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m Introduction

Introduction

Use the ADP Self Service Manager s Guide to complete manager tasks within the ADP Self
Service application. Manager tasks include compensation and performance reviews, hiring
and rehiring employees, changing employee job status, transferring employees, changing
employee job and salary information, and changing employees employment status, as well
as designating a proxy to complete tasks when you are unavailable. Manager tasks also
include viewing approval history, task lists, and running reports.

@ As you work through the tasks in this chapter, you may have questions about fields. To

display a description of fields and related tasks in Self Service, click the Fy (Help icon)
provided in the right-hand corner of the Self Service web page.

Audience for This Guide

This guide is written for managers using ADP Self Service, whose HR/payroll system of
record is ADP Enterprise HR or ADP HR Anytime. Information in this guide applies to both
systems of record unless otherwise specified.

To take full advantage of this guide, we recommend that you have a basic understanding of
how to use your HR/payroll system of record and Self Service. This guide is not intended to
be a tutorial.

In addition, you should be comfortable with using a graphical user interface as well as a
web-enabled application.

About This Guide
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What's in This Book _

What's in This Book

This guide, the ADP Self Service Manager s Guide, covers the following topics:

Chapter 1, “Introducing Manager Self Service,” provides on overview of Manager Self
Service, including how to access Self Service and manager tasks available within Self
Service.

Chapter 2, “Managing Approval Tasks and Notifications,” provides detailed instructions on
using the Manager’s Message Center to process approval tasks which have been sent to
them, as well as view notifications concerning tasks in which they have been involved. This
chapter also details setting up a proxy to complete assignments for managers who are
unavailable to process tasks in a timely manner.

Chapter 3, “Managing Approval History,” provides detailed instructions on using Approval
History to view details on any tasks in which a manager was involved, either as an originator
and/or an approver.

Chapter 4, “Managing Compensation,” provides detailed instructions on managing direct
reports compensation, including viewing compensation summary information, viewing the
budget pool, viewing employee compensation history, and initiating a bonus or merit
compensation proposed increase.

Chapter 5, “Managing Performance Reviews,” provides detailed instructions on viewing
performance summary information, viewing employee performance history, initiating a
performance review, as well as how to create custom performance view templates.

Chapter 6, “Managing Work Events,” provides detailed instructions on performing work
events such as: hiring and rehiring; transferring a direct report to a new manager, department
or location; changing an employee’s job status; promoting, demoting, performing a lateral
move, and changing an employee’s salary; placing an employee on leave or returning an
employee from leave; terminating an employee.

Chapter 7, “Managing Employee Career and Training Information,” provides information
on managing employee career and training information, including updating employee career
information and enrolling employees in training activities.

Chapter 8, “Running Manager Reports,” provides detailed instructions on running pre-
defined reports for direct reports employment and compensation information.

An index is also provided.

About This Guide
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What's New

The following changes have been made to this guide since the last publication date:
® Made changes to Chapter 6, “Managing Work Events” as follows:

— A new confirmation message was added for salary changes to employee’s whose
current salary already exceeds the established maximum salary amount. For more
information, see “Changing an Employee’s Salary” on page 6-96.

— Employment actions for Suspend and Return from Suspend have been added to the
Employment page as part of the Comprehensive Employee Change tabbed view when
creating a comprehensive change event for an employee. For more information, see
“Changing an Employee's Employment Information” on page 6-147. These actions
have also been added to Change Employee Status. For more information, see “Placing
an Employee on Suspension” on page 6-120 and “Placing an Employee on
Suspension” on page 6-120.

— The search field filters for the Direct Reports page provided in a previous release for
those whose HR/payroll system of record is ADP Enterprise HR 5.03 have been made
available for those whose HR/payroll system of record is ADP Enterprise HR 5.01.
For more information, see “Using Search Fields to Filter Results” on page 6-3.
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Related Documentation _

Related Documentation

This guide covers the information necessary for using the Manager tasks within ADP Self
Service. You may need to refer to related documentation for other areas of the product. You
can access the documentation in the following location:

* On the web at adp4me.adp.com, select Product Documentation

About This Guide
ADP Self Service Manager's Guide


<https://adp4me.adp.com>

n Documentation Conventions

Documentation Conventions

O The fields shown and described for all the Self Service pages are the default settings
supplied by ADP. Your company Self Service administrator can configure non-required
fields to not display, as well as change the field order and field label text.

In addition, not all tasks may be available. Your Self Service administrator may enable or
disable tasks, depending on your company'’s policies.

Table 1 describes the documentation conventions used in this guide.

Table 1. Documentation Conventions

Documentation Convention
bold

command

(1

P < @

Company Definitions ~ Organization
Definitions

People ~ Personnel Actions ~ Change
Employee’s Job/Position ~ Change Job
Position

Description

In procedures, user interface items that you
select, click, or enter information for are shown
in bold. For instance, tab names, buttons, and
field names.

Indicates that you should type the command on
your computer.

Signifies important additional information.

Signifies very important additional information

Identifies helpful—but not necessary—
information.

Signifies that a failure to follow the
recommended procedure could result in a loss
of data or could result in the product not
performing properly.

Used to indicate either of the following:

* You can find additional information in the
online Help

* You can find additional information on
interface shortcuts and tips in the user’s
guide.

At the beginning of a procedure, shows the path
or navigation to a process or task.

Within text, shows the path or navigation to a
process, task, or tab.

About This Guide
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Documentation Conventions _

Table 1. Documentation Conventions (cont.)

Documentation Convention

Description

Indicates that you have reached the end of one
step in a multiple-step process. Instructions are
given after this convention to help you find the
next step in the process and other related
information.

| () End of procedure |

Indicates that you have reached the end of a
procedure. If additional information is
available, it is noted after this convention.

For a description of the

fields on this tab, press
F1.

| P Tasks |

MULTI-STEP PROCESS
First step in process

Second step in
process

Third step in
process

Indicates where you can find a complete
description of every field on a tab.

This convention is placed either to the left or,
less often, to the right of a screen illustration.

Lists each step in a multi-step process, and
indicates which step the current section is
documenting.

In this example, the third step is currently being
documented. Note that this step is highlighted
in bold and is preceded by a check mark.

If you are viewing an online manual, click the
highlighted text to jump to the desired section.

About This Guide
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m Providing Comments

Providing Comments

We welcome your comments and suggestions about all the documentation delivered with
your HR/payroll system of record. That way, we can continue to improve the manuals and
online Help. You can provide comments in one of the following ways:

¢ Select Help ~ Online Manuals from your HR/payroll system of record application and
then click the link to submit your suggestions.

* Give us feedback by visiting the web at adp4me.adp.com ~ Product Documentation.

About This Guide
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_ Introduction

Introduction

The ADP Self Service solution is purchased separately from your HR/payroll system of
record, and is based on portal technology allowing your employees, managers, practitioners,
and administrators to perform tasks over the Internet.

The term “employee” in this guide can refer to a regular employee/associate, temporary

employee/associate, or a consultant or contractor, depending on your company’s
organization.

O This solution is for clients using one of the following HR/payroll systems of record as a
hosting/outsourcing service solution for payroll processing:

» ADP Enterprise HR with Autolink Version 4.2005.2(D), 4.04 or higher, and 5.0 or higher

» ADP Enterprise HR with Enterprise Payroll (EPayroll) Version 4.2005.2(D), 4.04 or
higher, and 5.0 or higher

* ADP HR Anytime Version 5.01 or higher

Some features are not available, depending on which version and HR/payroll system of
record you are using. Differences are noted throughout this guide.

Self Service is comprised of easy-to-use web pages that the user accesses with the user name
and password selected during the initial registration process (see “Registering for Self
Service” on page 1-15). Across the top of the Self Service web pages are tabs that categorize
the information and tasks available in Self Service. Online Help is provided for the Self

Service pages. Simply click the Fy (Help icon) provided in the right-hand corner of the web
page to access the Help.

The Help reflects the default settings of the Self Service Web pages. If your administrator has

changed the default settings, the Help files may vary from the actual fields displayed in your
Self Service pages.

Self Service accommodates several distinct users, as follows:

* Employees — employees can access the employee-level tasks

* Managers — managers access the manager-level tasks according to how they are set up
in the Reports To Hierarchy feature of the HR/payroll system of record (see the Hiring,

Staffing, and Job Maintenance Guide for information on using the Reports To Hierarchy
feature.)

* Practitioners — these are ADP Enterprise HR or HR Anytime users who will access
Enterprise HR or HR Anytime through Self Service

* Administrators — can define the approval and notification routing (workflow) through
Self Service, as well as configure the Self Service pages for company-specific needs

This guide details the information and tasks available to managers.

Chapter 1: Introducing Manager Self Service
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About the Self Service Manager Tasks _

About the Self Service Manager Tasks

Within your HR/payroll system of record, managers are set up using the Reports-To feature.
The way managers are set up determines the tasks that they can view and perform within
Self Service. For instance, managers may manage people and handle compensation and
performance reviews. Or, managers could solely be compensation managers that need
access to just the compensation details provided in Self Service. For information on the
Reports-To feature, see the Hiring, Staffing, and Job Maintenance Guide.

Figure 1-1 illustrates the Manager Home Welcome portlets. The tabs that display across the
top of the Self Service header area, depends on the role selected. If the user has more than
one role, they can select a role from the role selector. Each role is associated with tasks
specific for that role. The tasks detailed in this guide are those accessed when the Manager
role is selected.

If a user is assigned both an Employee and Manager role, the Manager role will be selected

by default. If a user is also assigned a Practitioner role, the Practitioner role will always be
the default. In this case, to access the Manager tasks, you would select Manager from the
Role Selector.

Self Service Session Time Out Warning dialog box displays after 18 minutes of inactivity.
The dialog box gives you the option of re-entering or logging out of Self Service.

Language ~ Company Directory |Log Off  #

Welcome, Joo Jung =
@ Search Company Diractary

Role Selector I I Home v| Organization & Staffing + | Performance - | Compensation - | Reports +

What's New Message Center at a Glance

H ﬁ Click the fellowing linkis) to access measages and information pertinent to you

4

Customized text iz entered here.

Benefits News

Recommended Links

Click the links below for additional information: J l ‘
ADP

Careers at ADP L
Customized text is entered here.

Forms Library

= —

The Forms Library is a repostory for all forms employees may require.

MyRewards

Click the link belowy.

B [vRewards - Online Total Rewards Summary

| €

& Local intranet #100% -

Figure 1-1. Manager Home Welcome Portlets

Q The content in the Home Welcome portlets will be the same for all roles, unless your
Portal administrator has added customized instructional content and assigned the
content to specific groups (roles).

Chapter 1: Introducing Manager Self Service
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_ About the Self Service Manager Tasks

The components of the Self Service Welcome Home portlets are as follows:

e What’s New

* Message Center at a Glance — This includes links to your Message Center Approvals,
Notifications and Employee Activities (see Chapter 2, “Managing Approval Tasks and
Notifications” for more information).

* Recommended Links
* Benefit News
¢ Forms Library

Your company administrator can configure the Self Service web pages to display certain
fields, rearrange fields, change the label text for the field, as well as change fonts and color

schemes. Online Help is provided for Self Service pages. Simply click the :' (Help icon)
provided in the right-hand corner of the web page to access the online help. The help and this
guide reflect the default settings of the Self Service web pages. If your administrator has
changed the default settings, the online help and this guide may vary from the actual fields
displayed in your Self Service pages.

You can view employee-level and manager-level tasks in either English or Spanish. The
Language link in the header area allows you to select either English or Espanol. English
is selected by default. Text on the employee-level and manager-level tabs, as well as the
instructional text and labels on these web pages, will display the selected language. The
data displayed in the fields, however, will be in English, since the fields are populated
with data from your system of record.

Your security profile is managed by your administrator through Security Access. Your
administrator must enable the Language option for your security group in order for you
to view this option.

Across the top of the Self Service header area, are tabs that categorize the information and
tasks available for managers. Hover your mouse over the tabs to see and select the manager
tasks. The following tabs and tasks may be available, depending on user setup details:

Tabs and tasks available for managers include the following:

* Home — This tab allows access to the following tasks:
— Welcome — Access the Welcome portlets.

— Company Directory — Access an employee directory search to find information for
an employee within your organization.

— Message Center — Outstanding approval tasks that have been sent for approval are
displayed on the Approvals page, and any notifications received through the Self
Service approval and notification routing are displayed on the Notifications page.
Once an approver has processed an approval task, it is removed from the Approvals
page. In addition, if Event Configuration has been enabled for your company, users
can access and complete activities, such as new hire, data verification, or company
policy events.

Chapter 1: Introducing Manager Self Service
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About the Self Service Manager Tasks _

— Approval History — Displays the approval processes and approval details which the
manager has participated in, either as an originator or an approver. In addition, a user
can recall an event, if they are the originator of the event and the event status is In
Progress.

— Forms Library — Access company forms.

— Policies and Guidelines — Access company policies and procedures. The Company
Policies portlet lists the policies your company has made available, based on the user’s
security access. A red asterisk (*) indicates that it is a policy which the user needs to
acknowledge. A green check mark shows that the user has already acknowledged the
policy. This portlet displays a maximum of 10 policies at a time. If there are additional
policies, a More link displays. Clicking More accesses the Policy Acknowledgement
List page. You can also access the Policy Acknowledgement List page by clicking the
Read and acknowledge all policies link.

— FAQs — Access FAQs posted by your administrator.
* Organization & Staffing — This tab allows access to the following tasks:

— Direct Reports — Displays a manager’s direct reports, as well as the direct reports of
each of the managers reporting to them. The Direct Reports page provides the
manager with quick access to initiate a number of employee events. These same
employee events are also accessible through other manager tasks. The Direct Reports
page, however, provides a single point through which a manager can do a number of
employee-related events.

— Managing Work Events — The Managing Work Events page allows the manager to
perform job actions, such as hires and rehires, transfers, job status changes, job and
salary changes, and employment status changes.

The work events (hire, rehire, transfer, job status changes, job and salary changes, and
employment status changes) feature is available for all supported versions of ADP
Enterprise HR with Autolink and ADP HR Anytime. However, the work events feature is
not available for ADP Enterprise HR with EPayroll Version 4D (4.2005.2) or 5.0. At this
time, EPayroll Versions 4.04, 4.05, and 5.01 and higher support the work events
feature. The Comprehensive Employment Change is only available for ADP Enterprise
HR and ADP HR Anytime Versions 5.03.

For new hires and rehires, once the job action has been approved within the Self
Service application, the employee information entered in Self Service populates the
Hire/Rehire Data tab in your HR/payroll system of record. The HR Practitioner must
then complete the hire/rehire process within your HR/payroll system of record. See the
Hiring, Staffing, and Job Maintenance Guide for additional information.

— Employee Career Profile — Managers can add and update career profile information
for their employees. Career profile information includes education, languages, skills,
and license/certification information.

— Enroll Employee in Training — Managers can check prerequisites and enroll their
employees in training.

Chapter 1: Introducing Manager Self Service
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— About the Self Service Manager Tasks

— Employee Training Summary — Managers can view summary information for

training activities for which their employees are enrolled, wait listed, or have
completed. A manager can also cancel a scheduled training activity.

Proxy Assignment — Displays the paths established for event proxy workflow.
Workflow is the approval and notification routing of events, such as performance
reviews, compensation proposals, work events, and employee events. Proxy
assignment allows a manager to delegate alternative approval personnel in the event
the manager is out of the office, or unable to process approvals for an extended period
of time.

¢ Performance — This tab allows access to the following tasks:

— Performance Planning — View and print performance summary information and

performance review forms for direct reports, as well as the direct reports of managers
who report into them. Conduct the performance review, including submitting the
completed review to the next approving manager.

Performance History — View and print employee performance history.

Performance Review Template — The Performance Review Template is used to
create custom templates. Only modifiable templates can be used as a base to create
customized templates. Managers can also modify any custom templates they have
created.

Once the performance review has completed the approval process in Self Service, the

employee’s performance review information is updated in your HR/payroll system of
record.

¢ Compensation — This tab allows access to the following tasks:

— Compensation Planning — View and print compensation planning information for

direct reports, as well as the direct reports of managers who report into them, as well
as view and print consolidated budget information. Complete the Compensation
Worksheets to process the compensation review, including submitting the completed
review to the next approving manager.

— Compensation History — View and print employee compensation history.

Once the proposed compensation increase has completed the approval process in Self

Service, the employee’s compensation information is updated in the HR/payroll system of
record.

* Reports — This tab allows access to the following tasks:

— Manager Reports — Allows manager’s to access a variety of reports that contain their

team's employment and compensation information. Managers only have access to
information for their direct reports. The information available in each report is
pre-defined. These reports include the effective-dated information for employees with
the statuses of Active, Leave, Paid Leave, and Suspended. The team reports include all
the direct reports for a manager. The employee history reports contain information
about a single direct report. These history reports include all data of an employee
based on tenure.
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The number of reports available may vary. Your company administrator can configure
reports to not display, as well as change the report label text.

Using the Manager Direct Reports Page

The Direct Reports page is accessed through the Organization & Staffing tab and displays
your direct reports, as well as the direct reports of each of the managers reporting to you.
The Direct Reports page provides the manager with quick access to initiate a number of
employee events. These same employee events are also accessible through other manager
tasks. The Direct Reports page, however, provides a single point through which you can do
a number of employee-related events.

Through the underline Name link on the Direct Reports page, you can do any of the
following:

* View and print employee profiles

* Perform job actions, such as transfers, job and salary changes, employee and employment
status changes

¢ Compensation reviews

* Performance reviews

* Employee career maintenance

* Employee training maintenance

Which employee events are available to you depends on how your administrator has
configured your security access in Self Service. You can perform these employee events on
your direct reports, as well as your indirect reports if your administrator has enabled the
indirect report update option. If this option has not been enabled, you can initiate these
employee events only for your direct reports.

O Managers can update indirect and direct reports from either the Direct Reports page or
through the Compensation Planning and Performance Planning pages. For job actions,
managers can update indirect and direct reports through the Direct Reports page.
However, they can only update direct reports if they access job actions from the Managing
Work Events page, regardless of whether or not the indirect report update option is
selected.

Using the Manager Direct Reports page includes the following tasks:

* Viewing Your Direct and Indirect Reports

¢ Initiating Employee Events
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Viewing Your Direct and Indirect Reports

7] o To view your direct and indirect reports, do the following:
L]

Using the Manager 1. Access your Self Service URL at https://portal.adp.com and log in to the Portal.

Direct Reports Page .
Make sure that the Manager role is selected.

Viewing Your Direct

and Indirect Reports 3. From the Organization & Staffing tab, select Direct Reports. The Direct Reports page
Initiating Employee displays.
Events

Employees reporting directly to you are displayed in the employee list area. Any of your

direct reports who also have employees reporting to them will have the F (Direct
Reports icon) displayed next to their name.

Q You can sort the columns in the employee list area in ascending or descending order.
Click the arrow(s) beside the column name to sort. A single red arrow indicates which
column is being used for sorting, as well as the sort order (ascending or descending).

Language v Company Directory |Log Off 2]
WWelcome, Aaron Edwards
g Search Comgany Directory
Home ~ | Time & Attendance ~ | Organization & Stafiing ~ | Performance v | Compensation v | Reports »
Direct Reports ?
@ Fiter your resuks by entering fullor parts data. Click the Organization icon nextto a managers name, if avaiable, to dispay ther irect reports.
For a description of the
fields on this page or for
: Manager lame Aaron Edwards
related tasks, click the
Last llame: First llame: Department: EnteriSelect fem -
: (Help ICOH) prowded Job: EnteriSelect bem - Job Status: [Seect - [ Full Time rtime @ sooyFiter ) |
1 1 pa pay pa pa Pay |
n the l'lg ht'hand corner v Job 7 Department =7 Job Status Full Time/Part Time =7 |
H b 2541 Training & Development Leave of Absence Fart Time
of the Self Service page LEE AT LI — |
Waintenance Technician | Distributon-East Adtive Part Time
Systems Anaiyst Customer Service-£ast Adtve Ful Time:
Clerk Payrol Acive Ful Tine:
Repistered lurse Emplovee Relations Suspendsd Ful Time:
Clerkl Distributon-East Active Ful Tine:
Stafting Coordinator Employes Relations Adive PartTime
Clerk | Accouniing Active Ful Tine:
a Sr. Naitenance Technician Distributon-East Adive Ful Tine:
icevin Stewart Accountart| Recrutment Active Ful Tine: =l
© 2010 Automatic Data Processing, Inc. Privacy | Legal
Done [T T T [ memet 0%« g

Figure 1-2. Manager Direct Reports Page

The search fields at the top of the Direct Reports page are only available if your

HR/payroll system of record is ADP Enterprise HR or ADP HR Anytime Version 5.03.
Search fields allow you to enter criteria to filter your employee list.

The initial display of direct reports is limited by the HR/payroll system of record to 999.
However, you can use the search fields to display direct reports beyond this initial
display. For example, the page initially displays 999 direct reports but the direct report
you want to use is John Steward in department 123 but he isn't listed. In the Last Name
search field, enter Steward and click Apply Filter. John Steward should display in the
filtered listing.
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| T o Tasks |

Using the Manager
Direct Reports Page

Viewing Your Direct
and Indirect Reports

Initiating Employee
Events

Using the Manager Direct Reports Page _

4. Click p next to your direct report's name (if available) to drill down and view their
direct reports.

As you click F to drill down to the next level of direct reports, the Navigation Trail field

lists the starting manager name first, then subsequent managers in the order in which
they were accessed.

5. To navigate back, click the appropriate underlined name in the Navigation Trail field.

You have finished viewing your direct and indirect reports. Next you will initiate an
employee event.

Initiating Employee Events

Which employee events are available to you depends on how your administrator has
configured your security access in Self Service. You can perform these employee events on
your direct reports, as well as your indirect reports if your administrator has enabled the
indirect report update option. If this option has not been enabled, you can initiate these
employee events only for your direct reports.

Q To drill down to view and select your indirect reports, click F next to your direct

report's name to view their direct reports. As you click F to drill down to the next level
of direct reports, the Navigation Trail field lists the starting manager name first, then
subsequent managers in the order in which they were accessed. To navigate back, click
the appropriate underlined name in the Navigation Trail field.
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To initiate an Employee Event, do the following:

1. On the Direct Reports page, locate the employee for whom you want to initiate an
employee event and click their Name. The Employee Event selection menu displays.

Language ~ Company Directery | Leg Off 4|
Employee Events =Y
 Managor - [ERRTSRS Reeemppe e e T
Direct Reports s e e e ®
Transfer Employee
Fiter your resuls by entering fullor 23 Change Job & Salary Information anagers name, if avaiable, to display thei direct reports.
For a description of the s Job/S ety
. . Change Employment Status
fields on this page or for Employes Carcer Profle
related tasks, click the Mocegeyame Enroll Employee in Training
Lasttame: | e T L Bopartmen; £riereest fem -
7 (Help icon) provided Lot Compensation Pianning o status: [5ect = Wi W @ oo ) (@ cen )
B c tion Histe & & & & -
H H ~ -ompensation History Department =7 Job Status < Full Time/Part Time =7 Hire Date ™~
in the right-hand corner pertormance Fanming |
of the Self Service page Pertormanca History b L

Registered Nurse
Clerkll

FullTime

FullTime
Part Time.

Staffing Coordinator
Clerk |

FullTime

tenance Technician

FullTime

Accountant| Recrutment Active FullTime

2010 Automatic Data Processing, inc. Privacy | Legal

Bone T e 00 -
Figure 1-3. Employee Event Selection Menu

AN

2. Choose from the following:

* Employee Profile — Select this to access the selected employee's profile information.

* Comprehensive Employment Change — Select this to update employment
information for an employee in a single, inclusive task that encompasses job,
employment, compensation, and payroll (if appropriate) information. The feature is
only available if your HR/payroll system of record is ADP Enterprise HR or ADP
HR Anytime Versions 5.03. For details, see “Using the Comprehensive Employment
Change” on page 6-141.

* Transfer Employee — Select this to transfer the employee to another manager,
department, or location. For details on transferring an employee, see “Transferring
Employees” on page 6-44.

¢ Change Job & Salary Information — Select this to promote, demote, make a lateral
move, or change salary information for the selected employee. For details on
changing an employee’s job and salary, see “Changing an Employee’s Job and Salary
Information” on page 6-71.

¢ Change Job Status — Select this to change the employee's job status. For details on
changing an employee’s job status, see “Changing an Employee’s Job Status”
on page 6-64.

¢ Change Employment Status — Select this to terminate, place an employee or leave,
or return an employee from leave. For details on changing an employee’s status, see
“Changing an Employee’s Employment Status” on page 6-104.
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¢ Employee Career Profile — Select this to update career information (such as
education, languages, skills and certifications) for the selected employee. For details
on changing an employee’s career profile, see “Managing Employee Career Profiles”
on page 7-3.

¢ Enroll Employee in Training — Select this to enroll the selected employee in
available training. For details on enrolling employees in training, see “Enrolling
Employees in Training” on page 7-17.

* Employee Training Summary — Select this to view training information for the
selected employee. For details on viewing an employee’s training summary, see
“Accessing Employee Training Summary Information” on page 7-24.

¢ Compensation Planning — Select this to perform a compensation review for the
selected employee. For details on compensation reviews, see “Completing
Compensation Reviews” on page 4-3.

¢ Compensation History — Select this to view compensation history for the selected
employee. For details on viewing an employee’s compensation history, see “Viewing
and Printing Employee Compensation History” on page 4-22.

* Performance Planning — Select this to perform a performance review for the
selected employee. For details on performance reviews, see “Completing
Performance Reviews” on page 5-3.

¢ Performance History — Select this to view performance history for the selected
employee. For details on viewing an employee’s performance history, see “Viewing
and Printing Employee Performance History” on page 5-16.

Once you have selected the employee event, the corresponding event page displays. After
completing the task, you will be returned to the Direct Reports page, where you can choose
to initiate another employee event.

. [oo) endofprocedue |

You have completed initiating an employee event.
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Using the Online Help

Because the delivered Self Service solution is easy to use and self explanatory, the
application has online Help as its primary means of employees, managers, practitioners, and
administrators that are using Self Service. Since users may be using the application from
home or remote offices, the online Help insures that the information is always available to
the users.

Online Help is provided for ADP Self Service pages. Simply clickthe 7 (Help icon)
provided in the upper right-hand corner of the web page to access the Help. The Help
reflects the default settings of the Self Service web pages.

Your company administrator can configure the Self Service web pages to display certain

fields, rearrange fields, change the label text for the field, as well as change fonts and color
schemes. If your administrator has changed the default settings, the Help files may vary from
the actual fields displayed in your Self Service pages.

Within the online Help, users may find the following information:

* Descriptions of the application pages, including its purpose and related field descriptions.

¢ A contents in the left pane specific to the ADP Self Service page that provides links to
field descriptions, related tasks or guide.

Figure 1-4 shows a Help page for the Performance Planning process for managers as an

example. This Help page is accessed by clicking the T (Help icon).

/= Help - Windows Internet Explorer ()P4

Performance Planning S Print
Performance Planning Overview

Do you want to...

The Performance Planning page is a navigational entry point for performance planning. allowing managers to
process performance worksheets for employees who report to them. You can process performance

View /i worksheets for your direct reports. as well as your indirect reports if your administrator has enabled the
Parforr arms indirect report update option

® Read Performance Planning Overiew

nd Print Performance Nete: Performance plans. including peformance factors and goals, rating schemes, and peformance review
ksheets templates are defined in your HR/payroll system of record. Plans are then assigned to employees and
worksheets are created for use in ADP Self Senvice. Once the performance review worksheets have been

® Complete the Employee Peformance created, managers can then process the reviews within Self Senice

Review Form

The Performance Planning page provides a departmental summary view of performance activity. Only

[ Waork: 3 z
St ermaneediNnshestsik) performance managers have access to this page. If you are a performance manager. your name will be

Approval displayed in the Reviewing Manager column_ If performance managers that report to you alse have direct
Heed help on a field? reports that are perfarmance managers. the # (Direct Reparts ican) will be displayad next to their name
o Berfur!nta_nce Planning Field To drill down and view performance worksheet data for performance managers who report to your direct
escriptions .
~esciptions report performance managers. click 8 next to the manager's name. The Performance Planning page for the
® Performance Warksheet Field selected manager displays

Descriptions

® Employes Peformance Review Form
Field Descriptions To view performance worksheet data for either your employees or managers that report to you, click the
Reviewing Manager name

Note: To navigate back to a previous manager, click the appropriate manager name in the Navigation field

® Submit Waorksheet Field Descriptions

Tip: You can sort the columns on the Performance Planning and Performance Worksheet pages in

For more information see... = 3 " | g ¥
ascending or descending order. Click the arrow(s) beside the column name to sort. A single red arrow

& ADP Self Serice Documentation indicates which column is being used for sorting. as well as the sort order (ascending or descending)
Note: Depending on how your company is set Copyrigt 8 200 SLAGIL
up. some of these features may not be available
to you
Cone & Internet £ 100% -

Figure 1-4.  ADP Self Service Help - Example of Performance Planning Process

Chapter 1: Introducing Manager Self Service
ADP Self Service Manager’s Guide



Using the Online Help _

Additionally, managers can click the ADP Self Service Documentation link in the left pane
to access this manual (in PDF format) from the ADP website (adp4me.adp.com).

In order for a user to access the ADP Self Service guides on adp4me, the user must be
assigned the ADP4ME User role in Netsecure. This role is issued a digital certificate,
necessary for accessing the adp4me web site.

¢~ Help - Windows Internet Explorer

Performance Planning S Print
ADP Self Service Portal Documentation

Do you want to...

Follow these steps to access ADP Self Service documentation on the ADP Mational Account Serices

® Read Performance Planning Overniew ADPAME website

® View and Print Employes

Priforriance Review Eotms Note: You must enable pop-up windows for the site to access these documents

R iewiand nin Betomiance 1. Click the following link
Click this link to Worksheels
access adp4me [ gz\l:;p‘d!:a::eutr:]e Employes Pedformance +> hitp Vadpdme adp com
® Submit Performance Workshests for 2. Inthe left navigation area. click Product Documentation
- 3. Click ADP Self Service The available ADP Self Senice documentation displays

o . 3
Rieedhelplonlaifield 4. Inthe Name of Document column, click the title of the document you want to view. Your selection

# Performance Planning Field displays in a separate window
Descriptions

® Performance Worksheet Field
Descriptions

o Employes Peformance Review Form
Field Descriptions o

® Submit Waorkshest Field Descriptions

ts Processing. Inc. All righ

For more information see...

® ADP Self Senice Documentation

Note: Depending on how your company is set
up, some of these features may not be available
to you

Cione & Internet Hoowm -

Figure 1-5. ADP Self Service Help - Accessing the ADP Self Service Manager’s
Guide
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Touring Self Service

Employee and Manager tours are provided. The tours include an overview of the elements of
the Self Service application user interface design and new navigation to the tasks. Also
included are tours of sample tasks for both the employee and the manager roles.

To access the tours, do the following:

1. Access adp4me.adp.com

2. Inthe left navigation area, click Product Documentation.

3. Click ADP Self Service. The available ADP Self Service documentation displays.

4. Inthe Name of Document column, click the title of the document you want to view. Your
selection displays in a separate window.

Figure 1-6 illustrates the opening page for the Self Service User-Interface Tour for
Managers and Employees.

Click here to select and
start a Manager tour

i
Click here to select and Start
start an Employee tour

Click the Start button to begin the tour (starting with the
Cllck here to View employee features), or use the dropdown menu above to

both the Employee navigate to a specific section of the Tour.

Use the player control within each movie to control that

and Manager tours section of the tour.

Figure 1-6. Self Service User Interface Tour for Managers and Employees
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Registering for Self Service

To begin using Self Service, you must first register for each of the services you wish to
access. Your Human Resources Department will mail you a Self Service User ID Notice that
includes all the information required for you to complete your Self Service Registration.

To register for Self Service if you are a standard user (rather than a practitioner or
administrator), do the following:

1. Access the URL for Self Service, at https:/portal.adp.com. The Self Service Portal Login

page displays.

User Login Administrator Login

= First Time Users Register Here

» Meed Help Getting Started?

» Update My Security Profile

» Change your Password

» Make This Site Your Home Page

= Forgot vour User Id
» Forgot vour Password

008 Automatic Data P Inc.

. B PRIVACY B LEGAL
Figure 1-7. Self Service Portal Login Page

2. Click the First Time Users Register Here link on the Self Service login page. The
Registration Welcome page displays.

AP

Welcome!

&2

Welcome! ADP is committed to protecting your privacy and ensuring that only you can access your personal

Privacy & Security
infarmation. To assist us in meeting that commitment. you must register with us before using our senices. During

registration. you'll be assigned a user ID and you'll create a unique password. Then youll be ready to log on and start = Our Security Commitment
using ADP services.

= ADP Privacy Statement

Ready to get started? . Register now | Already Registered? . Add a Service |

= Legal Information
The Registration Process At-a-Glance

Here is how to register for ADP services Do you already have an ADP user ID in the following
€ Enter your registration pass code format. JSmith@Company?

€ Verify your identity If 30, you are already registered for ADP senices
9 Enter your contact information
€ Enter your security information

© View your user ID and create your password

What you need to register:
= Registration pass code Learn Mors

Copyright € 2007 ADP Inc.

It : A adp.com degal. asp 0 Internet H100% -

Figure 1-8. Registration Welcome Page
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Click Register Now. The Register for ADP Services page displays.

If you have already registered for an ADP internet product, such as iPay Statements,
select the Add a Service link. For more information, see “Managing Your Self Service
Account” on page 1-22.

AP

|Register for ADP Services

Please enter the following information to register for ADP services

| >

Step 1 of 6

1. Enter Your Registration Enter Your Registration Pass Code

Pass Code Your employer provided you with a registration pass code when they instructed you to register onling for ADP senvices. If you
2. Verify Your dentity don't know what your pass code is. contact your administrator for assistance

3. Enter Your Contact
Infermation

4. Enter Your Security
Information

5. View Your User 1D &

Create Your Password Registration Pass Code: » I:| (Example: Genco-1234abc)

6. Confirmation

Note: The pass code is not case-sensitive
b = Required

[ I

€ nternet

Figure 1-9. Register for ADP Services Page
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4. Enter your Registration Pass Code and click Next. The Verify Your Identity page
displays.

Your Self Service Registration Pass Code was provided to you by your Human
Resources Department.

AR

Register for ADP Services
Please enter the following information to register for ADP services

Step 2 of 6

Verify Your Identity

Registration

ADP is committed to protecting your privacy and ensuring that only you can access your data. We ask for some personal
2. Verify Your Identity information so we can confirm that you are the individual you claim to be. Then we can provide you with the appropriate

5 Enter Your Contact online access to ADP senices

Infarmation

4. Enter Your Security I want to verify my identity using:

Information & Social Security Number {SSN)

5 View Your UserID &

Create Your Passward C Individual Taxpayer Identification Number (ITIN}

6. Confirmation | | )
Your SSN is used during the account creation process: it is not used for any other purpose

»= Required
First Name: » (Your legal first name: do not enter a nickname.)

Middle Initial:

Last Name: 4 (Apostrophes and hyphens are allowed )
SSN: 4 {(All nine digits in any format)

Confirm SSH: 4 (All nine digits in any format)

Date of Birth: 4 ~ | (Month) » ¥ | (Day)

B next | @ cancel |

Copyright & 2007 ADP Inc. ® PRIVACY & SECURITY ® LEGAL
& Internet #100% -

Figure 1-10.  Verify Your Identity Page

Required fields are indicated by a red arrow.

What identity verification fields are displayed on the page depends on how your
company has been set up. In addition to your first and last name, the following may be
required for identity verification:

¢ Full or last four digits of your Social Security Number (SSN)

* Full or last four digits of your Individual Taxpayer Identification Number (ITIN)
¢ Employee ID

* Personal Identification Number (PIN)

PINs are generated in your HR/payroll system of record. If PINs are required, notices

are mailed to users with the information necessary for them to complete the
registration process.

In addition, you may be required to enter birth date and zip code information.
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10.

1.

The example shown in Figure 1-10, allows the user to select to verify with either their
SSN or ITIN, using the full number of digits. In addition, it requires the user to enter their
birth date information.

Q Some products require you to use product-specific data to register, rather than the

identity verification options. Examples are Benefit Enrollment/HWSE, and Enterprise
eTIME.

If available, select the option you want to use from the I want to verify my identity
using area. In our example, we have selected Social Security Number (SSN).

Enter your First Name and Last Name.

In the SSN field, enter your Social Security Number. In our example, all digits are
required.

Re-enter your Social Security Number in the Confirm SSN field.

If required, enter your birth date information in the Date of Birth area. Depending on
your company setup, you may need to enter your full date of birth or just the birth month
and day.

If required, enter your home zip/postal code information.

When you are finished entering information, click Next. The Enter Your Contact
Information page displays.

A3

Register for ADP Services ~
Please enter the following information to register for ADP services

Step 3 of 6

Enter Your Contact Information

1. Enter Y
Pass

our Registration

Your e-mail address is only used for notifications. If necessary. you can change this information later.
our Identity If you want ta change your first or last name. please contact your administrator

3. Enter Your Contact _
Information b = Required

4 Enter Your Security

Information First Name: b Stuart
5. View Your UserID & Middle Initial: Isaac
Create Your Fassword

Last Name: b Alvarez

6. Confirmation

g A (This e-mail address is only used for
Business/Personal E-Mail: 4 !

notifications.)
Confirm E-Mail: 3
Phone: {(Area code and number in any format. Use
° "Ext. " to indicate extension. if applicable.)
W text | @ cancel |
A4
Copyright © 2007 ADP Inc. ® PRIVACY & SECURITY ® LEGAL
Done & Internet ®100% -

Figure 1-11. Enter Your Contact Information Page
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12. Complete the fields on the contact information page and click Next. The Enter Your
Security Information page displays.

A2

Register for ADP Services
Please enter the following information to register for ADP senices

=

Step 4 of 6

Enter Your Security Information

1. Enter Your Registration

Pass Code For security reasons, you must select two different security questions and provide their answers. If you forget your logon
2. Verify Your Identity information, you will be asked to answer the questions in order to verify your identity.

3. Enter Your Contact

Information Important: Be sure to choose answers you can remember.

4, Enter Your Security b = Required

Information

5. View Your User D & City/Town of Birth: » ‘A\phareﬂa

Create Your Password
6. Cenfirmation

Select a question from the list and enter your answer.

Security Question 1: » ‘ v
Answer 1: » ‘

Select a different question from the list and enter your answer

Security Question 2: » ‘ v

Answer 2: 4 ‘

B vext | @ cancel | ||

® PRIVACY & SECURITY # LEGAL

Internet ®100% -

Figure 1-12. Enter Your Security Information Page

13. Complete the fields on the security information page and click Next. The View Your
User ID & Create Your Password page displays. Your user ID is displayed.

The security questions and answers are used if you forget your logon credentials. Be
sure to choose information that you can readily remember.

|Register for ADP Services
Please enter the following information to register for ADP senices

&3

Step 5 of 6

View Your ADP Services User ID

1. Enter Your Registration

Pass Code Your user ID is provided below. You'll use this ID and password to log on to ADP sewvices. A confirmation e-mail containing
2. Verify Your Identit; your user ID will be sent to the address you provided

3. Enter Your Contact

Infarmation Note: Your user ID is not case-sensitive

4. Enter Your Security

Information User ID:  SAlvarez2@ft03501rr

5. View Your User 1D &
Create Your Password
& SElTEE Create Your ADP Services Password

Your password must be at least & characters long and must contain at least 1 letter and either 1 number or 1 special
character

Note: Your password is case sensitive

» = Required
Create Password: » | | (Example: Password01)
Confirm Password: 3 | |

. Submit_ | - Cancel | 3

Done & nternet -

Figure 1-13. View Your User ID & Create Your Password Page
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14. Enter your password in the Create Password field.

Your password must be a minimum of 8 characters and contain at least one alpha and
either one numeric or special character. Your password is case-sensitive.

15. Re-enter your password in the Confirm Password field and click Submit. The
Confirmation page displays.

£

|Register for ADP Services

Please enter the following information to register for ADP senvices

3

Step 6 of 6
1. Enter Your Registration Thank you for registering!
Pass Code You can now log on to. and start using, your ADP senices

2. Verify Your ldentity

3. Enter Your Contact Note: An e-mail containing your User ID has been sent to the address you

Information provided
4. Enter Your Security
Inforrnation Add ADP Services

5. View Your User 1D & ; : ; ; p i
Create Your Passward The following additional ADP senices are available to you. To associate another

senice with your user account. click Add Another Service.
6. Confirmation

= Benefit Enrollment
@ 2dd Another Service |

Log On to an ADP Service

The following ADP services are currently available to you. Select a senvice and click
Log On. If you want to log on later. click Close.

