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About Employee Wizard

Welcome to Employee Wizard.
We developed this tool in response to demand from Oracle Human Resources users for a user friendly
and robust spreadsheet tool to load people and assignment information into the Oracle Human Resources
module.
Employee Wizard is a VBA program embedded in a Microsoft Excel workbook. It is a close cousin to our
other ‘Wizard’ products and shares the same look and feel.
Features
All options are available on a ribbon.
Depending on the Application Mode you have selected, double-clicking in the spreadsheet loads the
Employee, Applicant or Contingent Worker forms for data-entry. The data-entry forms are optional; you
can also simply type, import, or paste the values directly into the spreadsheet.
You can choose to upload one record at a time, a range of records or the entire worksheet.
The program is flexible about the spreadsheet layout. You can move, delete, or hide unwanted columns.
You can also have multiple sheets or even sheets in other workbooks.
A download function is available to extract existing records from Oracle Human Resources. You can update
the information (within the Wizard) and reload it into Oracle.
The spreadsheet contains status and reason columns, enabling you to accurately track and correct your
records as they interface into Oracle Human Resources.
This program is supported on E-Business Suite 11.5.10 onwards (i.e. 11.5.10, 12.0.*, 12.1.*, 12.2.*).
On request we may be able to supply versions of our tools on prior releases of Oracle (i.e. many
products are also available for 11.5.9).
Functionality to create and maintain Applicants and Contingent Workers was added in Release 3.03.16
Functionality to create and maintain Employee Extra Information and Assignment Extra Information (EIT's)
was added in Release 3.03.16
If you encounter any problems or have any suggestions, please do not hesitate to contact us at https://
more4apps.com/support/solutions/
Trial Version
The trial version of this program is fully functional and has no time-out. However it will only download/
upload 10 records at a time before stopping. To continue you must Login again.
Disclaimer
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This Wizard provides users with a huge amount of functionality and power to make bulk changes. The
complexity and nature of Oracle Human Resources means that you need to be careful about the Update
Modes and Effective Dates that you use; and the information that you are changing. Despite every effort
being made to test this product thoroughly during development, it is imperative that you do comprehensive
testing in your own test environment prior to making changes in production.

Steps to Loading Employees, Applicants and Contingent Workers
The following instructions in this User Guide refer to creating and updating Oracle Human Resources
records.
Note - The word ‘Employee’ can also be transposed with ‘Applicant’ or ‘Contingent Worker’ for the purpose
of these instructions.
Once Employee Wizard has been installed for your instance of Oracle Applications, the following steps
outline the basic procedure for loading Employee and Assignment information using Employee Wizard.
Steps to load Employee and Assignment Information:
1. Open the Workbook and Login – Connect to your Oracle Applications instance.
Refer to section: Logging In and Out
Refer to section: Security
2. Select the appropriate ‘Application Mode’ in the Employee Wizard ribbon. In this example we will
use ‘Employee’ Application Mode for these instructions.

Important - Application Modes relate to Wizard Sheets, therefore the appropriate list of values
(LOV's) for each mode will need to be rebuilt whenever a new mode is selected. To achieve this,
use the ‘Customize Fields’ button on the Setup ribbon OR when opening the form the Wizard will
comment ‘Required columns missing’. The user can click ‘Add Now’ to add the required columns
for the Application Mode required.
3. Set up the Template (select the relevant sections and fields).
Refer to section: Set up the Template
4. Click on the ‘New Worksheet’ button. This creates a new sheet based on the last worksheet/mode
you have created using the ‘Customize Fields’ option.
Refer to section: Customize Fields
The ‘New Worksheet’ button can be found on the Employee Wizard Ribbon.

5. Create and/or update the Employee and Assignment Information.
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Refer to section: Enter Employee and Assignment Information
6. Upload the Employees.
Refer to section: Upload Employees
7. Correct errors after uploading the Employees.
This step is only required if there are errors.
Refer to section: Error Handling and Validation
There are also several reference sections in this document for further information:
•

Ribbons

•

Understanding Effective Dates and Update Modes

•

Profile Options

•

Descriptive Flexfields

•

Getting Started

•

Licence Keys, Named Users & Installation

•

Release Notes

•

Troubleshooting

Logging In and Out
This section is common to all of our tools.
Click on this link to navigate to Common User Instructions: Logging In and Out

Security
Function Security
Each section within Employee Wizard requires you to have a particular function in order to be able to
perform tasks like download, upload and validate. If the responsibility logged in does not have access to
the relevant function then you will be prevented from using the download, upload and validate functions
(and you’ll receive an error message).
If the responsibility logged in has a function for the ‘Enter and Maintain Employee Form’ with a parameter
of QUERY_ONLY=”YES”, you will be able to Download and Validate information, but you will not be able
to Upload.
Each implementation of Oracle Human Resources will have its own security setup. Please test Employee
Wizard thoroughly on your instance with your configuration. If you have heavily customized functions on
the responsibilities menu, then you may need our assistance.

HR:Query Only Mode PROFILE OPTION
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Within the System Profile Options there is a profile called “HR:Query Only Mode”. If you have set this
to ‘Yes’ at the application, responsibility or user level you will have limited functionality within Employee
Wizard (when logged in with this application, responsibility and/or user).
If the ‘HR:Query Only Mode’ profile is set to ‘Yes’, you will be able to use the Download and Validate
functions. You will NOT be able to upload. If you try to upload into Oracle, you will receive an error
message and be logged out.
This functionality was implemented in Employee Wizard Release 1.1.21

Set up the Template
This section is common to all of our tools.
Refer
Refer
Refer
Refer

to
to
to
to

section:
section:
section:
section:

Customize Fields
Customize the Template Sheet
Worksheet Layout
Enter Employee and Assignment Information

Customize Fields
A form has been provided to assist with creating a Template which is used when the ‘New Worksheet’
button is clicked. Select the sections and fields relating to the Application Mode you want to include in
your new sheet.
For best performance create layout templates that only contain the sections and columns you are using
for the particular upload. Every column that exists on your layout will have its list of values cached and
used for later validation upon opening the data entry assistance forms. The less columns on the layout,
the better the form load performance.
Click on the ‘Customize Fields’ button on the Employee Wizard - Setup Ribbon to open this form.

The ‘Select Template Columns’ form will display:
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Each tab across the top of the page corresponds to a different section in the worksheet and different type
of information held about an Employee.
The fields listed within the tab correspond to fields within that section within the Oracle Human Resource
application.
To include a section in the worksheet, click on the checkbox in the top-left-hand corner of the relevant
tab. Then select those fields in that section that you need included in the worksheet. (Some mandatory
fields will be pre-selected for you).
To reduce the complexity of the worksheet, include only the sections and fields that you actually need to
Create, Update, or Reference for information. It is recommended that you always include the first section
and also include the Employee Number, and Last Name and First Name columns, so that you can clearly
identify which employees you are maintaining.
The descriptive flexfield fields are available at the bottom of the list within each relevant section. The
Context field will be available followed by each of the flexfield segments. Descriptive flexfields have complex
validation which substantially reduces the speed of the upload and download processes. Only include these
fields if they are required for the task you are performing.
The buttons on the base of this form perform the following functions:
•

Accept and Close – Records the settings and returns to the current worksheet. You should save your
workbook.

•

Accept and Create – Records the settings, creates a new worksheet and returns you to the newly
created worksheet.

• Cancel – Returns you to the worksheet and no changes will be made.
Note - When in Employee Mode, any changes made using the ‘Select Template Columns’ form will also be
saved to the ‘Template123’ sheet definition and be available when clicking the ‘New Worksheet’ button.
Changes made in this form while using other Modes will not be available when clicking the ‘New Worksheet’
button.
Refer to section: Customize the Template Sheet
Refer to section: Worksheet Layout
Refer to section: Enter Employee and Assignment Information
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Customize the Template Sheet
Modifying the Template Worksheet Directly (For Employee Mode only)
As with other More4Apps products, it is possible to modify the template worksheet directly. However due
to the number of sections and fields in this Wizard, this approach is not recommended.
You can click on the ‘Edit Template’ button to view and update the template worksheet ‘Template123’.

You can move, hide, and delete unwanted columns. The order of the columns is not important but column
names are, and they must be stored in Row 9. This section is common to all of our tools.
You can also change the default More4Apps logo that appears in the top left hand corner of all
worksheets. To do so, follow the directions in the Template123 worksheet. Once changed, all new
worksheets created will show the custom logo.
To revert back to the More4Apps logo, simply delete the custom logo in the Template worksheet.
Click on this link to navigate to Common User Instructions: Customize the Template Sheet.
Once you have completed the changes to the ‘Template123’ worksheet, click the ‘Edit Template’ button
again to hide the sheet to prevent unwanted updates. Users can then click on create ‘New Worksheet’
button and the new layout based on the updated Template123 sheet will be displayed. Note - this only
applies to ‘Employee’ Mode.
Refer to section: Customize Fields
Refer to section: Worksheet Layout
Refer to section: Enter Employee and Assignment Information

Worksheet Layout
The worksheet is divided into sections. The section headings can be found in row 8 of the worksheet.
The first section ‘Status’ is used to track the progress of the records as they interface into Oracle Human
Resources and report any error or warning messages.
Each of the remaining sections correspond to a section selected on the template form and type of
information held about an employee in Oracle HR.
Employee Wizard contains the following sections for the listed Application Modes:
Employee

Applicant

Contingent

Mode

Mode

Worker Mode

* Employee

* Applicant

* Contingent Worker

* Employee Extra Info

* Applicant Extra Info

* Contingent Worker Extra Info
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* Termination

* Termination

* Termination

* Employee Address

* Applicant Address

* Contingent Worker Address

* Employee Phone

* Applicant Phone

* Contingent Worker Phone

* Emp Performance

* Contact

* Contact

* Contact

* Contact Address

* Contact Address

* Contact Address

* Contact Phone

* Contact Phone

* Contact Phone

* Qualification

* Qualification

* Qualification

* Assignment

* Assignment

* Absence

* Assignment Extra Info

* Assignment Extra Info

* Assignment

* Costing

* Assignment Extra Info

* Budget

* Salary Proposal
* Costing
* Payment Method
* Budget
* Grade Step
* Review
* Performance Review
* US State Tax
* US Federal Tax
Information for one person may be over several rows within the spreadsheet.
The person information will be on the first row. Then each section will start on the first row and continue
down for as many rows as required.
If you have multiple rows in any section for a person, ensure the next person's data is on a row below
all of the previous person's data:

You are not required to leave blank rows between person records but it can make the data easier to read.
Other Examples
Example 1: An employee may have 3 Addresses and 4 Phone Numbers. Here is a simplified view of
what the information may look like:

More4apps - User Documentation

So, you can see that this employee and related information will take up 3 rows on the worksheet. An
employee with only 1 address and 1 phone number will take up 1 row on the worksheet.
Example 2: An employee may have 2 contacts, one contact has an address and one does not. Here is
a simplified view of what the information may look like:

In this example you can see that Williams has a contact ‘Williams Karen’ who does not have an address.
Williams also has a contact ‘Brown’ who does have an address.
Important Notes:
• Column names are stored in row 9. This is fixed and cannot be changed. Do NOT insert or delete rows
before row 10. The case of the above names is not important but spelling is. If you change the contents
of row 9 in any column, you have in effect deleted the column as far as the program is concerned.
•

Within Employee Wizard it is recommended to keep columns within the sections that they belong to.
However, changing the order of the columns within that section is fine.

• It is recommended that you do not hide columns as data in hidden columns will be loaded.
Default Values
Employee Wizard provides you with the ability to enter default values in Row 10.
(Refer to section: Default Values)

Refer
Refer
Refer
Refer

to
to
to
to

section:
section:
section:
section:

Customize Fields
Customize the Template Sheet
Worksheet Layout
Enter Employee and Assignment Information

Enter Employee and Assignment Information
There are three ways to populate the Employee Information in the worksheet:
•

Import a file, type or paste data directly into the cells provided. Validation is performed when you run
the upload program or open the Employee form.

