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Figurel

[ ou Forwarded this message on 10/16/2007 3:22 PM.

From: support@asu. edu [support@asu.edu] Sent: Tue 10/16/2007 3:20 PM
Ta: Ravi Prathi

Co

Subject:

Request requires spproval
Attachments:

The following recgquest(s) has been subwitted by Sheres Barron. Request(s) require your approval before the employes
records are updated.

Submitted Recuest (s)

Employee ID ;10
Employee Name : Catherine Davidson
Transaction

: id Hoc Salary Change

Please visit the following URL for detailed information sbout the requestis):

https://asub4805dev. mycmse . com/ psps p/EMPLOYEE/ HRMS/c/ROLE_MANAGER. HR_SALCHANGE AFFR.GEL?
Page=HR SALCHANGE MGREAction=U&SS GRP ID=1120&£TRANSACTICN MNAME=HR SALCHANGE

This communicacion was sent via PeopleSoft Workflow Technology. Flease do not reply to this email.

Step 2 Approver

The approver receives an email like this one notifying them that a salary Change was submitted.
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Figure 2
ORACLE

Personalize Content | Layout

Home Add to Favorites Sign out
Help

> My Favorites
[» A2U Customizations

[ Self Service

[> llanager Self Sewice

™
[» Workforce Administration

[» Benefits

[> Compensation

[> Time and Labor

[ Payroll for North America

[ Global Payroll & Absence Mgmt
- Workforce Development

I Organizational Development

[ Pension

> Campus Community

[> Set Up HRMS

[» SetUp SACR

> Reporting Tools

- PeopleTools

— Careers

— My System Profile

— My Dictionary

Select the Manager Self Service link

The approver logs into PeopleSoft to complete this transaction.
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Figure 3

ORACLE’
Menu @

®

(> My Favorites

(- ASU Customizations
- Self Service

(- Effort Reporting

IV

i

[ Time Management

[» Job and Personal
Infarmation

[> Compensation

> Learning and
Development

(- Recruiting

- Workforce Administration

- Benefits

(- Compensation

- Time and Labor

(- Payroll for Morth America

(- Global Payroll & Absence
Mgmt

(- Workforce Development

(- Organizational Development

- Pension

(- Campus Community

> Set Up HRMS

[ Set Up SACR

(- Reporting Tools

(- PeopleTools

|- Careers

[ My System Profile

[~ My Dictionary

- ; Manager Self Service
Mavigate to self service information and activities for people reporting to you

Time Management

Manage schedules, view and approve reported and payable
time, absence and overtime requests, exceptions, and mare
[ Approve Time and Excegtions

[ Report Time

O View Time

= Manager Search Options.

@[@ Leaming and Development

Add and review information related to learning and development
for employees.

Home

Job and Personal Information
anage job and personal information for your employees.
El View Emplovee Personal info
= Promote Emplovee
= Aporove Promotion

Compensation

Manage salaries for your workforce, either by individual or by
group. Review the compensatian history and total
compensation picture for your direct reports, as well as review
their stock option history and vesting status of shares.

4 More.

=] Approve Ad Hoc Salary Change

2 More.
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Figure 4
ORACLE

Menu |
I =

e Mew Window | Help | Customize Page | B, 4|

®

Home Add to Favorites Sign out

(> My Favorites
(- ASU Customizations

- Self Service
- Effort Reporting The hyperlinks below indicate groups of employees which require your participation in an approval process. Click

[~ Manager Self Service on a hyperlink to see details about what needs to be approved for each employee contained in the group
> Time Management
[> Job and Personal

Information Ad Hoc Salary Change 1

= Compensation " "
2 Rirnaat Ad HOESA Submitted By:  Sheree Barron Submitted Date:  07/01/2007

Select Transaction to Approve

Findﬂ@ 1of1
Last Process
Action

1000¢ Carol Utton HRCdr Submit Sheree Barron

EmpliD Name Job Title Last Processed By

— View Compensation
History
él;)x— ;jl?s‘almn Ad Hoc Salary Change 925
[> Learning and Submitted By:  Sheree Barron Submitted Date:  11/05/2007
Development
> Recruiting Eing| # 1or1