@ Self Senice
. Log On :I . Close \

Dore @ Internet #100% -

Figure 1-14. Self Service Registration Confirmation

To register for another available product, click Add Another Service. You can also

subscribe to additional services at a later time. See “Managing Your Self Service
Account” on page 1-22.

16. Select the service you want to use and click Log On. Refer to “Logging In to Self
Service” on page 1-21 for additional information.

End of procedure

You have finished registering for Self Service as a standard user (rather than a practitioner or
administrator). For information on registering for Self Service as a practitioner or
administrator, see the ADP Self Service Administrator s Guide.

For information on logging in to Self Service, see the following section.
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Logging In to Self Service

Before you can log in to Self Service, you must register for the products you want to access
through the Self Service Portal. Refer to “Registering for Self Service” on page 1-15 for
more information.

To log in to Self Service as a standard user, do the following:

1. Access the URL for Self Service, https://portal.adp.com.The Self-Service Portal Login
page displays.

User Login Administrator Login

= First Time Users Register Here
u Meed Help Getting Started?

n Update My Security Profile

» Change vour Password

» Make This Site Your Home Page
n Forgot your User Id

= Forgot vour Password

B PRIVACY [E LEGAL

Figure 1-15. Self Service Portal Login Page

2. Click the User Login. The Enter Network Password dialog box displays.

Enter Network Password 2l

Flease type vour uger name and password.

Site: nad2d31.es.ad.adp.com

Realm MaSPortal Emploves Access
[11:52:45:9778]

Uzer Name ||

Passwaord I

™ Save this password in your password list

oK I Cancel |

Figure 116. Enter Network Password Dialog Box

3. Enter your User Name and Password and click OK. Self Service launches.

Your User Name is the user ID you received when you completed your registration. Your
Password is the password you created during the registration process.

You can access the services for which you registered. The tasks you can access within
Self Service depend on the tasks your company has enabled for you in Self Service.

. [oo) endofprocedue |

You have just logged in to Self Service as a standard user.
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Managing Your Self Service Account

Once you have your user ID, you can manage your account information, including changing
your profile, changing your password, subscribing to additional available services, as well as
unsubscribing to services.

To manage your account information, do the following:

1. Access Netsecure at https:/netsecure.adp.com, as shown in Figure 1-17.

=10l x|

DP Metsecure - Mi Internet Explorer

Fi Edit  View Favorites  Tools  Help

&Back ~ = - D at | Qhsearch [GelFavorites  GhMedia &4 | - S =

Address I@ https:/inetsecure. adp.com j 6o | Links **

& -

-

/5D Netsecure r

cure

m

£ Manage my own account FYTTRLC CCCTIT 1T
& First time user? Click here.

o Having trouble logging in? Click
here,

4

i@ L[5 [ mternet 4

Figure 117. Netsecure Welcome Page

2. Click Manage my own account. The Enter Network Password dialog box displays.

Enter Network Password 2=l

Fleaze type your uzer name and password.

Site: nad2d1 2. adp.com
Realm [17:05:05:8339]
Uszer Mame ||

Passward I

™ Save this password in pour password list

oK I Cancel |

Figure 118. Enter Network Password Dialog Box
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3. Enter your User Name and Password and click OK. The Manage My Profile page

4,

displays.
@ Welcome, Dawn Cassidy a
o Help Exit
Manage My Profile -~
Contact Information
First Name: Dawn Iz Last Name: Cassidy
ﬁl;si,:?essmersnal B 3 ‘dcasswdy@genco.com | {This e-mail address is only used for notifications. )
Phone: ‘ | (Area code and number in any format)
Country: USA hd
Business Address 1: 100 Testing Lane {This adresss is only used for notifications. )
Business Address 2:
Business Address 3: ‘ |
City/Town: ‘Alpharetta |
State/Province: ‘ Geargia b |
Home ZIP/Postal Code: 30000
Security Information
The following information is used if you forget your user 1D and/or password
B I
Birth : ¥ |St. Louis
Birth Month -
and Day : blArr B8 ’-04 b
rS‘E[:l.I[.Il)' 1 b | VWhat was your favorite childhood pet's name? v ‘ .
= P ——— L)
< | >

‘Dome

€ Internet #100% - |

Figure 119. Manage My Profile Page

Make changes to your account as needed.

The Manage My Profile page allows you to update your contact and security

information. The Change My Password page allows you to change your password. The
Manage My Services page allows you to add or delete services.

You can also manage your account through the First Time Users Register Here link on
the Self Service logon page. From the Registration Welcome page, select the Add a

Service button.

5. Click Save or Submit, as appropriate.

End of procedure

You have finished managing your Self Service user account.
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Introduction

Q The Approvals, Natifications, and Employee Activities pages can be accessed from any
of the following ways: from the Home tab, you can select Welcome, then click the
Approvals, Notifications, or the Employee Activities link in the Message Center at a
Glance portlet; or you can select Message Center from the Home tab.

The Message Center includes an Approvals, a Notifications, and an Employee Activities
tab.

The Employee Activities tab is available only if Event Configuration (Configuration ~ Set

Up Employee Activities) has been enabled for your company. In addition, whether or not the
Approvals, Notifications, and Employee Activities tabs are available depends on your
Portal role and your security access setting.

When you click the tab, the corresponding page (either approvals, notifications, or employee
activities) is displayed. You can sort columns on the Approvals, Notifications, and
Employee Activities pages in ascending/descending order by clicking the up/down arrows in
the column headings. A red single arrow indicates which column is being used as the sort.

For Employees, any rejections you have received through the Self Service approval and
notification routing are displayed on the Notifications page. The Approvals page does not
apply to employees. Approvals are viewed through Approval History. The Employee
Activities page displays any activities you need to complete. Activities can include new hire,
data verification, and company policy events.

For Managers and Practitioners, outstanding approval tasks that have been sent to you for
approval are displayed on the Approvals page, and any notifications received through the
Self Service approval and notification routing are displayed on the Notifications page. Once
you have processed an approval task, it is removed from the Approvals page.

This chapter details how to process bonus and merit compensation, performance review,
work event, and employee event tasks that have been sent to you for approval. This chapter
also details setting up a proxy to complete your approval tasks for you in the event you are
unavailable to process them in a timely manner.

Q An Activity Wizard is provided for completing employee activities. For more information,
see the Self Service online help.
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Viewing Approvals and Notifications

Viewing Approvals and Notifications includes the following tasks:
* Viewing Approval Tasks
* Viewing Notifications

® Using Search Criteria to Filter Results

Viewing Approval Tasks

The Message Center Approvals page displays tasks that have been sent to you for approval.
The page initially displays with all pending approvals displayed. You can use the search
fields to filter your results. Once you have processed an approval task, it is removed from
the Approvals page.

To view your approval details, do the following:
1. From the Home tab, select Message Center.

2. Click the Approvals tab (if not already selected.) The list of approval tasks displays. Use
the search criteria to filter your results, if needed. See “Using Search Criteria to Filter
Results” on page 2-8 for more information.

Q The Approvals page can also be accessed from the Approvals link on the Message
Center at a Glance portlet.

Chapter 2: Managing Approval Tasks and Notifications
ADP Self Service Manager's Guide



n Viewing Approvals and Notifications

For a description of the

fields on this page or for
related tasks, click the

7’ (Help icon) provided
in the right-hand corner

of the Self Service page

You can sort columns on the Approvals page in ascending/descending order by clicking

the up/down arrows in the column headings. A red single arrow indicates which column
is being used as the sort.

Language ~ Company Directory |Log Off A
@ Vielcome, Regina Daniels

Search Company Directory

Home vl Organization & Staffing « | Performance = | Compensation = | Reports +

Messaae Center 7
Approvals |, Motifications Employee Activities

Enter search criteria and click Find to refine Activity list. Click an Activity link to view, approve or reject. Click the view history icon in the Actions column to view approval history. Click the
More information link to view additional columns.

OriginatorNeme: | | Date Submitted:  From: | =0 =
Viorksheet ID: [ ] efectivenate:  From:| =0 = Wrnd ) W Clear
Mere Infermation
Fourc 113 [1-205-6081-50 | PP Rows per page[20 v
I S Er T S e pe— Ty
Emelovee Event - Deductions Hester, Mark Hester, Mark 0512072010 02:28:55
Performance Garcia, Katherine DS/ 1872010 12:35:40
Work Event - Transfer - Department Thompson, Anne Garcia, Katnerine 0541372010 10:16:08
Work Event - Transfer - Department Thompson, Anne Garcia, Katherine 0S/1372010 10:16:06
Compensation - Bonus Garcia, Katherine 0541072010 10:52:50
Work Event - Rehire Gerber, Adrian Garcia, Katherine 0S/0872010 145403
Work Event - Rehire Barnes, Peter Garcia, Katherine 0510472010 14:42:24
Manager Event - Skills Woodside, Nancy Garcia, Katherine 0510372010 1

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ VinnAsids Nanme Carmia Watharine AENIPAIN 489748

Cione &3 Local intranet #100% -

Figure 2-1. Message Center Approvals Page

The Approvals page provides summary information for approval tasks which you need
to complete. You can view the following information:

* Activity — Displays the name of the activity. Click on this link to access the
corresponding approval worksheet.

* Employee Name — This field displays the employee name for whom the event is for.
This field is not used for performance or compensation events.

* Worksheet ID — This field is valid for performance or compensation events only,
and displays the corresponding worksheet ID.

This column is not displayed unless Worksheet ID or Effective Date was used as a
search criteria. Click the More Information link to display this column.

¢ Originator Name — Displays the name of the individual who originated the action.
* Date Submitted — Displays the date the event was submitted.

¢ Effective Date — Displays the effective date of the event. This field is only
applicable to Work Events.

This column is not displayed unless Worksheet ID or Effective Date was used as a
search criteria. Click the More Information link to display this column.

¢ Action — Click the View History icon (';E;‘) to view approval history detail for the
corresponding activity (event).
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3. Click on the appropriate underlined activity. Depending on the type of task you have
selected, the corresponding approval worksheet displays. Click Cancel to return to the
Approvals page.

You will only have access to the Approval Worksheets if you are an approver.

4. To view approval history detail for a particular task, click the View History icon ( 'EE-') in
the Actions column. The View Approval History Detail page displays. Click Back to
return to the Approvals page.

You have finished viewing approvals. Next you will view notifications.
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Viewing Notifications

The Notifications page displays notifications for any rejections you have received through
the Self Service approval and notification routing. The page initially displays with all
available notifications displayed. You can use the search criteria to filter your results.

To view your notification details, do the following:

For a description of the
fields on this page or for
related tasks, click the

7’ (Help icon) provided
in the right-hand corner

of the Self Service page

From the Message Center, click the Notifications tab. The list of notifications displays.
Use the search criteria to filter your results, if needed. See “Using Search Criteria to Filter

Results” on page 2-8 for more information.

Q The Notifications page can also be accessed from the Notifications link on the
Message Center at a Glance portlet.

You can sort columns on the Notifications page in ascending/descending order by

clicking the up/down arrows in the column headings. A red single arrow indicates which

column is being used as the sort.

Language ~ Company Directory |Log Off 4
Vielcome, Regina Daniels =
Search Company Directory
I Home v| Qrganization & Staffing ~ | Performance | Compensation » | Reports -
Messaﬁe Center ?
Approvals Netifications || Employse Activilies
Enter search criteria and click Find to refine Activity list. Click an Activity Ik to view defails. Use the Action icons to view approval histery or remove a row from the Ist. Click the More
Information link to view addtional columns
OriginatorName: | | Date Submitted:  From: | Ekcdl =
Workshest ID: [ ] cffectivepater  From:| Ekcdl = @ Find | @ Clear |
More Information
Foung 103 12031508190 (P Rows per page[ 20 ¥ |
e ry ry ry
p— S R — ) [y
Wiork Event - New Hire Regh, AR Daniels, Regina 06/02/2010 03:58:51 | Completed G|
Compensation - Merit Garcia, Kathering 0572712010 12:14:05 | Completed €
Wiork Event - Job and Salary Change - Salary Change Johnson, Sara Daniels, Regina US/26/2010 11:08:20 | System Error
Work Event - Emplevment Status Change - Terminate Wetter, Carl Garcia, Katherine 0S/25/2010 22:27:45 | Completed
Wiork Event - Emplovment Status Change - Return from Leave Parsons, Wark Garcia, Katherine US/25/2010 22:26:04 | Completed
Work Event - Emplevment Status Change - Leave of Absence (Paid) Farsons, Wark Garcia, Katherine 0572512010 22:23:51 | Completed
Wiork Event - Emplovment Status Chanqe - Terminate Willr, Jason Garcia, Katherine 0S/21/2010 11:12:06 | Completed
Work Event - Emplovment Status Change - Leave of Absence (Unpaid) | Francisco, Juanita Garcia, Katherine 057212010 11:11:15 | Completed F.
Done %J Local intranet #100%

Figure 2-2. Message Center Notifications Page

The Notifications page provides summary information for notifications received through

the Self Service notification routing, You can view the following information:

* Activity — Displays the name of the activity. Click on this link to access the
corresponding approval worksheet.

* Employee Name — This field displays the employee name for whom the event is for.

This field is not used for performance or compensation events.
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* Worksheet ID — This field is valid for performance or compensation events only,
and displays the corresponding worksheet ID.

This column is not displayed unless Worksheet ID or Effective Date was used as a
search criteria. Click the More Information link to display this column.

¢ Originator Name — Displays the name of the individual who originated the action.
* Date Submitted — Displays the date the event was submitted.

¢ Effective Date — Displays the effective date of the event. This field is only
applicable to Work Events.

This column is not displayed unless Worksheet ID or Effective Date was used as a
search criteria. Click the More Information link to display this column.

¢ Status — Displays the status of the activity.

¢ Action — Click the View History icon (! i‘,‘) to view approval history detail for the

corresponding activity (event). Click the Delete icon (|#.)) to delete the selected
notification.

When you delete a notification, it is deleted from your Notifications only. The
notification will remain in the Notifications list of other participants in the event.

2. To view details for a notification, click on the appropriate underlined activity. Depending
on the type of event you have selected, the corresponding event detail page displays.
Click Cancel to return to the Notifications page.

(For Managers and Practitioners only) For compensation, performance, and work events

tasks that have been rejected, if you are the originating manager or practitioner, you can
access the specific pages through the Notifications page and make corrections to the
information. This allows the originating manager or practitioner to make corrections
through the Notifications page and resubmit the action rather than re-enter all new
information through the compensation, performance, or work events pages.

3. To delete a notification, click the corresponding Delete icon (%)) in the Actions
column.

4. To view approval history detail for a particular task, click the View History icon (! i‘,‘ )
in the Actions column. The View Approval History Detail page displays. Click Back to
return to the Notifications page.

You have finished viewing notifications. Next you will review how to use the search fields
to filter your results.
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Using Search Criteria to Filter Results

Use the search criteria fields on the Approvals and Notifications pages to filter your
Approvals or Notifications results. The default view for both the Approvals and
Notifications pages is to show all existing approvals and/or notifications.

The Approvals page does not apply to employees. For employees, Approvals are viewed

through Approval History.

To use the search fields to enter/select criteria, do the following:

1.

In the Employee Name field, enter the beginning part of the employee's last name. (If
you want to enter their entire name, use the format: Last Name, First Name) All
alphanumeric and special characters are valid. The search is a "last name begins with"
query and is not case sensitive.

In the Originator Name field, enter the beginning part of the originator's last name. (If
you want to enter their entire name, use the format: Last Name, First Name) All
alphanumeric and special characters are valid. The search is a "last name begins with"
query and is not case sensitive.

In the Worksheet ID field, enter the worksheet ID. All alphanumeric and special
characters are valid. The search is a "contains" query and is not case sensitive. When you
include this field in the search criteria, the Worksheet ID and Effective Date columns
display in your results. Otherwise, to view the Worksheet ID and/or Effective Date
fields, you need to click the More Information link on the Approvals or Notifications

pages.
The Worksheet ID field is only applicable to Performance and Compensation events.

In the Activity field, enter the name of the activity you want to filter on. The search is a
"contains" query and is not case sensitive.

In the Date Submitted ficld, select the date submitted From and To dates. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar. If no
date is selected, the results will include all records.

In the Effective Date ficld, select the effective date From and To dates. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar. If no
date is selected, the results will include all records. When you include this field in the
search criteria, the Worksheet ID and Effective Date columns display in your results.
Otherwise, to view the Worksheet ID and/or Effective Date fields, you need to click the
More Information link on the Approvals or Notifications pages.

Click Find. The results matching your search criteria display. You can sort columns in

ascending/descending order by clicking the up/down arrows in the column headings. A
red single arrow indicates which column is being used as the sort. Use the Rows per Page
field to specify how many rows of data you want displayed per page. Default is 10. Step
through the pages either by clicking the arrows keys, or selecting a page number range.

If you change any of your search criteria, you must click Find again.
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. [oo) endofprocedue |

You have finished viewing approvals and notifications.

For information on processing merit compensation tasks that have been sent to you for
approval, see “Managing Merit Compensation Approval Tasks” on page 2-10.

For information on processing bonus compensation tasks that have been sent to you for
approval, see “Managing Bonus Compensation Approval Tasks” on page 2-14.

For information on processing performance review tasks that have been sent to you for
approval, see “Managing Performance Review Approval Tasks” on page 2-18.

For information on processing job actions, such as employee events, hiring, rehiring,
changing job status, transfers, changing job and salary information, and changing
employment status, that have been sent to you for approval, see “Processing Job Action
Approval Tasks” on page 2-22.

For information on setting up a proxy to complete approval tasks for you in the event you
are unavailable to process them in a timely manner, see “Managing Proxy Assignments”
on page 2-28.
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Managing Merit Compensation Approval Tasks

4}

Uy
Managing Merit
Compensation
Approval Tasks

™ Viewing and
Printing Merit
Compensation
Approval
Worksheets

Processing Merit
Compensation
Approval Tasks

The Merit Compensation Approval Worksheet lists the merit compensation details for a
compensation manager's direct reports, and allows you to approve or reject the
compensation proposal. You will only have access to the Merit Compensation Approval
Worksheet if you are an approver. Click the underlined employee's name to see the
Employee Compensation History for that employee.

Only outstanding approval tasks are displayed. Once an approval task has been processed, it
is removed from the Approvals page.

For detailed information on initiating compensation proposals, see Chapter 4, “Managing
Compensation.”

Managing merit compensation approvals includes the following tasks:
* Viewing and Printing Merit Compensation Approval Worksheets

® Processing Merit Compensation Approval Tasks

Viewing and Printing Merit Compensation Approval
Worksheets

Once an approval task has been processed, it is removed from the Approvals page. You may
want to print the approval worksheets before you complete the approval.

To view and print your merit compensation approval worksheets, do the following:

1. From the Message Center, select the Approvals tab (if not already selected). The list of
approval tasks displays, as shown in Figure 2-1.

Q The Approvals page can also be accessed from the Approvals link on the Message
Center at a Glance portlet.
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2. Click the underlined Merit Compensation activity for which you want to view and print
details. The Merit Compensation Approval Worksheet displays.

~
@ Welcome, Elizabeth Zimmer
Organization & Stafing + | Performance « | Compensation « | Reporis
Approvals and Notifications T
— —

Manager Name: Angela Morris Budget Percent: 375

Department: 222002 Budget Pool: 8.032.50

Plan: Merit Comp Budget Used: 830053

Budget Period: 05/30/2008 - 05/30/2009 Lump Sum Used: 0.00

Variance: {-265 08)
Workflow Comments:
Current Salary ) Perf  Proposed P dl .. New Salary Stat
<. Compa Ratio Salary Action Type Eval  Incr Pct "’P"ZE ner 0"9"'_"9 Compa Ratio : us Approve Reject
Hame =~ Salary Reason Type a s Amt =~ Proration -, =
= = = =
Hicholas 714000 7343490 n
Coppola 305 (285 2034.90 Progress (2] o]
101 1.03
@ Print | @ submit | @ Approve Al | @ Rejectan | @ cancel | @ Reset |
~
< b
& nternet #100% -

Figure 2-3. Merit Compensation Approval Worksheet

The Merit Compensation Approval Worksheet page provides the following information:

* Manager Name — Displays the originating manager's name.
* Department — Displays the originating manager's department ID.

* Plan — Displays the plan type. Compensation plans are defined in your HR/payroll
system of record.

¢ Budget Period — Displays the budget period.
* Budget Percent — Displays the budget percent.
* Budget Pool — Displays the budget pool.

¢ Budget Used — Displays the budget used. This is the sum of all increase amounts,
not including any lump sums.

¢ Lump Sum Used — Displays the sum of all lump sum amounts.
® Variance — Displays the budget variance.
Negative numbers are displayed as red text with parentheses around the number.

* Workflow Comments — Displays approval and notification routing comments, if
any, that were entered on the Merit Compensation Approval Worksheet and/or the
Submit Worksheet.

¢ Name — Displays the employee's name. Click to access the Employee Compensation
History page.

¢ Current Salary/Compa Ratio — Displays the employee's current salary and compa
ratio.
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Salary Action Type/Salary Action Reason — Displays the salary action type (Pay
Rate Change or Lump Sum) and the reason for the salary action.

Perf Eval — Displays the performance evaluation rating, if available.

Proposed Incr Pct — Displays the proposed increase percent.

If you hover the mouse over the Proposed Incr Pct or Proposed Incr Amt fields,
additional information for the employee is displayed. Information includes the
employee name, department, merit matrix range, effective date, prorate applied at
x.x%, the salary range min, mid, and max, and standard hours.

Proposed Incr Amt — Displays the proposed increase amount.

Override Proration — Indicates if proration override was selected. If selected,
prorate calculations are not performed on the proposed increase percent or amount.

The Override Prorate option may not be available. Your Human Resources

Department determines whether or not managers have the ability to use the override
prorate.

New Salary/Compa Ratio — Displays the new salary and compa ratio. This is
automatically calculated if no lump sum is being applied.

Status — Displays the status of the proposed increase. Values are New, In Process,
Rejected, and Complete.

Click Print to print the information on the Merit Compensation Approval Worksheet.

Click Cancel to return to the Approvals page.

©

You have completed viewing and printing merit compensation tasks sent to you for
approval. Next you will review how to process a merit compensation approval task.
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Processing Merit Compensation Approval Tasks

To process merit compensation tasks that have been sent to you for approval, do the
following:

1. From the Approvals page, click the underlined Merit Compensation activity you want to
process. The Merit Compensation Approval Worksheet displays.

~
m Welcome, Elizabeth Zimmer —
Home = | Crganization & Staffing « | Performance = | Compensation » | Reports +
Approvals and Notifications T
Manager Name: Angela Morris Budget Percent: 375
Department: 222002 Budget Pool: 5.032.50
Plan: Merit Comp Budget Used: 8300.58
Budget Period: 05/30/2008 - 05/30/2009 Lump Sum Used: 0.00
Variance: (-265.08)
Workflow Comments:
Current Salary ) Perf  Proposed P dl . New Salary Stat
4 CompaRatio  Salary Action Type Eval IncrPet [ TOPOSEAINEr Override CompaRatio 2™ a0 iue Reject
Name =~ Salary Reason Type Pas Pas Amt = Proration - o
= = = v
Michalas 71400.0 7343490 |
Coppola 3.0 2034.90 Progress © o
1.01 1.03
[ @ Submit | @ Approve Al @ RejectAll | @ Concel | @ Reset |
v
K] | B
@ Internet ®100% -

Figure 2-4. Merit Compensation Approval Worksheet

2. Enter any comments into the Workflow Comments field. Workflow is the approval and
notification routing for an event. Comments will be viewable by all approvers, as well as
through Approval History.

To view employee compensation history, click the underlined employee’s Name. The
Employee Compensation History page displays. Click Cancel to return to the Merit
Compensation Approval Worksheet. You can also access Employee Compensation
History through the Manager tab’s Compensation History task.

3. To approve a task, select the corresponding Approve option for the task.

You can also approve all the compensation reviews listed in your Merit Compensation
Approval Worksheet by selecting Approve All.
4. To reject a task, select the corresponding Reject option for the task.

You can also reject all the merit compensation reviews listed in your Merit Compensation
Approval Worksheet by selecting Reject All.

5. Click Submit. You are returned to the refreshed Approvals page, which displays a
message indicating who this task has been sent to. The processed approval task is
removed from the Approvals page.

. [oo) endofprocedue |

You have completed viewing, printing, and processing merit compensation tasks sent to you
for approval.
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Managing Bonus Compensation Approval Tasks

The Bonus Compensation Approval Worksheet lists the bonus compensation details for a
compensation manager's direct reports, and allows you to approve or reject the
compensation proposal. You will only have access to the Bonus Compensation Approval
Worksheet if you are an approver. Click the underlined employee's name to see the
Employee Compensation History for that employee.

Only outstanding approval tasks are displayed. Once an approval task has been processed, it
is removed from the Approvals page.

For detailed information on initiating compensation proposals, see Chapter 4, “Managing
Compensation.”

Managing bonus compensation approvals includes the following tasks:

* Viewing and Printing Bonus Compensation Approval Worksheets

® Processing Bonus Compensation Approval Tasks
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Viewing and Printing Bonus Compensation
Approval Worksheets

Once an approval task has been processed, it is removed from the Approvals page. You may
want to print the approval worksheets before you complete the approval.

To view and print your bonus compensation approval worksheets, do the following:

1. From the Message Center, select the Approvals tab (if not already selected). The list of
approval tasks displays, as shown in Figure 2-1.

Q The Approvals page can also be accessed from the Approvals link on the Message

Center at a Glance portlet.

2. Click the underlined Bonus Compensation activity for which you want to view and print
details. The Bonus Compensation Approval Worksheet displays.

Budget Percent: 11.00

Budget Pool. 15,219.6000

Merit Lump Sum Budget Used: 2077.7500

06/10/2009 - 06/10/2010 Variance: 132,141.8500

salary Amount & salary Comp, & v < v < S lrertewm S lBonuspercent & Override Prorate g & Approve  Reject

77.000.00 318 18.900.00 24.200.00 29.600.00 0.00 269 In Progress o
2950 189 11.68 15.58 19.42 0.00 275 In Progress O [o)
@ Submit @ Approve All @ RejectAll ) @ cancel @ Reset
Figure 2-5. Bonus Compensation Approval Worksheet

The Bonus Compensation Approval Worksheet page provides the following information:

Manager Name — Displays the originating manager's name.
Department — Displays the originating manager's department ID.

Bonus Plan — Displays the plan type. Compensation plans are defined in your
HR/payroll system of record.

Budget Period — Displays the budget period.

Budget Percent — Displays the budget percent. If there is no budget, this field will be
blank.

Budget Pool — Displays the budget pool. If there is no budget, this field will be
blank.

Budget Used — Displays the budget used. This is the sum of all increase amounts,
not including any lump sums.
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¢ Comments — Displays approval and notification routing comments, if any, that were
entered on the Bonus Compensation Approval Worksheet and/or the Submit
Worksheet.

¢ Name — Displays the employee's name. Click to access the Employee Compensation
History page.

¢ Salary Amount — Displays the employee's current salary.
¢ Salary Comp — Displays the employee's current salary compa ratio.

¢ Salary Grade Min/Mid/Max — Displays the employee's salary grade
minimum/mid-point/maximum.

¢ Perf Eval — Displays the performance evaluation rating, if available.
* Bonus Percent — Displays the proposed increase percent.

If you hover the mouse over the Bonus Percent and Bonus Amount fields,

additional information for the employee is displayed. Information includes the
employee name, department, effective date, prorate applied at x.x%, and the
performance evaluation rating.

* Bonus Amount — Displays the proposed increase amount.

* Override Proration — Indicates if proration override was selected. If selected,
prorate calculations are not performed on the proposed increase percent or amount.

The Override Prorate option may not be available. Your Human Resources

Department determines whether or not managers have the ability to use the override
prorate.

¢ Status — Displays the status of the proposed increase. Values are New, In Process,
Rejected, and Complete.

3. Click Print to print the information on the Bonus Compensation Approval Worksheet.

4. Click Cancel to return to the Approvals page.

©

You have completed viewing and printing bonus compensation tasks sent to you for
approval. Next you will review how to process a bonus compensation approval task.
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Processing Bonus Compensation Approval Tasks

ﬂm To process bonus compensation tasks that have been sent to you for approval, do the
following:
Managing Bonus ) ) ] o
Compensation 1. From the Approvals page, click the underlined Bonus Compensation activity you want
Approval Tasks to process. The Bonus Compensation Approval Worksheet displays.
Viewing and Printing
Bonus
Compensation e e e
Approval e P =
Worksheets s e
M Processing Bonus e mmmwn www mme mms w B B 0 e o O
Compensation 2950 189 1168 15.58 1942 0.00 [z InProgress O o

@ submit ) @ Approve Al ) @ Rejectanl | @ cancel | @ Reset |

Approval Tasks

For a description of the
fields on this page or for
related tasks, click the

? (Help icon) provided
in the right-hand corner

of the Self Service page

Figure 2-6. Bonus Compensation Approval Worksheet

2. Enter any comments into the Workflow Comments field. Workflow is the approval and
notification routing for an event. Comments will be viewable by all approvers, as well as
through Approval History.

To view employee compensation history, click the underlined Name. The Employee

Compensation History page displays. Click Cancel to return to the Bonus Compensation
Approval Worksheet. You can also access Employee Compensation History through the
Manager tab Compensation History task in left navigation area.

3. To approve a task, select the corresponding Approve option for the task.

You can also approve all the compensation reviews listed in your Bonus Compensation
Approval Worksheet by selecting Approve All.

4. To reject a task, select the corresponding Reject option for the task.
You can also reject all the merit compensation reviews listed in your Bonus
Compensation Approval Worksheet by selecting Reject All.

5. Click Submit. You are returned to the refreshed Approvals page, which displays a
message indicating who this task has been sent to. The processed approval task is
removed from the Approvals page.

. [oo) endofprocedue |

You have completed viewing, printing, and processing bonus compensation tasks sent to you
for approval.

Chapter 2: Managing Approval Tasks and Notifications
ADP Self Service Manager's Guide



m Managing Performance Review Approval Tasks

Managing Performance Review Approval Tasks

The Performance Approval Worksheet lists the performance review details and allows you
to approve or reject the performance review. You will only have access to the Performance
Approval Worksheet if you are an approver.

Only outstanding approval tasks are displayed. Once an approval task has been processed, it
is removed from the Approvals page.

For detailed information on initiating performance reviews, see Chapter 5, “Managing
Performance Reviews.”

Managing performance review approvals includes the following tasks:

* Viewing and Printing Performance Approval Worksheets

® Processing Performance Review Approval Tasks

Chapter 2: Managing Approval Tasks and Notifications
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Viewing and Printing Performance Approval
Worksheets

Once an approval task has been processed, it is removed from the Approvals page. You may
want to print the approval worksheets before you complete the approval.

To view and print your performance approval worksheets, do the following:

1. From the Message Center, select the Approvals tab (if not already selected). The list of
approval tasks displays, as shown in Figure 2-1.

Q The Approvals page can also be accessed from the Approvals link on the Message
Center at a Glance portlet.

2. Click the underlined Performance activity for which you want to view and print details.

The Performance Approval Worksheet displays.

s o N a N o
ReviewDate HireDate = EmployeesStatus JobTitle I OverallRating < OverallGoal < Status < Approve  Retumn
0611022010 03/22/2010 Active Tax Accountant "

@ submit @ Approve All @ Reum Al @ cancel ) @ Reset )

Figure 2-7. Performance Approval Worksheet
The Performance Approval Worksheet page provides the following information:

* Reviewing Manager — Displays the reviewing manager's name.

* Performance Plan — Displays the name of the performance plan. Performance plans
are defined in your HR/payroll system of record.

¢ Review Type — Displays the type of review

¢ Workflow Comments — Displays approval and notification routing comments, if
any, that were entered on the Performance Approval Worksheet and/or the Submit
Worksheet.

* Employee Name — Displays the employee's name. Click the underlined employee
name to view the selected employee's review detail from the View Employee
Performance Review Form.

¢ Review Date — Displays the employee's review date.

Chapter 2: Managing Approval Tasks and Notifications
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¢ Hire Date — Displays the employee's hire date

* Employee Status — Displays the employee's status.

* Job Title — Displays the employee's job title.

¢ Template — Displays the name of the template used for the employee's review.

¢ Opverall Rating — Displays the employee's overall performance rating from the View
Employee Performance Review Form, if applicable.

* Opverall Goal — Displays the employee's overall goal rating from the View Employee
Performance Review Form, if applicable.

¢ Status — Displays the status of the review. Values are New, In Process, Rejected, and
Complete.

3. Click Print to print the information on the Performance Approval Worksheet.

4. Click Cancel to return to the Approvals page.

©

You have completed viewing and printing performance review tasks sent to you for
approval. Next you will review how to process a performance review approval task.

Processing Performance Review Approval Tasks

To process performance reviews that have been sent to you for approval, do the following:

1. From the Approvals page, click the underlined Performance activity you want to process.
The Performance Approval Worksheet displays.

Katherine Garcia
PB1
Probati

Workflow Comments:

o o P o o
Employee llame < ReviewDate HireDate Employeestatus & JobTitle
Bary Baldwin 06/10/2010 03/2212010 Active Tax Accountant

& Print & suomit @ Approve All @ Rewmn All & Concel

Figure 2-8. Performance Approval Worksheet

@ For a description of the fields on this page or for related tasks, click # the (Help icon)
provided in the right-hand corner of the Self Service page.
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2. Enter any comments into the Workflow Comments field. Workflow is the approval and
notification routing for an event. Comments will be viewable by all approvers, as well as
through Approval History.

To view employee performance review detail, click the underlined Employee Name. The

View Employee Performance Review Form displays (see Chapter 5, “Managing
Performance Reviews” for additional details). Click the View Performance History link
to access the Employee Performance History. Click Cancel to navigate back to the
Performance Approval Worksheet. You can also access Employee Performance History
through the Manager tab’s Performance History task.

3. To approve a task, select the corresponding Approve option for the task.

You can also approve all the performance reviews listed in your Performance Approval
Worksheet by selecting Approve All.

4. To reject a task, select the corresponding Reject option for the task.

You can also reject all the performance reviews listed in your Performance Approval
Worksheet by selecting Reject All.

5. Click Submit. You are returned to the refreshed Approvals page, which displays a
message indicating who this task has been sent to. The processed approval task is
removed from the Approvals page.

You have completed viewing, printing, and processing performance review tasks sent to you
for approval.
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Processing Job Action Approval Tasks

You will only have access to the work event approval tasks if you are an approver. Work
events include:

¢ New Hires

* Rehires

¢ Changing an employee’s job status

* Transferring employees

* Changing an employee’s job and salary information

¢ Changing an employee’s employment status

* Performing a Comprehensive Employment Change

For complete details on initiating work events, see Chapter 6, “Managing Work Events.”

Only outstanding approval tasks are displayed. Once an approval task has been processed, it
is removed from the Approvals page.

To process job actions that have been sent to you for approval, do the following:

1. From the Message Center select the Approvals tab (if not already selected). The list of
approval tasks displays.

2. Click on the appropriate underlined job action. The corresponding job action detail page
displays.

3. To approve the employee event, select Approve.
4. To reject the employee event, select Reject.

You are returned to the refreshed Approvals page, which displays a message indicating
either to whom this task has been sent, or that the task is completed. The processed approval
task is removed from the Approvals page.
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Figure 2-9 shows an example of a Transfer page.

Work Event - Transfer - Department (Woodside, Nancy)

Instructions to Approvers

< are shown below. f any of the nformaton s in

Comments:

correct,refect ine changes and the manager wil be notfied so that they can make correct

ions. You can aiso add comments, which

Employee Name: Nancy Woodside
Employee ID: 222037

Hire Date: 05121/19%6
Service Date:  05/21/1996
Employee Type: Hourly

Status:

Job:
Department:
Location:
Pay Group:

Active

6602 - QA Inspector Il
222003 - Recruitment
NORCR - Georgia
220

Payroll Department Number:

Type of Transfer:

= Department

> Department

Enter the required information and click Submit to complete the action

Transfer Date: > 05/05/2009
Reason for Transfer:
Department: »
Location: )
Additional Transfer Information: Details

@ fpove ) @ Reject ) Cancel )

Figure 2-9. Transfer Page, as Accessed from the Approvals Page

L [oor) Endof procedure

You have completed processing job actions. For more information on work events, see

Chapter 6, “Managing Work Events.”
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Managing Manager Event Tasks
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You will only have access to the manager event approval tasks if you are an approver.
Manager events include the following career and training tasks:

¢ Education

¢ Languages

e Skills

¢ Licence and Certifications

¢ Enroll Employee in Training

Only outstanding approval tasks are displayed. Once an approval task has been processed, it
is removed from the Approvals page.

To process manager events that have been sent to you for approval, do the following:

1. From the Message Center, select the Approvals tab (if not already selected). The list of
approval tasks displays, as shown in Figure 2-1.

Q The Approvals page can also be accessed from the Approvals link on the Message
Center at a Glance portlet.

2. Click the underlined manager event activity you want to process. The corresponding
detail page displays.

If there is previous data, the history detail shows the previous data displayed and grayed
above the new data.

Manager Event - Enroll Employee in Training (Hopkins, Gregory)

Summary of Changes
Instructions to Approvers

in employee are shown below. If any of the information is incorrect, reject the changes and the employee wil be notified so that they can make corrections. You can also add comments. which will display in the approval history.

- is designed to improve team building skils with non-management personnel

Start Date
and Time
10/14/2004 09:00 30

Duration

Figure 2-10. Manager Event Details Accessed Through the Approvals Page

3. Enter any desired comments in the Comments field. Comments will be viewable by all
approvers, as well as through Approval History.
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4. To approve the event, select Approve.

5. To reject the event, select Reject. You are returned to the refreshed Approvals page,
which displays a message indicating either who this task has been sent to, or that the task
is completed. The processed approval task is removed from the Approvals page.

L [oor) Endof procedure

You have finished processing any manager events that have been sent to you for approval.
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Managing Employee Tasks
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Workflow, which is the approval and notification routing of events, may not be enabled for
employee events. If approval has been enabled for an employee event, and you are an
approver, you will have access to the employee event approvals.

Only outstanding approval tasks are displayed. Once an approval task has been processed, it
is removed from the Approvals page.

To process employee events that have been sent to you for approval, do the following:

1. From the Message Center, select the Approvals tab (if not already selected). The list of
approval tasks displays, as shown in Figure 2-1.

Q The Approvals page can also be accessed from the Approvals link on the Message
Center at a Glance portlet.

2. Click the underlined employee event activity you want to process. The corresponding
detail page displays.

If there is previous data, the previous data is displayed and grayed above the new data
on the detail page.

Employee Event - Deductions (Garcia, Katherine)

Employee ld: 222006

Summary of Changes
Instructions to Approvers

The changes made by an employee are shown below. If any of the information is incorrect, reject the changes and the employee vill be natified 0 that they can make carrections. You can also add comments. which will display in the approval history
Comments:

Enter deduction information i the following fields. Click Save to record your changes. Select an end date to terminate this deduction

Deduction: 4
United Way Campaign

Deduction Amount: ’

Amount Percent

A goal amount vill automatically stop a deducti

on after the goal dollar amount is reached. Checking the restart goal box will reset the collected balance to zero and restart the accumulation toward the goal amount indicated. Entering a new goal amount will
also resst the accumulation towards goal to zero.

Deduction Goal Amount:

499.00
YTD Deduction: )
Restart Goal:
Deduction End Date:
11302010

Please Agree to the Followin;

1 authorize ADP. Inc. to make the payroll deductions from these selections. The elections | make will be in eflect, unless superseded by law, based on the published pay periods. In the unlikely event of an error. | authorize ADP. Inc. to make adjustments
to correct the error

@ Approve ) @ Reject @ Cancel

Figure 2-11. Employee Event Details Accessed Through the Approvals Page

3. Enter any desired comments in the Comments field. Comments will be viewable by all

approvers, as well as through Approval History.
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4. To approve the employee event, select Approve.

5. To reject the employee event, select Reject. You are returned to the refreshed Approvals
page, which displays a message indicating either who this task has been sent to, or that
the task is completed. The processed approval task is removed from the Approvals page.