•

Use the data entry assistance 'Employee' form to select and enter values. Data is validated and lists
of values are available where applicable.

•

Download existing records by using one of the following options:
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(i) Use the ‘Download Form’
(ii) Download from criteria entered directly into the worksheet
Then use one of the methods above to update the Employee information
If you are maintaining existing records it is highly recommended that you use the Download function to
extract the current information, then make your changes and reload back into Oracle HR.
Refer
Refer
Refer
Refer
Refer
Refer

to
to
to
to
to
to

section:
section:
section:
section:
section:
section:

Application Mode
Employee Form
Default Values
Download Employee/Applicant/Contingent Worker
Terminate Employee/Applicant/Contingent Worker
Re-hire Ex-Employees/Applicants/Ex-Contingent Workers

Application Mode
Before using the Wizard select the appropriate Application Mode for the type of person record being
Created/Updated.
Select either Employee, Applicant or Contingent Worker.
Note - You must also be in the related worksheet for the selected mode. If you are not, a message box
will display telling the user that required columns are missing for the applicable Mode.

Note - When moving from sheet to sheet within the Wizard the Application Mode must relate to the
current sheet otherwise required columns will be missing.
The selected Application Mode will be highlighted in the Employee Wizard Ribbon, as shown below:
Employee Mode

Applicant Mode
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Contingent Worker Mode

Refer
Refer
Refer
Refer

to
to
to
to

section:
section:
section:
section:

Employee Form
Download Employee/Applicant/Contingent Worker
Terminate Employee/Applicant/Contingent Worker
Re-hire Ex-Employees/Applicants/Ex-Contingent Workers

Employee Form
Position the cursor on the row you wish to enter or update the Employee information (below row 10). Click
on the ‘Edit Employee’ form button.

Alternatively, you can simply double-click in any cell on the row where you want to enter or update
Employee information.
The following form will appear:

Each tab across the top of this form corresponds to a different section within the worksheet. Sections and
fields will only be displayed if they are included in the current worksheet.
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The form has several different types of fields including free text, lists of values, date, time and search.
The following table explains how these may be used to populate the information.
Field Type

Free Text Field

Date Field

List of Values (LOV)

Description/Functionality

Key directly into the field.

Select a date from the calendar or key a date directly into
the field. The calendar will use the date format according
to your ‘Regional Short Date Format’ setting on your PC.

Use the dropdown arrow to select from the list.
You can also key first few characters directly into the field
and arrow down through the options.

Descriptive Flexfields (DFF’s) Descriptive Flexfields have complex validation according
to the set-up of your instance. Click on the flexfield
button and a separate form will open that enables you to
enter and validate the information.
If the set-up of your descriptive flexfield uses a ‘Context’
field, you will first need to select the context (and push
Enter) before the rest of the fields will display.
Each DFF segment will be written into a separate column/
cell in the worksheet. You need to have included all of
the relevant DFF columns (that you are using) in the
worksheet prior to entering the information.

Search Fields with LOV’s

Some lists of values (LOV’s) are very long and require
criteria to be entered prior to populating the list.
Enter the criteria (first few characters) into the field. You
can use % as a wild card. Click on the search ‘…’ button.
Use the drop-down button to select from the list (it will
return any values that meet the criteria entered).

Key Flexfields
(KFF’s)

Key Flexfields have complex validation rules according to
the set-up of your instance. Click on the ‘…’ button and
a separate form will open that enables you to enter and
validate the information.
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The resulting values will be concatenated together and
written into one column/cell within the worksheet.

Time Field

Key time directly into the field or worksheet using the
format HH24:MM
For example:
09:00 is 9am
17:00 is 5pm

[BLANK] Functionality

When you are changing an existing record, if you leave
a field blank by default, the current value will not be
changed as the Oracle API's do not treat null values as
updates.
However, in some circumstances you actually want to
force the field to be changed to Blank (no value). In this
situation you need to put the value ‘[BLANK]’ into the cell.
You can key this directly into the spreadsheet or you can
click on the rubber button
in the bottom-left corner
of the Employee form.
For example: An employee has an email address but we
want to set the field back to Blank (no value). You open
the Employee form for that employee, place your cursor
in the email address field and then click on the rubber
button

.

The value [BLANK] will be written into the cell. On upload
the value will be changed to have no value.

OK button

Once you have entered or updated the information for
an employee click on OK and the information will be
written into the worksheet (extra rows will be inserted if
required).

Cancel button

If you click Cancel no changes will be written into the
worksheet and the form will be closed.

Previous Employee button

If you click the Previous Employee button the
information for the current employee will be written into
the worksheet and you will be navigated up the worksheet
to the previous employee’s information.
The form stays open and displays the previous employee’s
information.
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Next Employee button

If you click the Next Employee button the information
for the current employee will be written into the
worksheet and you will be navigated down the worksheet
to the next employee’s information.
The form stays open and displays the next employee’s
information.

In each section you will need to select the appropriate ‘Update Mode’ if you are creating or maintaining
information. Refer to the section Understanding Effective Dates and Update Modes for further information.
Depending on the Update Mode chosen, the required/mandatory fields will be different. Mandatory fields
are colored yellow within the Employee Form.
The following paragraphs provide more detailed information by section:
Note - There is additional functional information for many of these sections under Troubleshooting.
Employee
• In ‘Update’ or ‘Create’ mode the ‘Start Date’ will become the ‘Effective Date From’ in Oracle HR in the
‘per_people_f’ table.
• In ‘Correct’ mode the ‘Start Date’ will be used to find the record to correct. Within Oracle HR the Start
and End dates of a corrected record will not be changed.
• The Person ID field must be left blank if you are creating a new employee.
• The Person ID field must be populated if you are maintaining an existing employee (hence we recommend
first downloading the current information).
• The ‘Employee Number’ field should be left blank if you are creating a new employee and your instance
has Employee Number generation set to automatic.
• Personal Details DFF button – Click on this button to maintain the ‘Additional Personal Details’ information.
Within Oracle HR this is the descriptive flexfield found on the bottom right-hand corner of the ‘Enter
and Maintain People’ form.
Note – This button will only be displayed if at least one Personal Details DFF Attribute column already
exists on the sheet.
• Further Person Info DFF button – Click on this button to maintain the legislation specific employee
information. Within Oracle HR this is usually found under the ‘Employment’ tab in the centre of the
‘Enter and Maintain People’ form.
Note - This button will only be displayed if at least one Further Person Info DFF Attribute column already
exists on the sheet.
Employee Extra Info
• The Extra Info Id field must be left blank if you are creating new Extra Information for this person.
• The Extra Info Id field must be populated if you are maintaining existing Extra information for this person
(hence we recommend first downloading the current information).
•
The Extra Info Type field must be populated before you can edit the associated Employee Extra
information.
• To edit the Employee Extra Info information, click on the
button. All enabled fields will be displayed
in the form, however only those columns that exist in the Wizard will be able to be updated.
• Insert Multiple Employee Extra Info data in separate rows in the worksheet or by using the additional
tabs in the form.
Termination
• The Update Mode field in the Employee section must be left blank.
• Usage of this section depends on which mode you are operating in.
• There are three options available for the Update Mode Termination in Employee Mode and Contingent
Worker Mode:
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(i) Terminate
o Actual Termination Date must be provided with a date, all other fielsd are non-mandatory (Note
– The date provided must be later than the Employee’s Start Date).
o Period of Service Id must be empty in Employee Mode.
o Period of Placement Id must be empty in Contingent Worker Mode.
(ii) Reverse Terminate
o Actual Termination Date must be entered and match the Actual Termination Date of the original
termination (Note – This date can be provided if you download the date into the sheet with the
Setup ribbon option ‘Download Ex Emp/Cont Workers’ switched on, as shown below:

(iii) Reference
o This marks this section to be skipped and does not upload any changes to the data.
•

To edit the Descriptive Flexfield information click on the DFF buttons
. There are two flexfields
available on the Termination section:
(i) Termination DFF
o Within Oracle this Descriptive Flexfield is known as Add’l Period of Service Det’s (Applicant and
Employee Modes) or Add’l Period of Placement Det’s (Contingent Worker Mode).
(ii) Further Termination Info DFF
o Within Oracle this Descriptive Flexfield is known as Add’l Periods of Service Information or Add’l
Periods of Placement Information (Contingent Worker Mode).

Employee Address
• The Address ID field must be left blank if you are creating a new address.
• The Address ID field must be populated if you are maintaining an existing address (hence we recommend
first downloading the current information).
• Click on the ‘Edit Employee Address’ button to edit the details of the address. Select the appropriate
Address Style (DFF Context) for your instance and click enter. The fields and lists of values depend
on the Address Style selected.
• To switch between multiple addresses, use the row of tabs titled ‘Employee Address 1’, ‘Employee
Address 2’ etc.
• To add a new address for the employee, click on the ellipsis

button.

Employee Phone
• The Phone ID field must be left blank if you are creating a new address.
• The Phone ID field must be populated if you are maintaining an existing phone (hence we recommend
first downloading the current information).
• To edit the descriptive flexfield information click on the DFF button
flexfield is known as Add’l Telephone Number Det’s.

. Within Oracle this descriptive

Contact
• The Contact ID and Relationship ID fields must be left blank if you are creating a new contact.
• The Contact ID field must be populated if you are maintaining an existing contact (hence we recommend
first downloading the current information).
• The Relationship ID must be populated if you are maintaining an existing contact relationship.
• In ‘Create’ mode the effective date will be used as the ‘Effective Date From’ for the person. In ‘Correct’
mode it will be used to find the record that needs to be corrected.
• The ‘Create Mirror’ and ‘Mirror Type’ fields can only be used when you are creating a new contact.
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Contact Address
• If you have more than one contact for this employee, you must first select the appropriate contact in
the contact tab, before going to the Contact Address tab.
• The Address ID field must be left blank if you are creating a new address.
• The Address ID field must be populated if you are maintaining an existing address (hence we recommend
first downloading the current information).
• Click on the ‘Edit Contact Address’ button to edit the details of the address. Select the appropriate
Address Style for your instance (click enter). The fields and lists of values depend on the Address
Style selected.
• To switch between multiple addresses, use the row of tabs titled ‘Contact Address 1’, ‘Contact Address
2’ etc.
• To add a new address, click on the ellipsis

button.

Contact Phone
• If you have more than one contact for this employee, you must first select the appropriate contact in
the contact tab, before going to the Contact Phone tab.
• The Phone ID field must be left blank if you are creating a new address.
• The Phone ID field must be populated if you are maintaining an existing phone (hence we recommend
first downloading the current information).
•

To edit the descriptive flexfield information click on the DFF button
flexfield is known as Add’l Telephone Number Det’s.

. Within Oracle this descriptive

Qualification
• There are three options available for the Update Mode Qualification:
(i) Create
o Qualification Type must be provided with a value, all other fields are non-mandatory.
o Qualification Id must be empty.
(ii) Correct
o Qualification Id must be provided, all other fields are non-mandatory.
o Oracle HR Date-tracking does not apply to Qualifications so there are no differing update modes
as for other sections.
(iii) Reference
o This marks this section to be skipped and does not upload any changes to the data.
• Insert multiple Qualification data in separate rows in the worksheet or by using the additional tabs in
the form
•

To edit the Descriptive Flexfield information click on the DFF buttons
. There are two flexfields
available on the Qualification section:
(i) Qualification DFF
o Within Oracle this Descriptive Flexfield is known Additional Qualification Details.
(ii) Further Qualification Info DFF
o Within Oracle this Descriptive Flexfield is known as Further Qualification Information.

