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Figure 1
ORACLE'

Home Add to Favories Sign out
Help

|Men ERC]

> My Favarites

[» ASU Customizations
[> ASU Conversion

[> Self Senvice

- Effort Reporting

[ Compensation

[> Time and Labor

> Payroll for North America
[ Global Payroll & Absence Momt
(> Payroll Interface

> Worlkforce Development
I Organizational Development
> Enterprise Learning

> Waorlforce Monitoring

[> Pension

> Campus Community

> Curriculum Management
[ Student Financials

[> Set Up HRMS

> Set Up SACR

> Enterprise Components
> Tree Manager

> Reporting Tools

> PeopleTools

— Careers

— Chanage v Password

— My System Profile

— My Dictionary

rtps: fasuB4808dey mycmsc, comipsplasusasup/EMPLOYEE(HRMS S|WEBLIB_PTPP_SC,HOMEPAGE. FieldFormula, 1Script_AppHP?pE_frams=HC_WORK & Internet H100% v

Select the Workforce Administration link

If you attempt to promote one of your employees but can't find their name in your list you'll need
to modify the Job Data. Presented here is an example of how to do this.

Employees will only appear on the Manager Self Service Employee List when the employee’s
Reports To is the manager’s position number.

To check if this is correctly set up, navigate to the

Job screen Workforce Administration>

Job Information>

Job Data
Enter your employee’s information and click on the Job Information tab. Verify that you are
listed in the Reports To field.
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Figure 2

ORACLE’

[search:

®

My Favorites

ASU Customizations
ASU Conversion

Self Senvice

Effort Reporting
Manager Self Service
Recruiting

[» Personal Information
[» Job Information

> Global Assignments
[» Headcount FPS

[» Labor Administration
[» Absence and Vacation
[ Flexible Service EG

[» Tenure FPS

[> Collective Processes
[» Self Senice Transactions
[» Workforce Reports

Workforce Administration

Hire employees, add non-employees, maintain personal and job data, administer global assignments, labor relations, absence and vacation.

ﬁ Personal Information

Maintain information about a person regardless of Jobs.
=l Add & Person
[E] Modify a Person

= Person Organizational Summary
7 More.

ﬁ Headcount FPS

Contains pages to set up the headcount management system
(define CAECs, Finance Act and budget lines), manage the
commitment accounting entity (allocation, deallocation, stamps),
and calculate the workforce.
[ Manage CAE
[ Calculate Headcount
[ Review Headcount

2 Mo

Elexible Service E

Jbtnfow
faigout a person tied to a specific job record

= Job Data
Add EnEnter job infarmation including work location and
27 Mor|compensation details.

K} Labor Administration

Administer workforce agreements, layoffs, recalls and
disciplinary actions.
[ Wage Progression
[ Levoifs and Recalls
[ Reports
5 More

Eignments

Tenure FPS
Contains pages to calculte tenure dates, identifie employzes.

Add to Favor:

Edit "Workforce Administration” Folder

Global Assignments

Track assignment data; Maintain assignee qualifications,
educational allowances and other education related information
[ Track Assignment

[ Assignee Qualifications

[ Educational Allowances

@ Absence and Vacation
Identifies absence and vacation, including specific types of

leave. Also allows working time monitoring
[ Track Absence History
[ Creste Vacation Schedule
[ Absence Reports
3 More

Collective Processes
Processes that affect muttiple people

Benefits Maintain flexible service rules; Calculate and print mployes
Compensation service data with an ending probation period, validate the probation period ] Refresh Compensation
Time and Labor E Define Service Rules AN Bechn A e St [ Seniority Processin
Payroll for North America E Flexible Service = Calculate Tenure Date | Prepare Merge Process EPS
Global Payroll & Absence = Service History = Calculate Future Tenures 10 Wore...
Mot 7 More.. = Trainees to be Given Tenures
Payroll Interface e
Workforce Development ﬁ Self Service Transactions ﬁ] Workforce Reports
Organizational Development Administer Self Service workflow transactions. General Workforce Reporting
Enterprise Learning B Workflow Inguiry = Emplovee Turnover Analvsis
Workforce Monitoring E Workflow Inquiry (USF) = Pending Future Actions
Pension ] Full Time/Part Time Changes =] Primarv Job Audit
Campus Community 10 More. 22 More.
Curriculum Management
Student Financials
SetUp HRMS
SetUp SACR
Enterprise Components
Tree Manager
Reporting Tools
PeopleTools
[- Careers
[- Change My Password
[ My System Profile
[ My Dictionary
ttps:{}asuB4808dey mycmsc, com/psplasusasup/EMPLOYEE(HRMS e/ ADMINISTER_WORKFORCE_(GBL). JOB_DATA,GEL?PORTALPARAN_PTCHAY=HC_IOE_D & Internet F 00w -
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Figure 3
ORACLE'