L [oor) Endof procedure

You have finished processing any employee events that have been sent to you for approval.
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Managing Proxy Assignments

The Proxy Assignment page displays the paths established for event proxy workflow.
Workflow is the approval and notification routing of events, such as performance reviews,
compensation proposals, work events, and employee events. Proxy assignment allows you
to delegate alternative approval personnel in the event you are out of the office, or unable to
process approvals for an extended period of time.

On any one step of an approval path, only one Manager Proxy is honored. If neither the

original assignee nor the proxy assignee responds, the Default Event Proxy defined by the
Portal administrator is used. When the proxy assignee approves, the system returns to the
original path. This means that if subsequent steps in the path are One (n) Up, the system
follows the manager hierarchy of the original assignee, not the hierarchy of the proxy.

If a proxy is not established, the default settings defined by the Portal administrator are used.

Managing proxy assignments includes the following tasks:

* Viewing Proxy Assignments

® Defining Proxy Assignments

* Deleting a Proxy Assignment

Viewing Proxy Assignments

v} = To view your proxy assignment, do the following:
L]

Managing Proxy 1.

Assignments

M Viewing Proxy
Assignments

Defining Proxy
Assignments

Deleting a Proxy
Assignment

®

For a description of the
fields on this page or for
related tasks, click the

7 (Help icon) provided
in the right-hand corner
of the Self Service page

From the Organization & Staffing tab, select Proxy Assignment. The Proxy
Assignment page displays.

Welcome, Jennifer Abraham Language ~ | Company Directory | Log Off | A
Search Company Directory
I Home = | Organization & Stafiing ~ | Perfermance ~ | Compensation - | Reports ~
Proxy Assignment T
This page displays the proxies established for workflow. To change a proxy assignment. click the appropriate underined event. To add a new
event proxy click Add Mew
Event Assign Proxy From To
WaorkEvent-MewHire Cne Level Up 05/18/2009 05/29/2009
Compensation-Bonus Cne Level Up
Employee Event - Address Kroell. Scott 05/15/2009 05/29/2009
Compensation-Merit Cne Level Up
- Add New
© 2009 Automatic Data Processing Privacy | Legal v
Cone € Internet 100% -~

Figure 2-12. Proxy Assignment Page
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The Proxy Assignment page provides the following proxy summary information:

Event — Displays the event name. Click the underlined link to access the Update
Proxy Assignment page.

Assign Proxy — Displays the proxy assignment.
From — Displays the beginning of the date range to send tasks to a proxy
To — Displays the end of the date range to send tasks to a proxy.

2. View your proxy setup. You can edit existing event proxies, as well as add new ones.

You have finished viewing your proxy setup. Next you will review how to add a new proxy
or change an existing proxy assignment.

Defining Proxy Assignments

You can add new proxy assignments, as well as change existing proxy assignments.The
Add/Updated Proxy Assignment allows you to define proxy processing by event. If a proxy
is not established, the default settings defined by the Self Service administrator are used.

To define proxy assignments, do the following:

1. From the Organization & Staffing tab, select Proxy Assignment. The Proxy
Assignment page displays.

- il ~
@ Welcome, Jennifer Abraham Language ~ | Company Directory | Log Off A

Search Company Directory
I Organization & Staffing - | Peformance « | Compensation = | Reports =

Proxy Assignment

This page displays the proxies established for workflow. To change a proxy assignment. click the appropriate underined event. To add a new
event proxy click Add Mew

Event

Assign Proxy From To
WarkEvent-MewHire Cne Level Up 05/18/2009 05/29/2009
Compensation-Bonus Cne Level Up
Employee Event - Address Kroell. Scott 05/15/2009 05/29/2009
Compensation-Merit Cne Level Up

@ fddtew |

© 2009 Automatic Data Processing Privacy | Legal

|

Cone

€ Internet % 100% -

Figure 2-13. Proxy Assignment Page
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2. To define your proxy, do one of the following:

* To add a new proxy, click Add New. The Add Proxy Assignment page displays.

¢ To change an existing proxy, click the underlined proxy you want to change. The
Update Proxy Assignment page displays.

Li Ci Direct: Log Off
Welcome, Jennifer Abraham anguage v | Company Directory | Log

-~
£3?
Organization & Staffing - | Peformance - | Compensation ~ | Reports -
Proxy Assignment ?
The proxy designation page establishes proxy processing by event. Processing may be done based on a waiting period or directly for a defined
date range. Click Save to save your changes
Event Name |C0mpensati0n-8m1us v
Number of Action Days: l:l
Send to Proxy Directly: O
=
@ save | @ concel |
© 2009 Automatic Data Processing Privacy | Legal t
Done € Internet H100% -
Figure 2-14. Add Proxy Assignment Page
Only the Update Proxy Assignment page has the Cancel and Delete buttons. The
Cancel button allows you to cancel any changes and return to the Proxy Assignment
page. The Delete button allows you to cancel an existing proxy assignment.
Welcome, Jennifer Abraham Language = | Company Directory | Log Off -~

Crganization & Staffing = | Performance = | Compensation ~ | Reports ~

Proxy Assignment

Search Company Directory

The proxy designation page establishes proxy processing by event. Processing may be done based on a waiting period or directly for a defined
date range. Click Save to save your changes

Event Name

WorkEvent-NewHire ot
One Level Up A
Number of Action Days: I:I

Send to Proxy Directly:

Assign Proxy As:

From: 05/18/2009 =
To: 05/29/2009 =
. Save | . Cancel | . Reset | . Delete |

© 2009 Automatic Data Processing Privacy | Legal

Done

€ Internet #100% -

Figure 2-15. Update Proxy Assignment Page

3. From the Event Name field, select the event name.
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4. From the Assign Proxy As field, select the proxy. If nothing is selected here, the default
settings defined by the Portal administrator are used. Available options are:

* One Level Up

* Workgroup — If Workgroup is selected as the assigned proxy, a work group
selection field displays. When this field initially displays, it will show Select
Workgroup. This field is populated with a list of the defined work groups. Select the
work group from the drop-down list.

* Specific Manager — If Specific Manager is selected as the assigned proxy, a
manager selection field and a search button display. Click Find for a list of all
managers, or refine your search by entering the last name of a manager and then
clicking Find. The search results display any proxy managers that met the search
criteria. Click the underlined Manager Name to select that manager as the proxy.
You are returned to the Add Proxy Assignment page.

5. Inthe Number of Action Days field, enter the number of days to wait before a task will
be routed to the proxy.

If the Send to Proxy Directly option is selected, this wait period is ignored.

The maximum number of days in the proxy assignment is not absolute because the
activity monitor, which triggers the proxy assignment, runs once a day at 1:00 a.m.
system time. For example, if a user submits an event on Tuesday at 1:00 p.m. and the
number of days before an event gets rerouted to the proxy is defined as 2, the event
will not be rerouted until 1:00 a.m. on Friday morning.

6. Select Send to Proxy Directly if you want the task to be sent directly to the proxy for the
stated time period.

If the Send to Proxy Directly option is selected, the wait period displayed in the

Number of Action Days field is ignored. A date range must be entered when the
Send-to-Proxy Directly option is selected.

7. Inthe From field, enter the beginning of the date range you want to send tasks to a proxy.
You can either enter the date manually (format mm/dd/yyyy), or select the date from the
calendar.

8. In the To field, enter the end of the date range you want to send tasks to a proxy. You can
either enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

9. Click Save to save your changes. The new event proxy will be displayed on the Proxy
Assignment page.

Click Cancel to cancel any changes and return to the Proxy Assignment page.

©

You have finished defining a new proxy assignment. Next you will review how to delete an
existing proxy.
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Deleting a Proxy Assignment
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of the Self Service page

To delete an existing proxy assignment, do the following:

From the Proxy Assignment page (see Figure 2-12 on page 2-28), click the underlined
proxy you want to change. The Update Proxy Assignment page displays.

Language = | Company Directory | Log Off -~

Search Company Directory

Welcome, Jennifer Abraham

m Crganization & Staffing = | Performance = | Compensation ~ | Reports ~

Proxy Assignment T

The proxy designation page establishes proxy processing by event. Processing may be done based on a waiting period or directly for a defined
date range. Click Save to save your changes.

Event Name | WorkEvent-NewHire ot

One Level Up A

Assign Proxy As:

Number of Action Days:

|

Send to Proxy Directly:

From: 05/18/2009 =
To: 05/29/2009 =
. Save | . Cancel | . Reset | . Delete |
© 2009 Automatic Data Processing Privacy | Legal T
Cone € Internet #100% -

Figure 2-16. Update Proxy Assignment Page

Click Delete. A confirmation dialog displays asking if you are sure you want to delete
this event proxy.

Click OK to confirm the deletion. You are returned to the refreshed Proxy Assignment
page.

L [oor) Endof procedure

You have completed viewing, adding, changing, and deleting proxy assignments.
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Introduction

The Approval History page lists all events in which you have participated. You can view the
history of an active workflow path, recall an activity, or remove a completed activity from
the list. You can also use the search capability to filter the list based on search criteria. Click
More Information to display additional columns for Effective Date and Worksheet ID.

Activity types are:

* Employee Events

* iPay Events

¢ Merit Compensation
¢ Bonus Compensation
* Performance

¢ Work Events (Rehire, Hire, Transfer, Change Job Status, Change Job & Salary Info,
Change Employment Status, Comprehensive Employment Change)

* Manager Events (Career and Training tasks)

For Employee Event changes, if there is previous data, the event detail shows the previous
data displayed and grayed above the new data.

You can sort the information displayed in ascending/descending order by clicking the
up/down arrows in the column headings. A red single arrow indicates which column is being
used as the sort.

Click the underlined Activity to view the corresponding event detail. Which activity types
are displayed depends on your approval history.

From the Actions column, you can do the following:

¢ C(lick the View History icon (" i‘,‘ ) to view the history of the workflow path steps for the
corresponding event.

* Click the Delete icon ( # ) for the activity history you want to delete. This removes the
activity from the Approval History list.

* C(Click the Recall icon ( (sl ) to recall an event with an In Progress status. The refreshed
Approval History page shows a new status of Recalled. You can only recall an event if
you are the originator and the status of the event is In Progress.

Chapter 3: Managing Approval History
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Managing Approval History

Managing Approval History includes the following tasks:

Using Search Criteria to Filter Results
Viewing Approval History

Viewing Approval History Detail

Deleting an Activity from Approval History

Recalling an Event

Using Search Criteria to Filter Results

Use the search criteria fields on the Approval History page to filter your results. The default
view is to show all existing approval history.

To use the search fields to enter/select criteria, do the following:

1.

2,

In the Status field, select a status from the list. The default status is All

In the Employee Name field, enter the beginning part of the employee's last name. (If
you want to enter their entire name, use the format: Last Name, First Name) All
alphanumeric and special characters are valid. The search is a "last name begins with"
query and is not case sensitive.

In the Originator Name field, enter the beginning part of the originator's last name. (If
you want to enter their entire name, use the format: Last Name, First Name) All
alphanumeric and special characters are valid. The search is a "last name begins with"
query and is not case sensitive.

In the Worksheet ID field, enter the worksheet ID. All alphanumeric and special
characters are valid. The search is a "contains" query and is not case sensitive. When you
include this field in the search criteria, the Worksheet ID and Effective Date columns
display in your results. Otherwise, to view the Worksheet ID and/or Effective Date
fields, you need to click the More Information link.

The Worksheet ID field is only applicable to Performance and Compensation events.

In the Activity field, enter the name of the activity you want to filter on. The search is a
"contains" query and is not case sensitive.

In the Date Submitted ficld, select the date submitted From and To dates. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar. If no
date is selected, the results will include all records.

Chapter 3: Managing Approval History
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7. In the Effective Date field, select the effective date From and To dates. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar. If no
date is selected, the results will include all records. When you include this field in the
search criteria, the Worksheet ID and Effective Date columns display in your results.
Otherwise, to view the Worksheet ID and/or Effective Date fields, you need to click the
More Information link.

8. Click Find. The results matching your search criteria display. You can sort columns in
ascending/descending order by clicking the up/down arrows in the column headings. A
red single arrow indicates which column is being used as the sort. Use the Rows per Page
field to specify how many rows of data you want displayed per page. Default is 10. Step
through the pages either by clicking the arrows keys, or selecting a page number range.

If you change any of your search criteria, you must click Find again.

You have finished reviewing how to filter your approval history results. Next you will
review how to view approval history.

Chapter 3: Managing Approval History
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Viewing Approval History

The Approval History page lists the approval processes in which you have participated,
either as an originator or an approver. The type of tasks displayed depends on your approval
history.

To view event details for the approval processes in which you have participated, do the
following:

1. From the Home tab, select Approval History. The Approval History page displays. Use
the search criteria to filter your results, if needed. See “Using Search Criteria to Filter
Results” on page 3-3.

You can sort the information displayed in ascending/descending order by clicking the

up/down arrows in the column headings. A red single arrow indicates which column is
being used as the sort.

Language ~ Company Directory | Log Off ~
Vielcome, Regina Daniels
E Search Company Dirsctory
Home ~ | Organization & Staffing ~ | Pertormance + | compensation ~ | Repons ~

Approval History 7

Enter search criteria and click Find to refine Activity list. Click the Activity hyperiink to view the details of the event. Uise the Action icons to view approval history, remove a row from the list or to recall

a submitted event. Click the More Information link to view additional columns.

Status: Al ~

ongnstortiame: [ ] testacwenvaie:  mom[  [Fre[  F

Wiorksheet ID: [ ] etective Date: fom:| |[®te]  |E @ Find | @ Clear |

More Information

Found 546 [1-30{31-60/61-50) prolpe Page[20 (¥

e e ) R T
Worlk Event - New Hire Regd, AR Daniels, Regina 06/02/2010 10:04:07 | Complsted [
Werk Event - Emplovment Status Change - Terminate Johnson, Sara Daniels, Regina 06/02/2010 09:54:4¢  Completed ‘\J J
Work Event - Job and Salary Change - Demotion Johnson, Sara Daniels, Regina 06/02/2010 09:54:08 | Complsted (G
Work Event - Emplovment Status Change - Terminate Bell, Steven Daniels, Regina 06/02/2010 09:48:58 | Complsted @X
Worl Event - Job and Salary Change - Salary Change Bell, Steven Daniels, Regina 08/02/2010 08:27:13 | Completed [T
Manager Event - Licenses/Certificates Woodside, Nancy Garcia, Katherine 08/01/2010 03:07:1€  Completed LD E
Work Event - Job and Salary Change - Salary Changs Johnson, Sara Daniels, Regina 053112010 09:19:18 | SystemError | (2 (X)
Compensation - Merit Garcia, Katherine 072772010 12:14:06 | Completed oOX
Work Event - Employment Status Change - Terminate Wetter, Carl Garcia, Katherine 05/25/2010 22:27:50 | Completed @ v

Log Off %J Local intranet: H100% -

Figure 3-1. Approval History Page

The Approval History page provides you summary information for approval history
events. You can view the following:

* Activity— Displays the name of the activity. Click on this link to access the
corresponding activity detail.

¢ Employee Name — This field displays the employee name for whom the event is for.
This field is not used for performance or compensation events.

* Worksheet ID — This field is valid for performance or compensation events only,
and displays the corresponding worksheet ID.

This column is not displayed unless Worksheet ID or Effective Date was used as a
search criteria. Click the More Information link to display this column.

* Originator Name — Displays the name of the individual who originated the action.
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For a description of the
fields on this page or for
related tasks, click the

?* (Helpicon) provided
in the right-hand corner
of the Self Service page

¢ Date Submitted — Displays the date the event was submitted.

¢ Effective Date — Displays the effective date of the event. This field is only
applicable to Work Events.

This column is not displayed unless Worksheet ID or Effective Date was used as a
search criteria. Click the More Information link to display this column.

¢ Status — Displays the status of the activity.

* Action — Click the View History icon (! i_';') to view approval history detail for the
corresponding activity (event). Click the Delete icon (\#)) to delete the selected

notification. Click the Recall icon ( o) ) to recall an event.

You can only delete completed tasks from your approval history page.

You can only recall an event if you are the originator and the status of the event is In
Progress. If the global email template for recall is configured by the Portal
Administrator, then upon a successful recall of an event the system will send an email
notification to prior approver(s) and pending approvers. If the prior approver was a
member of a work group, then only the specific member of the group who approved
the previous step is notified and not the whole work group. If the pending approver is
a work group, then every member of the work group will get the notification.

Click the appropriate underlined Activity to view details for the selected task. The
corresponding event detail page displays for the selected task. Figure 3-2 shows an
example of an Employee Event detail page.

For Employee Event changes, if there is previous data, the history detail shows the
previous data displayed and grayed above the new data.

Employee Event - Direct Deposit (Daniels, Regina) a
Employee Id: 222002

Summary of Changes
Instructions to Approvers

The changes made by an employee are shown below. If any of the information is incorrect, reject the changes and the employee will be notifisd so that they can make corrections. You can also add comments, which will display in the approval history.
Comments:

Enter your changes and click Save

Account ’
Checking Deduction # 1

Deposit Amount:
FullRemaining  Partial Amount

Bank Transit Number: »
123456780

Account Number:

»
X321

Please agree to the following;
By selecting this check box and clicking Save, you have agreed to the following statement: | authorize my employer, or its senice or payroll provider, and the specified bank to deposit my net pay or portion thereof, as indicated. into my account each pay

date._ Iffunds to which | am not entitled are deposited into my account. | authorize my employer. or its senice or payroll provider. to direct the bank to retum said funds to my employer. or its senice o payrall provider. | understand that my deposit may not be
credited to my account until 5:00 PM on the pay date indicated on the check voucher. | understand that t is my respansibilty to ensure that my wages are being deposited carrectly into my account each pay date.

@ cancel

Figure 3-2. Employee Event Detail Page

When you are finished viewing the event detail for the selected task, click Cancel to
return to the Approval History page.
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You have finished reviewing Approval History. Next you will view the Approval History
detail.

Viewing Approval History Detail

The View Approval History Detail page displays the detailed steps of any workflow path

and other important information about the event. Summary data appears at the top, followed
by the step detail information. This page can be accessed through the Approval History, the
Message Center Approvals, the Message Center Notifications, or Manage Approval History

pages.

To view approval history detail, do the following:

1. Click the View History icon (! i‘; ) in the Actions column for the particular event for
which you wish to view approval history detail. The View Approval History Detail page
displays.

Details of what is displayed in the Assigned To column include the following:

+ Names are displayed in Last Name, First Name format.
+ System displays if the step was automatically skipped or automatically approved.

+ If the assignee is a work group, after approval or rejection, the name of the work
group member displays in the Assigned To column.

» If the action was Notified and the assignee is a work group, the work group name
displays in the Assigned To column.

» If the assignee is an individual (Up level, Specific User, Transfer to Manager), the
individual's name is displayed in the Assigned To column.

+ If the action taken is Waiting for Approval and the assignee is a work group, the work
group name displays in the Assigned To column.
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(@) more info |
For a description of the
fields on this page or for
related tasks, click the
T (Help icon)
provided in the
right-hand corner of the

Self Service page

2,

When you are finished viewing the approval history detail, click Back to return to the

Approval History page. Figure 3-3 shows an example of approval history detail for an

employee event.

Language ~ Company Directory | Log Off

Vielcome, Regina Daniels
4 Search Company Directory
Home +] @ & Staffing ~ | Performance ~ | C: ~ | Reports ~
Aeemval History T

This page displays the historical details of the selected werkflow event.

Activity Employes Event - Direct Deposit
Employee Name Daniels, Regina

Worksheet ID

Originator Hame Daniels, Regina

Date Submitted 04/28/2010 10:21:35

Effective Date

Completion Date 04/28/2010 10:23:48
Workflow Path Name MHester WkgrpApp

Business Rule

System Completed 04/28/2010 10:23:48
Hester, Mark Approved 04/28/2010 10:23:48
Danies, Regina Submited 04/28/2010 10:21:35 i
@ Back |
~
Done %) Local intranet #100% -

Figure 3-3. View Approval History Detail for an Employee Event
The View Approval History Detail page provides you with the following information:
¢ History area:

— Activity — Displays the name of the activity.

— Employee Name — Displays the employee name for whom the event is for. This

field is not used for performance or compensation events.

— Worksheet ID — For performance or compensation events, the worksheet ID will

be displayed.
— Originator Name — Displays the originator of the approval process.
— Date Submitted — Displays the date and time the process originated.
— Effective Date — Displays the effective date and time.
— Completion Date — Displays the date the process was completed, if available.

— Workflow Path Name — Displays the name of the workflow routing path
assigned to this event by default or by business rule exception.

— Business Rule — Displays the name of the assigned business rule for the
workflow, if this business rule is triggered. A trigger occurs when the exception
criteria defined for the default workflow path is met. The most recent business
rule that is triggered displays.

* Step History arca:
— Assigned To — Displays who the activity was assigned to.

— Action Taken — Displays the action taken for the activity. Only steps in the
workflow path that have been completed are listed.
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— Date — Displays the date and time the task was originated.

— Comments — Displays comments entered by the associated assignee. Comments
that have more than 50 characters are followed by 3 ellipses (...). Hover your
cursor over the comment to view all text.

You have finished viewing approval history detail. Next you will review deleting an activity
from Approval History.

Deleting an Activity from Approval History

You can only delete completed tasks from your approval history page.
To delete a process from your approval history, do the following:

1. From the Home tab, select Approval History. The Approval History page displays.

Language ~ Company Directory |Log Off A

Search Company Directory

Vielcome, Regina Daniels

Home v| Organization & Staffing « | Performance « | Compensation - | Reports «

7 ?
Approval H_ls(ory I3

Enter search criteria and click Find to refine Activity list. Click the Activity hyperlink to view the details of the event. Use the Action icons to view approval history, remove a row from the list or to recall
a submitted event. Click the More Informatien link to view additional columns.

Status: Al v
F d ioti fth originator Hame: | | LastActonDate:  From:|  |=Te:] |
or a description of the
fields on this page or
for related tasks, click Uore Information
’ Found 546 11-3021-6051-00 | PP ows pzr Pag=

the ¥ (Help icon)
provided in the

. Work Event - Employment Status Change - Terminate Johnson, Sara Daniels, Regina 06/02/2010 09:54:44  Completed
rlght-hand corner Of Work Event - Job and Salary Change - Demaotion Johnson, Sara Daniels, Regina 06/02/2010 09:54:06 | Completed
the Self SerVICe page Worlk Event - Employment Status Change - Terminate Bell, Steven Daniels, Regina 06/02/2010 09:48:56  Completed

Worl Event - Job and Salary Change - Salary Change Bell, Steven Daniels, Regina 06/02/2010 08:47:16 | Completed
Manager Event - Licenses/Certificates Woodside, Nancy Garcia, Katherine 06/01/2010 08:07:16 ~ Completed

Waork Event - New Hire

Worlk Event - Job and Salarv Change - Salary Change

Compensation - Merit

Rega, AR

Johnzon, Sara

Wetter, Carl

Daniels, Regina

Daniels, Regina
Garcia, Katherine

Garcia, Kathering

06/02/2010 10:04:07

05/31/2010 08:18:16
05/27/2010 12:14:06

05/25/2010 22:27:50

P e P

Completed @

System Error
Completed

Completed

%) Local intranet

# 100%

Figure 3-4. Approval History Page

2. From the Actions column, click the Delete icon ( EJ) that corresponds to the completed
activity you wish to delete. You will receive a confirmation message asking if you are
sure you want to delete this history.

When you delete a task, the task is deleted from your history only. The event will remain
in the histories of other participants in the event

3. Click OK. The selected task is deleted and you are returned to the refreshed Approval
History page.
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You are finished deleting an activity from Approval History. Next you will review how to
recall an activity.

Recalling an Event

You can only recall an event if you are the originator of the event and the status of the
event is In Progress.

To recall an event, do the following:

1. From the Home tab, select Approval History. The Approval History page displays.

Language ~ Company Directory |Log Off &
Vielcome, Regina Daniels =
Search Company Directory
Home ~ | Organization & Staffing ~ | Peformance ~ | Compensation - | Repors ~
AEErnval History ?
Enter search criteria and click Find to refine Activity list. Click the Activity hyperink to view the detalls of the event. Use the Action icons to view appreval history, remove a row from the list or to recal a submitted
event. Click the Wore Information link to view additional columns =
s
Employee Name: ] Activity: Employes
ongmarortame: [ | uestacwenvwe fom[ B[ |E
l@m worksheetio: [ | Eflecive Date: Fom[  JE[  |® @ g ) @ Cear
More Information
P Found 127 |1-30[31-60/61-90 Rows per Page| 30 % |
For a description of the ry r ry
_ , p P R — R Q- p—
fields on this page or Emplovee Event - Deductions Hester, Mark Hester, Hark 0572112010 05.05:57 Recales [c]]
fOr‘ related tasks, C|iCk Emplovee Event - Deductions Hester, Mark Hester, Mark 05/20/2010 03:28:56 In Progress. @
- Emplovee Event - Emergency Contacts Daniels, Regina Daniels, Regina 05/16/2010 09:27:43 In Frogress [c]™]
the ¢ (Help |C0n) Emploves Event - Emergency Contacts Daniels, Regina Daniels, Regina 04/30/2010 10:19:37 Completed ®x
provided in the Emplovee Event - Dependents Danieks, Regina Danieks, Regina 04128/2010 10:10:17 In Progress Bw
i Emplovee Event - Direct Deposit Danieks, Regina Daniels, Regina 04/28/2010 10:23:48 Completed [
right-hand corner of : z : 0%
. Emplovee Event - Education Danicis, Regina Daniels, Regina 04128/2010 15:57:25 In Progress [c]™)]
the Self Service page. = : o
Emplovee Event - Education Daniels, Regina Daniels, Regina 04122/2010 12:10:53 In Progress @
Manager Event - Enroll Emplovee in Training Andrews, Gregory Garcia, Katherine. 04118/2010 18:08:19 Recalled [CEd]
Manager Event - Enroll Emplovee in Trainin Johanssen, Mary Daniels, Regina 04116/2010 15:23:10 Completed DX ]
&) Local intranet #1000 -

Figure 3-5. Approval History Page

2. Click the Recall icon ( £J ) in the Actions column next to the In Progress task you wish
to recall. You will receive a confirmation message asking if you are sure you want to
recall this pending event.

3. Click OK. You are returned to the refreshed Approval History page and the status of the
event is changed to Recalled.

If the global email template for recall is configured by the Portal administrator, then upon
a successful recall of an event the system will send an email notification to prior
approver(s) and pending approvers. If the prior approver was a member of a work group,
then only the specific member of the group who approved the previous step is notified
and not the whole work group. If the pending approver is a work group, then every
member of the work group will get the notification.

L [oor) Endof procedure

You have finished recalling an In Progress event, for which you are the event originator.
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Workflow for employee events is delivered turned off, with no paths defined for the event. The

Portal administrator must set up the employee events for workflow, if so desired. Workflow
can be set up to either require approval, or just provide notification of the event.

The following employee events can be set up so that employees receive rejection
notifications in their task list. Note that approvals are tracked through Approval History.

Addresses

Dependents

Emergency Contacts

Phone Numbers

Direct Deposit

Deductions

Tax Withholding

Pay Statement Delivery

Annual Statement Delivery

Pay Statement E-mail Address
Annual Statement E-mail Address
Flexible Spending Direct Deposit
Flexible Spending E-mail Address
Languages

Education

Skills

Licenses and Certificates
Enrolling in Training

Internal Job Posting

Employees receive notification after the approval process is completed, whether approved or
rejected. Notification is received through approval history or through e-mail.
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To view event detail on employee events in which you have participated, do the following:

1.

For a description of the

fields on this page or
for related tasks, click
the & (Help icon)
provided in the

right-hand corner of
the Self Service page.

For a description of the

fields on this page or for
related tasks, click the

? (Help icon) provided
in the right-hand corner
of the Self Service page

From the Home tab, select Approval History. The Approval History page displays.

Welcome, Regina Daniels

AR

Language ~ Company Directory | Log Off

Search Company Directory

Home vl Qrganization & Staffing « | Pedformance « | Compensation « | Reports v|

Aaeroval History

a submitted event. Click the More Information link to view additional columns.

Status: Al v

Employee Name:
Originator Name: Last Action Date:

Worksheet1D: Effective Date:

Mare Information

Found 546 [1-2031-6061-30 | P I Rows

Werk Event - New Hireg

Work Event - Employment Status Change - Terminate

Work Event - Job and Salary Change - Demotion

Work Event - Emplovment Status Change - Terminate

Work Event - Job and Salary Change - Salary Change

Manager Event - Licenses/Certificates

Work Event - Job and Salary Change - Salary Change

Compensation - Merit

Work Event - Employment Status Change - Terminate

[ ]

From: = To: =

Regh, AR
Johnson, Sara
Johnson, Sara
Bell Steven

Bell, Steven
Wioodside, Nancy

Johnson, Sara

Wetter, Carl

From: = To: =

Daniels, Regina
Daniels, Regina
Daniels, Regina
Danielz, Regina
Danielz, Regina
Garcia, Katherine
Daniels, Regina
Garcia, Katherine

BGarcia, Kathering

Enter search criteria and click Find to refine Activity list. Click the Activity hyperlink to view the details of the event. Use the Action icons to view approval history, remove a row from the list or to recall

@nd) @ Cear

o e e O] e b

08/02/2010 10:04:07 | Completed
06/02/2010 09:54:44  Completed
DE/02/2010 09:54:08 | Completed
06/02/2010 09:46:56 = Completed
08/02/2010 09:47:18 | Completed
08/01/2010 09:07:16 | Completed
05/21/2010 09:19:16 | System Error
05/27/2010 12:14:08 | Completed

05/25/2010 22:27:50 | Completed

]

Log Cff

%) Local infranet:

Figure 3-6.

To view event detail for an employee event, click the underlined Activity for which you
want to view event detail. The Detail page displays.

Approval History Page

For Employee Event changes, if there is previous data, the history detail shows the
previous data displayed and grayed above the new data.

Employee Event - Direct Deposit (Daniels, Regina)

Employee Id 222002
Summary of Changes

Instructions to Approvers

‘The changes made by an employee are shown below If any of the information s incorrect, reject the changes and the employee will be notified 0 that they can make corrections. You can also add comments, which willdisplay in the approval history.

Comments:
Enter your changes and click Save

Account: »
Checking Deduction # 1

Deposit Amount: - 5
Full/Remaining  Partial Amount

Bank Transit Number: 4

ank Transit Number: TS

Account Number: ’
Xx4321

Account Number M
Bank Transit Number b

Please agree to the following:

By selecting this check box and clicking Save. you have agreed to the following statement | authorize my employer, or its senice or payroll provider, and the specified bank to deposit my net pay or portion thereof. as indicated. into my account each pay
date. Iffunds to which | am not entitled are deposited into my account. | authorize my employer. or its senice or payroll provider. to direct the bank to return said funds to my employer. or ts senvce or payrall provider. | understand that my deposit may not be
credited to my account until 5:00 PM on the pay date indicated on the check voucher. | understand that it is my responsibilty to ensure that my wages are being deposited carrectly into my account each pay date

@ Cancel

Figure 3-7.

Click Cancel to return to the Approval History page.

Employee Event Detail Page
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4. To view approval history detail, which includes information on who the approval task
was assigned to and the action taken for a particular task, click the View History icon

( 'Ej') in the Actions column. The View Approval History Detail page displays, as shown
in Figure 3-3 on page 3-8.

5. Click Cancel to return to the Approval History page.

L [oor) Endof procedure

You have finished viewing employee event and approval history details.
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Viewing and Printing Merit Compensation Event

Detail

To view and print event detail on merit compensation approval processes in which you have
participated, do the following:

1.

For a description of the
fields on this page or for
related tasks, click the

? (Help icon) provided
in the right-hand corner
of the Self Service page

From the Home tab, select Approval History. The Approval History page displays.

To view event detail for merit compensation proposals, click the underlined Merit
Compensation activity for which you want to view event detail. The Merit Compensation
Event Detail page displays.

Manager Name Katherine Garcia
Department: 2600

Plan: AR Comp Test

Budget Period: 05/01/2009 - 05/01/2010

2 CompaRatio Salary Action Type
teme Salary Reason Type & e S
<

Figure 3-8. Merit Compensation Event Detail Page

The Merit Compensation Event Detail page provides the following information:

* Manager Name — Displays the originating manager's name.
* Department — Displays the originating manager's department ID.

* Plan — Displays the plan type. Compensation plans are defined in your HR/payroll
system of record.

¢ Budget Period — Displays the budget period.
* Budget Percent — Displays the budget percent.
* Budget Pool — Displays the budget pool.

¢ Budget Used — Displays the budget used. This is the sum of all increase amounts,
not including any lump sums.

¢ Lump Sum Used — Displays the sum of all lump sum amounts.
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* Variance — Displays the budget variance.
Negative numbers are displayed as red text with parentheses around the number.

¢ Workflow Comments — Displays approval and notification routing comments, if
any, that were entered on the Merit Compensation Approval Worksheet and/or the
Submit Worksheet.

* Name — Displays the employee's name. Click to access the Employee Compensation
History page.

* Current Salary/Compa Ratio — Displays the employee's current salary and compa
ratio.

¢ Salary Action Type/Salary Action Reason — Displays the salary action type (Pay
Rate Change or Lump Sum) and the reason for the salary action.

¢ Perf Eval — Displays the performance evaluation rating, if available.

* Proposed Incr Pct — Displays the proposed increase percent.

If you hover the mouse over the Proposed Incr Pct or Proposed Incr Amt fields,
additional information for the employee is displayed. Information includes the
employee name, department, merit matrix range, effective date, prorate applied at
x.x%, the salary range min, mid, and max, and standard hours.

* Proposed Incr Amt — Displays the proposed increase amount.

* Override Proration — Indicates if proration override was selected. If selected,
prorate calculations are not performed on the proposed increase percent or amount.

The Override Prorate option may not be available. Your Human Resources

Department determines whether or not managers have the ability to use the override
prorate.

¢ New Salary/Compa Ratio — Displays the new salary and compa ratio. This is
automatically calculated if no lump sum is being applied.

¢ Status — Displays the status of the proposed increase. Values are New, In Process,
Rejected, and Complete.

* Action — Displays the action taken on this proposed compensation. Values are
Approved, Rejected, and Blank if no approval action has been taken.

Click Print to print the information on this page.

To view compensation history detail for an employee, click the underlined employee

name. The Employee Compensation History displays. Click Cancel to return to the Merit
Compensation Approval History Detail page.

Click Cancel to return to the Approval History page.
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5. To view approval history detail, which includes information on who the approval task
was assigned to and the action taken for a particular task, click the corresponding View
button in the View History column. The View Approval History Detail page displays.

Language ~ Company Directory |Log Off 4
Welcome, Regina Daniels —
Home vl Organization & Staffing = | Performance = | Compensation = | Reports «
(@) more info | P— ,
For a description of the This page displays the historical details of the selected workflow event
fields on this page or for
. History
related tasks, click the fstoy
Activity Compensation - Merit
T (Help icon) provided Employee tlame
. . Worksheet 1D et
in the nght'hand corner Originator Hame Garcia, Katherine =
of the Self Service page Date Submitted 0S/27/2010 12:14:08
Effective Date
Completion Date 0512772010 12:14:08
Workflow Path Name 1 Up Notification
Business Rule
T S S S S
System Completed 0572772010 12:14:06
Daniels, Regina Hotified 0572712010 12:14:06
Garcia, Katherine Submited 0572772010 12:14:05
. Back | B
v
& Local intranet H100% -

Figure 3-9. View Approval History Detail for a Merit Compensation Event

6. Click Cancel to return to the Approval History page.

L [oor) Endof procedure

You have finished viewing merit compensation event and approval history details.
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Viewing and Printing Bonus Compensation Event
Detail

The Bonus Compensation Event Detail page displays the bonus compensation details for the
compensation manager's direct reports. To view and print event detail on bonus
compensation approval processes in which you have participated, do the following:

1. From the Home tab, select Approval History. The Approval History page displays.

2. To view approval history detail for bonus compensation proposals, click the underlined
Bonus Compensation activity for which you want to view event detail. The Bonus
Compensation Event Detail page displays.

Katherine Garcia Budget Percent:
2600 Budget Pool 2,560.0
AR Bonus Testing 1 Budget Used:
06/01/2009 - 06/01/2010 Variance:

= = = = = = = = = =
@ ome < Salary Amount ¥ salaryComp. ¥ SalaryGrade Min ¥ SalaryGrade Mid < SaloryGradeMox </ Pert.Eval - BonusPercent ¥ Bonus Amount ¥ OVerdePromate uqg S Approval Status

24.88 141 1375 17.60 2144 0.00 100 InProgiess  Approved

For a description of the
fields on this page or for
related tasks, click the

o Print & Concel )

T (Helpicon) provided
in the right-hand corner
of the Self Service page

Figure 3-10. Bonus Compensation Event Detail Page
The Bonus Compensation Event Detail page provides the following information:

* Manager Name — Displays the originating manager's name.
¢ Department — Displays the originating manager's department ID.

* Bonus Plan — Displays the plan type. Compensation plans are defined in your
HR/payroll system of record.

* Budget Period — Displays the budget period.

* Budget Percent — Displays the budget percent. If there is no budget, this field will be
blank.

¢ Budget Pool — Displays the budget pool. If there is no budget, this field will be
blank.

¢ Budget Used — Displays the budget used. This is the sum of all increase amounts,
not including any lump sums.
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Comments — Displays approval and notification routing comments, if any, that were
entered on the Bonus Compensation Approval Worksheet and/or the Submit
Worksheet.

Name — Displays the employee's name. Click to access the Employee Compensation
History page.

Salary Amount — Displays the employee's current salary.
Salary Comp — Displays the employee's current salary compa ratio.

Salary Grade Min/Mid/Max — Displays the employee's salary grade
minimum/mid-point/maximum.

Perf Eval — Displays the performance evaluation rating, if available.
Bonus Percent — Displays the proposed increase percent.

If you hover the mouse over the Bonus Percent and Bonus Amount fields,

additional information for the employee is displayed. Information includes the
employee name, department, effective date, prorate applied at x.x%, and the
performance evaluation rating.

Bonus Amount — Displays the proposed increase amount.

Override Proration — Indicates if proration override was selected. If selected,
prorate calculations are not performed on the proposed increase percent or amount.

The Override Prorate option may not be available. Your Human Resources

Department determines whether or not managers have the ability to use the override
prorate.

Status — Displays the status of the proposed increase. Values are New, In Process,
Rejected, and Complete.

Action — Displays the action taken on this proposed compensation. Values are
Approved, Rejected, and Blank if no approval action has been taken.

3. Click Print to print the information on this page.

To view compensation history detail for an employee, click the underlined employee

name. The Employee Compensation History page displays. Click Cancel to return to the
Bonus Compensation Approval History Detail page.

4. Click Cancel to return to the Approval History page.
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5. To view approval history detail, which includes information on who the approval task
was assigned to and the action taken for a particular task, click the View History icon

('\;_E') in the Actions column. The View Approval History Detail page displays.

Langusge ~ Company Directory |Log Off &
Velcome, Regina Daniels —
Search Company Dirsctory
Home v| Qrganization & Staffing ~ | Performance - | Compensation - | Reports
i T
Approval History
l@m This page displays the historical details of the selected workfow svent
History
For a description of the Activity Compensation - Bonus
f ; Employes N
fields on this page or for e G—
7 Worksheet ID Shaxt
related tasks, click the Originator Hame Garcia, Katherine
- i . Date Submitted 04/25/2010 08:51:31
" (Help icon) provided Effective Date
; : Completion Date 04/25/2010 08:51:53
in the rlght hand corner Workflow Path Name 1Up App
of the Self Service page Business Rule Bonus Comp- Salary Max
System Completed 04/26/2010 08:51:53
Daniels, Regina Approved 0472612010 08:51:52 Salary Hax - exception path
Garcia, Katherine Submitted 04/26/2010 08:51:31 Salary Max - exception path
. Back | R
v
Dore &) Local intranet: H100% ~

Figure 3-11. View Approval History Detail for a Bonus Compensation Event

6. Click Cancel to return to the Approval History page.

L [oor) Endof procedure

You have finished viewing bonus compensation event and approval history details.
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Viewing and Printing Performance Event Detail

The Performance Event Detail page displays the performance review details for your direct
reports. To view and print event detail on performance approval processes in which you
have participated, do the following:

1.

®

For a description of the
fields on this page or for
related tasks, click the

? (Helpicon) provided
in the right-hand corner
of the Self Service page

From the Home tab, select Approval History. The Approval History page displays, as
shown in Figure 3-1.