Medical Assessment
• If you have more than one assignment for this employee, you must first select the assignment in the
Assignment tab, before going to the ‘Medical Assessment’ tab.
• In ‘Create’ or ‘Update’ modes, the effective date will be used as the ‘Effective Date From’ for the Medical
Assessment. In ‘Correct’ mode it will be used to find the record that needs to be corrected.
•
Multiple Medical Assessment records may be entered for one employee. To add a new Medical
Assessment for the employee, click on the ellipsis button
from the Medical Assessment tab of the
Employee Wizard form.
• The Medical Assessment ID field must be left blank in Create mode.
• The Medical Assessment ID field must be populated if you are maintaining an existing record (hence
we recommend downloading the current information first).
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• ‘Incident Reference’ field is a read-only field and it is populated only when a medical assessment
record exists as the result of an incident. Work Incident record and Medical Assessment record
related to the incident must be created in Oracle and cannot be created using the Wizard. The
Wizard will display existing medical assessments in Oracle that have an Incident Reference when you
download the employee to the sheet.
• To edit the descriptive flexfield information for Medical Assessment, click on the ‘Medical Assessment
DFF’ button. Within Oracle, this descriptive flexfield is known as Additional Assessment Details.
• To edit the descriptive flexfield information for Medical Assessment Further Info, click on the ‘Medical
Assessment Further Info’ DFF button. Within Oracle, this descriptive flexfield is known as Further
Medical Assessment Information.

Absence
• The Absence Attendance ID must be blank in ‘Create’ mode.
• The Absence Attendance ID must be populated when maintaining an existing assignment (hence we
recommend first downloading the current information).
• Depending on the set up of your instance you may have various dependencies between the lists of
values for Absence Type and Absence Reason. These dependencies will be validated when you attempt
to upload the information into Oracle HR. For example, if you inadvertently enter an Absence Reason
that is not valid for the Absence Type, then it will be rejected when you try to upload it, you can correct
the information and reload.
• Absence DFF – Click on this button to maintain the absence details descriptive flexfield information.
Within Oracle HR this is usually found on the bottom-right-hand corner of the ‘Absence’ form.
• To switch between multiple Assignments, use the row of tabs titled ‘Absence 1’, ‘Assignment 2’ etc.
• To add a new Absence, click on the ellipsis

button to the right of the last Absence tab.

Assignment
• In ‘Create’ or ‘Update’ modes the effective date will be used as the ‘Effective Date From’ for the
Assignment. In ‘Correct’ mode it will be used to find the record that needs to be corrected.
• The Assignment ID and Assignment Number must be blank in ‘Create’ mode.
• The Assignment ID must be populated when maintaining an existing assignment (hence we recommend
first downloading the current information).
• Depending on the set up of your instance you may have various dependencies between the lists of
values for Organization, Position, Job, Location, Grade, and Progression Point etc. The Lists of Values
currently display the full list for the current business group and these dependencies will be validated
when you attempt to upload the information into Oracle HR. For example, if you inadvertently enter a
job that is not valid for the position, then it will be rejected when you try to upload it, you can correct
the information and reload.
• Statutory Information KFF – This is set up according to the legislation code of the responsibility logged
in. Within Oracle HR this information is normally found under the ‘Statutory Information’ tab in the
centre of the ‘Assignment’ form.
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• Assignment DFF – Click on this button to maintain the assignment details descriptive flexfield information.
Within Oracle HR this is usually found on the bottom-right-hand corner of the ‘Assignment’ form.
• To switch between multiple Assignments, use the row of tabs titled ‘Assignment 1’, ‘Assignment 2’ etc.
• To add a new Assignment, click on the ellipsis

button.

Assignment Extra Info
• The Extra Info ID field must be left blank if you are creating new Assignment Extra Information for
this person.
• The Extra Info ID field must be populated if you are maintaining existing Assignment Extra information
for this person (hence we recommend first downloading the current information).
• The Extra Info Type field must be populated before you can edit the associated Assignment Extra
information.
To edit the Assignment Extra Info information, click on the
button. All enabled fields will be
displayed in the form, however only those columns that exist in the Wizard will be able to be updated.
• Insert Multiple Assignment Extra Info data in separate rows in the worksheet or by using the additional
•

tabs in the form.
Salary Proposal
• If you have more than one assignment for this employee, you must first select the assignment in the
Assignment tab, before going to the Salary Proposal tab.
• The Pay Proposal ID field must be left blank if you are creating a new salary proposal.
• The Pay Proposal ID field must be populated if you are maintaining an existing salary proposal (hence
we recommend first downloading the current information).
• The very first salary proposal for an employee cannot have any components and it will be automatically
created as ‘Approved’.
• If salary components are being entered for a salary proposal, you must indicate whether each component
is approved or not.
• If you enter both a Change Amount and a Change Percentage for a component, the Change Amount
will prevail.
• If the sum of the components does not add up to the Proposed Salary, the sum of the components
will prevail.
• You cannot change an approved salary component via the API. (You would need to use the Oracle Forms).
•
•

To edit the descriptive flexfield information click on the DFF button ‘Flexfield Salary DFF’
. Within
Oracle this descriptive flexfield is known as Add’l Salary Admin. Details.
To switch between multiple salary proposals, use the row of tabs titled ‘Salary Proposal 1’, ‘Salary
Proposal 2’ etc.

• To add an additional Salary Proposal, click on the ellipsis

button.

Salary Approval (included in ‘Salary Proposal’ tab)
• You can approve salaries as you create them.
• You can also approve existing salary proposals after download.
• To enable Salary Approval you need to include the columns ‘Update Mode Salary Approval’ and ‘Approved
Salary Approval’ in the worksheet.
• If you want to do an approval, set the Update Mode To ‘Create’ or ‘Update’ and the ‘Approved’ flag to ‘Yes’.
• There is a separate status column ‘Salary Approval Status’ for the salary approval function. The ‘Loaded’
or ‘Rejected’ status will be returned to this column.
• You cannot have any unapproved components when approving the salary proposal.
• IMPORTANT NOTES:
- Approving a salary proposal will automatically create Element Entries against the employee
assignment.
- You cannot correct a salary after it has been approved (using Employee Wizard). You need to correct
approved salaries using the Oracle Forms.
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Costing
• If you have more than one assignment for this employee, you must first select the assignment in the
Assignment tab, before going to the Costing tab.
• In ‘Create’ or ‘Update’ modes the effective date will be used as the ‘Effective Date From’ for the costing
record. In ‘Correct’ mode it will be used to find the record that needs to be corrected.
• Multiple Costing records may be used for one assignment. A blank row will always be made available
at the bottom of the list of records.
• The Cost Allocation ID field must be left blank in Create mode.
• The Cost Allocation ID field must be populated if you are maintaining an existing record (hence we
recommend downloading the current information first).
Payment Method
• If you have more than one assignment for this employee, you must first select the assignment in the
Assignment tab, before going to the ‘Payment Method’ tab.
• In ‘Create’ or ‘Update’ modes the effective date will be used as the ‘Effective Date From’ for the payment
method. In ‘Correct’ mode it will be used to find the record that needs to be corrected.
• Only enter a Payee Type and Payee if this payment method allows “Third Party Payments”. Otherwise
this record will be rejected when you attempt to load it.
• Only enter information into the Bank Details KFF if this payment method has a type of ‘NACHA’ ‘Direct
Deposit’ or some other electronic payment type.
• You need to end-date or purge a payment method using the Oracle Forms (not via this Wizard).
• To switch between multiple Payment Methods, use the row of tabs titled ‘Payment Method 1’, ‘Payment
Method 2’ etc.
• To add an additional Payment Method, click on the ellipsis

button.

Budget
• If you have more than one assignment for this employee, you must first select the assignment in the
Assignment tab, before going to the Budget tab.
• In ‘Create’ or ‘Update’ modes the effective date will be used as the Effective Date From for the Budget
record. In ‘Correct’ mode it will be used to find the record that needs to be corrected.
• Multiple budget records may be created for one assignment. A blank row will always be made available
at the bottom of the list of records.
• The Budget ID field must be left blank in Create mode.
• The Budget ID field must be populated if you are maintaining an existing record (hence we recommend
downloading the current information first).

Oracle HRMS Performance Review Data Entry
There are two types of performance records, those related to reviews created for the employee and those
not related to reviews.
Performance Review
To enter performance review information without assigning it to an existing employee review record,
structure the Oracle entry similar to the screenshot below:
People| Assignment | Others | Performance
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Note - The fields in the 'Interview' section are blank.
To create 'Performance' data without assigning to an existing review using Employee Wizard, structure the
sheet data similar to the screenshot below:

Note - This section is called 'Emp Performance'.
There is no requirement to have the 'Review' and 'Performance Review'.
Review and associated Performance Review
To enter Review and then the related Performance Review information, structure the Oracle entry similar
to the screenshot below:
First create the 'Review' record:
People| Assignment | Others | Reviews
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Then create the related performance review record:
People| Assignment | Others | Performance

To create the 'Review' and related 'Performance Review' data in a single upload using Employee Wizard,
structure the sheet data similar to the screenshot below:

Note - The following columns must also have data to enable the correct employee and assignment records
to be located:
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US Federal Tax and US State Tax
• These two sections apply to the ‘US’ legislation code only.
• In ‘Create’ or ‘Update’ modes the effective date will be used as the ‘Effective Date From’ for the tax
record. In ‘Correct’ mode it will be used to find the record that needs to be corrected.
• The federal_tax_rule_id / state_tax_rule_id must be blank in ‘Create’ mode.
• The federal_tax_rule_id / state_tax_rule_id must be populated when maintaining an existing tax record
(hence we recommend first downloading the current information).
• To switch between multiple State Tax Rules, use the row of tabs titled ‘US State Tax 1’, ‘US State Tax 2’.
• To add a new US State Tax, click on the ellipsis
button.
• When you are creating a new employee, if you enter no tax information, you may automatically get a
Federal Tax Record and State Tax Record(s) created. Test your scenarios.
• There are some known rounding issues with the following fields (logged with Oracle Support): FIT
Override Regular Rate; FIT Override Supplemental Rate; SIT Override Regular Rate; SIT Override
Supplemental Rate. If you use these fields, test thoroughly and discuss with our support team any issues.
Refer
Refer
Refer
Refer
Refer

to
to
to
to
to

section:
section:
section:
section:
section:

Application Mode
Download Employee/Applicant/Contingent Worker
Upload Employees
Terminate Employee/Applicant/Contingent Worker
Re-hire Ex-Employees/Applicants/Ex-Contingent Workers

Terminate Employee/Applicant/Contingent Worker
To terminate employee records ensure you have the 'Termination' section in your Wizard layout. Refer
to the Set up the Template section for more information how methods of adding sections and columns to
your layout.
Suggested Methodology:
1) Ensure your Wizard template matches the 'Application Mode' selected in the ribbon.
2) Download the current employee records to be terminated.
3) Open the 'Employee' form and populate the applicable fields in the 'Termination Section'.
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4) Ensure the 'Update Mode' in the 'Employee' section is blank.
5) Upload the record(s). Refer to the Upload Employees section for more information.
If you receive an error when you terminate an employee, when other changes were made on the same
day (or it was created that day), it is best to terminate the employee the following day. This is a rejection
from the API, not a Wizard data issue.
Refer
Refer
Refer
Refer

to
to
to
to

section:
section:
section:
section:

Application Mode
Employee Form
Download Employee/Applicant/Contingent Worker
Re-hire Ex-Employees/Applicants/Ex-Contingent Workers

Re-hire Ex-Employees/Applicants/Ex-Contingent Workers
Suggested Methodology:
1) Ensure your Wizard template matches the 'Application Mode' selected in the Ribbon.
Note - For performance you only need an 'Employee' section in your template layout.
2) Download the Ex-employee or Applicant records.
3) Open the 'Employee' form and change the 'Update Mode' to 'Re-hire' for Employees or 'Hire' for
Applicants.
4) Set the 'Person Type' to 'Employee'.
5) Populate the 'Re-hire Date'.
6) Upload the record(s). Refer to the Upload Employees section for more information.
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Note: Applicants can be hired in one step if you enable the 'Auto Accept Hired Applicants' icon in the
setup ribbon. This will do the Accept and the Hire in one step.