Home Add to Favories Sign out

= Job Infarmation
[» Contract Administration
> Temporary
Assignments Job Data
> French Public Sector Enter any information you have and click Search. Leave fields blank for 3 list of all values
Jobs
> Review Job Information (" Find an Existing Value \
I> Reports
— Review Stafing EmplID: ‘begms with vm ‘
Assignments Empl Red Hbr: = = |
— Add Employment
Instance Alternate Employee ID: \negins with | \

— Add Contingent Worker : =

Instance Name:
— Other Pavee Last Name: ‘begins witn || |
— Add Additional =

Assignment Second Name: | begins with || ‘
— Current Job
_ Pay Rate Change Alternate Character Name: | begins with + | |
— Calculate Compensation Middle Name: ‘ begins with ” ‘
— Chag Civil Service

Position FPS [Jinclude History []Correct History [] Case Sensitive
— Increment

Step/Promotion FPS
— Update Assignment FPS Search I Clear I Basic Search [ Save Search Criteria
— Update Work Time FPS
—Update Compensation —

EPS
— Update Cateqgorization

EPS
— Grant Premiums FPS
— Update Seniority Bonus

-

New Window | Help | /&,

EPS

— Update Status FPS

— Freeze
Advancment/Demotion
EBS

— Absences FPS

— Delele Career Data FPS

— Add Concurrent Empl
Record FPS

— Merge Employvee Record
EPS

—Delete IDFPS

— Personal Data Deleted
IDFPS

— Employee File Cncl FPS R

— Radne o

one € Internet H00% -

Select the Last Name link

For the purposes of this example click into the Last Name field. Of course in you may use any of
the other available criteria to search for your employee if you choose.
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= Job Information
[» Contract Administration
> Temporary

Assignments
[» French Public Sector
Jobs

[> Review Job Information
I> Reports

— Review Staffing
Assignments

— Add Employment
Instance

— Add Contingent Worker
Instance

— Other Pavee

— Add Additional
Assignment

— Current Job

— Pay Rate Change

— Calculate Compensation

— Chag Civil Service
Position FPS

— Increment

Job Data
Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

EmplID:

‘ begins with ||

Empl Red Nbr: \: v\ [

Alternate Employee ID: | begins with ~ ||

Name: ‘begins witn |

Last Name:

Second Name: ‘begins with ||

Alternate Character Name:|

begins with ||

\
\
|
|
[begins witn || |
\
|
|

Middle Mame: [ begins with |~

[include History []Correct History [[]Case Sensitive

Step/Promotion FPS

— Update Assignment FPS

— Update Work Time FPS

— Update Compensation
EPS

— Update Cateqgorization
EPS

— Grant Premiums FPS

— Update Seniority Bonus

EPS

— Update Status FPS

— Freeze
Advancment/Demotion
EBS

— Absences FPS

— Delele Career Data FPS

— Add Concurrent Empl
Record FPS

— Merge Employvee Record
EPS

—Delete IDFPS

— Personal Data Deleted
IDFPS

— Employee File Cncl FPS

— Radne

Basic Search [ Save Search Criteria

Search Clear

New Window | Help | /&,

qn out

one

€ Internet

H100% <
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Figure 5

ORACLE’

