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LOGIN SCREEN

Introduction This User Guide contains information about key features in People First that
employees use regularly. The login screen navigation and features are easy to use.
Related topics include:
e Home Page
e Updating Your Personal Information
e Timesheet Entry
Follow the appropriate path to access the login screen.
Getting Started
Login Screen Peaple First
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Login Screen
Navigation

1. The banner across the top of the screen is the Communication Message area
with important messages for all People First users.

2. The Job Seekers section allows you to save search criteria and apply for open
positions. It also lets you search jobs by region or county.

3. In the State Employees and Retirees section is where you type your People
First User ID and Password to enter the site.

4. Learn more about public service in Why Work for the State of Florida section.

5. Helpful Websites is a list of other useful websites.




Passwords
Requirements

The first time you access People First, your initial password will be Pf plus your six
digit birth date. For example, if your birthday is July 1, 1980, your initial login will
be Pf070180. You will then be required to change your password. The password
requirements are as follows:

e Must be 8-30 characters in length.

e Must begin with a letter.

e Must contain at least one upper case letter.

e Must contain at least one lower case letter.

e Must contain at least one number.

e You may not use any of your last 10 passwords.
For example, Password1.

Logging Into People
First

Follow the steps below to login to People First.

Steps

1. | Enter your numeric People first ID in the User ID field.

2. | Enter your People First password in the Password field.

3. Click the button.

HOME PAGE

Introduction

The People First Home Page allows you to access several key areas within the
system.

Related topics include:
e My Quick Links
e My Tasks Due
e My Alerts
e Announcements
e Changing a Home Address
e Timesheet Entry

Getting Started

Follow the appropriate path to access the Home Page.
Your path is...

Login Screen > Enter People First User ID and Password > Click Log In button




Home Page

My Home Page turemuse | DO0123 - MANUEL PORRAS — FISCAL ASSISTANT 11+

My Quick Links

My Tasks Due

‘Mailing Address.
I.un.nl.hmnm] TS
Training Higtory.
LUEEUE S

Helpful Websites Announcements

July 19, Fo10.

Plaste ansure you check aut the “Helpful Websites' section of the Home Page, It eontaing ugeful inkd for State of Florda smmployees.
Auly 19, 2010
A toll-frae fax ling is now in place for you to w9, Foo

Brst Servicn Contar, Please use the fallowing number o previde insurarice doaumants to the Survice. Centar: Benefits Fax Number: 200422
Auly 19, 2010

The Pecple First Service Center i
toli-fron 1-866-663-473% for 455

naw available from 0:00 &.m, through 6:00 pum, Bastem Time o better serve you. Call the Service Center at
ance.

Home Page
Description

1. Links in the Header on the upper right area of the Home Page allow you to:
e Access your timesheet by clicking My Timesheet, and
o Use the EAP link to get information about the state’s Employee Assistance
Program.

2. Navigation tabs across the top of the page:
e The Employee Information tab allows you to update your personal
information, like your home address.
e View your benefits enrollment information through the Health &
Insurance tab.
e The Training tab allows you to access training videos. NOTE: DEP does not
utilize People First to maintain training history for employees.

3. The My Quick Links section includes the most commonly used screens. You
can access your timesheet here, as well as Employee Information.

4. The My Tasks Due section includes pending tasks specific to you. The system
automatically removes Task messages once you complete the task. Clicking
the link in My Tasks Due takes you to the screen you need to access to
complete the task. For example, if you have not completed your timesheet
you will see a Tasks Due message telling you an action is needed.

5. The My Alerts section displays additional activities you need to complete, or
key information you need to know. You must manually remove these
messages. The system does not automatically remove them like it does My
Tasks Due.

6. The Helpful Websites section includes a list of websites state employees and
retirees may frequently use.

7. The Announcements section includes information for state employees and
retirees. This section is not employee specific. It is important to note that
there may be more than one page of announcements. Click the Next link at
the bottom of the section to go to the next page.
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UPDATING YOUR PERSONAL INFORMATION

Introduction The People First system allows you to make certain updates to personal
information such as updating your home address or updating direct deposit
information.