To view approval history detail for performance reviews, click the underlined
Performance activity for which you want to view approval history detail. The
Performance Event Detail page displays.

Figure 3-12. Performance Event Detail Page
The Performance Event Detail page provides the following information:
¢ Reviewing Manager — Displays the reviewing manager's name.

¢ Performance Plan — Displays the name of the performance plan. Performance plans
are defined in your HR/payroll system of record.

¢ Review Type — Displays the type of review.

¢ Workflow Comments — Displays approval and notification routing comments, if
any, that were entered on the Performance Approval Worksheet and/or the Submit
Worksheet.

* Employee Name — Displays the employee's name. Click the underlined employee
name to view the selected employee's review detail from the View Employee
Performance Review Form.

¢ Review Date — Displays the employee's review date.
¢ Hire Date — Displays the employee's hire date.

* Employee Status — Displays the employee's status.

Chapter 3: Managing Approval History
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¢ Job Title — Displays the employee's job title.
¢ Template — Displays the name of the template used for the employee's review.

¢ Overall Rating — Displays the employee's overall performance rating from the View
Employee Performance Review Form, if applicable.

¢ Opverall Goal — Displays the employee's overall goal rating from the View Employee
Performance Review Form, if applicable.

¢ Status — Displays the status of the review. Values are New, In Process, Rejected, and
Complete.

3. Click Print to print the information on this page.

To view employee performance review detail, click the employee’s name. The View

Employee Performance Review Form displays. Click the View Performance History
link to access the Employee Performance History. Click Cancel to navigate back to the
Performance Approval History Detail page.

4. Click Cancel to return to the Approval History page.

5. To view approval history detail, which includes information on who the approval task
was assigned to and the action taken for a particular task, click the View History icon

(';E,?.-') in the Actions column. The View Approval History Detail page displays.

Language ~ Company Directory | Log Off

Welcome, Regina Daniels
- Search Company Directory

Home = | COrganization & Stafing = | Pedformance « | Compensation « | Repors «

|i»

Approval History T
For a description of the dstoy |
X ) Activity Performance
fields on this page or for Employee lame
related tasks, click the Worksheet ID Reg GRI

Originator Name Garcia, Katherine

j H H Date Submitted 05/18/2010 13:40:40
E (Hele icon) provided A
in the rlght-hand corner Completion Date 05182010 13:40:42

Viorkflow Path Hame 1 Up Notification
Business Rule

System Completed 05/18/2010 12:40:42

of the Self Service page

Daniels, Regina MNotified 0S/18/2010 12:40:42

Garcia, Katherine Submitted 05/18/2010 13:40:40

. Back |

[IE3

Dione & Local intranet #100% -

Figure 3-13. View Approval History Detail for a Performance Event

6. Click Cancel to return to the Approval History page.

. [oo) endofprocedue |

You have finished viewing performance event and approval history details.

Chapter 3: Managing Approval History
ADP Self Service Manager’s Guide



m Viewing Job Action Detail

Viewing Job Action Detail

®

For a description of the
fields on this page or for
related tasks, click the

T (Help icon) provided
in the right-hand corner
of the Self Service page

Job actions include:

¢ New Hires

* Rehires

¢ Changing an employee’s job status

* Transferring employees

¢ (Changing an employee’s job and salary information

¢ Changing an employee’s employment status

For complete details on initiating work events, see Chapter 6, “Managing Work Events.”

To view event detail for job action approvals in which you have participated, do the
following:

1. From the Home tab, select Approval History. The Approval History page displays.

2. Click the underlined job action activity for which you want to view event detail. The
respective page displays.

When accessed from Managing Work Events, this page is “active.” When accessed from
the Approval History, the fields on this page are display only.

Work Event - Employment Status Change - Leave of Absence (Unpaid) (Francisco, Juanita) a
Employee Name: Juanita Francisco Status: Active
Employee ID: 485253 Job: 9200 - Engineer |
Hire Date: 10/01/2001 Department: 266002 - Customer Senice-East
Service Date:  07/01/2000 Location: NORCR - Georgia
Employee Type: Hourly Pay Group: GF
Payroll Department Number:
Change Employment Status: > Leave of Absence (Unpaid)

= Leave of Absence (Unpaid)
Enter the required information and click Submit to complete the action

Begin Leave Date: » 05/01/2009
Expected Return Date: 05/31/2009
Reason: SAB - Sabbatical
Additional Employment Status Information: Details

@ Cancel

Figure 3-14. Sample Job Action Page

3. Click Cancel to return to the Approval History page.
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4. To view approval history detail, which includes information on who the approval task
was assigned to and the action taken for a particular task, click the View History icon

('\;:E') in the Actions column. The View Approval History Detail page displays.

Language ~ Company Directory | Log Off -
Welcome, Regina Daniels ==
Search Company Directory
l@m Home = | Organization & Stafing = | Pedformance « | Compensation « | Repors «
Approval History T
For a description of the
- . Thie page dieplays the historical details of the selected workflow svent
fields on this page or for
related tasks, click the =]
. . Activity Work Event - Employment Status Change - Leave of Abzence (Unpaid)
-1- (Help ICOI"I) pl’OVIded Employee Hame Francizco, Juanita
in the right-hand corner Worksheet D
N Originator Name Garcia, Katherine
Of the Self SerVICe page Date Submitted 05/21/2010 11:11:15
Effective Date 05/01/2008
Completion Date 05/21/2010 11:11:18
Viorkflow Path Hame 1 Up Motification
Business Rule
System Completed 05/21/2010 11:11:18
Daniels, Regina MNotified 082172010 11:1119
Garcia, Katherine Submitted 05/21/2010 11:11:15 |
. Back |
v
Done &4 Local intranet: H100% -

Figure 3-15. Example View Approval History Detail for a Job Action

5. Click Cancel to return to the Approval History page.

L [oor) Endof procedure

You have finished viewing event and approval history details for job actions.
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Viewing Manager Event Detail

To view and print details for Manager events (updating employee career information or
training) approvals in which you have participated, do the following:

1. From the Home tab, select Approval History. The Approval History page displays.

2. To view event detail, click the underlined activity for which you want to view event
detail.

For Manager Event changes, the history detail shows the previous data displayed and
grayed above the new data.

Manager Event - Education (Andrews, Gregory) U

plays your esucational experience. Cick Save fo save your changes, or Delete o remove the educaton entry. Evidence of degree completon may be required, lease check wih your HR representative.

gory Andrews
Summary of Changes
Instructions to Approvers

The changes made by an employee are shown below. If any of the information is incorrect, reject the changes and the employee will be notified so that they can make corrections. You can also add comments, which vill display in the approval history

Comments: approving for app history and comment testing
School

School Name: »
GA Institute of Technology

For a description of the O
fields on this page or for LEVEL OF EDVICATION * Master of Educaton
related tasks, click the Graduate: =
T (Help icon) provided Graduation Date (or Expected:
in the right-hand corner GPA oo
of the Self Service page Vorifiod

Field Of Study

ajor: =

Second Major:

Minor:

M _Cancel =

Figure 3-16. Manager Event - Languages Event Approval History
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Viewing Manager Event Detail m

3. To view approval history detail, which includes information on who the approval task
was assigned to and the action taken for a particular task, click the View History icon

('Ej') in the Actions column. The View Approval History Detail page displays.

Vielcome, Regina Daniels

Language ~ Company Directory | Log Off

Search Company Dirsctory

|i>

Home v| Qrganization & Staffing ~ | Performance » | Compensation - | Reports -

Approval History

This page displays the historical details of the selected workfow svent

Activity Wanager Event - Education
Employes Name
Worksheet ID
Originator Hame
Date Submitted
Effective Date
Completion Date

Andrewis, Gregory

Garcia, Katherine

04/12/2010 15:52:28

04/12/2010 15:54:03
Workflow Path Name 1Up App
Business Rule

System Completed 04/12/2010 15:54:03
Daniel, Regina Approved 04/12/2010 15:54:03 approving for app history and comment testing
Garcia, Katherine Submitted 04/12/2010 15:52:28 |
. Back |
9
& Local intranet H100% -
Figure 3-17. View Approval History Detail for a Manager Event

4. Click Cancel to return to the Approval History page.

L [oor) Endof procedure

You have finished viewing event and approval history details for manager events, such as
updating employee career information (education, language, skills, and
license/certifications), enrolling an employee in training, or cancelling an employee’s
training session. For additional information on the managing employee career and training
information, see Chapter 7, “Managing Employee Career and Training Information.”
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Introduction

Performance-based pay plans for merit increases and lump sum payments (merit or bonus),
are defined in your HR/payroll system of record, as well as budget pool allocation, prorate
schedules and merit matrixes. Plans are then assigned to employees and worksheets are
created for use in ADP Self Service. Once the compensation worksheets have been created,
managers can then process the proposed increased within Self Service to recommend merit
or bonus actions.

Managers receive worksheets only for employees for whom they have been designated as
compensation managers, through the Reports-To functionality. For more information on
Reports-To, see the Hiring, Staffing, and Job Maintenance Guide. For more information on

creating performance-based pay plans, see the Planning, Compensation, and Compliance
Guide.

Through Self Service, compensation managers can do the following:

¢ Use the Compensation Worksheets to process the compensation review, including
submitting the completed review to the next approving manager

* View and print compensation planning information for direct reports, as well as the direct
reports of managers who report into them

* View and print consolidated budget information
* View and print employee compensation history

Once the proposed compensation increase has completed the approval process in Self
Service, the employee’s compensation information is updated in the HR/payroll system of
record.

Chapter 4: Managing Compensation
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Completing Compensation Reviews

The Compensation Planning page is a navigational entry point for compensation planning,
allowing managers to process compensation worksheets for employees who report to them.
You can process compensation worksheets for your direct reports, as well as your indirect
reports if your administrator has enabled the indirect report update option.

Managers can process compensation plans through either the Direct Reports page or through
the Compensation Planning page.

The Compensation Worksheets are used to complete and submit bonus and/or merit
increases for the compensation manager's direct reports. If you are the originating manager
and the proposed increase has not already been submitted, you can enter and modify
proposed increases and route for approvals. Submitted rows will be display only. If you are
not the originating manager, Compensation Worksheets are display only.

Completing Compensation Reviews includes the following tasks:
* Completing Merit Compensation Worksheets

* Completing Bonus Compensation Worksheets

¢ Submitting Compensation Worksheets for Approval

* Viewing and Printing Compensation Planning Summary Information

Chapter 4: Managing Compensation
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m Completing Compensation Reviews

Completing Merit Compensation Worksheets

The Merit Compensation Worksheet is used to complete and submit merit increases for the
compensation manager's direct reports, as well as indirect reports if your administrator has
enabled the indirect report update option.

O Managers can process compensation plans through either the Direct Reports page or
through the Compensation Planning page.

If you are the originating manager and the proposed increase has not already been submitted,
you can enter and modify proposed increases and route for approvals. Submitted rows will
be display only. If you are not the originating manager this page is display only.

The compensation worksheet allows you to apply the same merit increase amount or percent
to all employees, specify the increase amount or percent per individual employee, or apply
the same increase to all employees and then adjust individual employees as needed.

To complete the merit compensation worksheet, do the following:
1. Choose one of the following paths:

¢ From the Organization & Staffing tab, select Direct Reports. The Direct Reports
page displays. Click the underlined employee Name, then select Compensation
Planning from the Employee Event selection menu.

Language ~ | Company Directory | Log Off &
Search Company Directory

@ Welcome, Elizabeth Zimmer

I Home v| Organization & Staffing = | Performance « | Compensation « | Repords »

Direct Reports. ?

Click the organization icon to drill down and display lower level managers.

Manager Name Elizabeth Zimmer
= Pay Pay =
~ Name =7 Job Title =~ Department =~
Chad Bennett

Employee Events 0 Human Resources

Greqory Boswell
Marguerite Camachg
Russell Clark
Stephanie Erdely
Tommy Foster
Marguerite Hernandez
Brad Horowitz
Joo Jung

a Angela Morris
Karen Smith

a Kimberly Smith
Karen Stallworth
Brad Stearns
Carl Yancey
Carl Yates

Elizabeth Zachry

Transfer Employee

Change Job & Salary Information
Change Job Status

Change Employment Status
Employee Career Profile

Enroll Employee in Training
Employee Training Summary
Compens‘ahtion Planning
Compensation History
Performance Planning

Performance History

Comp & Benefits-Products Div
Comp & Benefits-Products Div
Comp & Benefits-Products Div
Comp & Benefits-Products Div
Sales & Marketing

Comp & Benefits-Products Div
Human Resources

Comp & Benefits-Products Div
Training & Development

Comp & Benefits-Products Div
Comp & Benefits-Products Div
Comp & Benefits-Products Div
Human Resources

Human Resources

Human Resources

Human Resources

FINNE A b 2bis Miats Demeerccinn Duivizrs | 1anal

hitips: ffcommonag-portal-fit.nj adp.com fwps/myportal/iut/p/c1/04_SE @ Internet #1000 -

Figure 4-1. Employee Event Selection Menu with Compensation Planning

Selected

¢ From the Compensation tab, select Compensation Planning.
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Completing Compensation Reviews _

The Compensation Planning page displays.

If you are a reviewing compensation manager, your compensation plan information is
displayed in the top area of the page. The bottom section of the page displays separate
information for any of your direct reports who are also compensation managers, if
applicable.

Click F (Direct Reports icon) next to the manager's name in the Reviewing Manager
Name column to drill down to view each manager's compensation plan details. When

you click F the selected manager's compensation information populates the top area
of the Compensation Planning page and the selected manager's name is displayed in
the Manager Name field. You will also see a navigation trail above the Manager Name
field that lists the starting manager name first, then subsequent managers in the order in
which they were accessed. To navigate back, click the appropriate underlined name in
the navigation trail and the selected manager's compensation details display in the top
area of the page.

Q The header bar will display either Compensation Planning or Direct Reports,
indicating from which page you accessed the Compensation Planning page.

You can sort the columns on the Compensation Planning page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red
arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

Li C Di t Log Off
Welcome, Elizabeth Zimmer TSR @ @y nEEy 1T
Search Company Directory
Home ~ | Organization & Stafing ~ | Performance « | Compensation « | Repors =
Compensation Planning ¥’

The compensation planning budget information displayed is an aggregate of your budget. including managers who report to you. To view
consolidated budget information. click the Budget End Date link. To view detail compensation worksheets, click the appropriate Plan ID link

Manager Name Elizabeth Zimmer

s Ean Dept Budget End Budget Budget Budget  Budget Increase Increase Proposed
Plan ID = Type o~ v o~ vl o~ a a vl
@ ~ Date =~ Percent =7 Pool = Used =~ Variance =~ Percent =7 Amount =7 Lump Sum =~
CMPSMK  Merit 2200 05/30/2009 375 520086 0.00 5,200.86 0.00 0.00 0.00
ARTST1  Merit 2200  06/01/2009 500 260000 0.00 2,600.00 0.00 0.00 0.00

To view detail compensation worksheets. click the appropriate Plan ID link. To view worksheets at a lower managerial level. click the
DFEJHIT\ZE“\EII] icon

Reviewing Plan Budget Budget Increase Increase Proposed
Manager Plan ID % Type D:P‘ BudgiEnd Percent BUdQEtA Budge; Variance Percent Amount Lump Sum
Name = £ = Date =~ = Pool = Used ¥ < = = £
# Angela e Ve TET = =l = . =
Mortis CMPSMK  Merit 222002 05/30/2008 375 603250 576340 224810 270 578340 0.00
. Print
© 2009 Automatic Data Processing Privacy | Legal
& Internet 100% -

Figure 4-2. Compensation Planning Page
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The Compensation Planning page provides the following information:

¢ Navigation Trail — Displays the direct reports navigation trail. As you click F to
drill down to the next level of direct reports (if applicable), this field lists the starting
manager name first, then subsequent managers in the order in which they were
accessed.

* Manager Name — Displays the manager name.

¢ Plan ID — Click this link to access the Merit Compensation Worksheet or Bonus
Compensation Worksheet page, depending on the plan type.

¢ Plan Type — Displays the compensation plan type, either merit or bonus.
* Dept — Displays the manager's department ID.

* Budget End Date — Displays the budget end date. This displays as a hypertext link if
budget roll up figures are available. Click this link to access the Consolidated Budget
Pool page.

* Budget Percent — Displays the budget percent.
¢ Budget Pool — Displays the budget pool.
¢ Budget Used — Displays the budget used.
¢ Budget Variance — Displays the budget variance.
Negative numbers are displayed as red text with parentheses around the number.
* Increase Percent — Displays the increase percent.
* Increase Amount — Displays the increase amount.

¢ Proposed Lump Sum — Displays any proposed lump sum.

* Reviewing Manager Name — Displays the reviewing manager name. Click F to
drill down and view compensation worksheets for compensation managers that
report to you, that also have compensation managers reporting to them.

The Reviewing Manager Name field displays only if you have compensation

managers that report to you that have active compensation worksheets to be
processed.

To access merit compensation worksheet data for either your employees or managers that
report to you, click the appropriate underlined Plan ID with a merit Plan Type. Plan
types are defined in your HR/payroll system of record. The Merit Compensation
Worksheet page displays.
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You cannot make changes to any employee's proposed increase with a status of In
Process or Complete.

Q You can sort the columns on the Compensation Worksheet page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red
arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

Welcome, Elizabeth Zimmer Language ~ | Company Directory | Log Off
£A3R
Home v‘ Organization & Staffing « | Performance | Compensation « | Reports v‘
Ccmeensaliun Flalmina ?
l m Manager Name: Elizabeth Zimmer Budget Percent: 3.75
Department: 222002 Budget Pool: 8.032.50
L Plan: Compensation Smoke Budget Used: 578340
For a description of the Budget Period: 05/30/2008 - 05/30/2009 Lump Sum Used: 0.00
fields on this page or Variance: 2,249.10
fOr re|ated tasks, CliCk Apply increase to all Employees
: O amount ®percent [ | @ Aly
the & (Help icon)
prOVIded in the Current Salary R Perf  Proposed Prepeadi P New Salary Status
i - £ Compa Ratio alary Action Type Eval  IncrPct erride Compa Ratio i
I'Ight hand Co_rner Of Name =~ . 2 Salary Reason Type P = Amt @ Proration 2 = SUETI 2y E
the Self Service page. = AR =
714000 73327 80
Brad Pay Rate Change L4 .
Steams 3.05 1.927.80 4] Hew O @Al
1.01 1.03
714000 73327 80
Elizabeth Pay Rate Changs v
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. Print | . Save | . Submit | . Cancel | . Reset |
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Figure 4-3. Merit Compensation Worksheet

If you hover the mouse over the employee's Proposed Incr Pct and Proposed Incr
Amt fields, additional information for the employee is displayed. Information includes the

effective date, department, merit matrix range, prorate applied at x.x%, the salary range
min, mid, and max, and the standard hours.

Chapter 4: Managing Compensation
ADP Self Service Manager's Guide



m Completing Compensation Reviews

3.

4.

If you want to apply the same merit increase amount or percent to all employees listed
(will not apply to those with a status of In Progress or Complete), from the Apply
Increase to All Employees area, select either the Amount or Percent option, enter the
desired value, and click Apply.

The employee Proposed Incr Pct, Proposed Incr Amt, New Salary/Compa Ratio are
automatically calculated, and the Budget Percent, Budget Pool, Budget Used, and
Variance fields at the top of the worksheet are also automatically updated, as
appropriate.

If a prorate percent exists and the Override Prorate option is not selected, the proposed

increase amount/percent is equal to the proposed increase amount/percent multiplied by
the prorate percentage. A warning message is issued informing you that a prorate
applies at x%. If a merit matrix exists and the proposed increase is greater than the
Salary Grade Maximum, a warning message is issued informing you that the salary
exceeds the merit guidelines and has been adjusted. The Proposed Incr Pct and
Proposed Incr Amt fields are adjusted accordingly.

The Apply Merit Matrix to All Employees button is enabled if a merit matrix exists. The
merit matrix is tied to the employee's performance evaluation and their placement within
a salary range. The merit matrix is set up in your HR/payroll system of record. Click this
button to set proposed increase to the average merit matrix percent for all employees
listed on this page.

If you want to specify an increase amount or percent per employee, do the following:

a.

From the Salary Action Type drop down list, select the appropriate action, Pay Rate
Change or Lump Sum. If Pay Rate Change is selected, chose the reason from the
Salary Action Reason drop down list. If Lump Sum is selected, the salary reason
defaults to Merit Lump Sum and is disabled.

In the employee's Proposed Incr Pct or Proposed Incr Amt field, enter the percent
or amount. If you enter the proposed percent, the proposed amount will
automatically be calculated and vice versa. The employee's New Salary/Compa
Ratio fields, and the Budget Percent, Budget Pool, Budget Used, Lump Sum
Used, and Variance fields at the top of the worksheet are also automatically updated,
as appropriate.

If a prorate percent exists and the Override Prorate option is not selected, the
proposed increase amount/percent is equal to the proposed increase
amount/percent multiplied by the prorate percentage. A warning message is issued
informing you that a prorate applies at x%. If a merit matrix exists and the proposed
increase is greater than the Salary Grade Maximum, a warning message is issued
informing you that the salary exceeds the merit guidelines and has been adjusted.
The Proposed Incr Pct and Proposed Incr Amt fields are adjusted accordingly.

5. Select Override Prorate if you do not want to perform prorate calculations on the
proposed merit increase.

The Override Prorate option may not be available. Your Human Resources Department

determines whether or not managers have the ability to use the override prorate.
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6. To add an additional row for an employee, click Add. Another row is added for the
employee. Enter information in the fields as needed.

A Delete button is available once you have added an additional row to an employee. If
you want to delete the added row, click Delete.

7. Click Save to save your changes.

Click Print to print the information on this page. Click Reset to reset the fields to their
original values. Click Cancel to return to the Compensation Planning page.

To submit the completed review for approval, see “Submitting Compensation Worksheets
for Approval” on page 4-14.

You have completed the merit compensation worksheet.

For information on submitting the completed worksheet for approval, see “Submitting
Compensation Worksheets for Approval” on page 4-14.

For information on viewing and printing compensation planning information, consolidated
budget information, and compensation worksheets, see “Viewing and Printing
Compensation Planning Summary Information” on page 4-15.
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Completing Bonus Compensation Worksheets

The Bonus Compensation Worksheet is used to complete and submit bonus increase for the
compensation manager's direct reports, as well as your indirect reports if your administrator
has enabled the indirect report update option.

O Managers can process compensation plans through either the Direct Reports page or
through the Compensation Planning page.

If you are the originating manager and the proposed increase has not already been submitted,
you can enter and modify proposed increases and route for approvals. Submitted rows will
be display only. If you are not the originating manager this page is display only.

The compensation worksheet allows you to apply the same bonus increase amount or
percent to all employees, specify the bonus amount or percent per individual employee, or
apply the same bonus to all employees and then adjust individual employees as needed.

To complete the bonus compensation worksheet, do the following:
1. Choose one of the following paths:

* From the Organization & Planning tab, select Direct Reports. The Direct Reports
page displays. Click the underlined employee Name, then select Compensation
Planning from the Employee Event selection menu.

~
Vel T S Language v | Company Directory | Log Off
- Search Company Directory

I Haome vlOrganuat\cnastaﬂing ~ | Performance = | Compensation - | Reports «

Direct Reports
—

Click the arganization icon to drill down and display lower level managers.

Manager Name Elizabeth Zimmer
=

=
= Name =
Chad Bennett
Gregory Boswell
Marguerite Camacho
Russell Clark
Stephanie Erdely
Tommy Foster
Marguerite Hernandez
Brad Horowitz
Joo Jung
P Angela Maorris
Karen Smith
a Kimberly Smith
Karen Stallworth
Brad Steams

Carl Yancey
Carl Yates

Elizabeth Zachry

oy
Job Title ==

Employee Events €

Transfer Employee

Change Job & Salary Information
Change Job Status

Change Employment Status
Employee Career Profile

Enroll Employee in Training

Employee Training Summary

Compensation History
Performance Planning

Performance History

Compens‘ahlion Planning

Py
Department =~

Human Resources

Comp & Benefits-Products Div
Comp & Benefits-Products Div
Comp & Benefits-Products Div
Comp & Benefits-Products Div
Sales & Marketing

Comp & Benefits-Products Div
Human Resources

Comp & Benefits-Products Div
Training & Development

Comp & Benefits-Products Div
Comp & Benefits-Products Div
Comp & Benefits-Products Div
Human Resources

Human Resources

Human Resources

Human Resources

NG A tamatic Mata Draceccinn Denracy | lanal

htps: ffcommonag-portal-fit.nj.adp.com fwps/mypartal/utip/c 1/04_SE g Internet ® 100% -

Employee Event Selection Menu with Compensation Planning
Selected

Figure 4-4.

* From the Compensation tab, select Compensation Planning.
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The Compensation Planning page displays.

If you are a reviewing compensation manager, your compensation plan information is
displayed in the top area of the page. The bottom section of the page displays separate
information for any of your direct reports who are also compensation managers, if
applicable.

Click F (Direct Reports icon) next to the manager's name in the Reviewing Manager
Name column to drill down to view each manager's compensation plan details. When

you click F , the selected manager's compensation information populates the top area
of the Compensation Planning page and the selected manager's name is displayed in
the Manager Name field. You will also see a navigation trail above the Manager Name
field that lists the starting manager name first, then subsequent managers in the order in
which they were accessed. To navigate back, click the appropriate underlined name in
the navigation trail and the selected manager's compensation details display in the top
area of the page.

Q The header bar will display either Compensation Planning or Direct Reports,
indicating from which page you accessed the Compensation Planning page.

You can sort the columns on the Compensation Planning page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red
arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

L: G Diract Log Off
Welcome, Elizabeth Zimmer TR @ Oy [
Search Company Directory
Home = | Organization & Staffing ~ | Performance ~ | Compensation « | Reports -
Compensation Planning ¥’

The compensation planning budget information displayed is an aggregate of your budget. including managers wha report to you. To view
consolidated budget information, click the Budget End Date link. To view detail compensation worksheets, click the appropriate Plan ID link

Manager Name Elizabeth Zimmer

P R Dept Budget End Budget Budget Budget Budget Increase Increase Proposed
Plan ID = Type -~ o~ o~ a vl vl o~
@ =~ Date =~ Percent =7 Pool =~ Used =~ Variance =7 Percent ~ Amount ~7 Lump Sum =7
CMPSMK Mert 2200 05/30/2009 375 520086 0.00 5.200 86 0.00 0.00 0.00
ARTST1  Merit 2200  06/01/2009 500 260000 0.00 2,600.00 0.00 0.00 0.00

To view detail compensation workshests. click the appropriate Plan ID link. To view worksheets at a lower managerial level. click the
EITQHI]IZHIIEIH icon

Honodel g & Tpe O e Pavcon B Voonce Percom Rmoun Ly Sun
Name —~ = = = = = = =
ﬁo;‘r‘";ge'a CMPSMK Merit 222002 05/30/2009 375 803250 578340 224910 270 578340 0.00
. Print
€ 2009 Automatic Data Processing Privacy | Legal
€ Internet #100% -

Figure 4-5. Compensation Planning Page

@ For a description of the fields on this page, see page 4-6.
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®
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the & (Help icon)
provided in the
right-hand corner of
the Self Service page.

To access the bonus compensation worksheet data for either your employees or managers
that report to you, click the appropriate underlined Plan ID with a bonus Plan Type. Plan
types are defined in your HR/payroll system of record. The Bonus Compensation
Worksheet page displays.

You cannot make changes to any employee's proposed bonus with a status of In Process
or Complete.

Q You can sort the columns on the Compensation Worksheet page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red
arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

L: + | CoA
Welcome, George Clarke anguage v | Co
- Search Cc

I Home v} Organization & Staffing v} Performance « | Compensation - | Reporis vi

Compensation Planning s
Manager Name: George Clarke Budget Percent: 5.00
Department: 222002 Budget Pool: 2.600.00
Bonus Plan: Bonus Plan Budget Used: 3.000.00
Budget Period: 06/30/2008 - 06/30/2009 Variance: (-400.00)
Apply Bonus to All Employees
O Amount  ® Percent @ feply |

Salary Salary Salary Perf.

Nome & Y 2RV GrageMin Grade Mid GradeMax Eval oM BonusAmount - ovemide . Sendfor

ame Amount = Comp. ¥ £ = = = Percent &~ & Prorate  Status Approval

Hicholas 25.00 142 13.75 17.60 2144 0.00 3.000.00 InProgress

Coppola

Teni Malloy 25.00 109 1784 2283 2788 000 000 O Mew O

@ Print | @ save | @ Submit | @ Cancel | @ Reset |

3
< >
@ Internet ®100% -

Figure 4-6. Bonus Compensation Worksheet

If you hover the mouse over the employee's Bonus Percent or Bonus Amount fields,

additional information for the employee is displayed. Information includes the effective
date, department, prorate applied at x.x%, and the performance evaluation.

If you want to apply the same bonus amount or percent to all employees listed (will not
apply to those with a status of In Process or Complete), from the Apply Increases to all
Employees area, select either the Amount or Percent option and enter the desired value.
Click Apply.

The Bonus Percent and Bonus Amount fields for the affected employees will
automatically calculate. The Budget Percent, Budget Pool, Budget Used, and Variance
fields at the top of the worksheet are also automatically updated, as appropriate.

If a prorate percent exists and the Override Prorate option is not selected, the proposed
bonus amount/percent is equal to the proposed bonus amount/percent multiplied by the
prorate percentage. A warning message is issued informing you that a prorate applies
at x%.
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4. Ifyou want to specify a bonus amount or percent per employee, enter the percent or
amount in the employee's Bonus Percent or Bonus Amount field. If you enter the
proposed bonus percent, the proposed bonus amount will automatically be calculated and
vice versa. The Budget Percent, Budget Pool, Budget Used, and Variance ficlds at the
top of the worksheet are also automatically updated, as appropriate.

If a prorate percent exists and the Override Prorate option is not selected, the proposed

bonus amount/percent is equal to the proposed bonus amount/percent multiplied by the
prorate percentage. A warning message is issued informing you that a prorate applies
at x%.

5. Select Override Prorate if you do not want to perform prorate calculations on the
proposed bonus percent or amount.

The Override Prorate option may not be available. Your Human Resources Department
determines whether or not managers have the ability to use the override prorate.

6. Click Save to save your changes.

Click Print to print the information on this page. Click Reset to reset the fields to their
original values. Click Cancel to return to the Compensation Planning page.

To submit the completed review for approval, see “Submitting Compensation Worksheets
for Approval” on page 4-14.

You have completed the bonus compensation worksheet.

For information on submitting the completed worksheet for approval, see “Submitting
Compensation Worksheets for Approval” on page 4-14.

For information on viewing and printing compensation planning information. consolidated
budget information, and compensation worksheets, see “Viewing and Printing
Compensation Planning Summary Information” on page 4-15.
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Submitting Compensation Worksheets for Approval

Once you have completed the Merit Compensation Worksheet and/or the Bonus
m Compensation Worksheet, you need to submit them for approval. To submit compensation
Completing worksheets for approval, do the following:
Compensation
Reviews 1. From the Compensation Planning page, click the appropriate Plan ID. The Merit or
Completing Merit Bonus Compensation Worksheet page displays, depending on the plan type.
Compensation
Worksheets If you want to make additional changes to the worksheet before submitting it for
Completing Bonus approval, refer to “Completing Merit Compensation Worksheets” on page 4-4 and/or
Compensation “Completing Bonus Compensation Worksheets” on page 4-10.
Worksheets . . .
2. Select the Submit check box, then click Submit. The Submit Worksheet page displays.
M Submitting

Compensation N . . . L .
Worksheets for The Submit check box and button are displayed only if you are the originating review

Approval manager. The approver can approve or reject the compensation review through the Merit
Compensation Approval Worksheet and/or Bonus Compensation Approval Worksheet,
depending on the type of compensation plan. See Chapter 2, “Managing Approval Tasks
and Notifications” for more information.

Viewing and Printing
Compensation
Planning Summary
Information

m Welcome, Elizabeth Zimmer Language v | Company Directory | Log Off

Search Company Directory

Home vl Organization & Staffing » | Performance « | Compensation « | Repors =

Compensation Planning T

Enter a unique identifier for this worksheet. All reviews submitted together will be presented as a single workflow event. identified by the
workshest id entered. Comments will be viewable by all approving managers

Worksheet ldentifier: l:l

(@) more info |
For a description of the
fields on this page or
for related tasks, click
the & (Help icon)
provided in the
right-hand corner of
the Self Service page.

Workflow Comments:

i Save | i Cancel |

© 2009 Automatic Data Processing Privacy | Legal

Done & Internet #100% -

Figure 4-7. Submit Worksheet Page

3. In the Worksheet Identifier field, enter a unique worksheet ID for the compensation
proprosal(s) you are submitting.

All reviews submitted together will be presented as a single workflow
(approval/notification routing) event, identified by the worksheet ID.
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4. In the Workflow Comments field, enter any comments concerning the workflow
(approval and notification routing) of the compensation proprosal(s).

Comments will be viewable by all approvers.

5. Click Save. You are returned to the Compensation Planning page and a message is
displayed informing you who your request has been submitted to.

Once you click Save, you cannot make any more changes to the compensation

worksheet you are submitting. Click Cancel to cancel any changes and return to the
Compensation Planning page.

The Submit Worksheet page can be accessed from the following pages: Merit
Compensation Approval Worksheet; Bonus Compensation Approval Worksheet;
Performance Approval Worksheet; Merit Compensation Worksheet; Bonus
Compensation Worksheet; Performance Worksheet.

You have finished submitting the compensation worksheet for approval.

Next you will review information on viewing and printing compensation planning
information, consolidated budget information, and compensation worksheets.

Viewing and Printing Compensation Planning
Summary Information

Through the Compensation Planning page, you can view and print compensation planning
summary information, as well as compensation worksheets, for your direct reports and the
direct reports of the managers that report into you. You can also view and print consolidated
budget information.

Managers can view and print compensation worksheets through either the Direct Reports
page or through the Compensation Planning page.

Viewing compensation information includes the following tasks:
* Viewing and Printing Compensation Planning Information

¢ Viewing and Printing Consolidated Budget Information

¢ Viewing and Printing Compensation Worksheets

For information on viewing compensation history for specific employees, see “Viewing and
Printing Employee Compensation History” on page 4-22.
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Viewing and Printing Compensation Planning Information

If you are a reviewing compensation manager, your compensation plan information is
displayed in the top area of the page. The bottom section of the page displays separate
information for any of your direct reports who are also compensation managers, if
applicable.

Managers can view and print compensation worksheets through either the Direct Report
page or through the Compensation Planning page.

To view and print compensation planning information, do the following:

®

For a description of the
fields on this page or
for related tasks, click

the ¥ (Help icon)
provided in the
right-hand corner of
the Self Service page.

Choose one of the following paths:

From the Organization & Staffing tab, select Direct Reports. The Direct Reports

page displays. Click the underlined employee Name, then select Compensation
Planning from the Employee Event selection menu.

Welcome, Elizabeth Zimmer Language ~ | Company Directory | Log Off Rad
- Search Company Directory
I Home | Crganization & Staffing - | Performance » | Compensation » | Reports «
Direct Reports ?
Click the arganization icon to drill down and display lower level managers.
Manager Name Elizabeth Zimmer
= = = =
=~ Name =~ Job Title =~ Department =~

Chad Bennett Employee Events o Human Resources
Gregory Boswell T fer Empl Comp & Benefits-Products Div
[Marguerite Camacho ranster Employee Comp & Benefits-Products Div
Russell Clark Change Job & Salary Information Comp & Benefits-Products Div
Stephanie Erdely Comp & Benefits-Products Div
Tommy Foster Change Job Status Sales & Marketing
Idarguerite Hernandez Change Employment Status Comp & Benefits-Products Div
Brad Horowitz Human Resources
Joo Jung Employee Career Profile Comp & Benefits-Products Div

=] Angela Morris Enroll Employee in Training Training & Development
Karen Smith Comp & Benefits-Products Div

& Kimberly Smith Employee Training Summary Comp & Benefits-Products Div
Karen Stallworth Compensation Planning Comp & Benefits-Products Div
Brad Steams ‘h Human Resources
Carl Yancey Compensation History Human Resources
Carl Yates Performance Planning Human Resources
Elizabeth Zachry Human Resources

Performance History
-
7190 A bamatic Mats Draraccinn Dunrary | tanal
https: /fcommonag-portal-fit.nj.adp.com fwps/myportal/lut/pfc1/04_SE 9 Internet HA00% -

Figure 4-8. Employee Event Selection Menu with Compensation Planning
Selected

* From the Compensation tab, select Compensation Planning.
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The Compensation Planning page displays.

The header bar will display either Compensation Planning or Direct Reports,
indicating from which page you accessed the Compensation Planning page.

You can sort the columns on the Compensation Planning page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red
arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

Welcome, Elizabeth Zimmer Language + | Company Directory | Log Off
m Search Company Directory
Home = | Crganization & Staffing = | Performance + | Compensation « | Repors v.
Compensation Planning ?
The compensation planning budget information displayed is an aggregate of your budget. including managers whao report to you. To view
consolidated budget information. click the Budget End Date link. To view detail compensation workshests. click the appropriate Plan ID link
Lo Manager Name Elizabeth Zimmer
For a description of the oo
+ : - Dept Budget End Budget Budget Budget  Budget Increase Increase Proposed
fields on this page or Plani & TP @p D g@ P i <P ?@ U :@ \.r'g <P < a < L ps =
for related tasks, click 5 ate ercent 00 se ariance ercent mount ump Sum
- . CMPSIMK Merit 2200  05/30/2009 375 5.200.86 0.00 5.200.86 0.00 0.00 0.00
the i (Help icon) ARTST1  Merit 2200 06/01/2009 500 260000 000 260000 000 000 000
provided in the
rig ht-hand corner of To view detail compensation worksheets. click the appropriate Plan ID link. To view worksheets at a lower managerial level. click the
. organization icon
the Self Service page. e - S Sodnet T : 5 i
eviewing an udge udge ncrease Increase  Propose
Manager Plan ID @ Type DZPI BudgiEnd Percent BudgelA Budgai Variance Percent Amount Lump Sum
Name = e ~ Date =~ a Pool = Used ¥ = a 2 e
ﬁof:";ge'a CMPSIMK Merit 222002 05/30/2009 375 803250 578340 2.249.10 270 573340 0.00
@ Print
© 2009 Automatic Data Processing Privacy | Legal
€ Internet #100% -

Figure 4-9. Compensation Planning Page

@ For a description of the fields on this page, see page 4-6.

2. Click F (Direct Reports icon) next to the manager's name in the Reviewing Manager
Name column to drill down to view each manager's compensation plan details. When

you click F , the selected manager's compensation information populates the top area
of the Compensation Planning page and the selected manager's name is displayed in the
Manager Name field.

The Reviewing Manager Name field displays only if you have compensation managers
that report to you that have active compensation worksheets to be processed.

You will also see a navigation trail above the Manager Name field that lists the starting
manager name first, then subsequent managers in the order in which they were
accessed. To navigate back, click the appropriate underlined name in the navigation trail
and the selected manager's compensation details display in the top area of the page.

3. Click Print to print the information on this page.
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You have finished viewing compensation planning summary information.

To view and print consolidated budget pool information, see “Viewing and Printing
Consolidated Budget Information” on page 4-19.

To view and print compensation worksheets, see “Viewing and Printing Compensation
Worksheets” on page 4-20.
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rinting Consolidated Budget Information

The Consolidated Budget Pool displays the total aggregated budget amount of all managers
who report to you within the defined manager hierarchy, including your budget allocation.
Your personal budget figures are displayed on the Compensation Planning page and within
each compensation worksheet (Merit Compensation Worksheet and Bonus Compensation

Worksheet).

If you are a reviewing manager, your compensation information is displayed in the top area of

the Planning Compensation page. If compensation managers that report to you also have

direct reports that are compensation managers, the F (Direct Reports icon) will be
displayed next to their name in the Reviewing Manager Name column in the bottom area of
the page.

To view and print consolidated budget pool information, do the following:

From the Compensation Planning page (see Figure 4-9 on page 4-17), click the
underlined Budget End Date for the budget pool you wish to view. The Consolidated
Budget Pool page displays.

Q To drill down and view compensation worksheet data for compensation managers

who report to you (if applicable), click F next to the appropriate Reviewing
Manager Name. The compensation information for the selected subordinate
manager displays in the top area of the Compensation Planning page. To navigate
back to a previous manager, click the manager's name in the navigation trail above
the Manager Name field.