Home Sign out
= Job Information ~ B A
£ Mew Window | Help i
I> Goniract Administration | I
> Temporary
Assignments Job Data
[» French Public Sector Enter any information you have and click Search. Leave fields blank for a list of all values
Jobs
[ Review Job Information (" Find an Existing Value \
[ Reports
Job D:
— Review Staffing EmplD: | begins with v H |
Assignments Empl Red Nbr: | = vl ‘ |
— Add Employment
Instance Alternate Employee ID: | begins with H |
— Add Contingent Waorker - =
Instance Hame: | begins with + H |
~DEerPans Last Name: begins with [+
— Add Additional | 0 H Siile s |
Assignment Second Name: | begins with H |
— Current Job I 3 2
— Pay Rate Chanae Alternate Character Name:| begins with |~ H |
— Calculste Compensation | | pigdie Hams: [ begins with | |
— Chg Civil Service
Position FPS [Cinclude History []CorrectHistory [[]Case Sensitive
— Increment
Step/Promation FPS
— Update Assignment FPS Search I Clear I Basic Search |5 save Search Criteria
— Update Work Time FPS
- -
Epggale Compensation Search Results
— Update Categorization [4] 150115 [4]
EPS EmpliD Empl Rcd Nbr Alternate Employee ID Name Last Name Second Name Alternate Character Name Middle Name|
— Grant Pfem\_ums FPS 1000000000 9999999999 Employee Name LAST NAME (blank) (blank) Sue
— Update Seniority Bonus 1000000000 9999999999 Employee Name  LAST NAME (plank} (blank) W
LFJngate Status FPS 1000000000 fodidislls Employee Name  LAST NAME (blank) (blank) K
-
— Freeze 1600000000 8999999999, malaueahinge iy NAME (blank) (blank} John
AcvancmentDemoton | 1000000000 9930099959 NAME (biank)  (blank) Brian
FPS 1000000000 9999999999 El "S5 1 NAME (blank) blank) P Teele
— Absences FPS 1000000000 9999999999 Employee Name  LAST NAME (blank) (blank) Jd
— Delete Career Data FPS 1000000000 9999999993 Employee Name LAST NAME (blank) (blanky J
— Add Concurrent Empl 1000000000 9999999999 Employee Name ~ LAST NAME (blank) (blank) Kenneth
7':%93“?"5‘ [ 1000000000 9999999999 Employee Name  LAST NAME (plank) (blank) Brian
— lerg: ploy -
fpeespaeesetd 1000000000 9990099900 EmployeeName  LAST NAME(blank) ~ (blank) Reinhardt
— Delete ID FPS 1000000000 8999999999 Employee Name  LAST NAME (blank) (blank) Elizabeth
— Personal Data Delsted 1000000000 8999990999 Employee Name ~ LAST NAME plank) (blank} Elizabeth L
ID FPS 1000000000 9999999399 Employee Name LAST NAME (blank) (blank) Elizabeth
— Emplovee File Cncl FPS = 1000000000 9999999999 Employee Name  LAST NAME (blank) (blank) Elizabeth 2
— Radae £ o
wascript: submitAction_win0fdocument  wind, #1CRowS'); & Internet 100% -
Click on the name of the employee you are looking for.
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Figure 6

Add to Favi
ol koo - | New Window | Help | Customize Page

[» Contract Administration | | |nm
> Temporary = o z

AssigAiments (" Work LocanBl r Job Information b Labor Payroll ' Salary Plan | Compensation |
1> French Public Sector

Johs Employee Name EMP D 1000000000 EmplRecd# 0
[ Review Job Information >
I Reports ork

HR Status: Active Payroll Status:  Active =

— Review Staffing

Assignments *Effective Date: [102212007 |F)  sequence: El 0 *Job Indicator |Primary Job Bt

— Add Employment

Instance Action | Reason: [Promotion v| [careersdvancement v

— Add Contingent Worker Current
Instance Last Start Date: 03/28/2005 Termination Date:

— Other Payee

— Add Additional N |/Expacteddob fnd Daty [ B
‘gﬂ%e';i Position Number: 112382 U Human Resources Specialist St Position Entry Date: 032812005

— Current Jg ;

— Pay Rate Chanage Position Management Record

— Calculate Compensation

- eha i Satwie ry Region: UsA United States
Position FPS Company: ASU Arizona State University
— Increment " "
Step/Promation FPS Business Unit: MNO101 N - University Administration
— Undate Assignment FES Department: N0301007 Hr Bensfits & Hr Employee Svcs Department Entry Date: 03/28/2005
— Update Work Time FPS
— Update Compensation ' “Location: Q Campus: Tempe
_ E%galwm Establishment ID: __ASUOU QU Arizona State University
- %:ml’femw Date Created: 10/31/2007
— Update Seniority Bonus
EPS Job Data Emplovment Data  Earnings Distribution Benefits Program Participation |
— Update Status FP3
— Ereeze
Advancment/Demotion
FPS

_ Absences FPS & save | 4\ Return to Search I 1] Prewvious in List I +E| Mext in List I [=] Notify | Mexttab | f}s Refresh | y | ] Include History | [EF Correct History

— Delete Career Data FPS

— Add Concurrent Empl
Record FPS

— Merge Emplovee Record
EPS

— Delete ID FPS

— Personal Data Deleted
IDFPS

— Emplovee File Cncl FPS

— Radne ]

‘Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

wascript: submitAction_winO{document wind, #1CPanel1'); @ Internet #100% -

Select the Job Information tab

We've arrived at the Job Data page. Our goal is to double check the position number in the
Reports To field.