- Worldorce Administration
(- Benefits EmpliD Hame Job Title ki:tozrooess

E%‘;_In;p::?ﬂmr 1000 Bridget Robertson HRSpecSr Submit Sheree Barron

(- Payroll for Morth America

(- Global Payroll & Absence
Mgmt

(- Workforce Development

(- Organizational Development

(- Pension -

(- Campus Community Find | i 1of1

- Set Up HRMS

- Set UE SACR Job Title ki::;rocess Last Processed By

(- Reporting Tools

Last Processed By

Submitted Date:  11/09/2007

- PeopleTools 1000 i giae HRSpecsSr Submit Sheree Barron

Davidson
|- Careers

[~ My System Profile
[~ My Diclionary

The Approve Ad Hoc Salary Change page appears

For this example, select the Ad Hoc Salary Change 926 link because it has our subject's name
in it (Catherine Davidson).
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Figure 5

ORACLE’
Menu @

search:
(> My Favorites

(- ASU Customizations
- Self Service

(- Effort Reporting

[~ Manager Self Service

> Time Management

[> Job and Personal
Information

= Compensation
— Request Ad Hoc Salary

iew Ad Hoc Salary Cha
Status
— View Compensation
History
View Total
__ Compensation
[ Leaming and
Development
(- Recruiting
- Worldorce Administration
- Benefits
(- Compensation
> Time and Labor
(- Payroll for Morth America
(- Global Payroll & Absence
Mgmt
(- Workforce Development
(- Organizational Development
(- Pension
(- Campus Community
- Set Up HRMS
- Set Up SACR.
(- Reporting Tools
(- PeopleTools
[~ Careers
[~ My System Profile
[~ My Diclionary

Approve Ad Hoc Salary Change

This transaction requires an action on your part. For each employee, selectthe Approve or Deny action and

enter comments (optional) in the area provided. Click Submit when you are finished

Salary Change Date:  11/19/2007

Catherine Davidson

Employee ID: 1000

[ Enter Salary Change Amounts Y View Addfional Saiary info_|

Change Percent

Component Current Amount (x. 10.850%)

DTl IA 48527 501601 4000 1941100084
Annual

Compensation Frequency: Annual Bi-weekly Payments

Current Total: 51,866.4423689 USD New Total:

Current Annual Rate: $48527.502 USD  Mew Annual Rate:

Change Amount New Amount

50468 601665 USD

$1,041.100064 USD
$50,468.602 USD

Christine Cervantes Manager
Christine Cervantes Manager

Compensation

[ v
*Comment:
Process Detail
Name Role Name Process Action Process Action Date
Sheree Barron Originator Submit 11/09/2007

New Window | Help | Customize Page | [a/

The approver selects approve or deny from the drop down and saves.
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Figure 6

e —— New Window | Help | Customize Page | B 4]
- My Favorites Approve Ad Hoc Salary Change
(- ASU Customizations
- Self Service This transaction requires an action on your part. For each employee, selectthe Approve or Deny action and
e R enter comments (optional) in the area provided. Click Submit when you are finished
[~ Manager Self Service P p v
> Time Management
[+ Job and Personal -
Information Salary Change Date:  11/19/2007
= Compensation
— Request Ad Hoc Salary Catherine Davidson
&
Employee ID: 10008¢
ange - =
» Information
= View 0 Hoc Salsry Gho
Status [ Enter Salary Change Amounts Y View Addfional Saiary info_|
— View Compensation p—
History Component Current Amount MIgE: S ETCE Change Amount Hew Amount
o (ex. 10.850%)
View Total
____Compensation | Default NA 48527 501601 4000 1,841100064 50468601865 USD
[ Learning and Annual
Development
- Recruiting Compensation Frequency: Annual Bi-weekly Payments
(- Workforce Administration
- Benefits
- Compensation Current Total: 51,866 442369 USD New Total: $1,941.100064 USD
> Time and Labor N ’
> Payrall for Morth America Current Annual Rate: $48 527 502 USD New Annual Rate: $50,468.602 USD L
(- Global Payroll & Absence
Momt
(- Workforce Development —
[ Organizational Development | \Xll
(- Pension
(- Campus Community I
- Set Up HRMS =Con DeNy.
- Set Up SACR
(- Reporting Tools
(- PeopleTools
[~ Careers
[~ My System Profile
e
SRR Name Role Name Process Action Process Action Date
Sheree Barron Originator Submit 11/09/2007
Christine Cervantes Manager
Christine Cervantes Manager
Compensalion hd