You cannot rehire an ‘Ex-employee’ or ‘Applicant.Ex-employee’ unless a ‘Final Process Date’ exists for their
previous period of service.
Applicant Hire - When user gets the following error ‘The assignment specified by person id is invalid’, the
user must go to Oracle, find Applicant, click ‘Others’ ‘Application’ then Ok. Change Status to ‘Accepted’,
Update and Save.
You may get a datetrack error when rehiring an employee you have terminated today. To work around
this, change the ‘Effective Date’ in the Employee Wizard ribbon to be a day ahead (or do your termination
with an Effective Date).
Refer
Refer
Refer
Refer

to
to
to
to

section:
section:
section:
section:

Application Mode
Employee Form
Download Employee/Applicant/Contingent Worker
Terminate Employee/Applicant/Contingent Worker

Reverse Terminate Ex-Employees/Ex-Contingent Workers
Note - This functionality is not available for Applicants as API's do not exist.
Suggested Methodology:

More4apps - User Documentation
1) Ensure your Wizard template matches the 'Application Mode' selected in the Ribbon and the 'Termination'
section exists in the Wizard layout.
2) Ensure the 'Download Ex Emp/Cont Workers' button is toggled on in the Wizard Setup ribbon to be able
to also download records where they have already been terminated. You will also be asked if you want
to include current records at the same time.

3) Download the Ex-employee or Ex-Contingent Workers records using the 'Download via sheet' or
'Download via form' button in the 'Main' ribbon.
4) Double-click on a record to open the data entry form and click on the 'Termination' tab. Change the
'Update Mode' to 'Reverse Terminate'.
5) Ensure the ‘Actual Termination Date’ is the date they were last terminated.
When performing a Reverse Terminate the fields highlighted below must be completed:

Note - The ‘Actual Termination Date’ in the Wizard must match the existing ‘Actual Termination Date’
in Oracle for the Reverse Terminate to upload successfully.
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6) Upload the record(s). Refer to the Upload Employees section for more information.
Example of Contingent Worker Termination form:

Note: You cannot reverse the termination of an Employee or Contingent Worker if the Actual Date
is not the date they were last terminated or is missing. This date value is the ID used to locate the
appropriate termination record.
You can also reverse the termination of an Employee or Contingent Worker and create a new termination
date in one transaction. You do however need to have them in a strict order of: Reverse Termination,
then the new Terminate date on the line directly below.

Refer
Refer
Refer
Refer
Refer

to
to
to
to
to

section:
section:
section:
section:
section:

Application Mode
Employee Form
Default Values
Download Employee/Applicant/Contingent Worker
Terminate Employee/Applicant/Contingent Worker

Default Values
Row 10 of the Wizard is reserved for Default Values. Any data rows below Row10 will be populated with
default values if they are blank. This occurs when validation is initiated on the worksheet and also when
the data entry form is opened.
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Any values that exist in the Default Values (Row10) where the column is hidden, will default to your data
entry rows.
Standard validation will apply if the defaulted value is not valid for the field.
Default data can be derived from either:
Any manually entered value

A formula i.e. =TODAY()

A Profile Option i.e PROFILE: <Profile Name>

Note: A PROFILE query must be prefixed with PROFILE: otherwise an error will be returned.
<Profile Name> is the profile name and not the 'User Profile Name' value. For example the profile: GL
Ledger ID has a profile name of 'GL_SET_OF_BKS_ID'

Download Employee/Applicant/Contingent Worker
There are three options provided by the Employee Wizard to download existing Employee/Applicant/
Contingent Worker and related information into your worksheet from Oracle Human Resources. The
information can subsequently be modified and reloaded.
Option 1 – Use Download via Form which provides multiple criteria for you to target the required
information.
Option 2 – Use Download via Sheet option and enter multiple criteria into your worksheet to download
based on the data entered.
Option 3 – Use the Custom Query Tab. This feature allows users to run pre-defined queries created by
their Administrators where they are assigned to the same Oracle Responsibility being used in the Wizard.
Refer
Refer
Refer
Refer

to
to
to
to

section:
section:
section:
section:

Download via Form
Download via Sheet
Custom Query Tab
Set up the Template
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Refer to section: Upload Employees

Download via Form
Place your cursor somewhere in the sheet below row 10. Data will be downloaded at this point, pushing
all existing rows downwards.
Click on the ‘Download’ button and select ‘Download via form’

This opens the Employee Download form:

Enter criteria into one or more of the filters above. Click on the ‘Search’ button.
Note – ‘Restrict Extra Information download’ section will only be visible in the Download form, if the
‘Employee Extra Info’ columns are visible in the worksheet.
The employees that meet the criteria (as at the Effective Date on the ribbon) will be displayed in the
‘Available Employees’ list.
Use your cursor to select specific employees for download (To quickly select everyone click on the first
person, hold down Ctrl, Shift and hit the End Key).
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Click on the forward arrow ‘>’ to move employees from the ‘Available Employees’ list into the 'Selected
Employees' list.
Click on the ‘Download’ button.
The employees will be extracted into the worksheet as at the Effective Date on the Employee Wizard ribbon.
Update these employees by keying directly into the fields, or by using the Employee Form method
mentioned above.
Additional Download Controls for Employee and Applicant Mode
There may be situations where Ex-Employees or Ex-Contingent workers may be created as new applicants.
A new defaulting control 'Download Ex Emp/Cont Workers' toggle button that allows the possible download
of historical records into the Wizard has been added to the Setup Ribbon:

Employee Mode - When toggled on the user can select to include current Employees to default in the
Employee Download form:

Note – Users can still override this selection, if required, in the Employee Download form.
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Applicant Mode - When toggled on the user can select to include Ex-Employees to default in the
Download form:

Note – Users can still override this selection, if required, in the Applicant Download form.
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Refer
Refer
Refer
Refer
Refer

to
to
to
to
to

section:
section:
section:
section:
section:

Download Employee/Applicant/Contingent Worker
Download via Sheet
Custom Query Tab
Set up the Template
Upload Employees

Download via Sheet
As an alternative to the Download form, you have the option to download information based on data
in the spreadsheet. This download method relies on the values specified in the column. This option
is currently limited to the Person ID, Contingent Worker Number, Last Name, First Name and National
Identifier columns. Of course this can be expanded, so please ask if you require additional columns in
the selection criteria.
Note – When using the ‘Download via sheet’ option in the Wizard, the ‘Default Values’ row (Row 10) is
not used.
Enter the criteria for the download directly into the worksheet.

Select the rows to download and click ‘Download via sheet’ as shown below.
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The results of the download are returned directly to the sheet.
Refer
Refer
Refer
Refer
Refer

to
to
to
to
to

section:
section:
section:
section:
section:

Download Employee/Applicant/Contingent Worker
Download via Form
Application Mode
Employee Form
Terminate Employee/Applicant/Contingent Workers

Custom Query Tab
Employee Wizard has our latest flexible downloading option available in a separate 'Custom Query' ribbon.

Refer to section: Custom Query Ribbon for more information on each button.
This feature allows users to run pre-defined queries created by their Administrators where they are assigned
to the same Oracle Responsibility being used in the Wizard.
This powerful download option enables the simple mapping of Oracle E-Business Suite data directly into
the appropriate Wizard columns, making subsequent uploading a breeze.
The pre-defined queries can include run-time filters or you can add you own additional filters before
downloading the data.

There are three main user buttons available on the Custom Query ribbon:

a)

Download Form - Where additional filters can be added using a form.

b)

Download from Sheet - Where sheet criteria is used for additional download filters.

c)

Print Column Headers - Where the column headers are printed to the worksheet.

Note - The other two buttons in the 'Manage Queries' section on the ribbon are only available to users
with System Administrator access:
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Information on how to use these options to Create, Maintain, and Assign Query Sets, can be
found on the More4Apps website Common User Instructions: Custom Query Add-In
This functionality can be suppressed by setting the profile option ‘More4Apps: EMW Suppress Custom
Query Functionality’ to ‘Yes’ at the user, responsibility or site level.
When this profile option is set (at the appropriate level) selection of any custom query icon will produce
a message of ‘The custom query functionality has been disabled by your System Administrator. Please
contact your System Administrator’.
Refer to section: Custom Query Tab - Download Form
Refer to section: Custom Query Tab - Download from Sheet
Refer to section: Custom Query Tab - Print Column Headers

Custom Query Tab - Download Form
Use the Download form to select a pre-defined query to run where you want to use additional filters that
don't exist in the query definition.
1. Select ‘Download Form’ option from the Custom Query ribbon.

2. Choose the Query Set from the dropdown list provided.

3. On the ‘Settings’ tab indicate if you will be using existing Column Headers and if so in what row they
are held. If using your existing worksheet they will be in row 9.
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4. Add a filter first and then complete the appropriate details in the filter fields for each query and click
the ‘Add’ button to create the run-time filter.
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5. Click the ‘Download’ button to retrieve the records based on your selected Query Set.
Note - To ensure data is downloaded into the appropriate columns in the sheet, ensure your System
Administrator uses column aliases in the select statement that map exactly to Wizard columns.
For example, this Wizard column can be aliased using either of these formats:

select name "Batch Name" from gl_je_batches
select name batch_name from gl_je_batches
Refer to section: Custom Query Tab - Download from Sheet
Refer to section: Custom Query Tab - Print Column Headers

Custom Query Tab - Download from Sheet
Use the 'Download from Sheet' option to select a pre-defined query to run where you want to use additional
filters by using data entered in Wizard columns:
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1. If the worksheet doesn’t already have the column headings, follow the step below, otherwise skip to
Step 2.
Select ‘Print Column Headers’ option from the Custom Query ribbon.

Select the ‘Query Set’ and confirm the row number to print the headings on:

Click ‘Continue’ to print the column headings from your Query Set into the nominated row.
Note – If copying into a More4Apps Wizard, the Column Headings MUST be on Row 9.
2. Click on a blank row below the column headings. Be sure to click below the ‘Default Values’ (row 10)
if you are intending to download the data into a More4Apps Wizard template.
3. If you want to apply a filter to your download, enter the details in the appropriate column of your
worksheet and highlight the rows covering these details as shown in the following screenshot:
Example screenshot Price List Wizard:

4. Click the ‘Download from Sheet’ button on the Custom Query ribbon.

More4apps - User Documentation
5.

Choose the appropriate Query Set and then click on the ‘Download’ button.

Note – The column names used by the query are dictated by the ‘Setting’ tab of the ‘Download
Form’ as illustrated below. This should be 9 if you are downloading to a Wizard template.

Refer to section: Custom Query Tab - Download Form
Refer to section: Custom Query Tab - Print Column Headers

Custom Query Tab - Print Column Headers
Use the 'Print Column Headers' option to write the column names from the selected query into a
worksheet. This can be any worksheet and doesn't need to be in a Wizard format. It is a useful method to
first create column headers and then write data into the same sheet using either of the above 'Download'
buttons.
1. Create a new Worksheet.
2. Click the 'Print Column Headers' button.

3. Select the appropriate Query Set and Row number to print the headings in.
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4. Click 'Continue' to write the column headings.
Note – Column headers are pasted into the nominated row commencing in column ‘A’.
5. You can now use the download options to write information into the sheet.
Note the following:
(a) You will need to have your cursor below row 10.
(b) If you are using a ‘Non Wizard’ worksheet then you will need to dictate where you have
created the headings. For example in the screenshot above the headings will have been
written to row 1 so you need to ensure the query uses this row to determine the column
names. This is provided on the ‘Settings’ tab of the Download form.
Refer to section: Custom Query Tab - Download Form
Refer to section: Custom Query Tab - Download from Sheet

Upload Employees
Select the function on the ribbon that you need the Wizard to perform. The choices are:
Validate only – Use this option if you need to validate the information in the worksheet.
Validate and Upload – Use this option if you need to validate and upload the information into Oracle
Human Resources.