Language = | Company Directory | Log Off

Welcome, Elizabeth Zimmer
- Search Company Directory
LELEL R Home ~ | Organization & Staffing « | Pefarmance » | Compensation - | Reports +

Compensation Planning

Budget information displayed is the total aggregated budget amount of all managers which report up to you within the manager hierarchy
defined including your budget allocation. Your personal budget figures are displayed on the Compensation Summary page and within each
Compensation Waorksheet

Consolidated Budget Pool

By Manager Name: Elizabeth Zimmer
Manager Dept: 2200 Budget Pool: 17.139.27
Plan: Compensation Smoke Budget Used: 8.221.00
Budget Period: 05/30/2008- 05/30/2009 Lump Sum Used: 1.500.00
Budget Percent: 375 Variance: 8.918.27
@ Print | @ Cencel
© 2009 Automatic Data Processing Privacy | Legal
Done &) Internet #100% -

Figure 4-10. Consolidated Budget Pool Page
The Consolidated Budget Pool page provides the following information:
* By Manager Name — Displays the manager’s name.

* Manager Dept — Displays the manager’s department ID.
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¢ Plan — Displays the compensation plan name. Compensation plans are defined in
your HR/payroll system of record.

* Budget Period — Displays the budget period.

* Budget Percent — Displays the budget percent.

¢ Budget Pool — Displays the budget pool.

¢ Budget Used — Displays the budget used.

¢ Lump Sum Used — Displays any lump sum used.

® Variance — Displays the budget variance.

Negative numbers are displayed as red text with parentheses around the number

2. Click Print to print the information on this page.

3. Click Cancel to return to the Compensation Planning page.

©

You have finished viewing and printing consolidated budget pool information.

To view and print compensation planning information, see “Viewing and Printing
Compensation Planning Information” on page 4-16.

To view and print compensation worksheets, see “Viewing and Printing Compensation
Worksheets” on page 4-20.

Viewing and Printing Compensation Worksheets

If compensation managers that report to you also have direct reports that are compensation

managers, the ’F (Direct Reports icon) will be displayed next to their name in the
Reviewing Manager Name column.

Managers can view and print compensation worksheets through either the Direct Reports
page or through the Compensation Planning page.

To view and print compensation worksheets, do the following:
1. Choose one of the following paths:

¢ From the Organization & Staffing tab, select Direct Reports. The Direct Reports
page displays. Click the underlined employee Name, then select Compensation
Planning from the Employee Event selection menu (see Figure 4-8 on page 4-16).

¢ From the Compensation tab, select Compensation Planning.

The Compensation Planning page displays (see Figure 4-9 on page 4-17).
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2. To drill down and view compensation worksheet data for compensation managers who

report to your direct report compensation managers, click F next to the appropriate
Reviewing Manager Name. The compensation information for the selected subordinate
manager displays in the top area of the Compensation Planning page.

To navigate back to a previous manager, click the manager's name in the navigation trail
above the Manager Name field.

The Reviewing Manager Name field displays only if you have compensation managers
that report to you that have active compensation worksheets to be processed

3. View compensation worksheet data for either employees or managers that report to you
as follows:

a. To view merit compensation worksheet data, click the appropriate Plan ID with a
merit Plan Type. Plan types are defined in your HR/payroll system of record. The
Merit Compensation Worksheet displays, as shown in Figure 4-3.

For information on entering information on the Merit Compensation Worksheet, see
“Completing Merit Compensation Worksheets” on page 4-4.

b. To view bonus compensation worksheet data, click the appropriate Plan ID with a
bonus Plan Type. Plan types are defined in your HR/payroll system of record. The
Bonus Compensation Worksheet page displays.

For information on entering information on the Bonus Compensation Worksheet,
see “Completing Bonus Compensation Worksheets” on page 4-10.

4. Click Print to print the information on this page.

Q To view compensation history detail for an employee, click the underlined employee
name. The Employee Compensation History displays (see “Viewing and Printing
Employee Compensation History” on page 4-22 for more information). Click Cancel
to return to the Merit Compensation Worksheet.

5. Click Cancel to return to the Compensation Planning page.

You have finished viewing the compensation planning summary information and
compensation worksheet for your direct reports and the direct reports of the managers that
report to you, as well as consolidated budget information.
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Viewing and Printing Employee Compensation

History

The Compensation History page allows you to view the compensation history of your direct

reports, as well as the direct reports of each of the managers reporting to you. The F
(Direct Reports icon) is displayed next to the name of any of your managers who also have
direct reports.

Managers can view and print employee compensation history information through either the
Direct Report page or through the Compensation History page.

To view and print employee compensation history, do the following:

1.

®

For a description of the
fields on this page or
for related tasks, click
the ¥ (Help icon)
provided in the
right-hand corner of
the Self Service page.

Choose one of the following paths:

* From the Organization & Staffing tab, select Direct Reports. The Direct Reports
page displays. Click the underlined employee Name, then select Compensation

History from the Employee Event selection menu.

£

Welcome, Elizabeth Zimmer

Home vl Organization & Staffing + | Performance « | Compensation ~ | Reporis

Language v | Company Directory | Log Off ~

Search Company Directory

Direct Reports ?
Click the organization icon to drill down and display lower level managers.
Manager Name  Elizabeth Zimmer
= = Fa Fa
=~ Name Job Title =~ Department =~

Chad Bennett Employee Events & Human Resources
Gregory Boswell Comp & Benefits-Products Div
Marguerite Camacha Transfer Employee Comp & Benefits-Products Div
Russell Clark Change Job & Salary Information Comp & Benefits-Products Div
Stephanie Erdely Comp & Benefits-Products Div
Tomrmy Foster Change Job Status Sales & Marketing
Marguerite Hemandez Change Employment Status Comp & Benefits-Products Div
Brad Horowitz Human Resources
Joo Jung Employee Career Profile Comp & Benefits-Products Div

b=l Angela Morris Enroll Employee in Training Training & Development
Karen Smith Comp & Benefits-Products Div

a Kimberly Smith Employee Training Summary Comp & Benefits-Products Div
Karen Stallworth Compensation Planning Comp & Benefits-Products Div
Brad Stearns Human Resources
Carl Yancey Compensation History Human Resources
Carl Yates Performance Planning Human Resources
Elizabeth Zachry Human Resources

Performance History
hd
hittps :ffcom monag-portal-fit.nj.adp.com Awpsmyportal uti/c 140 Q Internet #1009 -

Figure 4-11.

Selected

Employee Event Selection Menu with Compensation History
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For a description of the
fields on this page or
for related tasks, click
the & (Help icon)
provided in the
right-hand corner of
the Self Service page.

Viewing and Printing Employee Compensation History m

* From the Compensation tab, select Compensation History. The Compensation

History page displays. Click ’F to drill down to view each manager's direct reports.
(To navigate back to a previous manager, click the appropriate manager name in the
navigation trail above the Manager field.) To view compensation history for an

employee, click the underlined Employee Name.

You can sort the columns on the Compensation History pages in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red
arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

£3D

Welcome, Elizabeth Zimmer

Home ~ | Organization & Staffing = | Performance « | Compensation - | Reports +

Compensation History

Language = | Company Directory | Log Off
Search Company Directery

Manager:

Py
Manager =

@ Print

© 2009 Automatic Data Processing

Select the employee you wish to view Compensation History for and click an the link

Elizabeth Zimmer

Py
Employee Name =

Tommy Foster

Kimberly Smith
Russell Clark

Joo Jung

Karen Smith
Elizabeth Zachry
Brad Stearns
Marguerite Camachg
Stephanie Erdely
Carl Yancey

Angela Morris
Gregory Boswell
Karen Stallworth
Brad Horowitz
Marguerite Hernandez
Chad Bennett

Carl Yates

Privacy | Legal

& Internet #100% -

Figure 4-12.

Compensation History Page
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The selected employee's compensation history information displays.

®

For a description of the
fields on this page or
for related tasks, click
the  (Help icon)
provided in the

right-hand corner of
the Self Service page.

The header bar will display either Compensation History or Direct Reports,
indicating from which page you accessed the Employee Compensation History page.

You can sort the columns on the Compensation History page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red
arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

Home - | Organization & Staffing « | Perfformance ~ | Compensation « | Reports

Compensation History

Language ~ | Company Directory | Log Off

Search Company Directory

Welcome, John Adams

Employee Name

Click Print to print employee’s Compensation History and click Cancel to return

Franklin Ziegler

Compensation

Dept Salary Salary Reason New Increase Increase

Effective Date Manager Rating Nbr

s -~ A LA Frequency A~ LA ~ o~ A

~ Name = ~ Grade ¥ & = Action =~ Salary == Percent =~ Amount

05/30/2009  John Adams 2200 MOT 0.00 Hourly Eﬁ‘f Rate | \ep 2744 350 0.93

ange
@ Frint @ cancel |

© 2002 Automatic Data Processing Privacy | Legal
Done & Internet # 100% ~
Figure 4-13. Employee Compensation History Page

You can also access the Employee Compensation History from the employee name
link on the following pages: Merit Compensation Approval History Detail; Bonus
Compensation Approval History Detail; Merit Compensation Approval Worksheet;
Bonus Compensation Approval Worksheet; Merit Compensation Worksheet; and the
Bonus Compensation Worksheet.

The Employee Compensation History page provides the following information:

Employee Name — Displays the employee's name.

Effective Date — Displays the effective date of the compensation action.
Manager Name — Displays the employee's manager's name.

Dept — Displays the employee's department ID.

Salary Grade — Displays the employee's salary grade.

Rating Nbr — Displays the employee's overall performance rating code.
Compensation Frequency — Displays the compensation frequency.

Salary Action — Displays the salary action type, either Pay Rate Change or Lump
Sum.

Reason — Displays the reason for the salary action.

New Salary — Displays the employee's new salary.
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* Increase Percent — Displays the increase percent of the employee's salary.
* Increase Amount — Displays the increase amount of the employee's salary.
2. Click Print to print the selected employee's compensation history.

3. Click Cancel to return to the page (Compensation History or Manager Home/Direct
Reports) from which you accessed this page.

. [oo) endofprocedue |

You have finished viewing employee compensation history.
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‘ Introduction

Introduction

Performance plans, including performance factors and goals, rating schemes, and
performance review templates are defined in your HR/payroll system of record. Plans are
then assigned to employees and worksheets are created for use in ADP Self Service. Once
the performance review worksheets have been created, managers can then process the
reviews within Self Service.

Managers may be required to use the standard template, which contains the performance
factors, goals, and the rules imposed by the template, or they may be allowed to create their
own template via the Create Performance Template menu task in Self Service. Managers
receive worksheets only for employees for whom they have been designated as performance
managers, through the Reports-To functionality. For more information on Reports-To, see
the Hiring, Staffing, and Job Maintenance Guide. For more information on creating
performance review plans, see the Performance and Development Guide.

Through Self Service, performance managers can do the following:

¢ Build customized performance review templates

¢ Conduct the performance review, including submitting the completed review to the next
approving manager

* View and print performance summary information for direct reports, as well as the direct
reports of managers who report into them

* View and print performance review forms for direct reports, as well as the direct reports
of managers who report into them

* View and print employee performance history

Once the performance review has completed the approval process in Self Service, the
employee’s performance review information is updated in your HR/payroll system of
record.

Chapter 5: Managing Performance Reviews
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Completing Performance Reviews

The Performance Planning page is a navigational entry point for performance planning,
allowing managers to process performance worksheets for employees who report to them.
You can process performance worksheets for your direct reports, as well as your indirect
reports if your administrator has enabled the indirect report update option.

Managers can process compensation plans through either the Direct Reports page or through
the Performance Planning page.

Performance plans, including performance factors and goals, rating schemes, and

performance review templates are defined in your HR/payroll system of record. Plans are
then assigned to employees and worksheets are created for use in ADP Self Service. Once
the performance review worksheets have been created, managers can then process the
reviews within Self Service.

The Performance Planning page provides a departmental summary view of performance
activity. Only performance managers have access to this page. If you are a performance
manager, your name will be displayed in the Reviewing Manager column. If performance

managers that report to you also have direct reports that are performance managers, the F
(Direct Reports icon) will be displayed next to their name.

The Performance Worksheet provides current employee performance information for the
selected reviewing manager. If you are the originating manager and the review has not
already been submitted, you can modify proposed performance reviews and route for
approvals. Submitted rows will be display only. If you are not the originating manager this
page is display only.

Completing Performance Reviews includes the following tasks:’
¢ Completing Performance Review Forms
* Submitting Performance Worksheets for Approval

¢ Viewing and Printing Performance Information
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K
L
Completing

Performance
Reviews

™ Completing
Performance
Review Forms

Submitting
Performance
Worksheets for
Approval

Viewing and Printing
Performance
Information

Completing Performance Review Forms

The Employee Performance Review Form is used to complete the employee's performance
review. You must be the originating review manager in order to access the Employee
Performance Review Form. The performance factors, weights, and goals available on the
Employee Performance Review Form depend on the template selected from the
Performance Worksheet page. Templates can be modified, via the Performance Review
Template page.

You may be required to use a standard template, in which case that template is selected
for you and cannot be changed. However, depending on how you are set up, you may
be able to select a performance template. If a template has not yet been assigned, a
manager cannot update the performance review for his indirect report. In this case, the
direct manager would need to first assign the performance template.

If you are not the originating manager, or if the review has already been submitted, you will
access the View Employee Performance Review Form, which is the display-only version of
the Employee Performance Review Form.

To complete the Employee Performance Review Form, do the following:
1. Choose one of the following paths:

* From the Organization & Staffing tab, select Direct Reports. The Direct Reports
page displays. Click the underlined employee Name, then select Performance
Planning from the Employee Event selection menu.

Language v | Company Directory | Log Off |~

Search Company Directory

Welcome, Elizabeth Zimmer

I Home « | Grganization & Staffing « | Performance - | Compensation = | Reports -

Direct Reports

Click the organization icon to drill down and display lower level managers.

Manager Name Elizabeth Zimmer

®

For a description of the
fields on this page or
for related tasks, click
the & (Help icon)
provided in the
right-hand corner of
the Self Service page.

LN LN PN Py
= Name = Job Title =~ Department =~

Chad Bennett Employee Events I3} Human Resources
Gregory Boswell 2 Comp & Benefits-Products Div
Marguerite Camacho UL e Comp & Benefits-Products Div
Russell Clark Change Job & Salary Information Comp & Benefits-Products Div
Stephanie Erdely Comp & Benefits-Products Div

Tommy Foster (el s dels i Sales & Marketing
Marguerite Hermandez || Ghange Employment Status Comp & Benefits-Products Div

Brad Horowitz Human Resources
Joo Jung Employee Career Profile Comp & Benefits-Products Div

b=l Angela Morris Enroll Employee in Training Training & Development

Karen Smith Comp & Benefits-Products Div
a Kimberly Smith IS ey T, SieLs Comp & Benefits-Products Div
Karen Stallworth Compensation Planning Comp & Benefits-Products Div

Brad Steams Human Resources

Carl Yancey Compensation History Human Resources

Carl Yates Human Resources

Elizabeth Zachry -h S Human Resources

Perfermance Histery

© 2002 Automatic Data Processing

Privacy | Legal

https:ffcommonag-portal-fit.nj.adp.com fwps/myportal/lutip/c1/04_SBBKExLI

& nternet

* 100%

Figure 5-1.

Selected

¢ From the Performance tab, select Performance Planning.

Employee Event Selection Menu with Performance Planning

Chapter 5: Managing Performance Reviews
ADP Self Service Manager’s Guide




Completing Performance Reviews _

The Performance Planning page displays.

To drill down and view performance worksheet data for performance managers who

report to your direct report performance managers, click F next to the Subordinate
Manager name to access the corresponding Performance Planning page. To navigate
back to a previous manager, click the manager's name in the Navigation field.

Q The header bar will display either Performance Planning or Direct Reports,
indicating from which page you accessed the Performance Planning page.

You can sort the columns on the Performance Planning page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red

arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

L: G Di t Log Off
Welcome, Elizabeth Zimmer o= @ @iy ]

Search Company Directory

Home = | Organization & Staffing = | Ferformance » | Compensation ~ | Repaorts =

@ Performance Planning T

o To view manager detail worksheets, click the appropriate underlined manager name. which will take you to the Performance Review
For a deSCI’IptIOI’] of the Worksheet page. Click the organization icon to drill down and display lower level managers
fields on this page or for Manager: Elizabeth Zimmer
i o = Py =
related tasks, click the Subordinate Manager =~ Reviewing Manager =~ Dept =~ Performance Plan =~
? (Help iCOI’]) provided Elizabeth Zimmer 2200 Magr Customizable Reviews
in the right-hand corner Elizabeth Zimmer 2200 HR Defined Reviews
. Elizabeth Zimmer 2200 Performance Plan Smoke
of the Self Service page
b=l Angela Morris 222002 Performance Plan Smoke
A Angela Morris 222002 HR Defined Reviews
=l Angela Morris 222002 Magr Customizable Reviews

© 2009 Automatic Data Processing Privacy | Legal

Done

€ Internet Hi1o0% -

Figure 5-2. Performance Planning Page
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For a description of the
fields on this page or for
related tasks, click the

T (Help icon) provided
in the right-hand corner
of the Self Service page

‘ Completing Performance Reviews

Click your name under the Reviewing Manager column. The Performance Worksheet
displays.

¢

You can sort the columns on the Performance Worksheet page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red
arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

Welcome, Elizabeth Zimmer Language v | Company Directory | LogOff  ~
- Search Company Dirsctory
Home ~ | Organization & Staffing « | Performance - | Compensation « | Reports
Performance Planning ?
Reviewing Manager : Elizabeth Zimmer
Performance Plan:  TRMNAL2
Review Type: Performance Review
Employ ReviewDate HireDate Employee Status = |, - QOverallRating OverallGoal Status S
e |l & & i emplate S = = ubmi
= = = Job Title =~ P = =
Templates must be defined prior to entering
employee review information
Russell o s § Comp./Benefits Select Define Template from the drop down .
Clark 10/01/2004  10/01/1997 Active Analyst Il list to create a new custom template or Mew [
select an existing custom template
Select Template v
Templates must be defined prior to entering
employee review information.
: Comp/Benefits Select Define Template from the drop down
JooJung  10/01/2004  12117/1936 Active Analyst | list to create a new custom template or New [
select an existing custom template.
Select Template v
Templates must be defined prior to entering
employee review information
Karen z S Select Define Template fram the drop down
g 10/01/2004  01/02/1995 Active Comp/Bensils ot 1o create a new custom templats or New [J
Analyst selsct an existing custom template
Select Template A
Templates must be defined prior to entering
- . employee review information. v
Done @ Internet f1o0% -

Figure 5-3.

Performance Worksheet

To view employee performance review detail, click the employee's name. The View
Employee Performance Review Form displays. Click the View Performance History
link to access the Employee Performance History. Click Cancel to navigate back to the
Performance Worksheet. See “Viewing and Printing Employee Performance History”
on page 5-16.

The Performance Worksheet provides the following performance information:

Reviewing Manager — Displays the name of the reviewing manager.
Performance Plan — Displays the type of performance plan.
Review Type — Displays the review type.

Employee Name — Displays the employee's name. Click to view the Employee
Performance Review Form.

Review Date — Displays employee’s review date.
Hire Date — Displays employee’s hire date.
Employee Status — Displays the employee's status.

Job Title — Display’s the employee’s job title.

Chapter 5: Managing Performance Reviews

ADP Self Service Manager’s Guide




Completing Performance Reviews

¢ Template — Select the template you want to use for the performance review, if
available. (If you are not the originating review manager, or if this review has already
been submitted, this field is display only.) If you are required to use a standard
template, the template name will be displayed in the Template field and cannot be
changed. See Step 3.

Q If a template has not yet been assigned, a manager cannot update the performance
review for his indirect report. In this case, the direct manager would need to first
assign the performance template.

* Opverall Rating — Displays the overall performance rating from the Employee
Performance Review Form, if applicable. This description is based on the Overall
Rating Code.

The rating scheme may or may not be in whole numbers. However, the rating

description is still based on the lowest matching rating scheme number for that
description.

¢ Overall Goal — Displays the overall goal status from the Employee Performance
Review Form, if applicable.

¢ Status — Displays the status of the review. Values are New, In Process, Rejected, and
Complete.

3. From the Template drop down list, select the template you want to use for this
performance review. If you are required to use a standard template, the template name
will be displayed in the Template field and cannot be changed. Also, if you are not the
originating review manager, or if this review has already been submitted, this field is
display only.

If there is already existing review information in the Employee Performance Review
Form, changing the template will clear employee performance review information.

4. Click the underlined Employee Name whose performance review you want to complete.
The Employee Performance Review Form page displays.

You must be the originating review manager in order to update the Employee
Performance Review Form. If you are not the originating manager, or if the review has
already been submitted, you will access the View Employee Performance Review Form,
which is the display-only version of the Employee Performance Review Form.

A Save in Progress button is provided on the active version of the Employee
Performance Review Form. ADP Self Service will timeout after 20 minutes with what is
perceived as no activity. Since completing a performance review can take longer than 20
minutes, it is recommended that you periodically save your changes using the Save in
Progress button. This will let ADP Self Service know you are still active, save your
changes to that point, and allow you to will remain in the Employee Performance Review
Form. Once you have completed all changes, you can select the Save button, which
returns you to the Performance Worksheet. You must click Save before you can submit
the review for processing.
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For a description of the

fields on this page or for
related tasks, click the

? (Help icon) provided
in the right-hand corner
of the Self Service page

L Ce Di to Log OFf ”~
Welcome, Elizabeth Zimmer anguage ¥ | Company Directory | Log -~
g __amn Company Dirsctory

Home v| Organization & Staffing - | Performance - | Compensation ~ | Reports -

Performance Planning T

Consumer Products Division - Semiannual Appraisal

Employee Information

Employee Name: Karen Smith Manager Hame: Elizabeth Zimmer
Hire Date: 01/02/1996 Dept ID: 222001
Job Title: Sr. Comp/Benefits Analyst View Performance History T

Review Information

Review Date: 10/01/2004 Review Type: Performance Review
Review Frequency: Semiannual

Overall Rating Code: 0.00 Overall Rating: Unsatisfactory Performance
Overall Goal Status Code Overall Goal Status:

Performance Factors

Name Description Weight Rating

Possesses a high level of skill. knowledge. and ability in assigned functional areas. Is
not intimidated by complexity and gets the job done. A subject matter expert.

Manager Comments

Job Competency 10 3 |F‘\ease select ks |

Name Description Weight Rating

Integrates own activities with larger group. Readily gives and receives help. Values

Ve contributions made by others. [ i casesloct b |

Manager Comments

Name Description Weight Rating

Communications Cumn_uml_cales_ effectively (written. oral. presentation) up. down. and across the 10 ’ |F‘\ease selact Vl

organization. Listens well.

Manager Comments

[ | b
Done & Internet ®100% -

Figure 5-4. Employee Performance Review Form

The beginning sections of the Employee Performance Review Form display employee
and review summary information.

The Overall Rating Code field is dynamically calculated and updated each time you

select a rating in the Performance Factors area of the worksheet. The Overall Goal
Status Code field is populated from the goal information entered in the Organizational
Goals area of the worksheet.

In the Performance Factors area, select the Rating for each performance factor and
enter any comments in the corresponding Manager Comments ficld. Comments will be
viewable by all approvers, as well as through Approval History. The Overall Rating
Code is dynamically calculated and updated each time you select a rating.

The performance factors and weights available (if any) on the Employee Performance

Review Form depend on the template selected from the Performance Worksheet.
Templates can be modified, via the Performance Review Template page. See “Creating
Performance Review Templates” on page 5-23 for more information.

In the Organizational Goals area, select the Goal Status for each goal and enter any
comments in the corresponding Manager Comments ficld. Comments will be viewable
by all approvers, as well as through Approval History.

The organizational goals available (if any) on the Employee Performance Review Form
depend on the template selected from the Performance Worksheet. Templates can be
modified, via the Performance Review Template page. See “Creating Performance
Review Templates” on page 5-23 for more information.
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Select the Overall Goal Status Code that best describes the employee's overall goal
status.

In the Manager Comments area, enter any Recommendations and/or Overall
Comments in the appropriate fields. Comments will be viewable by all approvers, as
well as through Approval History.

To print the performance review form, click Print. The printer-friendly version of the
Employee Performance Review Form displays (see Figure 5-5), and then the print dialog
box displays. Choose your printing parameters and click Print.

>

Consumer Products Division - Semiannual Appraisal

Employee Information

Employee Name: Karen Smith Manager Name: Elizabeth Zimmer
Hire Date: 01/02/1996 Dept ID: 22200
Job Title: Sr. Comp/Benefits Analyst

Review Information

Review Date: 10/01/2004 Review Type: Performance Review

Review Frequency: Semiannual

Overall Rating Code: 4.10 Overall Rating: Distinctive Performance

Overall Goal Status Code MET Overall Goal Status: Met N

Performance Factors

Name Description Weight  Rating

Possesses a high level of skill. knowledge. and ability in assigned functional areas. Is not

Job Competency intimidated by complexity and gets the job done. A subject matter expert 10 Distinctive Ferformance

Manager Comments

Name Description Weight  Rating

TR Integrates own activities with larger group. Readily gives and receives help. Values 10 Outstanding Perfarmance
contributions made by others.

Manager Comments

Name Description Weight  Rating

Communications C_onmwunl.cates effectively (written. oral, presentation) up, down. and across the organization 10 Distinctive Performanca
Listens well

Manager Comments

Name Description Weight  Rating

Srmrsmm Takes_respunswblny and holds oneself accountable. Has a sense of urgency. Meets 10 Distinctive Performance
commitments.

Manager Comments

hd
Done & nternet ®100% -

Figure 5-5. Printer-Friendly Version of the Employee Performance Review Form

10. Click Save to save your changes. You are returned to the refreshed Performance

Worksheet.

Click Reset to reset the fields to their original values. Click Cancel to cancel any
changes and return to the Performance Worksheet.

You have completed the Employee Performance Review Form. Next, you will need to
submit the performance review for approval.

For information on viewing and printing performance worksheets and performance review
forms for your direct reports, as well as the direct reports of the managers who report into
you, see “Viewing and Printing Performance Information” on page 5-11.
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Submitting Performance Worksheets for Approval

7] Once you have completed the Employee Performance Review Form, you need to submit it
IZI|:| for approval. The Submit Worksheet page allows you to enter a unique identifier for the
Completing worksheet you are submitting. You can also add comments that will be viewable by all
Performance approvers, as well as through Approval History.
Reviews
c . To submit performance worksheets for approval, do the following:
ompleting
Performance Review . . .
Forms 1. From the Performance Planning page (see Figure 5-2 on page 5-5), click your name
7 Submitti under the Reviewing Manager column. The Performance Worksheet displays, as shown
ubmitting . )
Performance in Figure 5-3.
Worksheets for N
Approval To view the employee performance worksheet, click the underlined Employee Name.

The Employee Performance Review Form displays (see Figure 5-4 on page 5-8). If you

Viewing and Printin
9 g want to make additional changes to the worksheet before submitting it for approval, refer

Performance ' )
Information to “Completing Performance Review Forms” on page 5-4.
2. Seclect the Submit check box for the review(s) you wish to submit for approval, then click
Submit. The Submit Worksheet page displays.
The Submit check box and button are displayed only if you are the originating review
manager. The approver can approve or reject the performance review through the
Performance Approval Worksheet. See Chapter 2, “Managing Approval Tasks and
Notifications” for more information.
Welcome, Elizabeth Zimmer Language » | Company Directory | Log Off
@ Search Company Directory
@ Home « | Organization & Staffing + | Ferformance « | Compensation v: Reports -:
Fora description of the Performance Planning ?
fields on this page or
for related tasks. click Enter a unique identifier for this worksheet. All reviews submitted together will be presented as a single workflow event, identified by the worksheet
’ id entered. Comments will be viewable by all approving managers
the & (Help icon) Worksheet Identifier:
prOVIded in the Workflow Comments:
right-hand corner of
the Self Service page. @ save | @ Cancel |
© 2009 Automatic Data Processing Privacy | Legal
Dione € Internet H100% -

Figure 5-6. Submit Worksheet Page

3. Inthe Worksheet Identifier field, enter a unique worksheet ID for the review(s) you are
submitting.

All reviews submitted together will be presented as a single workflow event, identified by
the worksheet ID.

4. In the Workflow Comments field, enter any comments concerning the workflow
(approval and notification routing) of the review(s).

Comments will be viewable by all approvers, as well as through Approval History.
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5. Click Save. You are returned to the Performance Planning page and a message is
displayed informing you who your request has been submitted to.

Once you click Save, you cannot make any more changes to the performance worksheet

you are submitting. Click Cancel to cancel any changes and return to the Performance
Worksheet page.

The Submit Worksheet page can be accessed from the following pages: Merit
Compensation Approval Worksheet, Bonus Compensation Approval Worksheet,
Performance Approval Worksheet, Merit Compensation Worksheet, Bonus
Compensation Worksheet, and Performance Worksheet.

You have finished submitting the performance worksheet for approval.

Next you will review information on viewing and printing performance worksheets and
performance review forms for your direct reports, as well as the direct reports of the
managers who report into you.

Viewing and Printing Performance Information

Through the Performance Planning page, you can view and print Performance Worksheets,
ﬂm as well as Performance Review Forms, for your direct reports and the direct reports of the
Completing managers that report into you.

Performance

Reviews You can also view completed performance review forms through the Performance
Completing History page. For more information, see “Viewing and Printing Employee Performance
Performance Review Review Forms” on page 5-19.
Forms
Submitting Viewing performance information includes the following tasks:
Performance
Worksheets for * Viewing and Printing Performance Worksheets
Approval

M viewing and * Viewing and Printing Employee Performance Review Forms from Performance Planning
Printing
Performance For information on viewing compensation history for specific employees, see “Viewing and
Information

Printing Employee Performance History” on page 5-16.
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Viewing and Printing Performance Worksheets

The Performance Worksheet provides current employee performance information for the
selected reviewing manager. If you are the originating manager and the review has not
already been submitted, you can modify proposed performance reviews and route for
approvals. Submitted rows will be display only. If you are not the originating manager this
page is display only.

If you are a performance manager, your name will be displayed in the Reviewing Manager
column. If performance managers that report to you also have direct reports that are

performance managers, the F (Direct Reports icon) will be displayed next to their name.

To view and print performance worksheets, do the following:
1. Choose one of the following paths:

¢ From the Organization & Staffing tab, sclect Direct Reports. The Direct Reports
page displays. Click the underlined employee Name, then select Performance
Planning from the Employee Event selection menu.

Language ~ | Company Directory | Log Off | &

Search Company Directory

Welcome, Elizabeth Zimmer

I Home » | Crganization & Staffing « | Performance v | Compensation v | Reporis «

Direct Reports

Click the organization icon to drill down and display lower level managers.

Manager Name Elizabeth Zimmer
Py & i
@ =~ Name =~ Job Title =7

i
Department =7
Human Resources

o Chad Bennett Embl Events
For a description of the — X

Gregory Boswell
fields on this page or Marguerite Camacho
for related tasks, click

Russell Clark
Stephanie Erdely
the ¥ (Help icon)
provided in the

Tommy Foster
Marguerite Hemandez
right-hand corner of

Brad Horowitz

Transfer Employee

Change Job & Salary Information
Change Job Status

Change Employment Status

Employee Career Profile

Comp & Benefits-Products Div
Comp & Benefits-Products Div
Comp & Benefits-Products Div
Comp & Benefits-Products Div
Sales & Marketing

Comp & Benefits-Products Div
Human Resources

) Joo Jung Comp & Benefits-Products Div
the Self Service page. & Angela Morris Enrcll Employee in Training Training & Development
Karen Smith Comp & Benefits-Products Div
E=| Kimberly Smith Employee Training Summary Comp & Benefits-Products Div
Karen Stallworth Compensation Planning Comp & Benefits-Praducts Div

Brad Stearns

Carl Yancey
Carl Yates

Elizabeth Zachry
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Figure 5-7.

Selected

* From the Performance tab, select Performance Planning.

Employee Event Selection Menu with Performance Planning
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Completing Performance Reviews m

The Performance Planning page displays.

To drill down and view performance worksheet data for performance managers who

report to your direct report performance managers, click F next to the Subordinate
Manager name to access the corresponding Performance Planning page. To navigate
back to a previous manager, click the manager's name in the Navigation field.

Q The header bar will display either Performance Planning or Direct Reports,
indicating from which page you accessed the Performance Planning page.

You can sort the columns on the Performance Planning page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red

arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

Welcome, Elizabeth Zimmer Language -~ | Company Directory | Log Off
‘Ssarcn Company Directory |

w Home vl Organization & Staffing - | Peformance - | Compensation ~ | Reports

Performance Planning

To view manager detail worksheets, click the appropriate underlined manager name. which will take you to the Perfarmance Review
Worksheet page. Click the organization icon to drill down and display lower level managers.

Manager: Elizabeth Zimmer
PN Vay iy Vay
Subordinate Manager =~ Reviewing Manager = Dept =~ Performance Plan =~
Elizabeth Zimmer 2200 Magr Customizable Reviews
Elizabeth Zimmer 2200 HR Defined Reviews
Elizabeth Zimmer 2200 Performance Plan Smoke
i Angela Morris 222002 Performance Plan Smoke
a Angela Morris 222002 HR Defined Reviews
e Angela Marris 222002 Mar Customizable Reviews

© 2009 Automatic Data Processing Privacy | Legal

Dione & Internet H100% -

Figure 5-8. Performance Planning Page

2. To view performance worksheet data for either your employees or managers that report

to you, click the underlined Reviewing Manager name. The Performance Worksheet
displays, as shown in Figure 5-3.

To view employee performance review detail, click the employee's name. The View
Employee Performance Review Form displays. Click the View Performance History

link to access the Employee Performance History. Click Cancel to navigate back to the
Performance Worksheet.

3. Click Print to print the information on this page.

4. Click Cancel to return to the Performance Planning page.

You have finished viewing performance worksheets for your direct reports, as well as the
direct reports of each of the managers reporting to you. Next you will review how to view
and print employee performance review forms.
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Viewing and Printing Employee Performance Review Forms from
Performance Planning

For performance reviews that the reviewer is doing through Self Service, there are two
different views of the Employee Performance Review Forms. One is the "active" view,
which is accessible only if you are the originating performance manager. The other is a
"display-only" view that is accessed through several different pages. The active view is the
Employee Performance Review Form The display-only view is the View Employee
Performance Review Form.

For performance reviews imported from a third party application or entered into your
HR/payroll system of record, a "display-only" view of summary information displays. Since
the review was not completed in Self Service, detailed information is not available.

If you are the originating manager but the review has already been submitted, you will access
the display-only View Employee Performance Review Form.

This procedure details how to view and print Employee Performance Review Forms from
Performance Planning. For information on all the paths available to access the Employee
Performance Review Forms, see “Viewing and Printing Employee Performance Review
Forms” on page 5-19.

To view and print the Employee Performance Review Forms from Performance Planning,
do the following:

1. Select one of these paths:

¢ From the Organization & Staffing tab, select Direct Reports, click the underlined
employee Name, then select Performance Planning from the Employee Event
selection menu. The Performance Planning page displays. Click on a reviewing
manager, then click on an underlined employee name from the Performance
Worksheet.

¢ From the Performance tab, select Performance Planning, click on a reviewing

manager, then click on an underlined employee name from the Performance
Worksheet.

Chapter 5: Managing Performance Reviews
ADP Self Service Manager’s Guide



(@) more info |
For a description of the
fields on this page or for
related tasks, click the

7 (Help icon) provided
in the right-hand corner
of the Self Service page

Completing Performance Reviews m

The Employee Performance Review Form (active or display-only version) displays.

Welcome, Elizabeth Zimmer Language ~ | Company Directory | LogOff  ~
Home vl QOrganization & Staffing « | Performance - | Compensation « | Repords
Performance Planning ?
——
Consumer Products Division - Semiannual Appraisal
Employee Information
Employee Name: Karen Smith Manager Hame: Elizabeth Zimmer
Hire Date: 01/02/1996 Dept ID: 222001
Job Title: Sr. Comp/Benefits Analyst View Performance History T
Review Information
Review Date: 10/01/2004 Review Type: Performance Review
Review Frequency: Semiannual
Overall Rating Code: 0.00 Overall Rating: Unsatisfactory Performance
Overall Goal Status Code Overall Goal Status:
Performance Factors
Name Description Weight Rating
. Possesses a high level of skill. knowledge. and ahility in assigned functional areas. Is
poblEoneercy not intimidated by complexity and gets the job done. A subject matter expert. L0 4 | Gleaselselect b |
Manager Comments
Name Description Weight Rating
Teamwork Imegrale_s own activities with larger group. Readily gives and receives help. Values 10 » [Please select 3 |
contributions made by others.
Manager Comments
Name Description Weight Rating
Communications Cumn_wum_cales_ effectively (written. oral. presentation) up. down. and across the 10 N |P\ease select vl
organization. Listens well.
Manager Comments
[ 1 |
Done & Internet ®100% -

Figure 5-9. Employee Performance Review Form
2. Click Print to print the selected employee's performance review form.

3. Click Cancel to return to the page from which you navigated to the employee
performance review form.

L [oor) Endof procedure

You have finished viewing and printing performance review worksheets and performance
review forms for your direct reports and the direct reports of the managers that report into
you.

For information on viewing performance history for specific employees, see “Viewing and
Printing Employee Performance History” on page 5-16.
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Viewing and Printing Employee Performance
History

The Performance History page allows you to view the performance history and employee
performance review forms of your direct reports, as well as the direct reports of each of the
managers reporting to you.

Managers can view and print employee performance history information through either the
Direct Reports page or through the Performance History page.

To view and print employee performance history, do the following:
1. Choose one of the following paths:

* From the Organization & Staffing tab, seclect Direct Reports. The Direct Reports
page displays, Click the underlined employee Name, then select Performance
History from the Employee Event selection menu.

Welcome, Elizabeth Zimmer Language ~ | Company Directory | Log Off
m Search Company Directory
Home ~ | Organization & Staffing - | Peformance ~ | Compensation = | Reports
Direct Reports T
Click the organization icon to drill down and display lower level managers.
Manager Name Elizabeth Zimmer
= s = s
= Name =~ Job Title =~ Department =~
Chad Bennett Empl — o Human Resources
@ Gregory Boswell T fer Emnl t 2 Comp & Benefits-Products Div
Marguerite Camacho ranster Cmployee Comp & Benefits-Products Div
Fora description of the Russell Clark Change Job & Salary Information Comp & Benefits-Products Div
fields on this page or Stephanie Erdely Comp & Benefits-Products Div
pag ) Tommy Foster EhanostioBERIS Sales & Marketing
for related tasks, click Marguerite Hemandez{l Change Employment Status Comp & Benefits-Products Div
i Brad Horowitz Human Resources
the ® (Help icon SEEEEE -
rovideé in 518 ) Joo Jung Employee Career Profile Comp & Benefits-Products Div
p_ ht-h d f & Angela Morris Enroll Employee in Training Training & Development
rgnt-hand corner o Karen Smith Comp & Benefits-Products Div
the Self Service page. f=] Kimberly Smith Sy Wl STy Comp & Benefits-Products Div
Karen Stallworth Compensation Planning Comp & Benefits-Products Div
Brad Steams : Human Resources
Carl Yancey Compensation History Human Resources
Carl Yates Performance Planning Human Resources
Elizabeth Zachry 3 Human Resources
Performance Histor‘\lh r
© 2009 Automatic Data Processing Privacy | Legal
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Figure 5-10. Employee Event Selection Menu with Performance History Selected
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of the Self Service page

Viewing and Printing Employee Performance History

* From the Performance tab, select Performance History. The Performance History

page displays. Click F (Direct Report Icon) to drill down to view each manager's
direct reports. (To navigate back to a previous manager, click the appropriate
manager name in the navigation trail above the Manager field.) To view
performance history for an employee, click the underlined Employee Name.

Q You can sort the columns on the Performance History page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red
arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

Li G Direct Log Off
Welcome, Elizabeth Zimmer TIETE @ (@ ARy | 1T
Search Company Directory

Home vl Organization & Staffing ~ | Performance ~ | Compensation » | Reports »

Performance History T

To view performance history click the appropriate underlined employee name

Manager: Elizabeth Zimmer
N P
a7 Employee Name =~

Tommy Foster
Kimberly Smith
Russell Clark
Joo Jung
Karen Smith
Elizabeth Zachry
Brad Steamns
Marguerite Camacha
Stephanie Erdely
Carl Yancey

& Angela Marris

Gregory Boswel
Karen Stallworth

Brad Horowitz

Marguerite Hernandez
Chad Bennett
Carl Yates

. Print__|
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Done & Internet ®100% -

Figure 5-11. Performance History Page
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For a description of the

fields on this page or for
related tasks, click the

? (Helpicon) provided
in the right-hand corner
of the Self Service page

4,

The selected employee's performance history information displays.
Q The header bar will display either Performance History or Direct Reports, indicating
from which page you accessed the Employee Performance History page.