Related Topics include updating a home address.
Getting Started Follow the appropriate path to access the screen to update personal information.

Your pathis.. ..

Login Screen > Home Page > My Quick Links > Home Address
OR

Login Screen > Home Page > Employee Information Tab > Personal Information > Home Address

Home Address

Current User: 110266 - FART an behalf of 6400 F-Role: HENRY TAPLEY 111 - FISCAL ASSISTANT 1T %

Home Address =

Employee: HENKT A TRELET 111

Title: 020077 - FISCAL ASSISTANT 11 Agency: DOM - Haalth

Home Address- >Overview

Effective Date | End Address City | State | ZIP Code

09/710/7004 | 12/31,/9090 | 8437 N. RIVER DUNE STREET | Tampa | n | 3817
Fage 1lofl

Home Address- > Details

This scrman may contain information that i confidential undes stabe o federal law. Tmproper scoses or ralasee of such informatsan may ba a violstan of thece laws

Address Type  Home Address

Effective Date 05/28/2010 9" End Date 11319008 9"

tfa Phone 1

street Address 2 Phone 2

City " Fager Pager 10
State * County (=

Zip .

Country us (B usa

Updating a Home
Address

Follow the steps below to change a home address starting from the Home Page_.

Steps

1. Select the Employee Information tab.

Personal Information

i view and edit your personal information, I|n k

Click the S

Click the ® Home Address |jn)

Click LMew | on the Home Address > Overview screen.

Complete all required fields (indicated by a red asterisk *).

S A e

Click the LSa¥e ! putton.




FLEXIBLE WORK SCHEDULES (FTE EMPLOYEES ONLY)

Introduction

The People First system allows employees to enter a flexible work schedule when
working anything other than the default schedule of eight hours per day Monday-
Friday.

Getting Started

Follow the appropriate path to access the Flexible Work Schedule.

Your pathis. ..

Login Screen > Enter People First User ID and Password > Click Log In button > Employee
Information link > Time & Payroll > Flexible Work Schedule

Flexible Work
Schedule
Requirements

Employees should have an approved flexible work schedule when:

e Their regular days off are anything other than Saturday and Sunday.

e Their work hours are anything other than eight hours per day.

e They are a part-time FTE employee not using the automatic default
schedule.

e Work weeks are Friday to Thursday and all flexible work schedules
must start at the beginning of the work week, Friday and end on the
last day of a work week, Thursday.

e All flexible work schedules must equal forty (40) hours per work
week. There is an exception for new hire employees that start on a
day other than Friday. They have the ability to set up a flexible work
schedule for the first partial work week without accounting for the
full forty hours.

Flexible Work
Schedule

print | Alerts | My Timesheet | EAP | Contact Us | Log Off

nt PAR Employee Information Health & Insurance Talent Management Training Org Management

Current User:

Flexible Work Schedule
Employee: [N

Title:

Agency: DEP - Enviranmental Protection

Flexible Work Schedule->0verview

Period Schedule status

01/21/2011 - 01/27/2011

01/28/2011 - 02/03/2011
02/04/2011 - 02/10/2011
/17/2011

o0& o0

02/11/2011 -

02/18/2011 -

- 11
=] =] Page| 20/of 40 =[]

[Menu]

Flexible Work Schedule->Details

Begin Week End Week Friday Saturday Sunday Monday Tuesday Wednesday Thursday
02/04/2011  02/10/2011

Comments

Edit] [ Save | [ Cancel]




Flexible Work
Schedule Entry

Follow the steps below to enter a flexible work schedule.

Steps

1. | Select the Employee Information tab.

Click the Time and Payroll link.

2.

3. | Click the Flexible Work Schedule.

4 In the Flexible Work Schedule -> Overview section, select the
appropriate pay period and click edit.

5. | In the Flexible Work Schedule -> Details section, modify the end
week if necessary. Remember to use an end date that falls on a
Thursday up to eleven months from the beginning date.

6. | Select “Off” for regular days off and the actual number of work
hours (Not ROT) on each work day.

