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Background
Prior to ERP’s implementation, TxDOT users were not required to enter chartfield information as they are today. They were responsible for knowing the Segment (PC Bus Unit), District/Division Office and Project number or CSJ (Project), Function Range/SFI (Activity), and Function code (Source Type). Post implementation, the users are expected to code all of the following values:  
	Dept 
	Account
	AY (Bud Ref)
	Approp (Class)
	Fund
	PC Bus Unit
	Project
	Activity
	Source Type



This Link was developed to help the TxDOT users understand PeopleSoft required chartfields and list all of the valid chartfield combinations by Appropriation Year (AY).


TxDOT Query/Report Quick Links
[bookmark: _GoBack]Running a query is one way to retrieve information from ERP. The Quick Links page provides managers easy access to a variety of query reports that provide information about their employees.
From the Home Page, click on Manager Self-Service, then Manager Quick Links in HCM:
[image: ]
Below is the list of Quick Links available to all TxDOT supervisors.
[image: ]Click TXDOT Manager Quick Links to return to this list.

All of the Quick Link queries require you to fill in data using a prompt. Use the % sign in the Department box to review all of the employees available for you to view. For certain reports, you will need to only use the first two digits of your Department ID. You may download query results into Excel by clicking “Excel SpreadSheet” at the top of the page.
[image: ]

Most of the Time and Labor Quick Links are generated by a Report. The first time running a report, you will have to “Add a New Value” and create a Run Control ID. Typically, this is just your initials. You will reuse this each time you run the report. 
Below is the list of all of the Queries and Reports available to use.
	HCM Quick Links
	General Description

	Last Evaluation
	Use this query to view the last ePerformance Document and rating for your employee(s). Note: this will not be available until 2016 as 2015 is the first year that TxDOT is using ePerformance.

	General Employee Job Data
	Use this query to view a combination of job and demographic data on employees. Run as needed.

	Employee Appropriations
	Use this query to view which Strategy is used to compensate each employee.

	Filled & Open Active Positions
	Use this query to view a list of open and filled positions with position data by Department ID and date.

	Career Ladder Promo or Merits
	Use this query to view the most recent Career Ladder Promotions and Merit Increases for employees in a specified DDO.

	Pay Increase Budgeting
	Using a date range prompt, use this report to review pay increase data for your employees.

	Merit Eligibility
	Using a date range prompt, use this report to view when your employees are eligible for a merit pay increase.

	Longevity Pay
	Use this query to view current longevity pay received by employees with additional relevant information. Run as needed.

	PE Listing
	Use this query to view Professional Engineer data for your employees.

	Addresses
	Use this query to view the home addresses for your employees.

	Phone Numbers
	Use this query to view personal and work phone numbers and the home address for all the employees in your line of supervision.

	Licenses/Certifications
	Use this to view the list of licenses and/or certifications that each employee has.

	Disciplinary Actions by Employee
	Using a date range and employee ID prompt, use this query to view disciplinary action data for employees in your direct line of supervision.

	Disciplinary Actions by Dept.
	Using the D/D/O with % and date range prompts, use this query to view disciplinary Actions by Dept.

	Incumbent Position History
	Use this report to view the incumbent history for each position.

	Time and Labor Quick Links
	General Description

	Reported Time Not Approved
	Use this report to view employees who have submitted a timesheet that has yet to be approved.

	Listing of Exceptions by Time
	Use this report to view time submitted that is not allowable. 

	Timesheet Unreported Time
	Use this report to view employees who have not yet submitted a complete timesheet. 

	Comp Time Lost If Not Used
	Use this to view employees having comp time that will expire soon.

	Employee Leave Balances By Dept.
	Use this to view the current leave balances for all the employees in your Department.

	Negative Comp Time
	Use this to view employees who used comp time on their timesheet without having a positive balance available.

	Timesheet Chartfield Report
	Use this report to view an employee's timesheet chartfield data.