Access the Job Information tab to view the Reports To field.
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Figure 7

ORACLE’

= Job Information

[» Contract Administration

> Temporary
Assignments

1> French Public Sector
Jobs

[ Review Job Information

I Reports

— Jol

— Review Staffing
Assignments

— Add Employment

Mew Window | Help | Customize Page | B, |

Work Location | Job Information \__Job Labor | Payroll | SalaryPlan }” Compensation |

Employee Name EMP ID: 1000000000 EmplRcd# 0
Effective Date: 10/22/2007 Effective Sequence: 0 m Job Indicator:  Primary Job

Action | Reason: Promation Career Advancement Current

— Other Payee

— Add Additional
Assignment

— Current Job

— Pay Rate Chanae

— Calculate Compensation

— Chg Civil Service
Position FPS

— Increment
Step/Promation FPS

— Update Assignment FPS

— Update Work Time FPS

— Update Compensation —
EPS

— Update Categorization
EPS

— Grant Premiums FPS

Instance iali
ode: Human Resources Specialist 3r :
~ Add Contingent kal ol Codle: 170430 I P EntryDate:  03/26/2005
Instance -

Asst Director 1000000000 Employee Name

Reports To: 109430
*RegularTemporary: *FulliPart:

Empl Class: Classifled *Officer Code:

Regular Shift: NiA Shift Rate: I:l ! I:l
Classified Indc: Cls 8tf

Standard Hours

Standard Hours:

Work Period: Q Weekly

FTE: 1.000000 Adds to FTE Actual Count? Encumbrance Override

— Update Seniority Bonus
EPS

— Update Status FP3

— Ereeze
Advancment/Demotion
EPS

— Absences FP3

— Delete Career Data FPS

— Add Concurrent Empl
Record FPS

— Merge Emplovee Record
EPS

— Delete ID FPS

— Personal Data Deleted
IDFPS

— Emplovee File Cncl FPS

— Radne ]

Contract #

Contract Number: l:IQ Contract Type:
NextEantractNumBes I

ASU Jobcode/Position Data

Workers' Comp Code: Human Resourcesi/Career Special  Fingerprint required?

r e ysa

8868 EEO.Job Group: 350

‘ Job Data EmploymentData  Earnings Distribution Benefits Program Participation

< i |

<

one

| E 100%

€D Internet

Check to see if the Reports To number matches your position number. If it doesn't you'll need to

correct that.

In order to make that correction, first obtain this employee's correct position number by returning
to the Work Location tab.
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Figure 8
ORACLE

< Job Information -~
[» Contract Administration
> Temporary

Assignments
I> French Public Sector
Jobs

[ Review Job Information
I Reports

b

Review Staffing

Assignments

— Add Employment
Instance

— Add Contingent Worker
Instance

— Other Payee

— Add Additional
Assignment

— Current Job

— Pay Rate Chanae

— Calculate Compensation

— Chg Civil Service
Position FPS

— Increment
Step/Promation FPS

— Update Assignment FPS

— Update Work Time FPS

— Update Compensation —
EPS Work Period:

— Update Categorization .
EPS FTE:

— Grant Premiums FPS

Effective Date:

Action | Reason:

Job Code:
Supervisor Level:
Reports To:

Empl Class:
Regular Shift:
Classified Indc:

Standard Hours:

“Reguiar/Temporary:

New Window | Help | Customize Paae |

E Al

neea —

EMP 1D: 1000000000 EmplRcd# 0

Job Information PETIE 1 7.