7. | Click Save. Once the Flexible Work Schedule has been approved by your
supervisor or timekeeper, it will appear on your timesheet and you may
begin entering work and leave hours.

FLEXIBLE WORK SCHEDULE APPROVAL (SUPERVISORS AND TIMEKEEPERS ONLY)

Introduction Once an employee requests a Flexible Work Schedule, the Supervisor or
Timekeeper must approve the flexible work schedule before the employee enters
hours on their timesheet in People First.

Getting Started Follow the appropriate path to access the Flexible Work Schedule.

Your pathis. ..
Login Screen > Enter People First User ID and Password > Click Log In button > Management Link
My Direct Reports > Approvals > Leave, OT, and Other Approvals
Flexible Work
People First
Schedule Approval priv | lerts | My Timesheet | EAP | CoractUs | og OF

Home Management PAR Employee Information Health & Insurance Talent Management Training Org Management

Current User:| 203015 - GINGER DANIELS - SENIOR MANAGEMENT ANALYST SUPV- SES v |

Leave, OT and Other Approvals
Employee: I

Title:

Agency: DEP - Environmental Protection

Leave, OT and Other Approvals->Overview =
| Employee ID] Employee Name | Total Approvals Needed | Flexible Work Schedule| Leave and 0T Reguest | FMLA/FSWP Leave Request

¥ [ 00850311 | JoHNSON, MELODY C. [ 1 [ [0 o
|=/Page 1ofi]|=|

Menu] [New ]|

Leave, OT and Other Approvals->Details

This screen may contain information that is confidential under state or federal law. Improper access or release of such information may be a violation of these laws,

To Approve a Request - Check on the box under column "App." and press the "Save" button.

Note: 3o Reject a Request - Check on the box under column "Rej.” and press the "Save™ button.

App. Rej.Emplovee ID# Emplovee Name —Request Cateqory Request Type StartDate End Date Hours C C
O 0 I Flexible Work Schedule 03/04/2011 03/10/2011 | 40.00
Edit Cancel | [ Approve All




Approving Flexible
Work Schedule

Using the Leave, OT and Other Approvals screen allows the Supervisor or
Timekeeper to approve individual work weeks or an extended period up to
eleven full months by checking the Approval box next to each work week
and then clicking the Save button or by clicking the “Approve All” button.
The approved schedule will then be reflected on all timesheets included in
the Flexible Work Schedule request.

Please note that if the Supervisor or Timekeeper enters the flexible work
schedule in People First for the employee, it is automatically approved and
requires no further approval action.

TIMESHEET ENTRY

Introduction

The People First system allows you to enter or update hours on your timesheet.
You can complete several actions from the Employee Timesheet page, such as
create or apply a timesheet template, change hours worked, enter leave, or review
your leave balance.

Related topics include:
e Enter Timesheet with Hours Worked

e Enter Timesheet with Annual Leave
e Leave Balance Overview

Getting Started

Follow the appropriate path to access the screen to enter a timesheet.

Your pathis. ..

Login Screen > Home Page > Header Link on the upper right > My Timesheet OR
Login Screen > Home Page > My Quick Links > Timesheet OR

Login Screen > Home Page > My Tasks Due> Outstanding Timesheets

Timesheet

People First@ P




Timesheet

People First@ P

Timesheet
Navigation

1. Employee Timesheet -> Overview:

Displays a summary of pay periods. Select a pay period by clicking the box
to the left of the row. Once you select a timesheet, the page is
automatically in Edit mode. The timesheet for the period selected appears
in the Detail section of the screen.

The Status column displays the status of your most recent timesheets.
Status indicators are color coded. (Blue = In Progress, Yellow = Submitted,
Green = Approved, Red = Rejected, Orange = Unapproved)

The timesheet page always defaults to the oldest, past due, incomplete
timesheet.

The When Do | Get Paid? link displays bi-weekly and monthly pay period
dates, as well as the pay date. Please refer to the DEP Holiday and Payroll
Schedule for important timesheet and payroll information due dates.

The Timesheet FAQs link directs you to frequently asked questions about
the timesheets.

The Payroll Information link directs you to the Employee Earnings
Statement website.