There are three ways of selecting which Employees will be validated/uploaded as per sections listed below.
Refer to section: Upload a Single Employee
Refer to section: Upload a Range of Employees
Refer to section: Upload All Employees

Upload a Single Employee
Place your cursor in a cell on a row containing the employee you need to validate/upload. The columns
selected are NOT important.
Select either ‘Validate only’ or ‘Validate and Upload’ from the drop-down list on the ribbon.
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Click the ‘Upload’ button and select ‘Upload Selected’ on the ribbon.

The information for this employee will be Validated/Uploaded.
Refer to section: Upload a Range of Employees
Refer to section: Upload All Employees
Refer to section: Error Handling and Validation

Upload a Range of Employees
Use your cursor to select multiple rows containing the employees you need to validate/upload. The columns
selected are NOT important.
Select either ‘Validate only’ or ‘Validate and Upload’ from the drop-down list on the ribbon.
Click the ‘Upload’ icon and select ‘Upload Selected’ on the ribbon.

The information for these employees will be Validated/Uploaded.
Refer to section: Upload a Single Employee
Refer to section: Upload All Employees
Refer to section: Error Handling and Validation

Upload All Employees
Select either ‘Validate only’ or ‘Validate and Upload’ from the drop-down list on the ribbon.
Click the ‘Upload’ icon and select ‘Upload All’ on the ribbon.

This upload option ignores the cursor location and goes straight to row 10 to begin validating/uploading
the entire worksheet.
Employees who already have an Upload Status of ‘Processed’ will not be processed again.
Refer to section: Upload a Single Employee
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Refer to section: Upload a Range of Employees
Refer to section: Error Handling and Validation

Error Handling and Validation
There are two levels of validation:
• Spreadsheet Validation - The Employee Form validates the data using lists of values, date formats, field
lengths and some other field level validation.
•

Upload Validation - The upload process will perform the spreadsheet validation above as well as the
validation within the API.

Data keyed directly into the worksheet (not via the Employee Form) will be validated when it is uploaded. If
you wish to check anything before it is uploaded, simply open the form. Alternatively, select the ‘Validate
only’ option on the ribbon and click on Upload.
Refer to section: Status and Message Columns
Refer to section: Correcting Errors and Reloading
Refer to section: Understanding Effective Dates and Update Modes

Status and Message Columns

Every worksheet will be created with an ‘Upload Status’ and a ‘Rejection Reason’ column.
The ‘Upload Status’ is used to record the overall status for each employee. The upload status may be:

Status

Status Explanation

Blank

Prior to running the validate/upload process or nothing found for criteria selected.

Processed

All the information for this employee has been successfully loaded into Oracle HR.

Rejected

All the information for this employee has NOT been successfully loaded into Oracle HR.
(Refer to the section status to see what has loaded and what has rejected).

No Action

All the information for this employee requires no action, because it has no Upload mod
or has previously been processed (i.e. no update modes populated).

The ‘Rejection Reason’ is used to record any warning or error messages resulting from the validate/upload
process e.g. “You have tried to complete a date effective update for the record which starts on the same
day”.
Every worksheet will also have a status column for each section selected in the template form. The section
status columns (e.g. Employee Status, Employee Phone Status) are used to record the progress of the
individual records within each section for each Employee. The section status may be:

Status

Loaded

Status Explanation
The information in this row for this section has been successfully
loaded into Oracle HR.
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Rejected

The information in this row for this section has been rejected by the
API (load) process.

Warning

There is a warning message for this section. Generally this is because
no update mode has been provided so no processing could be done.
This may be intentional and you may not need to create/update
information in this section for this employee.

Invalid

Validated

All the information for this employee requires no action, because it
has no Upload mode(s) or has previously been processed (i.e. no
update modes populated).
The information in this row has successfully passed the spreadsheet
validation but has not been loaded into Oracle HR. This may occur
if a parent record was rejected and then this record could not be
loaded.

Example: Maintaining some Employees and their Addresses.
The following columns will appear in the spreadsheet:
•
•
•
•
•
•

Upload Status
Rejection Reason
Employee Status
Employee Address Status
Multiple Columns for Employee Information
Multiple Columns for Address Information

In the following example, one employee was rejected with the message ‘The details entered for gender and
title are inconsistent’. A second employee was rejected by the spreadsheet validation with the message
‘Title: “Lady” is not a valid value’. All other employees were successfully processed.

Refer to section: Correcting Errors and Reloading
Refer to section: Understanding Effective Dates and Update Modes

More4apps - User Documentation

Correcting Errors and Reloading
If you have a Rejected or Invalid status in any of the status columns, you need to read the message in
the ‘Rejection Reason’ column and investigate the data.
Errors in the section ‘Status’ column will relate to data on the same row in the relevant section (remember
the ‘Upload Status’ column is the overall result for that employee).
To correct the information either key directly into the worksheet, or open the Employee Form.
Once the data has been corrected you can choose to either upload one row, selected rows or the entire
worksheet. Refer to section: Upload Employees
Employees who already have an Upload Status of Processed will not be processed again. Sections with
a status of Loaded will not be processed again.
Continuing the previous example, after correcting the data and re-running the ‘Validate and Upload’
process, will show all records have successfully transferred into Oracle HR.

Refer to section: Status and Message Columns
Refer to section: Understanding Effective Dates and Update Modes

Understanding Effective Dates and Update Modes
It is very important that when using this tool, you have a good understanding of how Update Modes and
Effective Dates work in Oracle HR and the Wizard.
This is Oracle terminology and functionality that has been incorporated into this product. It is necessary
to successfully load data into Oracle HR.
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Refer to section: Effective Dates
Refer to section: Bulk Upload Records with different Effective Dates
Refer to section: Update Modes

Effective Dates
Effective Dates add the dimension of time to the Oracle HR application. The Effective Date enables you to
change your view of the information forward or backward in time to see how the information has changed.
If you query employee information in Oracle HR with your effective date set to today you may get a different
result than if you query the same employee with the effective date set to one year ago. The employee
could have had any number of changes, for example Last Name, Marital Status, Title.
The Effective Date also enables you to create records backward or forward in time (you can determine
when these changes take effect from).
Within Employee Wizard there is an Effective Date set on the ribbon. The Effective Date will default to
‘Today’, which you can change by using the calendar button or selecting a previously used session value
from the dropdown list.

The Effective Date on the ribbon affects the List of Values available in the Employee Form. Values will only
be listed if they are valid as at the Effective Date.
The Effective Date on the ribbon also affects the records that are downloaded into the worksheet. Employee
and Assignment information will be downloaded as at the Effective Date on the ribbon.
The Effective Date on the ribbon is also used in most Update modes to avoid the 'ORA-20000:
hr_person_api.update_person returned: DateTrack update not allowed for a record which started today'
error. The only exception to this is in the Applicant Mode, when converting ex Employees/Cont Workers to
Applicants the Date Received, if populated in the Wizard is applied.
The ribbon effective date can be used against a single record, a selection of records or all records on
the current sheet. Note: The ribbon effective date can only apply the one set date to multiple records.
To apply different effective dates to multiple records, please refer to section Bulk Upload Records with
different Effective Dates
Refer to section: Update Modes

Bulk Upload Records with different Effective Dates
You can upload changes to multiple workers using different effective dates, this overrides the setting in
the Wizard ribbon and is a column in the sheet.
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You can enter different start dates against each record – In the following example, the first four records
are being updated with an email address, each to take effect on a different date. The last two records
are new employees being created, with different effective dates.

Notes:
•

The ‘Upload Effective Date’ overrides the ribbon effective date. If no ‘Upload Effective Date’ is
entered against a record, the ribbon effective date is used.

•

The ‘Upload Effective Date’ is applied to each Employee (or Applicant, Contingent worker etc.), not
each row or section – Only one date should be allowed per uploaded employee. If the Employee
entry spans multiple rows in the worksheet the first date (in row order) will be applied and any other
lower dates should be rejected.
If there is only one date for the employee rows, it will be accepted no matter which row it is on.
If you are creating an employee for the first time, the column ‘Start Date Employee’ has an impact.
If it is left empty it will default to the value in the ‘Override Upload Effective Date’ column if there is
a value, or failing that to the ‘Effective Date’ on the Wizard ribbon.
If there is a value specified there, that date overrides the other (Effective Date) values mentioned
above, as it makes no sense to create Employees where their Assignments, Addresses etc are not in
sync with the start date of the Employee (person) record itself.

•
•

Refer to section: Effective Dates
Refer to section: Update Modes

Update Modes
Update Modes are used to determine what type of action to take when creating or updating records
within Oracle HR.
The Update Mode is used in conjunction with the Effective Date (examples follow).
The Update Mode within Employee Wizard may be one of the following values:
• Create – A new record needs to be created in this section. For example, set the Update Mode in the
address section to ‘Create’ if you are adding a new address for an employee.
On Creation of an Employee (or Applicant/Cont. Worker) the start date of the Employee is used for all
other sections in the layout, unless the user expressly adds a start date to those applicable sections
such as Address and Phone.
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• Correct – Overwrite/replace the old values with the new values. The interface program will use the
effective date to find which record to correct. This is particularly relevant if there have been a series
of changes over time and you are going back in time to correct a particular record.
• Update – This will automatically End date the current record and create a new record starting on
the effective date with the new information. The old record will have an end date the day before the
effective date. The new record will have an end date of 31-Dec-4712.
Note - The effective date in 'Update' mode is the Ribbon Effective Date.
This mode cannot be selected if the record you are updating started on the same day as the effective
date. In this situation, you should be choosing to ‘Correct’ the record.
This mode cannot be used if records already exist that start after the effective date. In this situation
either the ‘Update Override’ or ‘Update Insert Change’ mode must be selected. If you choose
‘Update’ and future records exist, the upload program will reject the record and you will be able to
choose one of the other options.
• Update-Override – The changes being made take effect from the effective date until 31-DEC-4712.
All future dated changes are deleted.
Note - The effective date in 'Update' mode is the Ribbon Effective Date.
This mode can only be used if records already exist that start after the effective date.
• Update-Insert Change – The changes being made to the record will take effect from the effective
date until the end date of the current record. At that point the next change (that already exists) will
take effect.
Note - The effective date in 'Update' mode is the Ribbon Effective Date.
This mode can only be used if records already exist that start after the effective date.
•

Accept - The Accept mode is specific to Applicant Assignments. Before you can hire an applicant you
need to formally accept the application assignment. There is a method to bypass this by switching
on the ‘Auto Accept Hired Applicants’ control on the setup ribbon. If this control is set the acceptance
and the hiring occur together when uploading the Applicant with Update Mode = Hire, if this is not set
you need to accept the Applicant Assignment prior to hiring the Applicant.

• Reference – This record will not be changed in Oracle HR, it is only included as a reference for other
sections. For example you may need to include the employee section (Person ID, Employee Number
and Name fields) within the spreadsheet as a reference when updating other sections, but you may
not actually want to change any of this information within Oracle HR. This is effectively the same as
leaving the field blank except the warning messages re no Update Mode will be suppressed.
• Blank (No Update Mode entered) – This record will not be changed in Oracle HR. You will receive a
warning message indicating that no Update Mode has been entered and that this section will not be
processed for this employee.
You may intentionally leave many Update Modes blank. For example you may download several
hundred employees with their addresses and phone numbers. You may only need to change some
addresses and phone numbers, leaving the remainder with no Update Mode. You can then upload the
entire sheet and only those with an Update Mode will be processed.
Note: Some sections within Employee Wizard have a reduced list of update modes available. This has
been determined by what the Oracle API (programmable interface) will allow for each section.