0 m Job Indicator:  Primary Job
Career Advancement

10/22/2007
Promation

Effective Sequence:

Current

Human Resources Specialist St entry Date:

170430 03/28/2005

109430 Asst Director 1000000000 Employee Name

*FulliPart: Full-Time v
*Officer Code:
A swftRate: | | o[ |

Cls 8ff

Classified

Standard Hours

1.000000

Adds to FTE Actual Count? Encumbrance Override

— Update Seniority Bonus

— Update Status FP3

— Ereeze
Advancment/Demotion
EPS

EPS Contract #
e —

Contract Type:

NextEantractNumBes I

— Absences FP3

— Delete Career Data FPS

— Add Concurrent Empl
Record FPS

Workers' Comp Code: 8363

ASU Jobcode/Position Data

EEO Job Group: 350 Human Resources/Career Special  Fingerprint required?

— Merge Emplovee Record
EPS P Eysa

~ Delete ID FPS

— Personal Data Deleted
IDFPS

— Emplovee File Cncl FPS
— Radne

Job Data

~%

Employment Data

Earnings Distribution Benefits Program Participation

] |

<

wascript: submitAction_winO{document wind, #1CPanel0’);

€D Internet

| E 100%
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Figure 9
ORACLE

= Job Information
[» Contract Administration
> Temporary
Assignments

>

{ Work Location {_Jab Information | JobLabor ' Payrollj SalaryPlan j Compensation |

Add to Favorites

Mew Window | Help | Customize Page | [,

I> French Public Sector
Jobs

[ Review Job Information

I Reports

— Review Staffing
Assignments

— Add Employment

Employee Name 1000000000

EMP 1D:

HR Status: Active Payroll Status:

[102212007 |F)  sequence:

Active

[ o

*Effective Date:

Tihircn Action | Reason: | Promation V| | Career Advancement v
— Add Contingent Worker
Instance Last Start Date: 03/28/2005 Termination Date:

— Other Payee
— Add Additional =

Assignment

Position Number: uman Resources Specialist Sr Paosition Entry Date:
— Current Job — e B d
— PayRate Change dib ol SATRON; o
— Calculate Compensation s "
~ Cha Civil Senvice ¥ Reggon: usa United States
Position FPS Company: ASU Arizona State University
— Increment _ .
Step/Promotion FPS Business Unit: MO101 M - University Administration
— Update Assignment FPS Department: MNO301007 Hr Benefits & Hr Emplayee Svcs Department Entry Date:
— Update Work Time FPS B
— Update Compensation ~—  *Location: TEMPE €8 Campus: Tempe
EES i : ASU00 Q
E: D
_ Update Categorization Arizona State University
e Date Created:

— Grant Premiums FPS
— Update Seniority Bonus

EmplRcd# 0

E|

* Job Indicator | Frimary Job v

Current

03/28/2005

03/28/2005

10/31/2007

EPS Job Data Emplovment Data  Earnings Distribution Benefits Program Participation
— Update Status FP3

— Ereeze
Advancment/Demotion
EPS

— Absences FP3

& save | 4\ Return to Search I 1] Prewvious in List I +E| Mext in List I [=] Notify | Pre

Next tab

s Refresh |

ay | Zl Include History | [EF Correct History

— Delete Career Data FPS

— Add Concurrent Empl
Record FPS

— Merge Emplovee Record
EPS

— Delete ID FPS

— Personal Data Deleted
IDFPS

— Emplovee File Cncl FPS

— Radne ]

‘Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

one

& Internet

EA00% v

Make a note of this employee's position number before proceeding to the Modify Position area.

Select the Home link
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Figure 10
ORACLE'

Home Add to Favories

Search:

I [» ASU Customizations I

[> Self Senice

[- Effort Reporting

> Manager Self Service

> Recruiting

[ Workforce Administration
[> Benefits

[» Compensation

[> Time and Labor

[ Payroll for North America
> Global Payroll & Absence Mgmt
> Payroll Interface

- Workforce Development
[» Organizational Development
> Enterprise Learning

[> Workforce Monitoring

[> Pension

> Campus Community

> Curriculum Management
[> Student Financials

[ Set Up HRMS

[ Set Up SACR

- Enterprise Components
> Tree Manager

> Reporting Tools

> PeopleTools

— Careers

— Change Mv Passward

— My System Profile

— lly Dictionary

one € Internet

H100% <

Select the ASU Customizations link

To access the Modify Position area start at the ASU Customizations link.
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Figure 11

ORACLE’
Menu o

®

Wy Favorites

> ASU HCM Custom

> ASU Security

[+ ASU Admissions

[» A2U Student Records
[> ASU HCM Recruiting

[+ ASU Student Financials
[ ASU Campus Community
b ABU Query Based Update
ASU Conversion