Select the Approve item

Page 8 of 11 HRIS — MSS Approve Request for Ad Hoc Salary Change 1/28/2008




Figure 7

_Home Add to Favories _Sign out
search: o
(> My Favorites . iAppmve v
(- ASU Customizations
- Self Service
- Effort Reporting . |
= Manager Self Senvice Comment:
> Time Management
[> Job and Personal
Infarmation
= Compensation B
- Request Ad Hoc Salary Process Detail
Change Name Role Name Process Action Process Action Date
— Approve Ad Hoc Salary Sheree Barron Qriginator Submit 11/09/2007
"’"a” e Christine Cervantes  Manager
7 | Cho
A Christine Cervantes ~ Manager
Compensation i Fridinan Compensalion
Histaory Administrator
— View Total . Compensation
Compensation GIERAEE Administrator
b Learning and Compensation
I DEVT'“F’"‘E"T Camttiust Administrator
ecruiting
- Worldorce Administration Sheree Barron fﬁgﬁ?ﬁ:ﬂ?n
- Benefits
- Compensation Carol Hurst Compensation
> Time and Labor Administrator
(- Payroll for Morth America Compensation
- Global Payroll & Absence ke Administrator
Mgmt Compensation
- Workforce Development Linda Shupe Aﬂmiﬁ\stramr
(- Organizational Development
- Pension Comments
(- Campus Community
- Set Up HRMS .
- Set Up SACR.
- Reporting Tools
(- PeopleTools
|- Careers Manaoer Self Service
[- My System Profile Return to ApprovaliStatus List Page
|- My Diclionary Learning and Development
]

Click in the *Comment field.

It is mandatory to indicate specific things in the Comment area.

They are:
¢ Who in the department has approved the action. (Followed and obtained dept approval from
(dean)?
¢ Is the emplyee changing classifications? E.G. classified staff promoted to service
professional?

For Administrative, Classified, and Service Professional employees be sure to indicate:

e Have Minimum Qualifications been met?

o Employee's performance evaluation currently exceeds expectations or is above Minimum
Quialifications.

¢ It has been over a year since their last promotion (career progression).

Note: If this promotion will result in a change from non exempt to exempt, the department must
pay out any compensatory time the employee has.
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Figure 8

ORACLE

Search:

®

(> My Favorites
(- ASU Customizations
- Self Service
(- Effort Reporting
[~ Manager Self Service

> Time Management

[> Job and Personal

Information
= Compensation
Request Ad Hoc Salary

ange
— View Ad Hoc Salary Cha
Status
— View Compensation
History
— View Total
__ Compensation
[ Leaming and

Development
(- Recruiting
- Worldorce Administration
- Benefits
(- Compensation
> Time and Labor
(- Payroll for Morth America
(- Global Payroll & Absence

Mgmt

(- Workforce Development
(- Organizational Development
(- Pension
(- Campus Community

|Appmve v|

Is the emplyee changing classi

| promoted to service pr i

*Comment: | Followed and obtained dept approval from

(dean)?
ifications? E.G. classified staff
7

Process Detail
Name Role Name
Sheree Barron Qriginator

Christine Cervantes Manager

Christine Cervantes Manager

Compensation
Administrator
Compensation
Administrator
Compensation
Administrator
Compensation
Administrator
Compensation
Administrator
Compensation
Administrator
Compensation
Administrator

Kevin Freeman

Lynne Davis

Carol Hurst

Sheree Barron

Carol Hurst

Kevin Freeman

Linda Shupe

Comments

Process Action Process Action Date
Submit 11/09/2007

- Set Up HRMS

- Set Up SACR.

(- Reporting Tools
(- PeopleTools

[~ Careers

[~ My System Profile
[~ My Diclionary

2
Return to Approval/Status List Page
Learning and Development

%l
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Figure 9

From: support@asu, edu Sent:  Thu 1f24/2008 3:53 PM
To: Martha Steinacker
o

Subject:  Request processed by approver

Below is the latest actiwvity with regard to this self service redquest.

The following reguest (s3] has been approved by Eatherine Jager. The database has been updated

Employee ID : 1000
Employee Name : Cheryl
Transaction : Ad Hoco Salary Change

Please wisit the following URL for detailed information about the reguest(s):

https://asudd505dev. mycmsc. cow/ psp/ asusasup/ EMPLOYEE/ HEM3/ ¢/ ROLE MANAGER.HE SALCHAINGE 3TS.GEL?
Page=HR SALCHANGE MGR&lction=Us33 GRP ID=2137&TRANSACTICON NAMNE=HE SALCHAMNGE

Comments:1:Min gquals wet. Approwved by VP.

This comrunication was sent via PeopleSoft Workflow Technology. Please do not reply to this email.

The submitter receives this email to inform them that their request has been approved.

Page 11 0f11 HRIS — MSS Approve Request for Ad Hoc Salary Change 1/28/2008