You can also access the Employee Performance History from the View Performance
History link on both the view-only and active Employee Performance Review Form

pages.
Welcome, Elizabeth Zimmer Language v | Company Directory | Log Off
-
Home vlorgamzation&Stamng ~ | Performance ~ | Compensation ~ | Reports ~
Performance History T
Employee Name  Kimberly Smith
Reviewing Dept Performance Plan i Review Date Review Type Overall Rating Overall Goal
= = — Job Title = = = A
Manager = = = = = = =
Elizabsth Zimmer 222001 TRMAL1 St CIRESER | qppgryy | PoigmEmR RN Mt
Analyst Review Performance
i ; .
Elizabsth Zimmer 222001 TRNAL? SrEIRESEDS | cppgpryy  (BEImAED RIS Excesded
Analyst Review Performance
. Print \ . Cancel :I
© 2003 Automatic Data Processing Privacy | Legal
Dore & Internet ®100% -

Figure 5-12. Employee Performance History Page
Click Print to print the selected employee's performance history.

To view an employee's Performance Review Form, click the appropriate Performance
Plan. (For more information, see ““Viewing and Printing Employee Performance Review
Forms” on page 5-19.)

Click Cancel to return to the Performance History page.

. [oo) endofprocedue |

You have finished viewing performance history for your direct reports, as well as the direct
reports of each of the managers reporting to you.
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Viewing and Printing Employee Performance
Review Forms

®

For a description of the
fields on this page or
for related tasks, click
the  (Help icon)
provided in the
right-hand corner of
the Self Service page.

For performance reviews that the reviewer is doing through Self Service, there are two
different views of the Employee Performance Review Forms. One is the "active" view,
which is accessible only if you are the originating performance manager. The other is a
"display-only" view that is accessed through several different paths.

For performance reviews imported from a third party application or entered into your
HR/payroll system of record, a "display-only" view of summary information displays. Since
the review was not completed in Self Service, detailed information is not available.

To view and print the Employee Performance Review Forms, do the following:
1. Choose one of the following paths:

¢ From the Organization & Staffing tab, sclect Direct Reports. The Direct Reports
page displays, Click the underlined employee Name, then select Performance
History from the Employee Event selection menu.

Welcome, Elizabeth Zimmer Language ~ | Company Directory | Log Off
- Search Company Directory
LGS okl Home v | Organization & Staffing - | Performance » | Compensation « | Reports =
Direct RELmrts s
Click the organization icon to drill down and display lower level managers.
Manager Name Elizabeth Zimmer
Py =~ ey =~
~ Name = Job Title =7 Department =~
Chad Bennett o— Events ) Human Resources
Gregory Boswell T fer Emnl t 2 Comp & Benefits-Products Div
Marguerite Camacho ransier Cmployee Comp & Benefits-Products Div
Russell Clark Change Job & Salary Information Comp & Benefits-Products Div
Stephanie Erdely Comp & Benefits-Products Div
Tommy Foster HiEmradal S5 Sales & Marketing
Marguerite Hemandez{l Change Employment Status Comp & Benefits-Products Div
Brad Horowitz Human Resources
Joo Jung Employee Career Profile Comp & Benefits-Products Div
=l Angela Morris Enroll Employee in Training Training & Development
Karen Smith Comp & Benefits-Products Div
=l Kimberly Smith Employee Training Summary Comp & Benefits-Products Div
Karen Stallworth Comp ion Planning Comp & Benefits-Products Div
Brad Steams : Human Resources
Carl Yancey Compensation History Human Resources
Carl Yates Performance Planning Human Resources
Elizabeth Zachry 5 Human Resources
Performance Histnr‘\!h r
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Figure 5-13. Employee Event Selection Menu with Performance History Selected
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®

For a description of the
fields on this page or for
related tasks, click the

2 (Helpicon) provided
in the right-hand corner
of the Self Service page

* From the Performance tab, select Performance History. The Performance History

page displays. Click F (Direct Report Icon) to drill down to view each manager's
direct reports. (To navigate back to a previous manager, click the appropriate
manager name in the navigation trail above the Manager field.) To view
performance history for an employee, click the underlined Employee Name.

Q You can sort the columns on the Performance History page in ascending or
descending order. Click the arrow(s) beside the column name to sort. A single red
arrow indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

Li G Direct Log Off
Welcome, Elizabeth Zimmer TIETE @ (@ ARy | 1T
Search Company Directory

Home vl Organization & Staffing ~ | Performance ~ | Compensation » | Reports »

Performance History T

To view performance history click the appropriate underlined employee name

Manager: Elizabeth Zimmer
N P
a7 Employee Name =~

Tommy Foster
Kimberly Smith
Russell Clark
Joo Jung
Karen Smith
Elizabeth Zachry
Brad Steamns
Marguerite Camacha
Stephanie Erdely
Carl Yancey

& Angela Marris

Gregory Boswel
Karen Stallworth

Brad Horowitz

Marguerite Hernandez
Chad Bennett
Carl Yates

. Print__|
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Figure 5-14. Performance History Page

Chapter 5: Managing Performance Reviews

ADP Self Service Manager’s Guide



Viewing and Printing Employee Performance Review Forms _

The selected employee's performance history information displays.

Q The header bar will display either Performance History or Direct Reports, indicating
from which page you accessed the Employee Performance History page.

You can also access the Employee Performance History from the View Performance
History link on both the view-only and active Employee Performance Review Form
pages.

Language ~ | Company Directory | Log Off

Welcome, Elizabeth Zimmer
. Search Company Directory
Home = | Organization & Staffing ~ | Performance - | Compensation « | Reports ~

: Performance History T
For a description of the Employee Name  Kimberly Smith
fields on this page or for Reviewing Dept Performance Plan i Review Date Review Type Overall Rating Overall Goal
. e = - Job Title = = = A
related tasks, click the Manager =~ = = = = = =

Sr. Comp/Benefits 10/01/2004 Performance Distinctive Mat

Elizabeth Zimmer 222001 TRMAL1 Analyst R Performance

? (Helpicon) provided

in the right-hand corner Elizabeth Zimmer 222001 TRNAL SECIREES | ey |FEEWEED DETERS Excesded
K Analyst Review Performance

of the Self Service page

@ Print @ cancel

© 2009 Automatic Data Processing Privacy | Legal
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Figure 5-15. Employee Performance History Page

2. Click the Performance Plan for which you want to view the Employee Performance
Review Form.

You can also access the Employee Performance Review Form from the following
additional paths:

¢ From the Home tab, select Approval History, click on a performance task
description, then click on an employee name from the Performance Approval History
Detail page.

* From the Home tab, select Message Center. From the Approvals page, click on a
performance task description, then click on an employee name from the Performance
Approval Worksheet.

* From the Organization & Staffing tab, select Direct Reports, click the employee
name, then select Performance Planning from the Employee Event selection menu.
The Performance Planning page displays. Click on a reviewing manager, then click
on an employee name from the Performance Worksheet.

* From the Organization & Staffing tab, select Direct Reports, click the employee
name, then select Performance History from the Employee Event selection menu.
The Performance History page displays. Click on an employee name. The Employee
Performance History page displays. Click the performance plan for which you want
to view the Employee Performance Review Form.

* From the Performance tab, select Performance Planning, click on a reviewing
manager, then click on an employee name from the Performance Worksheet.
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The Employee Performance Review Form (active or display-only version) displays.

You can only view Employee Performance Review Forms through Approval History and
the Message Center Approvals or Notifications pages, if the approval history has not
been purged. However, you can view all previous Employee Performance Review Forms
through Direct Reports or Performance History, even though they may have been
deleted from approval history.

Welcome, Elizabeth Zimmer Language ~ | Company Directory | Log Off i
AP
Home lergamzat\on&Staﬁ'mg ~ | Perffarmance - | Compensation - | Reports «
Performance History ? =
Consumer Products Division - Semiannual Appraisal

Employee Information

Employee Name: Kimberly Smith Manager Name: Elizabeth Zimmer

Hire Date: 10/01/1995 Dept ID: 222001

Job Title: Sr. Comp/Benefits Analyst View Perfarmance Histary

Review Information

Review Date: 10/01/2004 Review Type: Performance Review

Review Frequency: Semiannual

Overall Rating Code: 3.00 Overall Rating: Fully Satisfactory

Overall Goal Status Code EXP Overall Goal Status: Expected Progress

Performance Factors

Name Description Weight Rating

. Possesses a high level of skill, knowledge, and ahility in assigned functional areas. Is not | |

SeblCompetency intimidated by complexity and gets the job done. A subject matter expert. T EuiviSaSacion

Manager Comments

Name Description Weight Rating

Teamwark Integrates own activities with larger group. Readily gives and receives help. Values 10 Distinctive Pefarmance

contributions made by others.
Manager Comments v
Done & Internet H100% -

Figure 5-16. Employee Performance Review Form
3. Click Print to print the selected employee's performance review form.

4. Click Cancel to return to the page from which you navigated to the employee
performance review form.

. [oo) endofprocedue |

You have finished viewing employee performance review forms.
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Creating Performance Review Templates

®

For a description of the
fields on this page or for
related tasks, click the

? (Helpicon) provided
in the right-hand corner
of the Self Service page

The Performance Review Template is used to create custom templates. Only modifiable
templates can be used as a base to create customized templates. You can also modify any
custom templates you have created.

You can also access the Performance Review Template page from the template link
on the Performance Approval Worksheet. The link will only be available if managers
are allowed to create their own templates.

To create custom performance review templates, do the following:

1.

From the Organization & Staffing tab, select Performance Review Template. The
Performance Review Template selection page displays.

Language = | Company Directory | Log Off

Welcome, Elizabeth Zimmer
- Search Company Directory
Home ~ | Organization & Stafing ~ | Performance « | Compensation ~ | Reports =

Performance Review Template

Select plan and template to view details. Mew templates can be created by copying existing templates
Reviewing Manager Elizabeth Zimmer

PlanType Please Select Plan Type v
Template Type

© 2009 Automatic Data Processing Privacy | Legal

€ Internet %100% -

Figure 5-17. Performance Review Template Selection Page

Select Plan Type.

From the Template Type drop down list, select the template you want to use as a base to

create your custom template.
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For a description of the

fields on this page or for
related tasks, click the

‘? (Help icon) provided
in the right-hand corner
of the Self Service page

Once you have selected both the Plan Type and Template Type, the performance review
template displays. The performance factors, weights, and organizational goals available
are dependent on the template selected from the Template Type ficld. Standard templates
are defined in your HR/payroll system of record.

Welcome, Elizabeth Zimmer Language ~ | Company Directory | LogOff A
‘
I Home v| Organization & Staffing = | Ferformance - | Compensation = | Reports ~
Performance Review Template ¥’
To create a custom template click Save As and enter a unique identifier as well as a description to identify your template. Only custom templates
may be modified. Use the include checkbox column to include or exclude a factor or goal by checking or unchecking the checkbox for the row you
wish to include or exclude. Rows where the checkbox are disabled are required and cannot be changed. The sum of all Peformance Factor
weights must equal 100 prior to saving
Reviewing Manager Elizabeth Zimmer
PlanType |SALAL1 - Manager Customizable Reviews + ‘
Template Type [ SALALT - Modifiable - Sales/AL v |
Performance Factors
Name Description Weight Include
. Possesses a high level of skill. knowledge, and ability in assigned functional areas I:l
s ey i Is not intimidated by complexity and gets the job done. A subject matter expert. O
Teamwork Imeg(ates own activities with larger group. Readily gives and receives help. Walues I:l
contributions made by others. -
Takes responsiblity and holds oneself accountable. Has a sense of urgency. Meets
commitments.
Listens and responds to customer/client needs. Helps suppliers improve I:l
Sdizzl Freis productivity. Looks outside own area for best practices. O
Initiative Anticipates what needs to be done and does it. Willing and able to take risks. I:l O
! Looks for better ways to do things
B e SaTs Analytical, creative tl_wmker. Finds proper solution at lowest cost that meets short I:l O
and long term commitments.
Understands how things fit together. Ensures smooth hand-offs. Looks at the overall
system and how to improve it
Time Consciousness Uses time efficiently in planning, anticipating, and responding. Looks to do things I:l O
faster and/or reduce cycle time.
Versatilty Openly pursues change. is multiskilled and able to apply knowledge or skills across I:l O
a broad spectrum
Sl s T Sets example for excellence. \nﬂ_uemla\. persuasw\_fs._slretches for higher levels of I:l O
performance. Treats all people with respect and dignity.
Integrity IMaintains the highest standards of business and personal ethics. l:l Fl
Managerial/Superisory  Provides sound leadership. Communicates vision and goals. Available to and l:l 0O
Skills supportive of staff. Effectively develops people.
Attendance & Reports to work as scheduled. Follows call-in and approval procedures for time M 1= ~
Cone € Internet ® 100% -~

Figure 5-18. Performance Review Template Page

In the Performance Factors area, enter the Weight of the performance factor and select
the Include check box if you want to include this performance factor in your custom
template.

If this field's weight has been locked in the template you selected from the Template
Type, then the Weight field is display only. If this is a required performance factor in the
template you selected from the Template Type field, the Include check box is
automatically selected and grayed.

The Total field displays the total weight of all the performance factors. The sum of all
performance factor weights must equal 100 prior to saving your custom template.
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5. In the Organizational Goals area, select the Include check box if you want to include
the goal in your custom template.

If this is a required organizational goal in the template you selected from the Template
Type field, the Include check box is automatically selected and grayed.

6. Click Save As and enter a unique identifier and description of your template to save your
custom template.

Click Reset to reset the fields to their original values.

. [oo) endofprocedue |

You have finished creating a custom performance review template.
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Introduction

The work events (hire, rehire, transfer, job status changes, job and salary changes,
employment status changes) feature is available for all supported versions of ADP
Enterprise HR with Autolink and ADP HR Anytime. The Comprehensive Employment
Change is available only for ADP Enterprise with Autolink and ADP HR Anytime Version
5.03.

However, the work events feature is not available for ADP Enterprise HR with EPayroll
Version 4.2005.2(D) or 5.0. EPayroll Versions 4.04 and higher and 5.01 and higher
support the work events feature.

The Managing Work Events page displays all job actions available to you. You can perform
job actions on your direct reports, as well as your indirect reports if your administrator has
enabled the indirect report update option.

Managers can make job action changes through either the Direct Reports or Managing
Work Events task. Indirect and direct reports can be accessed through Direct Reports.
Only direct reports can be accessed through the Managing Work Events. In addition, the
Hire and Rehire functionality is available only through the Managing Work Events task.

Job actions include the following:
* Hire New Employee — allows the manager to initiate the hiring of new employees

Once the hire/rehire has been approved within Self Service, the final processing of the
hire/rehire is completed in your HR/payroll system of record. For additional information,
see the Hiring, Staffing, and Job Maintenance Guide.

* Rehire Employee — allows the manager to initiate the rehiring of former employees

Once the hire/rehire has been approved within Self Service, the final processing of the

hire/rehire is completed in your HR/payroll system of record. For additional information,
see the Hiring, Staffing, and Job Maintenance Guide.

¢ Transfer Employee(s) — allows the manager to transfer employees to a new manager,
department, or location

A manager can transfer an employee within the departments to which that manager has

security access. If the manager does not have security access to the department where
the employee is to be transferred, the transfer must be handled by a practitioner through
your HR/payroll system of record.

¢ Change Job Status — allows the manager to change an employee’s job status, such as
full/part time, standard hours, security clearance, and so forth

¢ Change Job & Salary Information — allows the manager to change job and/or salary
information when promoting, demoting, initiating a lateral job change, or changing an
employee’s salary

Chapter 6: Managing Work Events
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¢ Change Employment Status — allows the manager to place an employee on leave (paid
or unpaid), return an employee from leave, or terminate an employee

¢ Comprehensive Employment Change — allows the manager to update employee
information in a single inclusive task that is a composite of job, employment, and
compensation information. You can only create the comprehensive employment change
for a single employee at a time and it can be the only work event job action selected.

Your HR/payroll system of record determines if the Payroll tab displays and is available
as a part of the Comprehensive Employment Change.

Search and Filtering Tips

If your HR/payroll system of record is ADP Enterprise HR or HR Anytime Version 5.03,
search fields are provided on the Managing Work Events Summary page that allow you to
filter your employee listing.

In addition, there are searchable drop-down fields on the some of the pages that can be used
to list values based on criteria you enter in the field.

Using Search Fields to Filter Results

Depending on your HR/payroll system of record, a maximum of 300 results can be displayed
for a number of searchable fields.

If search fields are available at the top of the Managing Work Events Summary page
(depends on your HR/payroll system of record), you can filter your employee list. To filter
the employee listing, do the following:

1. Enter or select the search criteria as indicated in the following table. You can select more
than one criteria.

2. Click Apply Filter. The employee listing is limited based on the criteria entered.

Table 6-1. Search Fields
Field Filtering

Last Name Enter full or partial data. Filtering is done based on the first
character in the last name you enter. Then the second and so
forth. For example, entering H will filter out all employees
except those whose last name begins with an H: Hester, Hart,
Henry, Holt. Entering He will filter out all employees except
those whose last name begins with a He: Hester, Henry.

First Name Enter full or partial data. Filtering is done based on the first
character in the first name you enter. Then the second and so
forth. For example, entering H will filter out all employees
except those whose first name begins with an H: Harold,
Hank, Hector, Horace. Entering Ha will filter out all
employees except those whose first name begins with a Ha:
Harold, Hank.
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Table 6-1. Search Fields

Field Filtering
Department, Job, Job To select a value, click in a field and do one of the following:
Status

* Click the down arrow or press Enter to display all values
for the field.

¢ Enter full or partial data, then click the down arrow or
press Enter to filter your results, based on the entered
data. Special characters, such as &, -, and so forth, are
supported.

* Once the field is populated with a valid value, you can
click the down arrow to again display all available
options, or you can re-filter your results by entering new
partial search criteria.

Full Time Select to filter out all employees except those who are full
time.

Part Time Select to filter out all employees except those who are part
time.

Using the Searchable Drop-Down Fields

Some of the Managing Work Event pages include searchable drop-down fields. To populate
these fields with values, you can do either of the following:

® C(Click in the field and press Enter or click the down arrow. A list of available values
displays. Select the desired value.

¢ To filter search results, click in the field and enter either full or partial data for the first
part of the code or description, then click Enter or the down arrow. Values matching the
entered data display. Select the desired value. If you get a "no data" message, enter new
search criteria and click Enter or the down arrow.

A maximum of 300 results can be displayed in the searchable fields. If there are more than

300 results, you will need to filter your results by re-entering full or partial data. Once the field
is populated with a valid value, you can click the down arrow to again display all available
options, or you can re-filter your results by entering new partial search criteria.

When entering search criteria, it is recommended you click Enter or the down arrow rather
than Tab or clicking off the field. If you enter full or partial data and you Tab or click off the
field and only one value matches the entered data, that value populates the field. However, if
more that one value matches, you will get a data is invalid message. You will then need to
either click the down arrow to view valid values, or enter new search criteria and click Enter
or the down arrow.

Chapter 6: Managing Work Events
ADP Self Service Manager’s Guide



Introduction _

Managing Work Events

If your HR/payroll system of record is ADP Enterprise HR or HR Anytime Version 5.03,

search fields are available at the top of the Work Events Summary page. You can use these
search fields to filter the employee listing. For more information, see “Using Search Fields to
Filter Results” on page 6-3. The fields available for filtering depend on your HR/payroll
system of record.

O As long as an employee has an approval pending for a change, you cannot make

additional changes. If you submit a work event for an employee and the employee has
pending approval for a separate event, a message displays, “Employee has previous
changes pending approval. Approval is required before you can submit additional
changes. Check Approval History for more information.” This is true whether you have
submitted a single change for a single employee, a single change for multiple employees,
or multiple changes for a single employee.

If you are making changes to multiple employees, you can complete and submit the
changes for those employees that do not have pending approvals.

Job actions, such as Transfer, Change Job Status, Change Job & Salary, and Change
Employment Status, can be sent as:

An individual job action for a single employee. For specifics on a job action, see the
section pertaining to that job action:

— Transferring Employees.

Changing an Employee’s Job Status.

Changing an Employee’s Job and Salary Information.

Changing an Employee’s Employment Status.

Multiple job actions for a single employee. For specifics, see “Updating Multiple Job
Actions for a Single Employee.”

Single job action for multiple employees. For specifics, see “Updating Multiple
Employees with a Single Job Action.”

Hiring and Rehiring can not be included as the job action when creating work events with
multiple job actions or multiple employees.

Each work event is submitted independently, processed independently, and listed
individually in approval history.

If you are submitting multiple employees for a single action and any of the selected
employees have a pending action, the submission for that employee is canceled. The
other submissions continue.
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Click Submit to display the Start Work Event page, select the Effective Date, and if
available, enter any comments you need to. Once you click OK on the Start Work Events
page, you can begin to update the work event with the first job action you have selected.

Q You can sort the columns in the employee list area in ascending or descending
order. Click the arrow(s) beside the column name to sort. A single red arrow
indicates which column is being used for sorting, as well as the sort order
(ascending or descending).

How a few of the fields are populated, as well as the availability of fields on some of the Work
Events pages is determined by position management settings in your HR/payroll system of
record. The position management indicator sent to Self Service from your HR/payroll system
of record is a combination of the Position Management setting (Full, Partial, or None) on
the Basic Options panel, and the Update Incumbents setting on the Position Information
panel. For more information on using position management in your HR/payroll system of
record, see the Planning, Compensation, and Compliance Guide.

Updating Multiple Job Actions for a Single
Employee

This method allows you to do multiple job actions for a single employee without having to
start over each time. Job actions, such as Transfer, Change Job Status, Change Job & Salary,
and Change Employment Status, can be selected to for a single employee through a single
task. However, each job action is submitted independently, processed independently, and
listed individually in approval history.

To perform multiple job actions for a single employee then submit for approval, do the
following:

1. From the Managing Work Events page, select the job actions you want to perform.
Q Depending on your HR/payroll system of record, you may have to first select the

Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

The Managing Work Events page displays all job actions available to you, as well as
your direct reports.
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Figure 6-1 shows an example of the Managing Work Events page with multiple job
actions selected for a single employee.

Language ~ Company Directory | Log Off -~
Welcome, Regina Daniels =
£32
Home = [ organi & Staffing + | Performance ~ | ¢ ~| Reports ~
Managing Work Events ?
Managing Your Employees
Select the appropriate actions below for your employees.
Click Submit to perform the actions on the selected employee.
What do you want to do?
Hire New Employee Rehire Employee
Transfer Employee(s) [ Change Job Status
Change Job & Salary Information [ Change Employment Status
Select the employeefs) you want to work with:
o~ o~ A A Service Date
(] Name Job T Job Status & Hire Date &
Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000
[0  Steven Bel 5503 - Systems Analyst Il Active 04/18/1996 04/18/1996
[J  Simon Cowel 5502 - Systems Analyst Il Active 0517/2010 0517/2010
[]  Katherine Garcia 3251 - Manager Active 07/01/1984 07/01/1984
[0 Mark Hester 4701 - Sr. Trainer Active 03/17/1994 03/17/1994
[  Mary Johanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
[0 Russell Parker 3104 - Sr. Clerk Active 10/01/2000 05/10/2000
[0  JohnRhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
[  PatickRoy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000
O Nicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
O  rajken 8206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010
@ submit | & Reset ) v
& Local intranet H100% -

Figure 6-1. Managing Work Events Page

Figure 6-2 shows an example of the Managing Work Events page if your HR/payroll
system of record is ADP Enterprise HR or ADP HR Anytime Version 5.03.

Language » Company Directory | Log Off

[search Company Directory

@ Welcome, Aaron Edwards
uanagerv Home = | Time & Aftendance | & Staffing - ~lc ~ | Reports +]

Managing Work Events T

Managing Your Employees

Select the appropiate action(s) bel

lectthe employee(s) you want to work with. Enter full or partial search criteria to fiter your employee list. Click Submt to perform the action(s) on the selected employes(s).
What actions do you want to perform?

' Hire New Employee:

' Rehire Employes

Last lame:

Job: Enter/Select

A A o o A A
Name Job Department =7 Job Status 7 Full Time/Part Time = HireDate ¥~ |
Al Amin job 2541 Training & Development Leave of Absence PartTime 10/01/2000
Gregory Andrews. Haintenance Technician | Distribution-East Active Full Time 06/1211986

el sy Analyst il Customer Service-East Active Full Time 041811998

' Comprehensive Employment Change
€' Select one or more of the Employment Changes belowr
I Transfer Employes(s) I” change Job Status

¥ change Job & Salary nformation I Change Employment Status

Select the employee(s) you want to work with:

First llame: Department: Enter/Select tem B3
ttem | + | Job Status: [Select = I Fun Time I” part Time. . Apply Filter | . Clear | i

r
&
r
r
I Jennifer Brooks
r
r
r
r

Clerkl Payrol Active Full Time 081872000
Mary Carter Registered Nurse Employes Relafions Suspended Full Time 110172008
Joseph Chang Clerk Il Distribution-East Active Full Time 12/30/1985
Recrutment Active Part Time 110172008
1017 jok with no salary plan Recrutment Leave of Absence Full Time ou1z00s o
& seomie
Done [T [@mnteme 0% -

Figure 6-2.

Managing Work Events Page
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2. Select the employee for whom you want to initiate the selected job actions and click
Submit. The Start Work Events page displays.

Only a single employee can be selected for multiple job actions.

Language » Company Directory | Log Off ﬂ
Welcome, Aaron Edwards
- Search Company Directory
Home v‘ Time & Atendance « | Organization & Staffing + | Performance ~ | Compensation v‘ Reports v‘
Managing Work Events T

Start Work Events

For the work eventis) you have started, enter a common effective date. Enter comments regarding the employment changes. All approving managers can view these comments

Effective Date: ’ & mmddyyy

Comments: ﬂ

. Next | . Cancel ‘:

@ 2010 Automatic: Data Processing, Inc. Privacy | Legal |

[pene [ [ [ [ [ [&mternet 1% vy

Figure 6-3. Start Work Event Page

3. From the Effective Date field, enter or select a date you want to be applied to all the job
actions you have selected. This date will appear in the Effective Date field for each job

action page.

4. Inthe Comment field, you can enter comments you may have regarding the work event.

This is an optional field.

5. Click Next, to advance to the first job action that you have selected.
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The first job action page displays, with the selected job actions listed across the top of the
page. The job action you are currently on is highlighted.

Language = Company Directory | Log OFf |
Velcome, Aaron Edwards
. [Search Company Directory
Hamgelv Home ~ | Time & Aftendance » | Organization & Stafiing | Peformance v | Compensation leepans v‘

(@) more info | P :

For a description of the Kieran Collins
i i Transfer
fields on this page or
for related tasks, click
Employes Nlame: Kieran Colins Status: Active
the ? (Help ICOﬂ) Employee ID:  22203¢ Job: 1006 - Staffing Coordinator
provided in the Hire Date: 010112009 Department: 222004 - Employee Relions
rlght'hand corner Of Service Date: 011012009 Location: NORC2 - Georgia RED
Employee Type: Salried Pay Group: i

the Self Service page.

Payrol Department liumber:

Type of Transfer: b [seect. x

Submit [ =D

®2010 Automatic Data Processing, Inc. Privacy | Legal j

[T T T T @ mkeme [Ra0% -

Figure 6-4. Managing Work Events - Single Employee - Multiple Job Actions Page

6. Complete the fields as needed for the job action. For specifics, see the specific procedure
for that job action.
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7. Click Submit to send the job action to work flow and continue to the next job action.
When you click Submit on the last job action, the last job action is submitted to workflow
and the Work Events Summary page displays.

The process order is to step through each job action for the employee.

Language ~ Company Directory |Log Off 4]
Welcome, Aaron Edwards
Search Company Directory
Manaqerv Home ~ | Time & Aftendance v | Organization & Staffing + | Performance » | Compensation leepans v‘
Managing Work Events ?
Work Events Summary
Total work events: 2
Employee lame: Work Event Effective Date Viork Event Status Comments
Kieran Colins Transter 0513112010 Completed
Kieran Collns Change Job and Salary info 0513122010 Completed
[ IS
®2010 Automatic Data Processing, Inc. Privacy | Legal 5
Dore T (6 meme Rk -

Figure 6-5. Work Events Summary Page

8. Once you have finished reviewing the process status on the Work Events Summary page,
click OK. You are returned to the page from which you began the work event, the Direct
Report page or the Managing Work Events page.

. [oo) endofprocedue |

You have finished creating a work event consisting of multiple job actions for a single
employee and submitting them for approval.

For specifics on transferring employees to a new manager, new department, or new location
and submitting for approval see, “Transferring Employees” on page 6-44.

For specifics on changing an employee’s job status see, “Changing an Employee’s Job
Status” on page 6-64.

For specifics on changing an employee’s job and salary information for promotions,
demotions, lateral job changes and/or salary changes see, “Changing an Employee’s Job and
Salary Information” on page 6-71.

For specifics on placing an employee on leave, returning an employee from leave, and/or
terminating an employee see, “Changing an Employee’s Employment Status”
on page 6-104.
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Updating Multiple Employees with a Single Job
Action

This method allows you to do single job action for multiple employees without having to
start over each time. A job action, such as Transfer, Change Job Status, Change Job &
Salary, and Change Employment Status, can be selected for a multiple employees through a
single task. However, each employee's job action is submitted independently, processed
independently, and listed individually in approval history.

To initiate a single job action for multiple employees, do the following:
1. From the Managing Work Events page, select the job actions you want to perform.
Q Depending on your HR/payroll system of record, you may have to first select the

Select one of more of the employee changes below option to enable the individual
job action check boxes.

The Managing Work Events page displays all job actions available to you, as well as
your direct reports.

Figure 6-6 shows an example of the Managing Work Events page, with a single job
action selected for multiple employees.

Language +~ Company Directory [Log Off A

Welcome, Regina Daniels
- Search Company Directory’
Home ~ | Organization & Staffing ~ | Peformance - | Compensation ~ | Reports -

o El
lanaging Work Events ?

Managing Your Employees

Select the appropriate actions below for your employees
Click Submit to perform the actions on the selected smployes

What do you want to do?

Hire New Employee Rehire Employee
Transfer Employee(s) [ Change Job Status
[ Change Job & Salary Information [J Change Employment Status

Select the employee(s) you want to work with:

W e oo s
] Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000
Steven Bell 5503 - Systems Analyst IIl Active 04/18/1996 04/18/1996
Simon Cowell 5502 - Systems Analyst || Active 0&/17/2010 06/17/2010
O Katherine Garcia 3251 - Manager Active 07/01/1994 07/01/1994
4] IMark Hester 4701 - Sr._ Trainer Active 03/17/1994 03/17/1934
F] Mary Johanssen 2702 - Janett's 2683643 test job Active 01/01/2009 01/01/2009
O Russell Parker 3104 - Sr. Clerk Active 10/01/2000 05/10/2000
F] John Rhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2008
(4] Patrick Roy 1002 - Director of Mursing-Med Center Active 08/18/2000 08/18/2000
®] HNicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
B g ken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010
@ Submit B Reset v
% Local intranet # 100%

Figure 6-6. Managing Work Events Page
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Figure 6-7 shows an example of the Managing Work Events page if your HR/payroll
system of record is ADP Enterprise HR or ADP HR Anytime Version 5.03.

Language ~ Company Directory|Log Off 4|
Welcome, Aaron Edwards
? [Search Company Directory
Managerv Home + | Time & Attendance v [ Organization & Staffing | Perfomance | Compensation + | Reparts |
Managing Work Events ?
M: Your Employees
Selectthe approsriate action(s) below. Select the smployesis) you want to work with, Enter ful or parfial search crieria fo fiter your mployes list Click Submitto perform the actionis) on the selected employee(s)
Vihat actions do you want to perform?
€ tiire New Employee 1 Comprehensive Employment Change:
© Rehire Employee 1 Select one o more of the Employment Changes belowr
™ Transfer Employee(s) I change Job Status
7 change Job & Salary information ™ change Employment Status
Select the employee(s) you want to work with:
Last Name: First llame: Department: Enter/Select tem |-
Job: EnteriSelect fiem [ =] Job status: [Seiect - I Full Time I Part Time @ el Fiter ) Clear | Iz
r = = = = = FE
Hame Job Department Job Status 7 Full Time/Part Time < Hire Date < |
F  Aiamin job 2541 Training & Development Leave of Absence. Part Time. 1010112000
~ Gregory Andrews Maintenance Technician | Distribution-East Active Full Time 06/12/1996
¥ sievengel Systems Anaiyst I Customer Service-East Active Full Time 04181996
[T lemiferBrooks Cerk Payrol Active Full Time 081812000
T Marycarter Registered Nurse Employee Relations Suspended Full Time 010172008
r Joseph Chang Clerk Il Distribution-East Active Full Time 12/30/1885
7 KeuiStewart Registered Nurse Recrutment Active Part Time 01/01/2008
r Marcia MeSwiain 1017 job with no salary plan Recruitment Leave of Absence Full Time 01/01/2009
. Submit | 5
Dane [ [ @ mnternet 0% -

Figure 6-7. Managing Work Events Page

Select the employees for whom you want to initiate the selected job action and click

Submit. The Start Work Events page displays.

@ Welcome, Aaron Edwards

Language = Company Directory | Log Off =]

Search Company Directory

LGNSR Home ~ | Time & ~ | Organization & Staffing = | P | Com i v| Repors v‘

Nanaginﬁ Work Events

Start Work Events

For the work event(s) you started, enter comments regarding the employment changes. All approving managers can view these comments.

Comments: ﬂ

H
. Hext :I . Cancel :I

® 2010 Automatic Data Processing, Inc. Privacy | Legal

|

[pene [T T T T T [@mtemet 0% -

Figure 6-8. Start Work Events Page

In the Comment field, you can enter comments you may have regarding the work event.

This is an optional field.
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4. Click Next, to advance to the job action for the first employee you selected.

Language ~ Company Directory | Log Off =]

‘Welcome, Aaron Edwards
= [Search Company Directory
Home ~ | Time & HE &Stafing ~ -] c ~ | Reports ~
Managing Work Events

Linda O'Donnell Employee [1] of 2
P Transfer

?

| Employee Hame: Linds OTonnel Status

Employee ID: 222013 Job: r. Accountant

Hire Date: o1 Department: 222001 - Comp & Benefits-Products Div
Service Dats: 010 Location: NORCR - Georgia
| Employee Type: Hourly Pay Group: 220
Payroll Department Number:
Type of Transfer: b [Department =

I|' = Department

| Enter the required information and click Submit{o complete the action
‘ Transfer Date: 4 i EE——
Reason for Transfer:
Department:

Location:

Additional Transfer Information: Details

@ swomit | @ Reset ) @ conce |

© 2010 Automatic Data Processing, Inc. Privacy | Legal

Nl

Dore T T T @ w0k

Figure 6-9. Start Work Events Page

Complete the fields as needed for the job action. For specifics, see the specific procedure
for that job action.

The number of employees included in the work event is indicated in the top right of the
page in the Employee field. The current employee is indicated by a boxed number.

When you have completed the appropriate selections, click Submit to submit the job
action for the employee to workflow and continue to the job action for the next employee.

If you are submitting multiple employees for a single action and any of the selected
employees have a pending action, the submission for that employee is canceled. The
cancellation is listed on the work events summary for the work event. Approval is
required before you can submit the additional changes. Check Approval History for more
information.The other submissions continue.
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When you click Submit on the last job action, the last job action is submitted and the
Work Events Summary page displays.

Language ~ Company Directory | Log Off ﬂ
Welcome, Aaron Edwards
2 earch Company Directory
Managerv Home = | Time & Attendance ~ | Organization & Staffing | Performance ~ | Compensation v| Reports v‘
Managing Work Events ?

Work Events Summary

Employee Hame Work Event Effective Date Work Event Status Comments

FOr a deSCriptiOn Of the Ali Amin Change Job Status os/z010 Assigned to GrpApp1 for approval. Terminated Employees
. . Gregory Andrews Change Job Status 0s12m0 Assigned to GrpApp1 for approval. Terminated Employees

fields on this page or

Steven Bel Change Job Status Canceled by the =ystem. The employee has a pending event
for related tasks, click

the & (Help icon) ]
provided in the L
right-hand corner of
the Self Service page.

® 2010 Automatic Data Processing, Inc. Privacy | Legal j

[pane [T [T [ [ I@mntemne RI00% - 4

Figure 6-10. Work Events Summary Page

7. Once you have finished reviewing the process status on the Work Events Summary page,
click OK. You are returned to the page from which you began the work event, the Direct
Report page or the Managing Work Events page.

. [oo) endofprocedue |

You have finished creating a work event consisting of single job actions for a multiple
employees and submitting them for approval.

For specifics on transferring employees to a new manager, new department, or new location
and submitting for approval see, “Transferring Employees’ on page 6-44.

For specifics on changing an employee’s job status see, “Changing an Employee’s Job
Status” on page 6-64.

For specifics on changing an employee’s job and salary information for promotions,
demotions, lateral job changes and/or salary changes see, “Changing an Employee’s Job and
Salary Information” on page 6-71.

For specifics on placing an employee on leave, returning an employee from leave, and/or
terminating an employee see, “Changing an Employee’s Employment Status”
on page 6-104.
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Viewing Employee Profiles

The Employee Profile page displays job, pay, personal, compensation, performance, contact,
and career data for the selected employee. Employee profiles can be accessed from the
Managing Work Events page, the Direct Reports page, and the Employee Selection page.

The Employee Selection page is accessed when you select the Employee Career Profile,

Enroll Employee in Training, or Employee Training Summary tasks from the
Organization & Staffing tab. For more information on these tasks, see Chapter 7,
“Managing Employee Career and Training Information.”

Information displayed in the employee profile depends on the data available as well as
which areas of the employee profile your administrator has enabled.

Viewing employee profiles includes the following tasks:
¢ Viewing Employee Profiles from the Managing Work Events Page
* Viewing Employee Profiles from the Direct Reports Page

¢ Viewing Employee Profiles from the Employee Selection Page
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Viewing Employee Profiles from the Managing
Work Events Page

m To view employee profiles from the Managing Work Events page, do the following:

Viewing Employee 1. From the Organization & Staffing tab, select Managing Work Events. The Managing
Profiles Work Events page displays with the manager’s direct reports listed.

M Viewing Employee

Profiles from the weieor N Languege + Company Direstory [Log Off A
Managing Work A2

Events Page [l Home - [ o & Staffing - | Performance ~ | ~ | Reports ~
lvlanaginﬁ Work Events T
Viewing Employee
Profiles from the Managing Your Employees
Direct Reports Page Select the appropriate actions below for your employees

Click Submit to perform the actions on the selected employee

Viewing Employee Whatdoyouwantto do? L tew Employee © Rehire Emplayee
Profiles from the
Employee Selection

Page

[ Transfer Employee(s) [J Change Job Status

[ Change Job & Salary Information [ Change Employment Status

Select the employee(s) you want to work with:

o i = i e Service Date
Hame = Job 7 Job Status 7 Hire Date =

o [0  Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000

For a description of the [ | Steven Bell 5503 - Systems Analyst Il Active 04/18/1996 04/18/11996

fields on this page or O Simon Cowell 5502 - Systems Analyst Active 051772010 0511772010
H - i 1017 101/

for related tasks, click [ Katherine Garcia 3251 - Manager Active 07/0111934 07/01/1994

O Mark Hester 4701 - Sr. Trainer Active 0311711984 031171994

the ? (Help |C0n) | IMary Johanssen 2702 - Janett's 266643 test job Active 01/01/2009 01/01/2009

provided in the [0  Russell Parker 3104 - §r_Clerk Active 10/01/2000 0510/2000

. O  JohnRhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
right-hand corner of : ;

) 00  PatrickRoy 1002 - Director of Hursing-Med Center Active 08/18/2000 08/18/2000

the Self Service page. 1  Micholas Smith 2702 - Janett's 285643 test job Active 01/01/2009 01/01/2009

] 13 ken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010

@ Submit | @ Reset |

[

%) Local intranet #100% -

Figure 6-11. Managing Work Events Page

Language ~ Company Directory |Log Off =

Welcome, Aaron Edwards i
- [Search Company Directory
Home ~ | Time & Attendance v | © & Staffing - ~|C ~ | Reports +

I'v‘anaaina Work Events ?