Within Employee Wizard there is an Effective Date set on the ribbon. The Effective Date will default to
‘Today’, which you can change by using the calendar button or selecting a previously used session value
from the dropdown list.
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The Effective Date on the ribbon affects the List of Values available in the Employee Form. Values will only
be listed if they are valid as at the Effective Date.
The Effective Date on the ribbon also affects the records that are downloaded into the worksheet. Employee
and Assignment information will be downloaded as at the Effective Date on the ribbon.
The Effective Date on the ribbon is also used in most Update modes to avoid the 'ORA-20000:
hr_person_api.update_person returned: DateTrack update not allowed for a record which started today'
error. The only exception to this is in the Applicant Mode, when converting ex Employees/Cont Workers to
Applicants the Date Received, if populated in the Wizard is applied.
Refer to section: Effective Dates
Refer to section: Bulk Upload Records with different Effective Dates

Ribbons
There are three ribbons for the Employee Wizard:
• Employee Wizard – Setup Ribbon is used to help set up the Wizard.
• Employee Wizard Ribbon is used to carry out functions when working in your workbook.
• Custom Query Ribbon is used to download records to Excel.
The menus are also available using the right mouse click functionality within Excel. If you press the right
mouse button you will see the Employee Wizard Ribbon options.
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Refer to section: Employee Wizard - Setup Ribbon
Refer to section: Employee Wizard Ribbon
Refer to section: Custom Query Ribbon

Employee Wizard - Setup Ribbon
The following table provides a quick reference to the Employee Wizard - Setup Ribbon and its functions.

Excel 2007 or Later

Icon

Description/Functionality

Setup Visibility

Once your set-up is done you may not want your users to change the
set-up so you can hide the setup ribbon.
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There are three options:
Show at Start-up – The setup menu always appears.
Hide at Start-up – The setup menu is hidden but can be found
using:
View > Macros > ShowWizardToolbars and click ‘Run’.
Hide Permanently – The setup menu is hidden and cannot be
displayed. Revert back to a copy of the original workbook to display
the menu.

Login Method

You can choose one of three methods for logging in:
Standard Login – This will use single sign-on where available.
Alternative Login – This will use application level sign-on.
Standard Login (SSO Bypass) – This will use Single Sign-On
Bypass and can be used if you have SSO installed but want to bypass
the SSO mechanism. The user will be authenticated to the internal
FND_USERS table rather than the external SSO.

Debug Upload

For the 5x ‘Debug Upload’ options mentioned below, the user will
be under instruction from More4Apps Support (used for Support
purposes only). The default value is ‘Debug off’ unless instructed by
More4Apps to change:
Debug off – Disables any of the above options that are enabled.
Debug mode – Turns on the More4Apps debug facility to generate
debug messages to assist with product troubleshooting.
DB Trace mode – Generates a database trace for database Version
9i.
End to End Trace – Database trace generated for performance
analysis and product troubleshooting.
End to End Trace Unlimited Size - This option allows the
maximum size of trace files created whilst debugging to become
unlimited. This resolves the scenario when trace files are too large
that they were being truncated.
A message box will be displayed when this option is chosen allowing
the user to cancel and not set the trace off:
“Please only use this under More4Apps advice. A very large trace
file may be created. If you are unsure, please use the End to End
Trace’ option rather than the ‘End to End Trace Unlimited Size’
option”.

Auto Accept
Hired Applicants

Use this button to automatically accept and hire Applicants in a
single step.

More4apps - User Documentation

Check for Duplicates

Use this button to prompt the user with a warning, when creating an
Employee with a duplicate National ID or Last-name + First-name
duplicates.
This button can be ignored.

Download Ex Emp/
Cont Workers

In ‘Applicant’ Mode you toggle this button on to display a Settings
form to make a choice for the following to be ‘Included in Download’
in the ‘Applicant Download’ form:
#

Applicants

#

Ex Employees

#

Ex Contingent Workers

Note – This icon has to be toggled on for the ‘Included in Download’
choices to show in the ‘Applicant Download’ form.
In ‘Employee’ or ‘Contingent Worker’ Mode you toggle this button on
to display a Settings form which says you have selected to download
the Ex Emp/Cont Workers and whether you wish to include current
Employees/Contingent Workers also.

Edit Template

Show or Hide Template worksheet. If you modify the template
worksheet, subsequent worksheets created using the ‘New Sheet’
button will be based on this template.
Note - Employee Wizard has a Template Form that you should use
to select the sections and columns that you need displayed in the
worksheet. In the majority of cases it will be unnecessary to modify
the template worksheet directly.

Customize Fields

A form will open that will enable you to select specific sections and
fields that need to be included in the worksheet.
You can subsequently re-open this form and select new sections/
fields and create worksheets with different layouts for different
purposes.

message of ‘Logged to More4Apps tab ON’ is received. When an
upload is undertaken a new ‘More4Apps’ worksheet will be created
and will be used for the support team to resolve any issues.
By default this will be set to ‘OFF’.

Export URL

Export Login Configuration Settings to Current Sheet.
The login configuration allows you to store links to multiple instances
of Oracle Applications. Create a new blank sheet (insert worksheet)
and click on this button. The current login configuration will be
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copied into cell A1. This can then be copied into another workbook
(into cell A1) and imported using the option below.

Import URL

Import Login Configuration Settings from Current Sheet.
The login configuration that has been copied into cell A1 of the
current sheet will be used to set up the list of instances available in
this workbook.

Refer to section: Employee Wizard Ribbon
Refer to section: Custom Query Ribbon

Employee Wizard Ribbon
The following table provides a quick reference to the Employee Wizard Ribbon and its functions.

Excel 2007 or Later

Icon

Description/Functionality

Log out

This will log you out of the Application (ie terminate your Oracle
database connection).

About

Displays the version and licencing information.
You need to click on this button to load a new licence key or modify
the list of named users.

Show/Hide Login Info

This button toggles the display of the ‘Login Info' information on
the ribbon.

Employee Mode

When either of these 3x Application Modes are shown on the
Employee Wizard Ribbon, this indicates that you are in this
particular Application Mode.

More4apps - User Documentation
Applicant Mode

Contingent Worker Mode

New Worksheet

A new worksheet will be created based on the current Employee
template.

Edit Employee

A form will open that enables you to enter/update the employee
and assignment information. You do not have to use this form, you
can ‘Copy and Paste’ or key directly into the fields if you prefer.
If you use this form, some validation will be done as you enter the
information e.g. lists of values will be displayed, field lengths will
be enforced.

Select Effective Date

This option enables you to set the ‘Effective Date’ that will be used
for the ‘Lists of Values’ in the Employee Form. This effective date is
also used when selecting records to be downloaded and in 'Update'
modes.

Validate Option

You can choose whether to ‘Validate and Upload’ or ‘Validate only’
when uploading lines into the application.
This selection is used in conjunction with the ‘Upload Selected’ rows
button and the ‘Upload All’ rows button (below).

Effective Date

This option displays the ‘Effective Date’ that will be used for the
‘Lists of Values’ in the Employee Form. This effective date is also
used when selecting records to be downloaded and in 'Update'
modes.
By default it will be set to ‘Today’, to change it you can use the
‘Select Effective Date’ button or selecting a date (if it exists) from
the dropdown list.

More4apps - User Documentation
Upload Selected

The selected rows (as indicated by the cursor) will be validated/
loaded into the application.

Upload All

All rows in the worksheet (that have not already been processed)
will be validated/loaded into the application.

Download via form

A form will open that will enable you to download employee and
assignment information into the worksheet.

Download via sheet

Employee and assignment information will download into the
Worksheet for the selected rows where the following information
is populated:

Logging

#

First and Last Names

#

Person ID

#

Worker Number

#

National Identifier

Click the ‘Logging’ button before upload and a new worksheet
will record all actions taken by the Wizard. This new worksheet
will be labelled ‘M4A – Query Log’ and will hold all upload
information.
This is helpful for support to ensure that More4Apps has all the
information required to resolve your issue.

Help

Click this icon for help on any of the functionality of this Wizard.
The three options are:
User Instructions – Link to the More4Apps Webpage to find
detailed explanation on the Wizard.
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Release Notes – Link to the latest releases for the Wizard.
Product Support – Link to the ‘Contact Us’ page.

Refer to section: Employee Wizard - Setup Ribbon
Refer to section: Custom Query Ribbon

Custom Query Ribbon
The following table provides a quick reference to the Custom Query Ribbon and its functions.

Excel 2007 or Later

Icon

Description/Functionality

Download Form

A form to enter the Query Set for downloading records to Excel.
Here you can also indicate if you want to print parent information,
whether you need to print column headers or use existing ones and,
if needed, what filters you would like to use to limit the records to
download.

Download from Sheet

When your headers are already printed on the spreadsheet you can
position your cursor right below them and click on this option to
download records. You will just need to pick the Query Set and then
click the Download button.

Print Column Headers

Before downloading records directly from the sheet you need to click
on the Print Column Headers option. Here you will also select the
row where the columns will be printed to.
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Manage Queries

Load from File

This option will give you access to the Manage Query window where
you can create, modify and delete SQL queries and responsibility
access to query sets.

This option will import xml query set data contained in selected
worksheet cells into the instance you are connected to. This
feature is useful when writing custom Query Sets in one instance
and then needing to copy these across to other instances.
To achieve this simply use the ‘Export Queries’ feature in
the Custom Query ‘Edit Queries Using Form’ to copy the xml
definitions into your current worksheet.
Then login to a different instance, select the cells containing the
downloaded query sets and click the ‘Load From File’ button to
import them into the current instance.

Refer to section: Employee Wizard - Setup Ribbon
Refer to section: Employee Wizard Ribbon

Descriptive Flexfields (DFF’s)
Employee Wizard allows you to upload Descriptive Flexfields.
The DFF fields are available for selection by clicking the ‘Customize Fields’ button and using the ‘Select
Template Columns’ form.

The fields on the worksheet will display as follows and the user can enter data directly into the worksheet.
DFF columns are validated during the upload process:
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The Descriptive Flexfield columns also have a form for data-entry and validation. The Wizard is able to
validate each field and provide lists of values according to your DFF set up.
Double-click in a field on the worksheet and the DFF form will display where the user can enter data:

For each Descriptive Flexfield there will be a Context column and many Attribute columns available.
If the Descriptive Flexfield Structure you require has not been implemented, please contact More4Apps
https://more4apps.com/support/solutions/
This functionality is common to all our tools.
Click on this link to navigate to Common User Instructions: Descriptive Flexfields

Profile Options
Profile Options are common to all of our tools. To find the profile options applicable for this Wizard, navigate
to System Profile and enter More%EMW% as shown in the screenshot below. Select the ‘Find’ button.
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The profile option applicable for this Wizard will show on the ‘System Profile Values’ form as shown below.

Many profile options can be set at the Site, Application, Responsibility or User level. Modify your search
in the ‘Find System Profile Options’ form to set options at the appropriate level.
Profile Options are installed when you log into an instance (from the Wizard) for the first time. If a profile
option is not available then you will need to re install your profile options. To do this refer to the Reinstall
Profile Options available in the Common User Topics documentation.
Common Profile Options
The following profile options are created for each of our products:
•

More4Apps: EMW Allow MS-Word autocorrect characters - This profile can be set to prevent MSWord AutoCorrect characters (which are non-ASCII) from being loaded – If these are loaded it
can cause data corruption.

•

More4Apps: EMW Allowed Version - This profile option is similar to ‘More4Apps: EMW Minimum
version’ but is more restrictive. It will stop any version other than the listed version from
operating.
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•

More4Apps: EMW Automatically Assign User - If this is set to ‘Yes’ new Users will be automatically
assigned up to the maximum allowed by the licence key.

•

More4Apps: EMW Banned - If this profile option is set to ‘Yes’ the Wizard will not operate. This
can be set at the site, responsibility or user level.

•

More4Apps: EMW Custom Query Manager - This profile allows customers to nominate a user
to manage download queries. This is useful if the user lacks sysadmin access and cannot be
granted sysadmin. The profile is set up at the user level.

•

More4Apps: EMW Latest Version Used - This profile option is for internal use only. It records the
highest version number used.

•

More4Apps: EMW Licence Key - This profile holds the licence key for the Wizard. If you have no
licence key then this field will hold ‘Trial’ as the licence key and some functionality will be limited.
For more details on licence keys refer to the following Installation and Configuration Guide: Enter
the Licence Key.

•

More4Apps: EMW Limit to preset Application ID - Set this profile to ‘Yes’ to limit the selection of
user responsibilities to those assigned to the same application as the Wizard or set to ‘No’ or
leave blank to display all responsibilities assigned to the user.