Self Service

Effort Reporting

Manager Self Service
Recruiting

Waorkforce Administration
Benefits

Compensation

Time and Labor

Payroll for North America
Global Payroll & Absence
Mamt

Payroll Interface
Waorkforce Development
Organizational Development
Enterprise Learmning
Waorkforce Monitoring
Pension

Campus Community
Curriculum Management
Student Financials
SetUp HRMS

SetUp SACR

Enterprise Components
Tree Manager

Reporting Toals
PeopleTools

[- Careers

[ Chanage My Password

[ My Systemn Profile

[~ My Dictionary

ﬁ ASU Customizations

High level folder for ASU custom navig

ﬁ ASU CRM I
ASU Customer i i

W ASU HCM Custom

= Communication interface
= ASU Run CRM Search

ﬁ ASU Admissions
Customization related to the admissions module

[ Admission Reguirements
1 Competency Subject Processing

ﬁ ASU Student Financials
ASU Student Financials custom processes

[ Refunding

23 ASU Benefits
1 ASU Commitment Acct
[ ASUHR

3 More.

@ ASU Student Records
[ Admin Transcript Processing

@ ASU Campus Communil
Campus Community Customizations

X Emergency Contacts

Edit "ASU Customizations” Folder

ﬁ ASU Security
ASU Security Administration
[ General Security Processes
[ Manage Security Reguests
2 Set Up Security Reguest Tables
[ Security Request Query.

@ ASU HCM Recruiti
[ ASU Offers
@Asu uery Based Update
ASU Query Based Update
= Query Based Update
1 ASU Query Based Update Setup

€ Internet H00% -
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Figure 12

ORACLE’
Menu o

®

Wy Favorites

[ ASU CRM

> ASU HCM Custom

> ASU Security

[+ ASU Admissions

[» A2U Student Records
[> ASU HCM Recruiting

[+ ASU Student Financials
[ ASU Campus Community
b ABU Query Based Update
ASU Conversion

Self Service

Effort Reporting

Manager Self Service
Recruiting

Waorkforce Administration
Benefits

Compensation

Time and Labor

Payroll for North America
Global Payroll & Absence
Mamt

Payroll Interface
Waorkforce Development
Organizational Development
Enterprise Learmning
Waorkforce Monitoring
Pension

Campus Community
Curriculum Management
Student Financials
SetUp HRMS

SetUp SACR

Enterprise Components
Tree Manager

Reporting Toals
PeopleTools

[- Careers

[ Chanage My Password

[ My Systemn Profile

[~ My Dictionary

[ ASU HCM Custom

ﬁ ASU Benefits

23 ASU BM Interfaces
[ ASU BN Processes
[ ASU BM Reports

ﬁ] ASU Payroll

[ ASU PY Interfaces
) ASU PY Processes
1 ASU PY Reports
3 ASU PY Setup

ﬁ ASU Commitment Acct

ASU CA Interfaces
[C1 ASU CA Processes
[ ASU CA Reports

2 More.

ASU Position Management

= Creste/Modify Positions

= Position Mqt Canlfg_ﬁ BEE:

ﬁASU HR

3 ASU HR Interfaces
[ ASU HR Processes
21 ASU HR Setup

@ ASU Time and Labor

[E] ASU Workgroup Enroliment

=l Update Workaroup Enroliments

7 More..

Edit "ASU HCM Custom” Folder

ttps:asus4808dey mycmsc comjpsp/asusasup/EMPLOYEE/HRMS c/ASU_POSN_IMGT. ASU_PM_LUSER_MAIN. GEL?PORTALPARAM_PTCNAV=ASUI_PM_USER_MA

€ Internet H00% -
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Figure 13
ORACLE

gn out

>

¥ 3l BosHion & Mew Window | Customize Page | B, A
Management

— Create/Modify
Positions

— Maintain Position
Accounting
— Position Mat Central
Process
Position Cross-
Reference
— Create Redistribution
Entry
— Redistribution
Approval =
— View Redistribution
Entries
— Commit Acctg Cross-
Reference
— View Position Budgets
— View Position
Encumbrance
[ ASU Time and Labar
[> ASU Security
[ ASU Admissions
[> ASU Student Records
[ ASU HCM Recruiting
[ ASU Student Financials
[: ASU Campus Comrmunity
[» ASU Query Based Update
ASU Conversion
Self Service
Effort Reporting
Manager Self Service
Recruiting
Workforce Administration
Benefits
Compensation
Time and Labor
Payroll for North America
Global Payroll & Absence
Mgmt
Payroll Interface
Workforce Development
Organizational Development
Enterprise Learning
‘Workforce Monitoring
Pension
Campus Community
Curricninm Mananameant ] hd
one & Internet 100% -