(@) more info —

Select the appropriate action(s) belo

For a description of the Vinat actions do you went o perform?
fields on this page or

ot the employee(s) you want to work with. Enter full or partial search criteria to fiker your employes Ist. Click Submit to perform ihe action(s) en the selected empioyee(s).

. € Hire New Employee © Comprehensive Employment Change.
for related tasks, click
' Rehire Employes. © Select one or more of the Employment Changes below
the = (Help |C0n> ¥ Transfer Employee(s) ™ change Job Status
provided in the
IZ change Job & Salary Information ™ change Employment Status

right-hand corner of

th e Se|f Service page_ Select the employee(s) you want to work with:
Last Hame: First lame: Department: Entens
Job: Enter/Select tem ~ | Job Status: [2elect - L Full ime: e B . Apply Filter | . Clear | fe

cf fem -

- & a a & a = =
lame = dob Department Job Status Full Time/Part Time = Hire Date
M AlAmin b 2541 Training & Development Leave of Absence Part Time 1010112000
[ Gregor Andrews Iaintenance Technician | Districution-East Active Full Tme 08/12/1995
M stevensel Systems Analyst il Customer Service-East Active Full Tme 04118/1996
["  Jennifer Brooks Clerk I Fayrol Active Full Time: 0811872000
[T Mary Carter Registered Nurse Employee Relations Suspended Full Time: 0110172008
[T Jeseoh Chang Shipping/Receiving Clerk I Districution-East Active Full Tme 1212011995
[0 KevinStewart Registered Nurse Recruiment Active Part Time 01/01/2009
[T Marcia McSwain 1017 job with no salary plan Recruiment Leave of Absence Full Time: otiotz008
@ soomit B
Done [T T [ @ memet B00% v

Figure 6-12. Managing Work Events Page with Search Fields
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For a description of the
fields on this page or
for related tasks, click
the & (Help icon)
provided in the
right-hand corner of
the Self Service page.

Viewing Employee Profiles

Depending on your HR/payroll system of record, a maximum of 300 results can be
displayed for a number of searchable fields. If your HR/payroll system of record is ADP
Enterprise HR or ADP HR Anytime Version 5.03, search fields are available at the top of
the page that allow you to filter the employee list. For more information, see “Search and

Filtering Tips” on page 6-3.

2. Click the underlined Employee Name for the employee whose employment data you
want to view. The Employee Profile page displays.

[pore

Language v Company Directory |Log Off 4]
Welcome, Aaron Edwards
4 Search Company Directory
Home | Time & Aftendance « | O & Stafiing | P -|C - | Reports =
Managing Work Events ?
[ WaryCarter |
—| Job Information —| Pay Information —| Personal Information
Employee ID: Pay Group: T2 N 515 Main Street
Department: Payroll Department flome Address: Alpharetta  GA 30018
Location: Number: Mailing Address:
Position/Job: Compensation Rate; $35.00 Per; Hour Primary E-mail Address:
FullPart Time: Standard Hours: Alternate E-mail Address:
Status: Salary Grade: Birth Date:
Shift: Salary Step: U.5. Citizenship Status: B
LOA Start Date: Compa Ratio: Country Of Citizenship: Uza
LOA Return Date: Minimum: Smoker:
Hire Date: 0110172008 Midpoint: Gender:
Rehire Date: Maximum; Race Ethnicity:
Service Date: 01/01/2009 Ethnic Group:
Employee C Marital Status: Single
Security Clearance: Military Status: Not Indicated
Business Title: Highest Education Level: | Not Indicated
Employee Type: £ - Salarizd
r|_Personal Accrued Time
[ Personal Acerued Time Type! | As of Date | | Allowed! | Taken to Date | Balance-Available | ]
Compensation History
E e ————" e —————m——— \ ) | o
T (R -y

Figure 6-13.

Employee Profile Page

Information shown in the Employee Profile is divided into the following categories:

¢ Job Information

¢ Pay Information

¢ Personal Information
¢ Personal Accrued Time
¢ Compensation History

* Performance History

¢ Telephone Number

* Emergency Contacts

¢ Job History

¢ Education

¢ Languages

¢ SKkills

¢ Licenses/Certifications

Information displayed in the employee profile depends on the data available as well as
which areas of the employee profile your administrator has enabled.

3. Click Print to print the employee profile.

4. Click Cancel to return to the Manager Work Events page.
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You have finished viewing employees through the Managing Work Events page. Next you
will review employee profiles from the Direct Reports page.

Viewing Employee Profiles from the Direct Reports
Page

ﬂm To view employee profiles from the Direct Reports page, do the following:
Viewing Employee 1. From the Organization & Staffing tab, select Direct Reports. The Direct Reports page
Profiles displays.

Viewing Employee
Profiles from the
Managing Work
Events Page

Employees reporting directly to you are displayed in the employee list area. Any of your

direct reports who also have employees reporting to them will have the ﬂ (Direct

M Viewing Employee Reports icon) displayed next to their name. Click F to drill down and view the direct
Profiles from the reports of your direct reports.
Direct Reports
Page
Vi . E | @ Welcome, Aaron Edwards forouege - CnmpanyD\reclory\Log =
iewing Employee - Search Company Directory 3
Profiles from the uanagerv Home v | Time & Attendance + | Organization & Stafing v | Performance v | Compensation leepnr\s v‘
Employee Selection Direct Reports 2
Page
Fiter your resuts by entering full or partial data. Click the Organization icon nexct to a managers name, if available, to display thei direct repors
Manager llame /Aaron Edwards
Last Name: First Name: Department: Enter/Select tem ‘ v
l m Job: EnterSelect tem - Job Status: | Select -] ClFatl Time I PartTime. . Apply Filter | . Clear |
FOI’ a deSCI‘IptIOn Of the @ Name @ Job % Department @ Job status @ Full Time/Part Time @ Hire Date: % =
Ali Amin Iob 2341 Training & Development Leave of Absence Part Time 100172000
fields on this page or Gregory Andrews laintenance Technician | Distribution Fast Acive PartTime 08/12/1998 e
. Steven Bel Systems Analyst Il Customer Service-East Adive FullTime: 04/18/19%
for related tasks, click o o payol o Furtne wczom
. Mary Carter Registered Nurse Employee Relations Suspended Full Time: 017012008
the ? (Help |C0n) Joseoh Chang Shipping/Receiving Clerk I Distribution-East Aciive FullTime 1213011885
H H Kieran Coling Staffing Coordinator Employee Relations Active Part Time 0170172009
prOVIded n the Clive Daniels Clerk| Accounting Active Full Time: 08/01/2000
right-hand corner of a Kathere Garcia Sr. Maintenance Technician Distrbution-£ast Active FulTie: 0TNGe4
the Sehc Serv'ce page Kevin Stewart Accountant | Recruitment Active Full Time 01/01/2008 =
© 2010 Automatic Data Processing, Inc. Privacy | Legal
&
Done [T [@temet 0% -

Figure 6-14. Direct Reports Page

The search fields at the top of the Direct Reports page are only available if your
HR/payroll system of record is ADP Enterprise HR or ADP HR Anytime Version 5.03.

The initial display of direct reports is limited by the HR/payroll system of record to 999.
However, you can use the search fields to display direct reports beyond this initial
display. For example, the page initially displays 999 direct reports but the direct report
you want to use is John Steward in department 123 but he isn't listed. In the Last Name
search field, enter Steward and click Apply Filter. John Steward should display in the
filtered listing.
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Viewing Employee Profiles m

2. Click the underlined Name for the employee whose profile you want to view, then select
Employee Profile from the Employee Event selection menu.

Language = Company Directory | Log Off 4]
Welcome, Aaron Edwards
? Scarch Company Diectry
Employee Events
5T oA Home v | Time & Aften| 0 ormance v| Compensation leeuuns v‘
EmmoyeePrqu
Direct Reports C i Change T
Transfer Employee
l m Fiter your resuts b enterng o 0f| cpange Job & Salary Information _|[729°"= e, favalatle,f dspay ther drectreports
Change Job Status
o Change Employment Status
For a description of the
r, |d th Employee Career Profile
lelds on this page or
pag ManzoeRame Enroll Employes in Training
for related taSkS, click Last llame: Emploee Training Summary t Name: Department: Enter'Seiect tem |v
the b= (Help icon) Job: Enter/Select tem Compensation Planning b Status: | Select - ™ Full Time ™ Part Time Apply Filter | Clear |
- A A A A A A 4
pl’OVi d e d in th e v N.?me v Compensation History . Department Jobsttius v Fu_HT\me/ParlT\me v Hire Date V
: AlAnin TR raining & Devebopment Leave of Absence Part Tine 1010172000 |
rlght-hand corner of Gregory Andrews Distrbution East Aciive Pari Tine 061201856
Performance History - arons
: Steven Bel Customer Service-East Active FullTime 04H3/155%
the Self Service page. Jennifer Brooks Payrol Aciive Full Time 181872000
liary Carter Repistered lurse Employes Relations Suspended Ful Tme 010172008
Joseph Chang ShippingReceiving Clerk Distributon-East Active FullTime 12130/1898
Kieran Colins Stafiing Coordinator Enmployee Relations Active Pari Tine: 010172008
Clive Danigls Clerk | Accounting Active FullTime 0810172000
a Katherine Garcia Sr. Naintenance Technician Distributon-East Active FullTime 071011554
Kevin Stewart Accountart | Recruiment Aciive FullTime 010172009 =l
©2010 Automatic Data Processig, e, Privacy | Legal
Dane [T [ [ [ ntemet U

Figure 6-15. Employee Event Selection Menu

The Employee Profile page for the selected employee displays, as shown in Figure 6-13
on page 6-17.

3. Click Print to print the employee profile.

4. Click Cancel to return to the Direct Reports page.

Depending on your HR/payroll system of record, a maximum of 300 results can be
displayed for a number of searchable fields. If available, you can limit the employee
listing by using the filter fields at the top of the page. For more information, see “Search
and Filtering Tips” on page 6-3.

You have finished viewing employees through the Direct Reports page. Next you will
review employee profiles from the Employee Selection page.
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Viewing Employee Profiles from the Employee
Selection Page

m To view and print employee profiles from the Employee Selection page, do the following:

Viewing Employee 1. From the Organization & Staffing tab, select either the Employee Career Profile,
Profiles Enroll Employee in Training, or Employee Training Summary task. The Employee
Viewing Employee Selection page displays.

Profiles from the

Managlng Work Language ~ Company Directory | Log Off |
Vielcome, Aaron Edwards
EVentS Page @ Search Company Directory
Viewing Emp|oyee Hanaqerv Home = | Time & Attendance ~ | Organization & Staffing - | Pefformance ~ | Compensation vlﬂepnns v‘
Profiles from the Employee Career Profile T
Direct Reports Page
Manager Name Aaron Edwards
M Viewing Employee Select the employee you want to work with:
Profiles from the Last Name: First Hame: Department: Enten/Select tem K2
Employee Selection Job: EnteriSelect tem | v Job status: [Select - ™ Full Time. I part W 2eoiyfiter | | =
Time ‘ g
Page
o - & o iy Yay A s
5 llame =7 Job Department ~7 Job Status ~7 Full Time/Part Time 7 Hire Date =7

Al Amin Jjobr 2541 Training & Development Leave of Absence Part Time: 10/01/2000

" Gregory Andrews Maintenance Technician | Distribution-East Active Part Time 06/12/19%

" Steven Bel Sysiems Analyst I Customer Service-East Active Full Time 041181996

" lennifer Brooks Clerk Il Payroll Active Full Time: 08/18/2000

¢ Marv Carter Registered Nurse Employse Relations Suspended Ful Time: 0110112009

" Laura McCain Clerk | Accounting Active Full Time 07/26/2000 ]

5
. Hext |
©2010 Automatic Data Processing, Inc. Privacy | Legal
[pone [T [ [ | |6intermet H00% -

Figure 6-16. Employee Selection Page

@ For a description of the fields on this page or for related tasks, click the ? (Help icon)
provided in the right-hand corner of the Self Service page.

The search fields are only available if your HR/payroll system of record is ADP
Enterprise HR or ADP HR Anytime Version 5.03.

2. From the employee list area, click the underlined Name for the employee whose profile
you want to view. The Employee Profile page for the selected employee displays, as
shown in Figure 6-13 on page 6-17.

3. Click Print to print the employee profile.

4. Click Cancel to return to the Employee Selection page.

Depending on your HR/payroll system of record, a maximum of 300 results can be

displayed for a number of searchable fields. If available, you can limit the employee
listing by using the filter fields at the top of the page. For more information, see “Search
and Filtering Tips” on page 6-3.

. [oo) endofprocedue |

You have finished looking at employee profiles.
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Initiating the Hiring Process

Managers can initiate hiring new employees, as well as rehiring former employees, and then
submit the hire/rehire for approval. Once the hire/rehire has been approved within Self
Service, the final processing of the hire/rehire is completed by a practitioner in your
HR/payroll system of record. The new employee will not be listed in the manager's direct
reports until the practitioner has completed the hire process in your HR/payroll system of
record. For additional information, see the Hiring, Staffing, and Job Maintenance Guide.

What information a manager can enter in Self Service depends on how the Portal
administrator has configured the hire process. At a minimum, the following pages need to be
completed:

¢ For New Hires — New Hire Start and the Submit page
¢ For Rehires — Rehire Prompt, Rehire Start, and the Submit page

The "active" version of the hire/rehire pages display when the page is accessed from the
Managing Work Events page, which means the manager is able to enter information in the
fields provided. When the page is accessed either through the Approval or Notification page,
the fields are display-only. However, for hires/rehires that have been rejected, these pages
are active through the Message Center Notifications page for the originating manager,
allowing the manager to make corrections to the hire/rehire information. This allows the
originating manager to make corrections through the Notifications page rather than re-enter
all new information through the Managing Work Events pages.

The New Hire and Rehire processes are very similar, so both are covered in this section.
Differences between the two procedures differ only in their starting pages.

Some of the pages include searchable drop-down fields and/or search fields. For
more information, see “Search and Filtering Tips” on page 6-3.
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Initiating the new hire/rehire process includes the following tasks:
¢ Completing the Rehire Prompt Page (rehires only)

* Completing the Rehire Start Page (rehires only)

* Completing the New Hire Start Page (new hires only)
¢ Completing the Personal Data - Part A Page

* Completing the Personal Data - Part B Page

* Completing the Job Data - Part A Page

¢ Completing the Job Data - Part B Page

* Completing the Pay Information Page

* Completing the Citizenship Page

¢ Completing the Additional Hire Information Page

* Completing the Submit Page
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Completing the Rehire Prompt Page

7] IZID The Rehire Prompt page is used to begin the rehire process.
Initiating the Hiring This is for rehires only. For New Hires, see “Completing the New Hire Start Page”
Process on page 6-26.
M Completing the To complete the Rehire Prompt page, do the following:
Rehire Prompt
Page 1. From the Managing Work Events page (see Figure 6-11 on page 6-16), select the Rehire

Completing the Employee work event option and click Submit. The Rehire Prompt page displays.
Rehire Start Page

Completing the New The Managing Work Events page displays all job actions available to you, as well as
Hire Start Page your direct reports.

Completing the

Personal Data - Part oo Ao Language ~ Company Directory | Log OFf  ~|
A Page A]P [search Canpany Drecory
Completing the Home ~ | Time & Attendance ~ | Organization & Staffing « | Performance | Compensation ~ | Reports -

Personal Data - Part Managing Work Events ?

B Page

Enter candidates Social Security Number or previous Employee ID. Click Next to retrieve their information and to continue.

Completing the Job
Data - Part A Page

Social Security Number: |
Completing the Job or
Data - Part B Page Previous Employee ID: |—

Completing the Pay
Information Page

Completing the
Citizenship Page

Completing the
Additional Hire
Information Page

Completing the | @ cencel | @ Reset |

Submit Page

©2010 Automatic Data Processing, Inc Privacy | Legal E

bone [T @ memet Sion -
Figure 6-17. Rehire Prompt Page

@ For a description of the fields on this page or for related tasks, click the ? (Help icon)
provided in the right-hand corner of the Self Service page.

2. Enter the candidates Social Security Number or Previous Employee ID.

Valid formats for social security number include the following: 000000000 or
000-00-0000. Enter numbers only. Per the Social Security Administration, these
additional prefixes are supported: 001-665, 667-772. The following numbers are invalid:
111-11-1111, 123-45-5678, and any number beginning with 8, 9, 000, 666, and any
number with 00 in the middle or ending with 000. The Social Security Number is masked
on the Rehire Start page. All numbers except the last four are masked. Format is:
XXX-XX-9999.

3. Click Next to advance to the Rehire Start page.
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| T o Tasks |

Initiating the Hiring
Process

Completing the
Rehire Prompt Page

M Completing the
Rehire Start Page

Completing the New
Hire Start Page

Completing the
Personal Data - Part
A Page

Completing the
Personal Data - Part
B Page

Completing the Job
Data - Part A Page

Completing the Job
Data - Part B Page

Completing the Pay
Information Page

Completing the
Citizenship Page

Completing the
Additional Hire
Information Page

Completing the
Submit Page

You have finished entering the required information on the Rehire Prompt page. Next, you
must enter the required information on the Rehire Start page.

Completing the Rehire Start Page

The Rehire Start page is used to proceed with the rehire process after you have selected the
candidate from the Rehire Prompt page.

This is for rehires only. For New Hires, see “Completing the New Hire Start Page”
on page 6-26.

Some fields on the Rehire Start page will automatically populate, based on the information
entered on the Rehire Prompt page. The Eligible for Rehire field displays if the candidate is
eligible for rehire. This setting depends on what was entered when the employee resigned
previously from the company, and defaults in from your HR/payroll system of record.

Language ~ Company Directory|Log Off |

Welcome, Joa Jung
= [Scarch Company Directory
Organization & Staffing - | Performance = | Gompensation ~ | Reports ~
Mﬁnaging Work Events ?

Enter information shown below,

Middle Name:

Last Name: P |Harris

Suffix:

start Date: 3

Employee ID: ¥ |accz
Eligible for Re Hire: b vES

. lext | Cancel | Reset |

© 2010 Automatic Data Processing, Inc. Privacy | Legal =l

[T T [ meme 0% -

Figure 6-18. Rehire Start Page

@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.
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To complete the Rehire Start page, do the following:

1.

Enter the candidate's name information. Fields include the Prefix, First Name, Middle
Name, Last Name, and Suffix. The First Name and Last Name fields are automatically
populated, but can be changed.

Required fields are indicated with a red arrow.

Enter the candidate's proposed Start Date. You can either enter the date manually
(format mm/dd/yyyy), or select the date from the calendar.

Select either the Position Number tab or the Department ID tab, but not both. (See
“Using the Searchable Drop-Down Fields” on page 6-4.)

Fields on the Job Data - Part A page and the Pay Information page are automatically

populated based on the Position Number or Department ID/Job Code combination
selected.

Click Next to advance to the next page of the rehire process.

The hire pages available depend on which pages your Portal administrator has

configured for the hire process. If all hire pages have been enabled, the next page in the
process is the Personal Data - Part A page.

You have completed entering the required information on the Rehire Start page. Next
complete the Personal Data - Part A page.
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Completing the New Hire Start Page

ﬂm The New Hire Start page is used to begin the new hire process.

Initiating the Hiring This is for a new hire only. To begin the rehire process, see “Completing the Rehire Prompt

Process

Completing the
Rehire Prompt Page

Completing the 1.

Rehire Start Page

M Completing the
New Hire Start Page

Completing the
Personal Data - Part
A Page

Completing the
Personal Data - Part
B Page

Completing the Job
Data - Part A Page

Completing the Job
Data - Part B Page

Completing the Pay
Information Page

Completing the
Citizenship Page

Completing the
Additional Hire
Information Page

Completing the
Submit Page

Page” on page 6-23.

To complete the New Hire Start page, do the following:

From the Managing Work Events page (see Figure 6-11 on page 6-16), select the Hire
New Employee work event option and click Submit. The New Hire Start page displays.

Required fields are indicated with a red arrow.

Language -~ Company Directory | Log OFf =]
Velcome, Aaron Edwards
2 Searc Company Drrectory’
[l Home - | Time & Attendance [0 & Staffing - | Performance ~ | Compensation = | Reports =
Managing Work Events ?
Enter nformation shown below
Social Security Number.
Prefi:
First Hame: »
Widdie Name
Last Hame: »
Suffix
Start Date: 3 =

= Posion Number

. Next | . Cancel | . Reset |

© 2010 Automatic Data Processing, Inc. Privacy | Legal =

pone [T T [ [ temet ook v
Figure 6-19. New Hire Start Page

@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.

If available, enter the candidates Social Security Number to identify the person for
social security benefits. Valid formats include the following: 000000000 or 000-00-0000.

Enter numbers only. Per the Social Security Administration, these additional prefixes are

supported: 001-665, 667-772. The following numbers are invalid: 111-11-1111,
123-45-5678, and any number beginning with 8, 9, 000, 666, and any number with 00 in
the middle or ending with 000.

Enter the candidate's name information. Fields include the Prefix, First Name, Middle
Name, Last Name, and Suffix.

Enter the candidate's proposed Start Date. You can either enter the date manually
(format mm/dd/yyyy), or select the date from the calendar.
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5. Select either the Position Number tab or the Department ID tab, but not both. (See
“Using the Searchable Drop-Down Fields” on page 6-4.)

Fields on the New Hire/Rehire Job Data - Part A page and the New Hire/Rehire Pay

Information page are automatically populated based on the Position Number or
Department ID/Job Code combination selected.

6. Click Next to advance to the next page of the hire process.

The hire pages available depend on which pages your Portal administrator has

configured for the hire process. If all hire pages have been enabled, the next page in the
process is the Personal Data - Part A page.

You have completed the New Hire Start page. Next complete the Personal Data - Part A
page.
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Completing the Personal Data - Part A Page

The Personal Data - Part A page is used to enter new hire/rehire candidate personal
BT omaion
Initiating the Hiring
Process The hire pages available depend on which pages your Portal administrator has configured
for the hire process. If all hire pages have been enabled, the Personal Data - Part A page
displays when you click Next from the New Hire Start page. This page can also be accessed

by selecting the step from the left navigation area of the New Hire/Rehire pages.

Completing the
Rehire Prompt Page

Completing the

Rehire Start Page N

During a rehire, the information on this page may pre-populate with the candidate's available
data if your administrator has configured this page to allow data from previous employment to
display. You can edit the fields as necessary.

Completing the New
Hire Start Page

M Completing the
Personal Data - Part

Language = Company Directory |Log Off =]

A Page @? Weteome, Seren B Search Company Directory
. Home | Time &2 o & Staffing ~ | F -|e ~ | Reports ~
Completing the
Managing Work Events T
Personal Data - Part PEmm—
B Page Enter information shown below,

Candidate Name: Roger Johnson

Completing the Job
Data - Part A Page

1. Personal Data Part A

2. Personal DataFPart B
3. Job Data PartA
4 JobDataPartB

Street:
Aptisuite:

Address Line 3;

Completing the Job 5.Paylnfo ST r
_ 6. Citizenship StateiProvince: Select State =
Data - Part B Page 7. Additional Hire Info PostalizIP: | I—
. 8. Ready To Submit Country: UsA
Complet.lng the Pay e [
Information Page
Home Phone:

Completing the
Citizenship Page

Completing the
Additional Hire
Information Page

e @ cencer W Reset )

Completing the
Submit Page

© 2010 Automatic Data Processing, Inc. Privacy | Legal =i

Dane [ [@weemet 100% -

Figure 6-20. Personal Data - Part A Page

@ For a description of the fields on this page or for related tasks, click the ¥ (Help icon)
provided in the right-hand corner of the Self Service page.
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To complete the Personal Data - Part A page, do the following:

1.

Enter the candidate's Street information.

Enter any additional address information in the Address Line 3 field. This field is for
informational purposes only, and not used in the mailing address.

Enter the City/Town where the candidate lives.
Select the state from the State/Province field.

Enter the candidate's postal or zip code in the Postal/ZIP field. Use one of the following
formats: 12345 or 12345-6789.

Enter the County where the candidate lives.

Enter the candidate's Home Phone number. If either 7 or 10 digits are entered with no
special characters or spaces, the North American format will automatically be applied.

Click Next to advance to the next page of the hire process, or select the next step from
the left navigation area of the New Hire/Rehire pages.

The hire pages available depend on which pages your Portal administrator has

configured for the hire process. If all hire pages have been enabled, the next page in the
process is the Personal Data - Part B page.

You have completed entering information on the Personal Data - Part A page. Next complete
the Personal Data - Part B page.
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Completing the Personal Data - Part B Page

The Personal Data - Part B page is used to enter additional new hire/rehire candidate
m personal information.

Initiating the Hiring

Process The hire pages available depend on which pages your Portal administrator has configured

Completing the
Rehire Prompt Page

Completing the
Rehire Start Page

Completing the New
Hire Start Page

Completing the
Personal Data - Part
A Page

M Completing the

Personal Data - Part
B Page

Completing the Job
Data - Part A Page

Completing the Job
Data - Part B Page

Completing the Pay
Information Page

Completing the
Citizenship Page

Completing the
Additional Hire
Information Page

Completing the
Submit Page

for the hire process. If all hire pages have been enabled, the Personal Data - Part B page
displays when you click Next from the Personal Data - Part A page. This page can also be
accessed by selecting the step from the left navigation area of the New Hire/Rehire pages.

During a rehire, the information on this page may pre-populate with the candidate's available

data if your administrator has configured this page to allow data from previous employment to
display. You can edit the fields as necessary.

Language ~ Company Directory | Log Off =]

@ Welcome, Aaron Edwards

Home v| Time & Atendance ~ | Organization & Staffing « | Performance - | Compensation ~ | Reports ~
: 2
Managing Work Events 2

Enter information shown below.

Candidate Hame: Roger Johnson

1.Personal Data Part A Race/Ethnicity IW[
ZRersonal Dats RaTt B Ethnic Group: [SeectemncGroue =]
3. Job Data Fart A conder: = |
4. Job DataPartB
p—— Marital Status: [snee =]
. Citzenship Highest Education Level: [Notmocaea =]
7. Additional Hire Info Bt Dt @
8. Ready To Submit Disabled: r
Vets100A:
Wilitary Status: [Wotmdicates =]
Disabled Veteran: [}
Vets100:
wilitary Status: [Wotmocaea =]
Disabled Veteran: [}
Military Discharge Date: @
[ = W Frevious | [ W Reset

© 2010 Automatic Data Processing, Inc. Privacy | Legal =l

Done [0 T [ @ ntemnet A% -

Figure 6-21. Personal Data - Part B Page

@ For a description of the fields on this page or for related tasks, click the #* (Help icon)
provided in the right-hand corner of the Self Service page.

To complete the Personal Data - Part B page, do the following:
1. Select the candidate's Race/Ethnicity.

2. Select the candidate's Ethnic Group.

3. Select the candidate's Gender.

4. Select the candidate's Marital Status.

5. Select the candidate's Highest Education Level.

6. Enter the candidate's Birth Date. You can either enter the date manually (format
mm/dd/yyyy), or select the date from the calendar.
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7. Select the Disabled check box if the candidate is disabled.
8. Select the candidate's VETS-100A military status information, if applicable, as follows:

a. Fromthe Military Status field, select candidate's VETS-100A status. Default value
is Not Indicated.

The corresponding status displays in the VETS-100 Military Status field. You can
change the value if needed.

b. Selectthe Disabled Veteran check box if the candidate is considered disabled under
the VETS-100A guidelines.

9. Select the candidate's VETS-100 military status information, if applicable, as follows:

a. Ifyou have selected a value in the VETS-100A Military Status field, a
corresponding value populates the VETS-100 Military Status field. You can change
the status as needed.

b. Selectthe Disabled Veteran check box if the candidate is considered disabled under
the VETS-100 guidelines.

10. Enter the candidate's Military Discharge Date. You can either enter the date manually
(format mm/dd/yyyy), or select the date from the calendar.

The date entered in this field is used in determining newly separated veteran status for

VETS reporting. For VETS-100A reporting, an employee is considered a recently
separated veteran if the employee's discharge date is within three years of the
VETS-100A report period. For VETS-100 reporting, an employee is considered a
recently separated veteran if the employee's discharge date is within one year of the
VETS-100 reporting period.

11. Click Next to advance to the next page of the hire process, or select the next step from
the left navigation area of the New Hire/Rehire pages.

The hire pages available depend on which pages your Portal administrator has

configured for the hire process. If all hire pages have been enabled, the next page in the
process is the Job Data - Part A page.

©

You have completed entering information on the Personal Data - Part B page. Next complete
the Job Data - Part A page.
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Completing the Job Data - Part A Page

ﬂm The Job Data - Part A page is used to enter new hire/rehire candidate job information.

The hire pages available depend on which pages your Portal administrator has configured
for the hire process. If all hire pages have been enabled, the Job Data - Part A page displays
when you click Next from the Personal Data - Part B page. This page can also be accessed
by selecting the step from the left navigation area of the New Hire/Rehire pages.

Initiating the Hiring
Process

Completing the
Rehire Prompt Page

Completing the

Rehire Start Page Fields on the Job Data - Part A page are automatically populated, based on what the

manager selected for a Position Number or Job Code on the New Hire/Rehire Start page. If

Completing the New Position Number was selected and Position Management in your HR/Payroll system of
Hire Start Page record is set to Partial or Full, these fields are display-only and cannot be overridden. If Job
Completing the Code was selected, you can change the values of these fields.
Personal Data - Part
A Page During a rehire, the information on this page may pre-populate with the candidate's available
Completing the data if your administrator has configured this page to allow data from previous employment to
Personal Data - Part display. You can edit the fields as necessary.
B Page

[ Language ~ Company Directory | Log Off ;I

M Completing the Job 5P o, fern SRS S

Data - Part A Page ﬂ‘ Time & ~[o & Staffing - lo ~ | Reports ~

. uanaaina 'ork Events
Completing the Job - —
Data - Part B Page Enter information shown below.

Completing the Pay 1.Personai DataPanA | | pogularmemporary: Cra— |
i 2. Personal Data Part B T T |
Information Page 3. Job Data Part A =—
4 Job Data PartB st Seestnit |
Comp|eting the s Payinto Work Location: NORCR - Georgia -
Citizenship Page 6. Citizenship Reporting Location: NORCR - Georgia -
7. Additional Hire Info Holiday Schedule:
Completing the 8. Ready To Submit I —
Additional Hire oats controt 1

Information Page

Completing the
Submit Page

[ T @ Previous | @ cancer ) @ Reset )

©2010 Automatic Data Processing, Inc. Privacy | Legal =
Done [T [ [ [ [ [ mtene H100% - g

Figure 6-22. Job Data - Part A Page

@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.
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To complete the Job Data - Part A page, do the following:

1. If Position Number was selected on the New Hire Start page and Position Management
in your HR/Payroll system of record is set to Partial or Full, the field values on this page
cannot be changed. If Job Code was selected, you can select the new value, if needed,
from the following fields:

¢ Regular/Temporary — Select if the employee is a regular or temporary employee.
¢ Full/Part Time — Select if the employee is full or part time.

¢ Rate Code — Select the shift rate code. This field is only available if your HR/payroll
system of record is Enterprise HR with Enterprise Payroll (EPayroll).

¢ Shift — Select the employee’s shift, if applicable.

* Work Location and Reporting Location — Select the employee's appropriate work
and reporting locations, as needed. (See “Using the Searchable Drop-Down Fields”
on page 6-4.)

* Holiday Schedule — Select the holiday schedule associated with the job.

¢ Clock Number — Enter the clock number code as needed. This code is used for
special coding or as a form of employee identification on AutoPay.

The Clock Number and Data Control fields are not applicable and are hidden if your
HR/payroll system of record is ADP Enterprise HR with Enterprise Payroll (EPayroll).

¢ Data Control — Enter a code as needed for special coding on AutoPay.

2. Click Next to advance to the next page of the hire process, or select the next step from
the left navigation area of the New Hire/Rehire pages.

The hire pages available depend on which pages your Portal administrator has

configured for the hire process. If all hire pages have been enabled, the next page in the
process is the Job Data - Part B page.

©

You have completed entering information on the Job Data - Part A page. Next complete the
Job Data - Part B page.
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Completing the Job Data - Part B Page

The Job Data - Part B page is used to enter additional new hire/rehire candidate job
m information.
Initiating the Hiring
Process The hire pages available depend on which pages your Portal administrator has configured
for the hire process. If all hire pages have been enabled, the Job Data - Part B page displays

C leting th
Rszeegffmpf Page when you click Next from the Job Data - Part A page. This page can also be accessed by

, selecting the step from the left navigation area of the New Hire/Rehire pages.
Completing the

Rehire Start Page N

During a rehire, the information on this page may pre-populate with the candidate's available
data if your administrator has configured this page to allow data from previous employment to
display. You can edit the fields as necessary.

Completing the New
Hire Start Page

Completing the
Personal Data - Part

AP [ e Language ~ Company Directory | Log Off =]
elcome, Aaron Edwards
age @ Search Company Directory

Completing the Home v‘ Time & - | organiz: & Staffing - | Cor + | Reports -+
Personal Data - Part Manaaina Work Events T
B Page Enter information shown below

Completing the Job

1. Personal Data Part & Full Time Student:

Data - Part A Page 2. Personal Data Part B —————
3. Job Data Part A Employee C
. 4. Job Data Part B
B Completing the Job [Lombmarand putor souce
Data - Part B Page 8. Citizenship Business Title:

7. Additional Hire Info Security Clearance: Select Securty Clearance ¥

€. Ready To Submit

Completing the Pay

Bargaining Unit: Select Bargaining Unit ¥
Information Page Union Code fres
Union Seniority Date: 05/21/2010 ﬁ]

Completing the
Citizenship Page

Completing the
Additional Hire o e @ Frevious | @ cencel @ Reset )
Information Page

Completing the
Submit Page

2010 Automatic Data Frocessing, Inc. Privacy | Legal B
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Figure 6-23. Job Data - Part B Page

@ For a description of the fields on this page or for related tasks, click the ¥ (Help icon)
provided in the right-hand corner of the Self Service page.
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To complete the Job Data - Part B page, do the following:

1. Select the Full Time Student option if the candidate is a full-time student.

2. From the Reason for Action field, select the reason for hiring this candidate.

3. From the Employee Classification field, select the candidate's employee classification.

4. From the Referral Source field, select the source (such as job posting or employee) that
referred the candidate to the company.

5. Inthe Business Title field, enter the candidate's official business title, which may or may
not be the same as the candidate's job title.

6. Select the Security Clearance the candidate's security level.

7. In the Bargaining Unit field, select the unit of the local union to which the candidate
belongs for contract bargaining purposes, if applicable.

8. In the Union Code field, enter the union identifier for the union to which the candidate
belongs, if applicable.

9. Inthe Union Seniority Date ficld, enter the date on which the candidate's union seniority
ranking is based, if applicable. You can either enter the date manually (format
mm/dd/yyyy), or select the date from the calendar.

10. Click Next to advance to the next page of the hire process, or select the next step from
the left navigation area of the New Hire/Rehire pages.

The hire pages available depend on which pages your Portal administrator has configured for
the hire process. If all hire pages have been enabled, the next page in the process is the Pay

Information page.

You have completed entering information on the Job Data - Part B page. Next complete the
Pay Information page.
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Completing the Pay Information Page

ﬂm The Pay Information page is used to enter new hire/rehire candidate pay information.

Initiating the Hiring The hire pages available depend on which pages your Portal administrator has configured
Process for the hire process. If all hire pages have been enabled, the Pay Information page displays
when you click Next from the Job Data - Part B page. This page can also be accessed by

Completing the . . . .
o selecting the step from the left navigation area of the New Hire/Rehire pages.

Rehire Prompt Page

Completing the

Rehire Start Page Fields on the Information page are automatically populated, based on was selected for a

Position Number or Job Code on the New Hire/Rehire Start page. If Position Number was

ﬁ?mglte“”g the New selected and Position Management in your HR/Payroll system of record is set to Partial or
ire Start Page Full, most fields are display-only and cannot be overridden. If Job Code was selected, you

Completing the can change the values of most of these fields. See the following steps for details.

Personal Data - Part

A Page Selected Job Code, Salary Plan, Salary Grade, and Compensation Frequency fields are

always display-only.
Completing the y Pay y

Personal Data - Part

B Page Weleome, Aaron Edwards Language - Company Directory | Lag 0ff =]
@ Search Company Directory
Completing the Job Home vi Time & Attendance - [ O & Staffing ~ | Performance ~ | Compensation ~ | Reports ~
Data - Part A Page Managing Work Events i
Completing the Job Enter information shown below
Data - Part B Page
1. Personal Data Part A Selected Job Code: 1014, Respitory Therapist
) Y ——— Salary Plan 1D, MsFomt Plan: Non-exermpis
M Completing the Pay e e T
. Compensation Frequency: Hourly
Information Page flobDelRarB
5. Pay Info —~ —~
Salary Step: Select 3 Step
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Completing the - seonal Hire 1nf Compensatian: [so per:  [Seeo Fremeney =
Citizenship Page 8. Ready To Submit Standard Hours: 40.00

Paygroup: Autolink Exp Figs Bi-iveekly [~

Completing the Employment Type:
Addltlonal Hire Variable Pay Plan:
Information Page spirt Base:

Completing the
Submit Page

Geographic Differential

[ T @ Previous | W cerce ) @ Reset )
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Figure 6-24. Pay Information Page

@ For a description of the fields on this page or for related tasks, click the ¥ (Help icon)
provided in the right-hand corner of the Self Service page.
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To complete the Pay Information page, do the following:

1.

From the Salary Step field, select the salary step code.

This field may be enabled, disabled, or automatically populated with a value that cannot

be changed. The availability of this field depends on how salary steps and/or multi-steps
are defined in your HR/payroll system of record. If this field is enabled, you can select a
value from the drop-down list.

From the Compensation and per fields, enter the candidate's compensation and select
the frequency.

These fields may be enabled, disabled, or automatically populated with a value that

cannot be changed. The availability of these fields depends on how salary steps and/or
multi-steps are defined in your HR/payroll system of record.

The Standard Hours field displays the standard hours for the job. You can enter a new
value in this field as needed.

If Position Number was selected on the New Hire/Rehire Start page, and Position
Management in your HR/Payroll system of record is set to Partial or Full, the following
field values cannot be changed. If Job Code was selected, you can enter or select new
values, if needed, in the following fields:

¢ Paygroup — Select the employee’s paygroup.

If you change the pay group, you must also change the employment type, if needed.
Employment type will not automatically default from the new pay group selected.

¢ Employment Type — Select the employment type. Options are Hourly, Salaried, or
Exception Hourly.

* Variable Pay Plan — Select the variable pay plan.

¢ Split Base — Select the split base. This field is not active unless a Variable Pay Plan
has been selected.

¢ Geographical Differential — Select the geographical differential for the location, if
available.

You can select or clear the Allow Draw check box. This field is not active unless a
variable pay plan has been selected.

This field is automatically populated when Position Number or Job Code was selected
on the New Hire/Rehire Start page.

Click Next to advance to the next page of the hire process, or select the next step from
the left navigation area of the New Hire/Rehire pages.

The hire pages available depend on which pages your Portal administrator has

configured for the hire process. If all hire pages have been enabled, the next page in the
process is the Citizenship page.

©

You have completed entering information on the Pay Information page. Next complete the
Citizenship page.
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Completing the Citizenship Page

ﬂm The Citizenship page is used to enter new hire/rehire candidate citizenship information.

Initiating the Hiring The hire pages available depend on which pages your Portal administrator has configured
Process for the hire process. If all hire pages have been enabled, the Citizenship page displays when
you click Next from the Pay Information page. This page can also be accessed by selecting

Completing the .. . .
o the step from the left navigation area of the New Hire/Rehire pages.