•

More4Apps: EMW Load Counter - This profile may exist in your Profile Option list but is no longer
used.
This profile was used when the Wizard was in trial mode and counted the number of transactions
completed before the Wizard logged out of the Oracle instance.

•

More4Apps: EMW Minimum version - This profile option allows you to record the minimum
spreadsheet version number allowed. If the version number of the spreadsheet being used is
less than the recorded value then the Wizard will not operate.

•

More4Apps: EMW Named User - This profile enables you to control the named users for Employee
Wizard and is set at the User level in Oracle. For more details on how to set up named users
refer to the following Installation and Configuration Guide: Add Named Users.

•

More4Apps: EMW Nominated Sysadmin for user maintenance - This profile can be set to allow a
nominated Oracle user name which doesn't have System Administrator profile value access to
maintain users for this product. Other users that do have System Administrator profile access can
still maintain product users if this profile is set to a different person.
Note – This profile option is only available for clients with Wizard versions containing ‘Common
Modules’ version 204 and greater.

•

More4Apps: EMW Suppress Custom Query Functionality - This functionality can be suppressed by
setting the profile option to ‘Yes’ at the user, responsibility or site level. When this profile option
is set (at the appropriate level), selection of any custom query icon will produce a message of
‘The custom query functionality has been disabled by your System Administrator. Please contact
your System Administrator’.

•

More4Apps: EMW Unicode Encoding Option - This profile determines if character sets used by
different applications are converted. By default this is set to ‘Automatic’ and should not be
changed unless advised by More4Apps Support.

Product Specific Profile Options
The following profile options are specific to Employee Wizard:
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•

More4Apps: EMW Immediate Update Static Security Lists - If your organization uses Manual
(Static) Security lists in HR to limit the appearance of employees from some business units/
operating units in reports you will need to turn this profile option on. When switched on
it enforces the execution of the tasks performed in the Oracle seeded job 'Security List
Maintenance' which is typically scheduled to run once or twice a day. So whenever a new
Employee is created in the Wizard the new employee will immediately be handled correctly within
the Security List tables.

It calls the following 2 functions after the Employee API is successfully run:
hr_security_internal.clear_from_person_list(p_person_id);
hr_security_internal.add_to_person_list(p_effective_date, p_assignment_id);
These Oracle seeded functions correctly maintain the following static lists:
PER_PERSON_LIST
PER_ASSIGNMENT_LIST (not currently in use)
PER_ORGANIZATION_LIST
PER_POSITION_LIST
PAY_PAYROLL_LIST
•

More4Apps: EMW Validate only - This profile can be set to ‘Yes’ to allow the customer to setup
validate only for the user.

•

More4Apps: EMW Restrict Create - If this is set to ‘Yes’, then the option to Create will not be
shown in the Wizard.

Getting Started
This section provides a new User with tips on how to get started using the Wizard.
1. Enable Macros – The worksheet requires the macros to be enabled.
Microsoft 2007 or Later – When the worksheet is first opened on the menu bar the following will
appear. Click on the Options button, click ‘Enable this content’ then Ok.

2.

Unable to see Wizard Ribbons - If this occurs then your security settings are too high. Employee
Wizard is written in VBA, and you must allow macros to run before you can run the program. Close
the worksheet then from the Excel menu navigate to the following based on your version of Microsoft:
Microsoft 2007 or Later - Navigate to the ‘DEVELOPER’ tab in the ‘Code’ group and click
‘Macro Security’. In ‘Macro Settings’, select the ‘Disable all macros with notification’. Reopen the
worksheet and you should receive the message shown above.
Note: If the DEVELOPER tab did not display, click the Microsoft Office button
, then click ‘Excel
Options’ button. In the ‘Popular’ category, select ‘Show Developer tab in the Toolbar’. You should
now be able to go back to the DEVELOPER tab to make the security changes.
Refer to section: Enable Macros/Cannot Access Wizard Ribbons

3.

Wizard Ribbons – Please see the note below for details on the Ribbons provided by the Wizard.
Refer to section: Ribbons
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4.

Trial Version - If you are using the trial version it will log you out after 30 records have been
downloaded or uploaded. You will need to log in again to continue. There are no other constraints
in the trial version.

5. Row 9 - The column names are stored in row 9. This is fixed and cannot be changed. Do NOT insert or
delete rows before row 10. The case of the column names is not important but spelling is. If you change
the column name in row 9, you have in effect deleted the column as far as the program is concerned.
You can move the columns anywhere you like, hide, or even delete them if they are not required.
6.

Row 10 - This row is used to enter Default Values. Any data here will be defaulted into the same
record where no data exists in the worksheet.

7.

Populate the Worksheet - There are a number of options available to populate the worksheet:
• You can type or paste the relevant values directly into the worksheet (No validation is
performed until you run the upload program).
• You can use the data entry forms provided to enter and validate the values.
• You can download existing data and modify the information to update the record
OR
You can download existing data and use this as the starting point to create new records. Note
if you are downloading an existing record to create a new one you need to remove the ids of
the existing records.
Refer to section: Enter Employee and Assignment Information

8.

Troubleshooting – If you are having any problems using the Wizard, click on this link to search our
online solutions repository https://more4apps.com/support/solutions/

If you encounter any problems or have any suggestions, please do not hesitate to contact us at https://
more4apps.com/support/request-product-support/
Note: This Wizard provides users with a huge amount of functionality and power to make changes on
mass. The complexity and nature of Oracle Human Resources means that you need to be very careful
about the update modes and effective dates that you use. Despite every effort being made to test this
product thoroughly during development, it is imperative that you do comprehensive testing in your test
environment prior to making changes in production.

Demonstration Script
Now that the Wizard has been installed and configured this document will guide you through the following
simple exercises:
1. Set up the Worksheet
2. Load Employees, Addresses and Assignments:
• Create a new Employee using the data-entry form
• Create a new Employee by keying into the worksheet
• Making changes to Employees from Downloaded information
3. Load Salaries as Proposed and Approved
4. Terminate an Employee
5. Rehire an Ex-Employee
Note- The screenshots are using Oracle Release 12 and Excel 2013.
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This script is designed to illustrate the downloading/creating/uploading of a project
agreement to give the user a “feel” for the Wizard.
The Wizard is designed to use a similar process for processing large numbers
of agreements and funding, which will significantly reduce data-entry time and
improve productivity.

1. Set up the Worksheet
Step

Task

1.0

There are three basic stages to
loading information into Oracle HR
via Employee Wizard:
(i) Set up a worksheet with
relevant columns.
(ii) Put data/information into the
worksheet (there are a variety
of methods to do this).
(iii) Upload to Oracle and correct
any errors.

1.1

Make sure the Application Mode
of ‘Employee’ is selected on the
Employee Wizard ribbon (as per the
screenshot).

Click on the ‘Customize Fields’
button on the Employee Wizard Setup ribbon.
Login if not already logged in.
1.2

The ‘Select Template Columns’ form
will open.
Each tab across the top of the form
corresponds to different types of
information held about an Employee
in Oracle HR.
You can select a section by clicking
on the check-box top-left-handcorner of a tab. You then select
fields within that section.
For this demonstration check the
following sections/fields (many may
already be selected):
Employee
- Re-hire Date
- First Name
- Title
- Person Type Display
- National Identifier

Screenshot
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-

Birth Date
Office location
Office Mailstop
Email
Further Person Info DFF Context
Per Information1... Per
Information14

Termination – (untick)
Employee Address (tick)
- Address Type
- Address Line1
- Address Line2
- Address Line3
- Town or City
- Region 1
- Region 2
- Postal Code
- Country
- Telephone Number 1
- Telephone Number 2
Assignment (tick)
- End Date
- Job
- Grade
- Location
- Assignment Group
- Position
- Payroll
- Status
- Assignment Category
- Salary Basis
- Review Salary Number
- Review Salary Frequency
- Supervisor Name
- Supervisor Worker Number
- Hourly Salaried
- Statutory Information KFF
- PO Set of Books
- PO Expense Account
- Assignment Details DFF Context
- Attribute 1, 2, 10, 20
Assignment Extra Info – (untick)
Untick the rest of the Tabs.
Click ‘Accept and Create’ and
message box will appear ‘New Sheet
Created’. Click ‘OK’.
A new worksheet has been created
with the selected sections and fields.
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1.3

There is an ‘Upload Status’ column
to record the overall progress of the
Employee data on the corresponding
line.
There is a ‘Rejection Reason’ column
to record error or warning messages
for data on the corresponding line.
There will be a ‘Status’ column for
each section e.g. Employee Status,
Employee Address and Assignment
Status. This records the progress of
the data within that section on the
corresponding line (at a lower level
than the overall Upload Status).
The remainder of the spreadsheet
contains Section Titles (row 8) and
fields within those sections (row 9)
as selected in the template form.

2. Upload Employees, Addresses and Assignments
2.0

There are various ways to populate
data into the worksheet, for example:
- Keying directly into the worksheet.
- Using a data-entry form to put
data into the worksheet.
- Downloading existing information
from Oracle HR. (Making changes
by either using the form or keying
directly into the worksheet).
- Importing files or cutting/pasting
from other workbooks/files.

Create a new Employee using the data-entry Form
2.1

Double-click on a blank row (below
row 10), or alternatively click the ‘Edit
Employee’ button to open the form.
The form is created dynamically
only displaying those sections and
fields that are included in the current
worksheet.
Enter data into the following tabs/
fields:
Employee Tab
Update Mode: Create
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Start Date: 25/01/2018 (pick from
calendar)

Last Name: Smith
First Name: Peter
Title: Mr.
Gender: Male
Person Type: Employee
National Identifier: 122345
Birth Date: 14-Mar-1960 (key into
field)

Office location: Hamilton East
Office
Office Mailstop: P.O. Box 12345
Email:
peter.smith@newcompany.com
Flexfield: Further Person Info DFF
(click on the DFF icon – the following info is
used as an example. You can enter your own
data)

-

I-9: Yes
I-9 Expiration Date: 31DEC-2018
New Hire Status: Already
Reported
Ethnicity Disclosed: No

(click on ‘Ok’ button)

Employee Address Tab
Update Mode: Create
Address Type: Home
Primary Flag: Yes
Note – ‘Date From’ field if not entered
will accept the same date as the
Employee ‘Start Date’ and when
Loaded the ‘Date From’ field will
populate with the same date.
Edit Employee Address (click on
[ ] button – the following info is used as an
example. You can enter your own data)

-

DFF CONTEXT: United States
(then tab)
ADDRESS_LINE1: 500 Testing
Street
ADDRESS_LINE2: Test Area
TOWN_OR_CITY: Chicago
REGION_2: IL
POSTAL_CODE: 60606
REGION_1: Cook
COUNTRY: United States
TELEPHONE_NUMBER_1:
111111111
TELEPHONE_NUMBER_2:
222222222
(click on ‘Ok’ button)
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Note: Additional addresses can be
created using the ‘…’ tab.
Assignment Tab
Update Mode: Create
Primary: Yes
Organisation
Job
Grade
Location
Assignment Group: (click the ‘…’
button and select ‘Segments’. Click
Ok)
Position
Payroll
Status: Active Assignment
Assignment Category: FulltimeRegular
Salary Basis: Exempt
Review Salary Number: 12
Review Salary Frequency: Month
Supervisor Name: (choose from LOVs
and click on ‘…’ button and this will populate
the ‘Supervisor Worker Number’ field)

Hourly Salaried: Salaried
Statutory Information KFF (click on
‘…’ button – the following info is used as an
example. You can enter your own data):

-

Government Reporting Entity:
Vision Corporation
Work Schedule: 4 Schedule
Shift: Day Shift
Seasonal Worker: No

(Click ‘Ok’)

PO Set of Books
PO Expense Account:
01-720-7320-0000-000

Flexfield: Assignment DFF

(click on

‘DFF’ button)

-

ASS_ATTRIBUTE1: Testing
ASS_ATTRIBUTE2: 202

NOTE: DFF will display according to
the setup within your instance.
Click ‘OK’ and data will populate the
worksheet.
This record is ready to be uploaded.
Create a new Employee by keying into the worksheet
2.2

You could subsequently copy this
Employee and key directly into the
worksheet for another Employee, as
follows:
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Copy the record, then key new name
details into the worksheet directly
(i.e. Last Name, First Name, National
Identifier, Email, Address Line1
EmployeeAdd).

