.  This also applies to history inquiries.  For example, you can create and save a History Inquiry search called Offers that finds historic records of offers.  Then, you can run that history inquiry at will to find the items that match your search criteria. 

To search for history inquiries from the main menu:

1. Select Administer Front Office, History, Inquire, History Inquiry.

2. Click Search to find a history inquiry that has already been defined, or click Add a New Value to create a new Inquiry.  

If you click Search, you will see a list of predefined history inquiries or if there are none, you will go directly to the History Inquiry page. 

If you click Add a New Value, a dialogue box appears that enables you to name your new inquiry.  
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Add a new value History Inquiry page

1. Click Add to go to the History Inquiry page.  

Be sure to save your new agenda inquiry if you wish to use it again later. 

The History Inquiry page enables you to perform new or previously defined searches on current data.  Use the method previously outlined to either create a new inquiry or establish a new one.  

In the following screen, the history inquiry is called “Monthly.”   
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History Inquiry page

Inquiry Criteria

The inquiry criteria selected for a given history inquiry are reductive.  That is, the field will only apply if some value is selected.  Adding more criteria returns fewer history items.  You must select at least one criterion.  You may use the % character as a wildcard in all fields, except in the History Type, Other Reason, Offer Result, Contact Method, and Date fields. 

Some of the important features on the Inquiry Criteria section include:

· Inquiry Name: The name of the History Inquiry search that you are currently viewing and working with.  

History Type: The type of event that the history record represents.  Use the dropdown list to choose from predefined items, such as agenda, call, employee, order, and other history types. 

· Customer Set ID: The data set from which the customer of record for this history inquiry may be drawn.  

· Customer ID: The customer of record for this history inquiry.  

· User ID: The ID and name of the person who may be included in this inquiry.  

· Scheduled From Date: Displays the date when the history inquiry is to start from. 

· Scheduled To Date: Displays the date when the history inquiry is to extend to. 

· Business Unit: The business units of record for this history inquiry. 

· App/Emp ID: The applicant or employee of record for this history inquiry. 

· Order ID: The ID of record for this history inquiry. 

· Assignment ID: The ID of record for this history inquiry. 

· Decline Reason: Reasons that applicants decline positions. 

· Other Reason: Other reasons that are appropriate for various situations. 

· Offer Result: Offer results that are available when applicants accept or decline positions. 

· Set ID: The data set from which the contact of record for this history inquiry is drawn.  

· Contact ID: The contact of record for this history inquiry. 

· Contact Method: The method of contact that the history item is to use.  

· Event Type: The event category from which returned items may be drawn. 

· Search button: Click this button to initiate the inquiry to return all records as defined by the search criteria. 
Sorting Options

Once a history inquiry has been run, the order in which the agenda items are displayed on the page can also be customized. This is especially helpful if there are a lot of items for a particular search or if you need to prioritize the items in a way that is different from the default display pattern. 

You can sort the list of agenda items by clicking the radio buttons for each respective sort criterion: 

· Time: Sort the list according to time of day, beginning with the earliest time in the day.

· Event: Sort the list according to the event name. 

Enter the event manually or generate it automatically, depending upon the activity. 

· Employee: Sort the list according to the employee associated with the record, sorted alphabetically by last name. 

· Customer: Sort the list according to the customer name associated with the record, sorted alphabetically.

· Date: Sort the list according to the date of each history summary item.

Viewing History Inquiry Items

Individual items returned by the history inquiry are summaries.  To view the details of a row of information, click the history detail button to see the full history record. 
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