Security Access and Contact Info: 
Supervisors will only have access to view reports for employees in their direct line of supervision. If you need a report with a broader range within your D/D/O, then you may request the report be run by your HR representative.
If you need a report that is not listed on the Quick Links page, you may request the query by contacting 512-CONNECT or by entering a ticket via the ERP tab in TxDOTNow at http://ithelp.
Below is the list of all Departments in TxDOT.
	D/D/O
	D/D/O Name

	01
	PARIS DISTRICT (PAR)

	02
	FORT WORTH DISTRICT (FTW)

	03
	WICHITA FALLS DISTRICT (WFS)

	04
	AMARILLO DISTRICT (AMA)

	05
	LUBBOCK DISTRICT (LBB)

	06
	ODESSA DISTRICT (ODA)

	07
	SAN ANGELO DISTRICT (SJT)

	08
	ABILENE DISTRICT (ABL)

	09
	WACO DISTRICT (WAC)

	10
	TYLER DISTRICT (TYL)

	11
	LUFKIN DISTRICT (LFK)

	12
	HOUSTON DISTRICT (HOU)

	13
	YOAKUM DISTRICT (YKM)

	14
	AUSTIN DISTRICT (AUS)

	15
	SAN ANTONIO DISTRICT (SAT)

	16
	CORPUS CHRISTI DISTRICT (CRP)

	17
	BRYAN DISTRICT (BRY)

	18
	DALLAS DISTRICT (DAL)

	19
	ATLANTA DISTRICT (ATL)

	20
	BEAUMONT DISTRICT (BMT)

	21
	PHARR DISTRICT (PHR)

	22
	LAREDO DISTRICT (LRD)

	23
	BROWNWOOD DISTRICT (BWD)

	24
	EL PASO DISTRICT (ELP)

	25
	CHILDRESS DISTRICT (CHS)

	36
	PROFESSIONAL PROCUREMENT (PPD)

	37
	FLEET OPERATNS DIVISION (FOD)

	38
	SUPPORT SERVICES DIVISN (SSD)

	40
	MASTERS STUDENT PROGRAM (MSP)

	41
	ADMINISTRATION (ADM)

	42
	AVIATION (AVN)

	43
	FINANCE (FIN)

	44
	PROCUREMENT DIVISION (PRO)

	45
	AUDIT OFFICE (AUD)

	46
	CONSTRUCTION (CST)

	47
	MAINTENANCE (MNT)

	48
	DESIGN (DES)

	50
	TRANSP PLANNING & PROG (TPP)

	51
	PUBLIC TRANSPORTATION (PTN)

	53
	HUMAN RESOURCES (HRD)

	54
	OFFICE OF CIVIL RIGHTS (OCR)

	55
	RIGHT OF WAY (ROW)

	56
	TRAVEL (TRV)

	57
	ENVIRONMENTAL AFFAIRS (ENV)

	58
	TRAFFIC OPERATIONS (TRF)

	59
	IT OPERATIONS DIVISION (ITD)

	60
	OCCUPATIONAL SAFETY (OCC)

	70
	RESRCH & TECH IMPL OFFC (RTI)

	71
	REAL ESTATE MANAGEMENT (RMD)

	72
	LOCAL GOVERNMNT PROJECTS (LGP)

	74
	OFC PUBLIC INVOLVEMENT (OPI)

	75
	COMMUNICATIONS DIVISION (CMD)

	76
	GOVT AFFAIRS OFFICE (GAO)

	79
	OFC OF GENERAL COUNSEL (OGC)

	81
	COMPLIANCE OFFICE (CMP)

	83
	RAIL DIVISION (RRD)

	85
	PROJECT MANAGEMNT OFFICE (PMO)

	86
	STRATEGIC PROJECTS DIVSN (SPD)

	87
	TOLL OPERATIONS (TOD)

	88
	BRIDGE (BRG)

	89
	INNOV FIN & DEBT MGMT (DMO)

	94
	MARITIME DIVISION (MRD)

	95
	CONTRACT SERVICES OFFICE (CSO)

	96
	ESO OFFICE (ESO)

	97
	OFC STRATEGIC PLANNING (OSP)



Helpful Links

1.  ERP Landing Page:  http://www.txdot.gov/apps-cg/erp_portal/
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