Create new Employees by copying and pasting information
2.3

You can also create new Employees
by copying and pasting information
from your own records. (Paste Special
– Values and Number formats).
Put ‘Create’ as the Update Mode
against each of the Employee,
Address and Assignment records.

Make changes to Employees from downloaded information
2.4

A quick way to populate the
worksheet for maintenance is to use
the download functionality.
Place the cursor on a blank row, click
on the ‘Download’ icon and select
‘Download via form’.
Enter:
Payroll
Pick Search Type - Employee Name
And click on the ‘Search’ button
The records that meet the criteria
will be displayed in the ‘Available
Employees’ list.
Select the first 5 records in the list:
use your cursor to click on the first
name, hold down the shift key, and
click on the last name that you need.
Use the right-arrow button ‘>’ to
move the records into the ‘Selected
Employees’ list.
Click on the ‘Download’ button.
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2.5

Imagine a scenario where you need
to update the office details for all of
these employees.
‘Effective Date’ on ribbon should be
‘Today’.
Note – For Update Mode of ‘Update’
the Wizard will use the ‘Effective
Date’ on the ribbon as the date for
which the change will take effect
from.
Type ‘Update’ into the Update Mode
Employee column of the first record
downloaded.
Copy it into the other rows
downloaded (only into those
rows with an Employee Number
populated).
Type a new ‘Office location’ (e.g
Hamilton East) and ‘Office
Mailstop’ (e.g. PO Box 12223) into the
first record downloaded.
Copy these details into the other
records (but only into those rows with
an Employee Number populated).

2.6

Imagine that you also want to correct
a couple of addresses as they were
entered incorrectly.
Go to the address section.
Type ‘Correct’ into the ‘Update Mode
Address’ column in the address
section for a couple of addresses that
you wish to change.
Type a new Address Line1 and
Address Line2 into the corresponding
cells.
These records are now ready for
upload.

Load information into Oracle
2.7

You can set the ‘Validate Option’ to
either ‘Validate only’ or ‘Validate and
Upload’.
For this example select ‘Validate and
Upload’.
Click on the ‘Upload’ icon and select
‘Upload All’.
Click on ‘Yes’, you wish to proceed.
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Click on ‘No’, you don’t want to
continuing receiving error messages.

2.8

In our example one record has
rejected with “The details entered for
Gender and Title are inconsistent."
We will correct the Title by changing it
to a valid value i.e. Mr.

We will upload this one row by placing
the cursor on the row and clicking
on the ‘Upload’ button and selecting
‘Upload Selected’.
NOTE: Warning messages indicate
that no update mode was selected
for the particular section. These are
valid as we don’t want to change the
information in that section.
Check example Employee in Oracle
2.9

View example in Oracle HR
Log into Oracle
>People >Enter and Maintain
In the ‘Find Person’ form, enter the
Employee Number of the first new
Employee that was created.
Click on ‘Find’
The Employee details will display
and you can see the Effective Date
From is the date you set it to in the
worksheet.
You can click on the ‘Address’
button to see the address, and
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the ‘Assignment’ button to see the
assignment.

2.10

NOTE:
- Worksheets can be copied
- You can click on ‘New Worksheet’
button to create another worksheet
based on the current template.
- You can create a new worksheet
using the ‘Customize Fields’ button
and make changes.
This demonstration changed a few
simple Employees in Oracle HR
in order to show the Employee
Wizard functionality. Of course
the Employee Wizard can be used
to create or maintain very large
numbers of records, be it for a new
implementation or maintenance of an
existing instance.

3. Load Salaries as Approved or Proposed
Step

Task

Set up the Worksheet for loading Salaries
3.0

Click on the ‘Customize Fields’
button to open the form.

Screenshot
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3.1

Uncheck the section Employee
Address.
Check the ‘Salary Proposal’ section
and all fields within that section
except the DFF fields (Note – there
are fields below the DFF fields to be
ticked).
Check the ‘Assignment’ section
(which includes the mandatory
fields).
Click the ‘Accept and Create’ button.
The end result should be that
only the ‘Agreement’ and ‘Salary
Proposal’ sections are selected.

Download some Employees
3.2

On the ribbon click on the
‘Download’ icon and select
‘Download via form’.

Enter data into the following fields:
Payroll
Pick Search Type – Employee Name
Click the ‘Search’ button.
Select about 10 employees using the
‘>’ button.
Click on the ‘Download’ button.

Create new Salaries – without using prior Salary
3.3

You can create new salaries, by not
using any of the information that
was downloaded.
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Delete all of the Salary information
that was downloaded for the first
two Employees.
Open the Employee Form by
double-clicking in a cell for the first
Employee.

3.4

Under the ‘Salary Proposal’ tab
enter:
Update Mode: Create
Proposal Change Date: pick a
recent date
Proposal Reason: pick from the
list
Next Salary Review Date: pick a
date in about 1 year’s time
Proposed Salary: enter a value
e.g. 4000
To make this salary load as approved
you need to enter the following two
fields:
Salary Approval Update Mode:
Create
Approved: Yes
Click the ‘OK’ button to close the
form.

3.5

Open the form for the second
Employee, this time we will enter
some Component information.
(Note - Many companies do not
use Components against Salary
Proposals)
Under the ‘Salary Proposal’ tab
enter:
Update Mode: Create
Proposal Change Date: pick a
recent date
Next Salary Review Date: pick a
date in about 1 year’s time
To make this salary load as approved
you need to enter the following two
fields:
Salary Approval Update Mode:
Create
Approved: Yes
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Enter Salary Component information
(which will be used to calculate the
new salary):
Component1
Component Reason: (Pick from
LOV)
Change Amount: 1000
Approved: Yes
Component2
Component Reason: (Pick from
LOV)
Change Percentage: 2
Approved: Yes
Click the ‘OK’ button to close the
form.
Note – An extra row will have been
inserted into the worksheet to cater
for the extra component record.

Create new Salaries – As a percentage of prior Salary, typed directly into Worksheet
3.6

Insert a new column before
‘Proposed Salary’ and call it ‘OLD
SALARY’.
Cut and Paste the current salaries
(ie ‘Proposed Salary’ column) for the
th
remaining Employees (3rd to 10
downloaded) into the ‘OLD SALARY’
column.

3.7

Delete the values in the ‘Pay
Proposal ID’ column; these will
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populate when the new salaries are
created.

3.8

By keying directly into worksheet
(and copying and pasting) check and
update the remaining columns of
information for these Employees:
Update Mode Salary Proposal:
Create
Proposal Change Date: recent
date
Proposed Salary: =BY15*1.02
Formula to increase salary by 2%
where CB15 is the ‘Old Salary’ for
the current employee.
Proposal Reason: Leave as is, or
change a couple
Next Salary Review Date: Check it
is in about 1 year’s time
Component Fields: Remove any
old component information
To load the salaries as approved you
need to enter in the following two
fields:
Update Mode Salary Approval:
Create
Approved Salary Approval: Yes
Change a couple of ‘Salary Approval
– Approved Salary Approval’ values
to ‘No’ so they will load as ‘Proposed
Salary’.

3.9

Upload all the rows on the worksheet
using the ‘Upload’ icon and select
‘Upload All’.

Check Salaries Example in Oracle
3.10

Navigate to the Salary Management
form and look up a couple of
examples.
Ø People > Salary Management
Query (F11)
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Assignment Number: an
Assignment #
Salary Basis: Exempt
Run Query (Ctrl-F11)
Note: You can also see the Salary
with the following navigation (this
would allow you to see component
details for an approved salary):
Ø People > Enter and Maintain>
Find > Assignment > Salary

3.11

Two Employees will have loaded
as ‘Proposed Salary’ rather than
‘Approved Salary’.
You can approve these via the
‘Salary Management’ form.
OR
Download them and key the
following values:
Update Mode Salary Approval:
Update
Approved Salary: Yes
Then upload just these two rows and
they will be approved.
Note - Leave all Employees with
approved Salaries, so that next
time the Demo Script is run it is
going to be in the correct state.

4. Terminate an Employee
Step

Task

Set up the worksheet for terminating an Employee
4.0

Click on the ‘Customize Fields’
button on the Employee Wizard –
Setup Ribbon to open the form.

Screenshot
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4.1

Check the ‘Termination’ section and
tick the following fields:
Reason
Last Std Process Date
Final Process Date
Click the ‘Accept and Create’ button.

4.2

With the cursor on a blank row below
row 10, click on the ‘Download’ icon
and select ‘Download via form’ from
the ribbon.
Enter data into the following fields:
Payroll
Pick Search Type – Employee
Name
Click the ‘Search’ button.
Select an Employee using the ‘>’
button.
Click on the ‘Download’ button.

4.3

With cursor on the row of the
Employee downloaded, double-click
to open the form or alternatively
to open the form click the ‘Edit
Employee’ icon on the ribbon.
Click the ‘Termination’ tab and enter
the following:
Update Mode: Terminate
Actual Date: click the calendar and
select ‘Today’
Final Process Date: today’s date
Reason: select from the LOVs
Last Std Process Date: today’s
date
Click ‘OK’ to close the form.

4.4

Upload the data on the worksheet
using the ‘Upload’ icon and select
‘Upload All’.

Upload Status column will display
Processed and ‘Termination Status’
will display Loaded.
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5. Rehire an Ex-Employee
Step

5.0

Task

Click the ‘Select Effective Date’ button on
the ribbon and select a date after today’s
date.
On the Employee Wizard – Setup ribbon
click ‘Download Ex Emp/Cont Workers’.
A box will display, click OK (The box
‘Include?’ should be unticked).

5.1

Put the cursor on a blank row in the
worksheet and click ‘Download’ and select
‘Download via form’ from the Employee
Wizard ribbon to open the form.
In the ‘Payroll’ field choose the same data
you entered in section 4.2 above.
Click the ‘Search’ button.
Available Employees section will include the
Employee you terminated in section above.
Click ‘Download’ to download this ExEmployee.

Screenshot
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5.2

On the downloaded record, double-click to
open the ‘Employee Wizard’ form.
In the Employee tab enter the following:
Update Mode: Re-hire
Re-hire Date: a date in the future
Person Type: Employee (and click the ...
button)
Click ‘OK’.

5.3

Upload the Employee using ‘Upload
Selected’.
Change the ‘Effective Date’ on the ribbon to
the ‘Re-hire Date’ used in 6.2 above.
Download the Employee via form:
i. Make sure you deselect ‘Download
Ex Emp/Cont Workers’, as the exemployee is now an Employee again
and it won’t come up as it’s only
searching Ex-Employees.
ii. In the Download form remove any
‘Payroll’ field info, and enter the
Employee Name into the ‘Enter Search
Criteria’ field and click ‘Search’.
iii. Click ‘Download’.

Note - The ‘Start Date’ field is populated
and the ‘Re-hire Date’ field is empty.

END OF DEMONSTRATION

If you encounter any problems or have any suggestions, please do not hesitate to contact us at https://
more4apps.com/support/request-product-support/

Troubleshooting
If you are having any problems using the Wizard, click on this link to search our online solutions
repository https://more4apps.com/support/solutions/
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If you are unable to find a solution or have any suggestions, please contact us at https://
more4apps.com/support/request-product-support/

Licence Keys, Named Users & Installation
The instructions for product installation, setting up the list of instances, using licence keys and adding
named Users are in the Installation and Configuration Guide.

Release Notes
Click on this link to navigate to the Release Notes for Employee Wizard
This link is also available from the Product page on the website.
This user documentation is based on Employee Wizard Release Version 4.01.76