2. Employee Timesheet -> Message Area: Contains informational warning and
error messages.

3. Employee Timesheet -> Details:

The Total Hours section shows the timesheet reporting period and the total
hours recorded.

The Leave Balance Overview link allows you to view your Leave Balances.
The Timesheet Summary link allows you to access timesheet history, and
Use the Create/Change Template link to create or change a timesheet
template. This is recommended for employees that use multiple charge
objects.

4. Fields available for completing a timesheet:

Select the appropriate charge object for all hours worked. Your supervisor
can provide this information.

8



http://www.dep.state.fl.us/admin/Personnel/files/HolidayPayrollSchedule.pdf
http://www.dep.state.fl.us/admin/Personnel/files/HolidayPayrollSchedule.pdf

Save. If you receive a warning message, you will need to click the Save
button for a second time for your entries to be saved.

e The Cancel button cancels any unsaved entries in your timesheet.

e If you use a template click the Apply Template button to apply your
timesheet template.

e Click the drop-down arrow in the Select Period field to choose a different
work week to submit. This is for overtime eligible employees who wish to
submit a timesheet by single work week.

e Click the Check Timesheet button to validate that you entered the
timesheet correctly. Error messages will appear in the Employee Timesheet
Message area if the timesheet is not entered correctly. The system
automatically saves any entries you made if it is error free.

Enter Timesheet with
Hours Worked
(Hours Type 1000)

Follow the steps below to enter a timesheet with hours worked from the Home
Page.

Steps

Select the Wil Timesh

1. NOTE: The system will default to the oldest, past due, incomplete timesheet.

Select the appropriate charge object (Your supervisor can provide this
information) or Click the Apply Template button to apply your timesheet
template with your appropriate charge objects.

Enter your work hours.

Enter a comment in the Timesheet Comment field if needed.

Click the LSave ! putton.

Enter your People First password in the Enter Password field.

Click the [ Bubmit for approval | b tton.

N |9\ R wIN

Enter Timesheet with
Annual Leave

Follow the steps below to enter a timesheet with annual leave hours starting from
the Home Page.

Steps

1. Select the MAEREGEES

NOTE: The system will default to the oldest, past due, incomplete timesheet.

2. | If using the default hours on your timesheet, change the number of
hours worked to O (zero) for the day(s) that leave was taken. If using the
template, click the Apply Template button to apply your timesheet
template with your appropriate leave hours types or select the
appropriate hours type from the drop down list.

Enter the number of hours for each affected day.

Enter a comment in the Timesheet Comment field if needed.

Click the LZave] putton.

Enter your People First password in the Enter Password field.

Click the LSubmit far &ppraval | by tton.

Njou kW




Leave Balance
Overview

Home  Fmployes Information Health & Insurance  Training

Current User: 000123 - MANUEL PORRAS - FISCAL ASSISTANT 11 +

Leave Balance Overview =1z
Employee:  MANUEL PORRAS
Title: B40ZE077 - FISCAL ASSISTANT 1L Ageney: [DOH « Hosth

[ | 04/D02/2010- 0]
2| page| 7
Menu] [
Leave Balance Overview- >Details —|
Current Balances
Date ANNUAL LEAVE SICK LEAVE PERNOMAL HOLIDAY |
2 Total Hours Available 054262010 108000 10.000 1.000 |
Pending Mours  Osf36/Fo10 o u.oun o008
et Hours Avallable n5/26/2010 100000 18,000 1.000
Pay Period Owervics
Date ANMUAL LEAYL BICK LUAYE PURSOMAL HOLIDAY
Beqginning Balance 02/05/2010 124,000 14.000 1.000
Acerual vz injzoi0 000 4000 o.o0
Used LT {2400} (900} 0.00

Ending Balancn vzfin/zoin 108,000 1o.000 1000

This screen is wiew anly.

Leave Balance
Overview Navigation

The leave Balance Overview page displays your beginning and ending leave
balances as they relate to timesheets. This page is for viewing only.

1. Leave Balance Overview->Overview:
e Payroll Period is shown.
e The date range displayed in the Details section can be changed by clicking in
the box to the left of the row.