User: ASURITE ID |

Create New or Modify Fvictinn Dacitinn

O Create New Pofjtion ) Modify Existing Position _

Select the Modify Existing Position radio button
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Figure 14
ORACLE

Sign out

ABU Position
Management

— Create/Modify
Positions

“Menbintoction |CreateiM0dify Positions User: ASURITE ID

— Position Mat Central
FProcess Create New or Modify Existing Position

— Position Cross- . i .
Reference Create New Position Modify Existing Position

— Create Redistribution -
Enin Enter Position to Modifv

— Redistribution Position Number: l:lo\ Continue ==
Approval S—

roval

— View Redistribution
Entries Cancel / Reset

— Commit Acctg Cross-
Reference
— View Position Budgets
— View Position
Encumbrance
[ ASU Time and Labar
[> ASU Security
[ ASU Admissions
[> ASU Student Records
[ ASU HCM Recruiting
[ ASU Student Financials
[: ASU Campus Comrmunity
[» ASU Query Based Update
ASU Conversion
Self Service
Effort Reporting
Manager Self Service
Recruiting
Workforce Administration
Benefits
Compensation
Time and Labor
Payroll for North America
Global Payroll & Absence
Mgmt
Payroll Interface
Workforce Development
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>

Mew Window | Customize Page | B, A

Click into the Position Number field and enter the employee’s Position Number you noted from
the Work Location tab.
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Figure 16
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Scroll to the lower part of this page.
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Figure 17
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Step A. Click the Drop Down menu button to select an Action Reason.

Your modification will not be accepted by the system unless you enter an Action Reason in

addition to correcting the position number in the reports to field.
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Figure 18
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Figure 19
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Figure 20
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Click the Save and Submit button
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Figure 21
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Figure 22
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Not Receiving Confirmation Emails from HRIS?

If you do not receive emails notifying your of the status of your Manager Self Service

transactions you may need to make another correction in the system. The following is an

example of how to do this.

Figure 1
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Select the My System Profile link

Click on My System Profile on the menu and make sure the Workflow Attribute Email User
checkbox is checked and that your correct email address is entered in the Email Address. Ifis
isn’t, male the changes and click Save. You will now begin to receive emails.
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Figure 2
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Make sure the Workflow Attribute Email User checkbox is checked.

Click into the Email Address field and type in your email address.
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Figure 3

ORACLE’

[Search:

®

My Favorites
ASU Customizations
ASU Conversion
Self Sernvice
Effort Reporting
Manager Self Service
Recruiting
Workforce Administration
Benefits
Compensation
Time and Labor
Payroll for North America
Global Payroll & Absence
Magmt
Payroll Interface
‘Workforce Development
Organizational Development
Enterprise Learning
Workforce Monitoring
Pension
Campus Community
Curriculum Management
Student Financials
SetUp HRMS
SetUp SACR
Enterprise Components
Tree Manager
Reporting Tools
PeopleTools
[ Careers
Change My Password
file

- My Dictionary

General Profile Information

Employee Name (Analyst)

Password

Chanage password

Chanage or set up forgotten password help

Personalizations

My preferred language for PIA web pages is: English

My preferred language for reports and email is: Enalish
Currency Code: |:|Q_

Default Mobile Page: | e

Alternate User

If you will be temporarily unavailable, you can select an alternate user to receive your routings.

Alternate User ID: ‘ |Q
L s
L @

Email User

From Date: (example:12/31/2000)

To Date: (example:12/31/2000)

Worklist User

Miscellaneous User Links

Primary Email i i
Account Email Type Email Address
ASU v | Sparky @asu.edu

Mew Window | Help | Customize Page | [,

& Internet

£ 100%

Page 2 of 28

Click the Save button

HRIS — MSS Submitt a Request for Promotion

3/24/2008




Figure 4
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That brings us to the end of this simulation.

You've just corrected the Reports To information for your employee list so that you can see
them in your Promote Employee list.

You have also corrected the Workflow Attibute Email User information so that you will receive
email notifications from Human Resources.
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