2. Leave Balance Overview->Details:
e Annual, sick, and other types of leave displayed in hours, as well as pending
hours entered on the timesheet.
e Personal holiday is displayed as a day, not hours.

Checking Your Leave
Balances

Follow the steps below to view your leave balance starting from the Timesheet
Screen.

Steps
1. | Access the Leave Balance Overview page by clicking the
Leave Balance Overview

link on the Timesheet Page.

2. | Review annual, sick, and other leave types, as well as pending hours
entered on your timesheet.

3. | To go back to the timesheet, click the [ Return ta Timesheet | hytton.
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EMPLOYEE TIMESHEET APPROVAL (SUPERVISOR OR TIMEKEEPER ONLY)

Introduction

As a supervisor or timekeeper, you are required to approve timesheets for your
employees. In this section, we look at the Employee Timesheet Approval screen
and the process for approving a timesheet. These time approvals are immediately

updated upon submission.

Getting Started

Follow the appropriate path to access the screen to approve an employee

timesheet.

Your pathis. ..
Login Screen > Home Page > My Tasks Due > Timesheets Needing Action or Approval OR

Login Screen > Home Page > Management Tab > My Direct Reports > Employee Timesheet

Approval OR

Login Screen > Home Page > My Quick Links > My Direct Reports > Employee Timesheet Approval

Timesheet
Approval

PeopleFirst{)
Print | Alerts | My Timesheet | EAP | Contact Us | Log OFf

STATE OF FLORDA HR

Home Management PAR Employee Information Health & Insurance Talent Management Training Org Management

Current User: 123456 - MARIA JOHNSON - HUMAN RESOURCE CONSULTANT - SES

...........

Title: 72002345 - HUMAN RESOURCE CONSULTANT - SES Agency: DMS - Management Svcs

Employee Timesheet Approval->Qverview [/

Payroll Period Pay Period Type

1 05/14/2010-05/27/2010 | Bi-Weekly

[0 | 05/28/2010-06/10/2010 | Bi-Weekly

[0 | 0e/11/2010-06/24/2010 | Bi-Weekly

[ | 06/25/2010-07/08/2010 | B y

[1| 07/09/2010-07/22/2010 | Bi-Weekly

EE PagaE of 11 EE

Scheduled Submitted Submitted Approved Approved Rejected Overtime Hours
2 Appd Emp.ID#  Employee Name FLSA Schedule Hours Hrs Worked Hrs Leave Hrs Worked Hrs Leave Hours Hours Missing
00000013 ZIMMERMAN BRIAN B Bi-Weekly 80.00 80.00 0.00 0.00 0.00 0.00 0.00 0.00
00000012 MILLER SHARON A Bi-Weekly 80.00 80.00 0.00 0.00 0.00 0.00 0.00 0.00

* An employee(s) name in red designates that he/she has recorded hours for extra pay, pending approval. To view the detail click on the employee ID.

[EdY] [ave] fGancel] [Fage Up] [Fage Do

Timesheet Approval
Navigation

1. Employee Timesheet ->Overview
e This page displays the timesheet Payroll Periods and Pay Period

Types. You can select a specific payroll period to view by clicking in
the checkbox to the left of that period.

2. Employee Timesheet Approval -> Details:
When you select a payroll period to view, the employee’s timesheet totals

for that period are displayed.
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Employee Timesheet
Approvals

Follow the steps below to approve an employee’s timesheet starting from the
Home Page.

Steps

1. | Select Iimesheets Meeding Action or Approval (nder My Tasks Due on the
Home Page or access by Management Tab > My Direct Reports >
Approvals > Employee Timesheet Approval.

2. | Click the I next to the specific payroll period.

3. | Review the employee’s timesheet totals in the Employee Timesheet
Approval -> Details section. Click employee ID number to review and
verify employee timesheet entries.

4. | To approve the timesheet, click the Edit button and then click the

[l box in the App. column.

Note: If you need to make updates to the employee’s timesheet, click
the Employee ID link then you can approve, reject or modify the
timesheet.

5. | Click the LZa¥e] putton.
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