Rehire Prompt Page
Completing the

Rehire Start Page m Welcome, Aaron Edwards Languege ~ Company Directory ILog off -]
. Search Company Directory
Completing the New [Tl Home - | Time & atendance ~ [© & Staffing ~ | Performance ~ | Compensation v | Reports =
Hire Start Page Managing Work Events ?
Completing the Enter information shown below
Step 6 of 8 Candidate Name: Re r Johnson
Personal Data - Part - =
1. Personal Data PartA Citizenship Status: [Ushatve ]
A Page e B Authorization and Identity (List A) Document:
3. Job Data Part &
Completing the P — Authorization and Identity Document Expiration Date ==
5. Paylnfo Identity (List B) Document:
Personal Data - Part 6. Citiranship Identity Expiration Date: =
B Page 7. Agditional Hire Info
8 Ready To Submit Authorization (List C) Document: J
Completing the Job Autherization Expiration Date: =
lon US Country of Citizenship 1: Selecta Country |,
Data - Part A Page Hon US Country of Citizenship 2: Selecta Country ¥
Completing the Job Visa Type: None U §. Ciizen 2
Data - Part B Page Visa Humber:
Visa Expiration Date: =
Completing the Pay
Information Page Passport Number:
Passport Expiration Date @
M Completlng the Country Issuing Passport: UsA k3
Citizenship page et ) @ Previows @ cencet | @l Reset
Completing the
Addmonal Hire ® 2010 Automatic Data Processing, Inc. Privacy | Legal =
Information Page Dene [T [ [ [ [& memet w00% g
Completing the Figure 6-25. Citizenship Page

Submit Page
@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.
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To complete the Citizenship page, do the following:
1. Select the candidate's Citizenship Status.

2. Inthe Authorization and Identity (List A) Document field, enter the form of proof the
candidate provided from List A. If you have entered a form in this field, in the
Authorization and Identity Document Expiration Date ficld, enter the candidate's
authorization and identity (List A) document expiration date. You can either enter the
date manually (format mm/dd/yyyy), or select the date from the calendar

Candidates must provide one document from List A, or one document from List B and a

document from List C. For more information, refer to the INS form 1-9, Employment
Eligibility Verification.

O If your HR/payroll system of record is a version prior to V4.05/5.01, Citizen Proof 1
and Citizen Proof 2 fields are used instead to enter the form of proof the candidate
presented for employment eligibility.

3. In the Identity (List B) Document field, enter the form of proof the candidate provided
from List B, if applicable. If you have entered a form in this field, in the Identity
Expiration Date ficld, enter the candidate's identity (List B) document expiration date.
You can either enter the date manually (format mm/dd/yyyy), or select the date from the
calendar.

4. In the Authorization (List C) Document field, enter the form of proof the candidate
provided from List C, if applicable. If you have entered a form in this field, in the
Authorization Expiration Date field, enter the candidate's authorization (List C)
document expiration date. You can either enter the date manually (format mm/dd/yyyy),
or select the date from the calendar.

5. Inthe Non US Country of Citizenship 1 and Non US Country of Citizenship 2 fields,
select the country code of any other country where the candidate holds citizenship, if
applicable.

6. Enter the candidate's Visa information by selecting the candidate's Visa Type, entering
the Visa Number, and entering the Visa Expiration Date. You can either enter the date
manually (format mm/dd/yyyy), or select the date from the calendar.

7. Enter the candidate's passport information by entering the Passport Number and the
Passport Expiration Date. You can either enter the date manually (format
mm/dd/yyyy), or select the date from the calendar. Select the country that issued the
candidate's passport from the Country Issuing Passport field.

8. Click Next to advance to the next page of the hire process, or select the next step from
the left navigation area of the New Hire/Rehire pages.

The hire pages available depend on which pages your Portal administrator has

configured for the hire process. If all hire pages have been enabled, the next page in the
process is the Additional Hire Information page.

©

You have completed the Citizenship page. Next complete the Additional Hire Information
page.
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Completing the Additional Hire Information Page

The Additional Hire Information page is used to enter new hire/rehire additional
m information. Whether or not the Additional Information fields are available, as well as which
Initiating the Hiring fields you have access to for each event, is determined by your Portal administrator. The
Process information in these fields initially defaults with data from your HR/payroll system or
Completing the record. Any information you enter in these fields will be passed back to your system of
Rehire Prompt Page record once this event has been processed. Refer to the Using ADP Enterprise HR Guide or
Completing the Using HR Anytime Guide for details on setting up the field labels and values for additional
Rehire Start Page information fields, and assigning those values to employees in your HR/payroll system of
record.

Completing the New

Hire Start Page . .. . . .
If all hire pages have been enabled, the Additional Hire Information page displays when you

click Next from the Citizenship page. This page can also be accessed by selecting the step
from the left navigation area of the New Hire/Rehire pages.

Completing the
Personal Data - Part
A Page

Completing the B . . . . . . . , .
Personal Data - Part During a rehire, the information on this page may pre-populate with the candidate's available

B Page data if your administrator has configured this page to allow data from previous employment to

. display. You can edit the fields as necessary.
Completing the Job

Data - Part A Page
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Figure 6-26. Additional Hire Information Page

@ For a description of the fields on this page or for related tasks, click the 2 (Help icon)
provided in the right-hand corner of the Self Service page.
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To complete the Additional Hire Information page, do the following:

1. Enter, change or delete data from the available Additional Hire Information fields, as
needed.

2. Click Next to advance to the next page of the hire process, or select the next step from
the left navigation area of the New Hire/Rehire pages.

The hire pages available depend on which pages your Portal administrator has

configured for the hire process. If all hire pages have been enabled, the next page in the
process is the Submit page.

You have completed the Additional Hire Information page. Next complete the Submit page.
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Completing the Submit Page

ﬂm The Submit page is used to submit the new hire/rehire candidate for approval.

Initiating the Hiring The fields on the Submit page are automatically populated and are display-only, except for

Process the Comments field. This page is the last step in the new hire process. Once you click
Submit to initiate the approval process for this event, you will not be able to return to

Completing the . . . . - .
Rehire Progmpt Page previous pages. If you wish to review your entries before submitting for approval, click the

, Previous button to step back through prior new hire pages.
Completing the

Rehire Start Page
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Figure 6-27. Submit Page

@ For a description of the fields on this page or for related tasks, click the ¥ (Help icon)
provided in the right-hand corner of the Self Service page.

The Submit page displays the following information:

¢ Candidate Name — Proposed candidate’s name.

¢ Start Date — Candidate’s proposed start date.

¢ Department ID — Department identification for the candidate's proposed position.

¢ Job Code — Job code for the candidate's proposed position.
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To complete the Submit page, do the following:

1. Enter any comments you would like the approver to see into the Comments field.
Comments will be viewable for all approvers, as well as through Approval History.

2. Click Submit to initiate the approval process for this event. You are returned to the
Managing Work Events page, which displays a message indicating to whom this task has
been sent.

If an approval workflow has not been set up for the hire process, the hire proposal is

immediately accepted. The final processing of the hire/rehire is completed in your
HR/payroll system of record. For additional information, see the Hiring, Staffing, and Job
Maintenance Guide.

. [oo) endofprocedue |

You have completed submitting your new hire/rehire request. This is the last step in the
hiring process.
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Transferring Employees

The Transfer page allows managers to transfer employees that report to them to another
manager, department, or location. If your administrator has enabled the indirect report
update option, you can change information for both your direct and indirect reports.

Managers can transfer employees through either the Direct Reports or Managing Work
Events task. Indirect and direct reports can be accessed through Direct Reports. Only direct
reports can be accessed through the Managing Work Events task.

Select the Type of Transfer to display the corresponding detail fields. The "active" version
of the Transfer page displays when the page is accessed from the Direct Reports page or
Managing Work Events page, which means the manager is able to enter information in the
fields provided. Note that required fields are indicated on the page by red arrows. When the
page is accessed from the Approvals, Notifications, or Approval History pages, the fields are
display-only.

A manager can transfer an employee within the departments to which that manager has

security access. If the manager does not have security access to the department where the
employee is to be transferred, the transfer must be handled by a practitioner through your
HR/payroll system of record.

Q Some of the transfer pages include searchable drop-down fields. For more
information, see “Using the Searchable Drop-Down Fields” on page 6-4. In
addition, if your HR/payroll system of record is ADP Enterprise HR or HR
Anytime Version 5.03, the Direct Reports and the Work Events Summary pages
include search fields at the top of the page that allow you to filter your employee
list. For more information, see “Using Search Fields to Filter Results” on page 6-3.

Transferring employees can include the following tasks:
¢ Transferring an Employee to a New Manager
* Transferring an Employee to a New Department

¢ Transferring an Employee to a New Location
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Transferring Employees m

Transferring an Employee to a New Manager

If you are transferring an employee to a new position, use the Change Job & Salary
Information page (see “Changing an Employee’s Job and Salary Information” on page 6-71
for more information).

Managers can transfer employees through either the Direct Reports or Managing Work
Events task. Indirect and direct reports can be accessed through Direct Reports. Only direct
reports can be accessed through the Managing Work Events task.

Actions for a Single Employee” on page 6-6. If multiple employees need a job action
performed, see “Updating Multiple Employees with a Single Job Action” on page 6-11. The
two procedures can only be done through the Managing Work Events task.

If multiple job actions need to be performed on an employee, see “Updating Multiple Job

To transfer an employee to another manager and submit for approval, do the following:

1. From the Organization & Staffing tab, choose one of the following paths:

¢ Select Direct Reports. The Direct Reports page displays. Click the underlined

employee Name, then select Transfer Employee from the Employee Event
selection menu.
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AlLAmn Training & Development Leave of Absence Part Tme 100172000
Employee Career Profile
Gregory Angrews Distriouton-East Active Part Time oen211s%6
Enroll Employee in Training Customer Serice Eas active Ful Tme 04/1811996
Employee Training Summary e e CIAATD
- Suspencea Part Tme 0110172009
Comeet sason g Active Part Time 1213011895
Compensation History Employe: et PartTime 0110172009
Clve Daniels e —. Accounting Adtive Ful Time 080172000
a Katherne Garcia Distrisuton-East Acti FulTime on1tses
Performance Histor
Carre Hort Y Employes Relafions Active Ful Time 0110172008
Mark Hester Training & Development Activ Ful Tme oa1Tr1s9s
Gregory Hopkins Sr. Maintenance Technican Active Ful Time oatn
ok Huvan Acminsyatie Assstant | et PartTime o4t =
] TerriJohnson-Dayis Orthope Active Ful Time o112
Joo Jung Sr. CompiBensfs Anaiyst active Ful Time 121171
Thomas Keamey HR Speciast Leave Wi Pay Part Tme o112
Linda Koenig Customer Support Rep Huran Resources Active Ful Time 0713111895
Marcia artn Adminstatie Assistant 1 Employee Relstions Active FulTime 01772000
Joseph Martini 1019 Job Employes Relstions Active Ful Tme 0110172009
Laurs lcCain Clerkl Accounting Adtive Ful Time 072672000 ]
.
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Figure 6-28.

Employee Event Selection Menu with Transfer Employee Selected
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¢ Seclect Managing Work Events. The Managing Work Events page displays. Select
the Transfer Employee(s) action option. Select the employee(s) you want to transfer
by clicking the check box next to the employee's name, then click Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language v Company Directory | Log Off ~
\Welcome, Regina Daniels =
AR
anage Home v [ O ion & Staffing v - | C ~ | Reports ~
@ lu|anaaing Work Events 7
Managing Your Employees
For a description of the
. . Select the appropriate actions below for your employess
fields on this page or Click Submit to perform the actions on the selected employee
. What do you want to do?
for related tasks, click Hire New Employee Rehire Employee
the # (Help icon) Transfer Employee(s) [ Change Job Status
provided in the [] Change Job & Salary Information [ Change Employment Status
right-hand corner of
. Select the employee(s) you want to work with:
the Self Service page. . “ “ . senicenats
| Hame =7 Job 7 Job Status 7 Hire Date =7 %
O  Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000
[0 | StevenBel 5503 - Systems Analyst Il Active 04/18/196 04/18/1996
O  Simon Covell 5502 - Systems Analyst I Active 05/17/2010 05/17/2010
[0 | Katherine Garcia 3251 - Manager Active 07/01/1934 07/01/1994
O Mark Hester 4701 - Sr. Trainer Active 03/17/1984 03/17/1994
O | MaryJohanssen 2702 - Janett’s 288643 test job Active 01/01/2008 01/01/2009
[0  Russell Parker 304 - Sr. Clerk Active 10/01/2000 05/10/2000
a John Rhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
[0 Patick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000
a Nicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
O  raiken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 14/07/2010
@ Submit @ Reset | v
& Local intranet. #100% -

Figure 6-29. Managing Work Events with Transfer Employee(s) Action Selected

The Start Work Events page displays.

Language + Company Directory | Log Off ﬂ
Vielcome, Aaron Edwards
e Search Company Directory
Hanagerv Home v | Time & Attendance v | Crganization & Stafiing « | Performance v | Compensation v| Reports v‘

Managing Work Events ?

Start Work Events

l@m For the work eventis) you started, enter comments regarding the employment changes. Al approving managers can view these comments,

Comments: ﬂ

For a description of the
fields on this page or for
related tasks, click the E

T (Help icon) provided L el

in the right-hand corner
of the Self Service page

© 2010 Automatic Data Frocessing, nc. Privacy | Legal ||

[pore [T T T T [ [@mntenst B0 - g

Figure 6-30. Start Work Events Page
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2. Inthe Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

3. Click Next. The Transfer selection page displays. with summary job information for the
selected employee shown at the top of the page.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Transfer page. If more than one
employee has been selected for the job action, it is indicated by a number in the top
right corner of the page.

Language ~ Company Directory | Log Off =]
Welcome, Aaron Edwards
- Search Company Directory’
Hnme ~ | Time & Attend o & Staffing ~|c ~ | Reports ~

Manm-;ing Work Events ?

Mary Carter
P Transfer

Employee Hame: lary Carter Status: Suspended

Employee 1D 222056 Job: 1004 - Registersd Nurse

Service Date: 0170172008

Location: COSN - COS NI Test r3503a

For a deSCrIptIOn of the Employee Type: Salaried :;::‘D;;Mmem”umber ET2
fields on this page or for
related tasks, click the stk CEEE

? (Help icon) provided
in the right-hand corner
of the Self Service page

Submit @ concel |

©2010 Automatic Data Processing, Inc. Privacy | Legal
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Figure 6-31. Transfer Page

4. Sclect Manager from the Type of Transfer ficld. The manager transfer fields display.
Required fields are indicated by a red arrow.
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®

For a description of the
fields on this page or for
related tasks, click the

‘? (Help icon) provided
in the right-hand corner
of the Self Service page

Which fields are available depends on the Position Management setting in your
HR/payroll system of record, as well as the update allowed setting in the selected
employee's job record. You must select either a Position or a Department, but not both.

Language ~ Company Directory |Log Off =]

m Welcome, Aaron Edwards
-
D e aa ereror s < | = T

I'r'Ianagil\g Work Ev%

Mary Carter
P Transfer

Employee Name: Status:

Job:

Department:

0104 Location:

Employee Type: Salaried Pay Group: 3
Payroll Department Number.

Type of Transfer. P [Manager =

= Manager

Enter the required information and click Submit to complete the action,

Transfer Date: » G (vaasvvyy
Select a Reason.

Reason for Transfer:

eriSelect Last Name or Empl. D of Manager

Reports to:
Position: »

Department; »

o ||| e

Location:

Additional Transfer Information:

oo ) o

© 2010 Automatic Data Processing, Inc. Privacy | Legal H
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Figure 6-32. Transfer Page with Manager Transfer Fields Displayed

In the Transfer Date field, enter the date the transfer will go into effect. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

Select the Reason for Transfer.

Reasons available in the drop down list depend on which active action reasons were
selected in HR/payroll system of record to display in Self Service.

From the Reports to field, select the new manager the employee will be reporting to.
(See “Using the Searchable Drop-Down Fields” on page 6-4.)

Select a Position, if applicable. Values available are based on the manager selected in the
Reports To field. (See “Using the Searchable Drop-Down Fields™ on page 6-4.)

The Position field is not available if Position Management in your HR/payroll system of

record is set to None. If you select a position, the associated default values populate the
Department and Location fields, which are then display-only.

Select the Department, if applicable. Values available are based on the manager selected
in the Reports to field. (See “Using the Searchable Drop-Down Fields” on page 6-4.)

The Department field is display-only if a position was selected from the Position field. If
the Position field is available and the update allowed setting in the selected employee's
job record is Yes, and you have not selected a position, you can select a Department.
The Position field is then disabled, and the Location field is populated with the default
location for the selected department.

Chapter 6: Managing Work Events
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10. The Location field may initially display the default location for the selected department.
Select the appropriate location, as needed. (See “Using the Searchable Drop-Down
Fields” on page 6-4.)

The Location field is display-only if a position was selected from the Position field.

11. Click the Additional Transfer Information Details link, if available, to access the
Additional Information fields. You can enter, change, or delete data in these fields as
necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.

Language + Company Directory | Log OFf 4]
@ Welcome, Aaron Edwards

Search Company Direclory
Home v‘Time& ttend. |0 & Staffing ~ | P x| Ci i v| Reports v|

Managing Work Events 7

Additional Transfer Information
Update, edt, or add employee Transfer information
Select a valug

Custom Area 1:

-
—

Custom Area 3:

For a description of the Custom Area &
fields on this page or for P 1 [seectavaie =]
related tasks, click the Fag2: [orsome
Flag 3: Select a value ¥
‘? (Helpicon) provided Hazt E=rery|
in the right-hand corner oF [Foeevne ]
of the Self Service page s Emrrm|
Flag 7 [seectavane =]
ko 5 l—-_j] (mmiddiyyyy)
Date B: l—-_ﬂ] (mmiddiyyyy;
Date C: l—-_ﬂ] (mmiddiyyyy)
atel: l—-_ﬂ] (mmiddiyyyy)
Usert: Enter/Select tem ~
User2: Enter/Select tem v j
Dane T T T @ mbernet R

Figure 6-33. Additional Transfer Information Page
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12. Click Next. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee, the Transfer page for the next employee

displays. If you selected more than one event for this employee, the next event will
display.

Language + Campany Direstory [Log OFF =]

Welcome, Aaron Edwards
. [Search Company Directory
Ilanagelv Home v | Time & Atendance v | Crganization & Stafing « | Performance « | Compensation v| Reports v|

Managing Work Events T

Work Events Summary

Total work events: 1
Employee Name Work Event Effective Date Viork Event Status Comments

l@m et Een P s

For a description of the
fields on this page or for o)
related tasks, click the

‘? (Help icon) provided
in the right-hand corner
of the Self Service page

© 2010 Automatic Data Processing, Inc Privacy | Legal
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Figure 6-34. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.

13. Review the following information:

¢ Total Work Events — Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

¢ Employee Name — Displays the employee’s name for which a job action was
submitted.

* Work Event — Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date — Displays the date the job action goes into effect.
* Work Event Status — Display the status of the work event.
¢ Comments — Displays comments you enter on the Start Work Events page.

14. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

. [oo) endofprocedue |

You have finished transferring an employee to a new manager.

Chapter 6: Managing Work Events
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For information on transferring an employee to a new department, see “Transferring an
Employee to a New Department” on page 6-51.

For information on transferring and employee to a new location, see “Transferring an
Employee to a New Location” on page 6-58.

Transferring an Employee to a New Department

7] o If you are transferring an employee to a new position, use the Change Job & Salary
L] Information page (see “Changing an Employee’s Job and Salary Information” on page 6-71
Transferring for more information).
Employees

Transferring an Managers can transfer employees through either the Direct Reports or Managing Work
Employee to a New Events task. Indirect and direct reports can be accessed through Direct Reports. Only direct
Manager reports can be accessed through the Managing Work Events task.

M Transferring an N . . . . .
Employee to a New If multiple job actions need to be performed on an employee, see “Updating Multiple Job

Department Actions for a Single Employee” on page 6-6. If multiple employees need a job action
performed, see “Updating Multiple Employees with a Single Job Action” on page 6-11. The

Transferring an two procedures can only be done through the Managing Work Events task.

Employee to a New

Location To transfer an employee to another department and submit for approval, do the following:

1. From the Organization & Staffing tab, choose one of the following paths:

¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Transfer Employee from the Employee Event
selection menu.

Language v Company Directory|LogOff  =~|

) oo Corpomyrecoy

Direct Reports

«
o

~ | Reports ~

Employee Events r2)

Employee Profile
Fiter your results by entering full o 'a managers name, if avaiable, o display their direct reports

Comprehensive Employment Change

Manager llame

Last Nlame: me: Department: [Enter/c:
Change Jolr& Salary Information

Job: Enter/Sekct fem tus: [Seect - I FulTi I Part T Apply Filter Clear
Change Job Status ull Time art Time a ) a )

Transfer L@uoyw

tem -

& a a &
Change Employment Status Department <~ Job Status <7 Full Time/Part Time Hire Date

Training & Development Leave of Absence Fart Time 100172000
3 Fart Time.
Ful Tme:

Employee Career Profile

Distribution-East

Enroll Employee in Training
Full Tme:
Part Time
FartTime.
Part Time.

Employee Training Summary

®

For a description of the
fields on this page or &
for related tasks, click

Compensation Planning

Compensation History Employes Reiations
Performance Planning Jaccou] FulTme
Distribution-East Ful Time:
Performance History -

Ful Time

Ful Tme
Ful Tme
Part Time

the & (Help icon) e
a T m

provided in the o S oA
right-hand corner of e =

Linga Koenig

the Self Service page. argi ot

Loseph Hartini
Laura McCain

@ suomit |

Ful Tme
Ful Tme:
FartTime
Ful Tme

alist

Ful Tme
Ful Tme

Ful Tme
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Figure 6-35. Employee Event Selection Menu with Transfer Employee Selected
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For a description of the

fields on this page or
for related tasks, click
the ¥ (Help icon)
provided in the
right-hand corner of
the Self Service page.

¢ Seclect Managing Work Events. The Managing Work Events page displays. Select

¢

the Transfer Employee(s) action option. Select the employee(s) you want to transfer
by clicking the check box next to the employee's name, then click Submit.

Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Velcome, Regina Daniels

Language ~ Company Birectory | Log Off

Search Company Directory

r

~

& Staffing = ~lc ~ | Reports ~
Managing Work Events ?
Managing Your Employees
Select the appropriate actions below for your employees
Click Submit to perform the actions on the selected employee
What do you want to do?
Hire New Employee Rehire Employee
Transfer Employee(s) [ Change Job Status
[ Change Job & Salary Information [ Change Employment Status
Select the employee(s) you want to work with:
=~ o ~ -~ Service Date

(] fame = Job ¥ Job Status Hire Date = =

[0  Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000

[J  StevenBell 5503 - Systame Analyst Il Active 04/18/1996 04/18/1396

[ Simon Cowell 5502 - Systems Analyst Il Active 05/17/2010 05/17/2010

[J  Katherine Garcia 3251 - Manager Active 07/01/1994 07/01/1934

O Mark Hester 4701 - Sr. Trainer Active 03117/1984 03/17/1994

[0  Mary Johanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009

[ Russell Parker 3104 - Sr. Clerk Active 10/01/2000 05/10/2000

O  JohnRhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009

[0  Patrick Roy 1002 - Director of Nursing-Med Center Active 08113/2000 03/18/2000

[J  Micholss Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009

O raiken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010

@ submit | @ Reset | S

% Local intranet #®100% -

Figure 6-36.

Managing Work Events with Transfer Employee(s) Action Selected

In addition to a single action for a single employee, you can select multiple job actions
for a single employee or multiple employees for a single job action. For more

information see, “Updating Multiple Job Actions for a Single Employee” on page 6-6
or “Updating Multiple Employees with a Single Job Action” on page 6-11.
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The Start Work Events page displays.

Language » Company Directory | Log Off ﬂ

Vielcome, Aaron Edwards
g Search Company Dirsciory
Hanagerv Home - | Time & Attendance ~ | Organization & Staffing « | Performance v | Compensation v| Reports v‘

Managing Work Events ?

Start Work Events

l@m For the work eventis) you started, enter comments regarding the employment changes. Al approving managers can view these comments,

Comments: d

For a description of the
fields on this page or for
related tasks, click the E

T (Help icon) provided L caneel)

in the right-hand corner
of the Self Service page

© 2010 Automatic Data Processing, Inc. Privacy | Legal [
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Figure 6-37. Start Work Events Page

2. Inthe Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.
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(@) more info |
For a description of the
fields on this page or for
related tasks, click the

T (Help icon) provided
in the right-hand corner
of the Self Service page

3. Click Next. The Transfer selection page displays with summary job information for the

selected employee shown at the top of the page.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Transfer page. If more than one

employee has been selected for the job action, it is indicated by a number in the top
right corner of the page.

Language ~ Company Dircstory [Log Off =]

Welcome, Aaron Edwards

Home ~ | Time & -Jo & Staffing + ~lc

lulanaﬁina Work Events ?

Mary Carter
P Transfer

Search Company Directory

~ | Reports ~

Employee Name: Wary Carter Status: Suspended

EmployeeID: 2 Job: 1004 - Registered Nurse

Hire Date: 01701, Department: 222

- Employes Relations
Service Date:  01/01/2008 Location: COSNJ - COS NJ Test r8503a
Employee Type: Salaried Pay Group: T2

Payroll Bepartment Number:

Type of Transfer: b [Sekct

Submit W conce

©2010 Automatic Data Processing, Inc. Privacy | Legal
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Done. [

Figure 6-38.

Transfer Page

Select Department from the Type of Transfer ficld. The department transfer fields
display. Required fields are indicated by a red arrow.
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Which options are available depend on the Position Management and update allowed
settings in your HR/payroll system of record. If Position Management is set to Full or
Partial and updates allowed is set to No, only the Manager option is available. Which
fields are available depends on the Position Management setting in your HR/payroll
system of record, as well as the update allowed setting in the selected employee's job
record. You must select either a Position or a Department, but not both.

Language v Company Directory |Log Off 4]

Vlelcome, Aaron Edwards
. [Searcn Company Directory
Hume ~ | Time & Aftend: ~|0 tion & Staffing = | F | C ~ | Reports ~
Managing Work Events ?
—d —
Mary Carter
P Transfer
Employee Name: Mary Carter Status:

Employee ID:

Hire Date: Department:

I 9 222 e¢ Rel 3
Service Date: 014012009 Location: COSNJ - COS N Test ras03a
@ Employee Type: Salaried Pay Group: ET2
Payroll Department Humber:
For a description of the
Type of Transfer: b [Deparment =]

fields on this page or for
related tasks, click the e

Enter the required informatien and ciick Submit to complete the action.

? (Helpi '
1 elp icon) provided

. . Transfer Date: » 5 vy
in the right-hand corner — ,E‘:J—”‘““““_’

of the Self Service page

Department: ¥ [2500 - nformation Tecnology [~]

Location: DAYTO - NSC Midwest e

Additional Transfer Information: Details

@ swomic @ Reset @ cancel |

|

[pane [T T [ [ [ mneme H10% - g

Figure 6-39. Transfer page with Department Transfer Fields Displayed

5. In the Transfer Date ficld, enter the date the transfer will go into effect. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

6. Select the Reason for Transfer.

Reasons available in the drop down list depend on which active action reasons were
selected in your HR/payroll system f record to display in Self Service.

7. Select the department from the Department field. (See “Using the Searchable
Drop-Down Fields” on page 6-4.).

If there is a default location associated with the selected department, the value defaults
into the Location field.

8. The Location field may initially display the default location for the selected department.
(See “Using the Searchable Drop-Down Fields” on page 6-4.)
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9. Click the Additional Transfer Information Details link, if available, to access the
Additional Information fields, as shown in Figure 6-33. You can enter, change, or delete
data in these fields as necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.

10. Click Next. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee, the Transfer page for the next employee
displays. If you selected more than one event for this employee, the next event will

display.
Language = Company Direstory | Log OF =]
Welcome, Aaron Edwards
@ Search Company Directory
Hume - | Time & |0 & Staffing « | P > | Ci ~ | Reports «
Managing Work Events ?
Work Events Summary
Total work events: 1
Employee Name Work Event Effective Date Work Event Status Comments
Carrie Hart Transfer 0512172010 Completed
T 0K
For a description of the L
fields on this page or for
related tasks, click the
T (Help icon) provided
in the right-hand corner
of the Self Service page
© 2010 Automatic Data Processing, Inc. Privacy | Legal d
[pone [T T [ @ mteme H100% r

Figure 6-40. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.

11. Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was
submitted.

¢ Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.

Chapter 6: Managing Work Events
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* Work Event Status - Display the status of the work event.
¢ Comments - Displays comments you enter on the Start Work Events page.

12. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

L [oor) Endof procedure

You have finished transferring an employee to a new department.

For information on transferring an employee to a new manager, see “Transferring an
Employee to a New Manager” on page 6-45.

For information on transferring and employee to a new location, see “Transferring an
Employee to a New Location” on page 6-58.
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Transferring an Employee to a New Location

If you are transferring an employee to a new position, use the Change Job & Salary
m Information page (see “Changing an Employee’s Job and Salary Information” on page 6-71

Transferring for more information).

Employees
. Managers can transfer employees through either the Direct Reports or Managing Work
Transferring an

Employee to a New Events task. Indirect and direct reports can be accessed through Direct Reports. Only direct
Manager reports can be accessed through the Managing Work Events task.

Transferring an N
Employee to a New If multiple job actions need to be performed on an employee, see “Updating Multiple Job

Department Actions for a Single Employee” on page 6-6. If multiple employees need a job action
performed, see “Updating Multiple Employees with a Single Job Action” on page 6-11. The

B4 Transferring an two procedures can only be done through the Managing Work Events task.

Employee to a New

Location To transfer an employee to another location and submit for approval, do the following:

1. From the Organization & Staffing tab, choose one of the following paths:

¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Transfer Employee from the Employee Event
selection menu.

Language ~ Company Directory |Log Off 4]
Welcome, Aaron Edvrards
- [Searcn Company Directory’
Home | i & bendance | Oereeion & i < | = R
Direct Rseuns ?
Employee Events )
Employee Profile
Fiter your resuts by entering full 2 managers name, if avalable, to Sispiay ther direct reports
Comprehensive Employment Change
Manager Hame
Transfer Employee
Last Hame: " ame: Department: [EnteriSelect tem -
Change Joly& Salary Information
Job Enterseiect tem tatus: [Seiect ~ I FulTi I partTi Apply Filter Clear
Change Job Status ullTime: artime a / a /
& = & & & & A
T tame ¥ Change Employment Status Department Job Status 7 Full TimeiPart Time 7 Hire Date <7
Training & Development Leave of Absence Part Time 100172000
Employee Career Profile
Distrioution-East Active Part Time 081211995
Bel Enroll Employee in Training Customer Service-East Adtive Full Time: 04181986
Jenniter Brooks TR T T ST Payroll Actie Full Time 08182000
Empioyee Relatons Suspended Part Time 01012008
Compensation Planning Active Part Time 12/30/1885
Compensation History Actie Part Time 0110172000
. Accounting Active FullTime 08012000
Performance Planning
FOr a deSCrIptIOn Of the F=] Distribution-East Active Full Time 07/01/1334
. . Performance History
Empioyee Relatons Active FullTime 01012009
fields on this page or Cav T
Hark Hester raining & Development Active Full Time 03171594
Greqory Hopiins. d ¥ <
for related tasks, click Gregory Hoplins Sr. Mantenance Technican Distrioution-East Actie Full Time 041150 |
Anh Huyan Agministrative Assistant | Empioyee Reiatons active Part Time 40111998
th =} H | . =l Teri Johnson-Davis Orthopedic Technician Employee Relations. Active Full Time: 0110142009
e f ( elp ICOn) Joo Jung Sr. CompiBenefis Analyst Comp & Benefis-Products Div Active Full Time 121171555
H H Thomas Kearney. HR Specialist Employee Relafions Leave Wih Pay. Part Time 01012009
provided in the ‘ L ey
Linda Koenig Customer Support Rep Human Resources Actie Full Time 7311988
nght_hand corner of larcia Martin Administrative Assistant | Employee Relations. Active Full Time
Joseph Hartini 019 Job Employes Relations Active Full Time
the Self Service page. Laura liecain Cerkl Aceounting Active FullTime ]
[ T
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Figure 6-41. Employee Event Selection Menu with Transfer Employee Selected
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provided in the
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the Self Service page.

(@) more info |
For a description of the
fields on this page or for
related tasks, click the

? (Help icon) provided
in the right-hand corner
of the Self Service page

Transferring Employees m

¢ Seclect Managing Work Events. The Managing Work Events page displays. Select
the Transfer Employee(s) action option. Select the employee(s) you want to transfer
by clicking the check box next to the employee's name, then click Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language v Company Directory | Log Off »
Welcome, Regina Daniels —
£32
anage Home ~ [ O & Staffing -le + | Reparts ~
lanaging Work Events H
Managing Your Employees
Select the appropriate actions below for your employees
Click Submit to perform the actions on the selected employee
What do you want to do?
Hire New Employes Rehire Employee
Transfer Employee(s) [ Change Job Status
[ Change Job & Salary Information [ Change Employment Status
Select the employeels) you want to work with:
e e ey b Service Date
m| Hame = dob = Job Status Hire Date &
[l  Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000
[  Steven Bel 5503 - Systems Analyst [l Active 04/18/1996 04/18/1996
[l Simon Cowell 8502 - Systems Analyst I Active 05/17/2010 05/17/2010
[ | Katherine Garcia 3251 - Manager Active 07/01/1994 07/0111994
[l Mark Hester 4701 - Sr. Trainer Active 03171994 0371994
[0 | MaryJohanssen 2702 - Janett's 238643 test job Active 01/01/2009 01/01/2009
[1  Russell Parker 3104 - Sr. Clerk Active 10/01/2000 05/10/2000
[0 John Rhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
[1  Patrick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 09/18/2000
[0  bicholas Smith 2702 - Janett's 238643 test job Active 01/01/2009 01/01/2009
[0 raiken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010
@ Submit @ Reset | v
& Local intranet. #100% -

Figure 6-42. Managing Work Events with Transfer Employee(s) Action Selected

The Start Work Events page displays.

Language ~ Company Directory | Log Off ﬂ

Search Company Directory

@ Welcome, Aaron Edwards
Hanagerv Home = | Time & Attendance = | Organization & Stafing « | Pedformance = | Cempensation vlﬂepnns v|

Managing Work Events T

Start Work Events

For the work event(g) you started, enter comments regarding the employment changes. All approving managers can view these comments.

Comments: d

E
. Next | . Cancel |

©2010 Automatic Data Processing, Inc Privacy | Legal H
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Figure 6-43. Start Work Events Page

| mrrerne H00% -
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m Transferring Employees

2. Inthe Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.

3. Click Next. The Transfer selection page displays with summary job information for the
selected employee shown at the top of the page.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Transfer page. If more than one
employee has been selected for the job action, it is indicated by a number in the top
right corner of the page.

Language ~ Company Directory | Log 0rf =
Welcome, Aaron Edwards
” Search Company Directory
TR Forme ~ | Time & Attendance + [ o & Staffing ~ -|c ~ | Reports =
Managing Work Events ?

Mary Carter
P Transfer

Employee liame: Mary Carter Status:

Employee ID: 22208
Hire Date: i S
Service Date:  D1/01/2008

Employee Type: Salaried Pay Group:

For a description of the Payrol Department Humber
fields on this page or for N ) (oo H]

related tasks, click the
?

Job:

Department:

Location:

Help icon) provided
in the right-hand corner submi & cencel )
of the Self Service page

©2010 Automatic Data Processing, Inc. Privacy | Legal E
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Figure 6-44. Transfer Page

4. Seclect Location from the Type of Transfer ficld. The location transfer fields display.
Required fields are indicated by a red arrow.
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in the right-hand corner
of the Self Service page

Transferring Employees m

Which options are available depend on the Position Management and update allowed
settings in your HR/payroll system of record. If Position Management is set to Full or
Partial and updates allowed is set to No, only the Manager option is available.

Language v Company Directory | Log Off

Welcome, Aaron Edwards
- Search Company Directory
Home ~ | Time & Attendance = | 0 & Staffing | P v|c ~ | Reports +

I-ylanaﬁinﬁ Work Events

Jennifer Brooks

p Transfer
Employee Hame: Jennifer Brooks Status: Aclive
EmployseID: 222027 Job: 3101 - Clerk Il
Hire Date: 08182000 Department: 233002 - Payroll
Service Date:  08/18/2000 Location: DOTHA - Alabama
Employee Type: Hourly Pay Group: 20
Payroll Department Humber:

Type of Transfer: } [Cocaton =
= Location

Enter the required information and clck Submit to complete the action.

Transfer Date: Y oo

Reason for Transfer: Select aReason -

Location: ¥ [EnteriSelect tem M

Additional Transfer Information: Details

Submit Reset Cancel
a ) a ) a )

2010 Automatic Data Processing, inc. Privacy | Legal E
Done [ [ [ [ mtemet NI

Figure 6-45. Transfer page with Location Transfer Fields Displayed

In the Transfer Date field, enter the date the transfer will go into effect. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

Select the Reason for Transfer.

Reasons available in the drop down list depend on which action reasons were selected
in your HR/payroll system of record to display in Self Service.

Select the Location. (See “Using the Searchable Drop-Down Fields” on page 6-4.) Click
the Additional Transfer Information Details link, if available, to access the Additional
Information fields, as shown in Figure 6-33. You can enter, change, or delete data in these
fields as necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.

Chapter 6: Managing Work Events
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m Transferring Employees

8. Click Next. If this is the last employee, the Work Events Summary page displays.

®

For a description of the
fields on this page or for
related tasks, click the

7 (Helpicon) provided
in the right-hand corner
of the Self Service page

10.

If you selected more than one employee, the Transfer page for the next employee
displays. If you selected more than one event for this employee, the next event will

display.

Language v Company Directory | Log Off ﬁ

Welcome, Aaron Edwards
> Search Company Drectory
Home v | Time & Attendance = | Organization & Staffing » | Performance » | Compensation | Reports v
Managing Work Events 7

Work Events Summary

Total work events: 1

Employee Name Work Event Effective Date Work Event Status Comments

Carrie Hart Transfer 05312010 Completed

[
© 2010 Automatic Data Processing, Inc Privacy | Legal B
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Figure 6-46. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.

Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This

includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was

submitted.

* Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.

* Work Event Status - Display the status of the work event.

¢ Comments - Displays comments you enter on the Start Work Events page.

When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

Chapter 6: Managing Work Events
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L [oor) Endof procedure

You have finished transferring an employee to a new department.

For information on transferring an employee to a new manager, see “Transferring an
Employee to a New Manager” on page 6-45.

For information on transferring and employee to a new department, see “Transferring an
Employee to a New Department” on page 6-51.
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Changing an Employee’s Job Status

®

For a description of the
fields on this page or
for related tasks, click
the & (Help icon)
provided in the
right-hand corner of
the Self Service page.

The Change Job Status page allows managers to change job information for employees who
report to them and submit the job action for approval. If your administrator has enabled the
indirect report update option, you can change information for both your direct and indirect
reports.

Managers can make employee job changes through either the Direct Reports or Managing
Work Events task. Indirect and direct reports can be accessed through Direct Reports.
Only direct reports can be accessed through the Managing Work Events task.

The "active" version of the Change Job Status page displays when the page is accessed from
the Direct Reports page or the Managing Work Events page, which means the manager is
able to enter information in the fields provided. When the page is accessed from the
Approvals, Notifications, or Approval History pages, the fields are display-only.

If multiple job actions need to be performed on an employee, see “Updating Multiple Job

Actions for a Single Employee” on page 6-6. If multiple employees need a job action
performed, see “Updating Multiple Employees with a Single Job Action” on page 6-11. The
two procedures can only be done through the Managing Work Events task.

To change an employee's job status, do the following:
1. From the Organization & Staffing tab, choose one of the following paths:

¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Change Job Status from the Employee Event selection

Language ~ Company Directory |Log OFf 4|
Welcome, Aaron Edwards
~ [Search Company Directory
Home ~ | Time & Attendance » | O & Staffing « [ P ~|c + | Reports +
Direct Reports ?
Employee Events (%)
Employee Profile
Fiter your results by entering full & managers name, if avalable, to display ther direct reports
Comprehensive Employment Change
Manager lame
Transfer Employee
Last Hame: me: Department: |Enter/Select fem -
Change Job & Salary Information
Job: Enter/Select kem us: | Select k2 Drtitime [ Part Time - Apply Filter - Clear
Change Job Status . .
A & ,h & A A 2 A
T lName ¥ Change Empréyment Status Department Job Status =7 Full TimePart Time ~  Hire Date ™
Ali Amin - Profi Training & Development Leave of Absence Part Time 10/01/2000
et Distribution-East Active Part Time
Enroll Employee in Training Customer Service-East Active FullTime
Employee Tralning Summary Payrol Active Full Time 0811812000
= Employee Relations Suspended Part Time 010112008
EuDEa T Pl Distribution-East Adiive Part Time
Compensation History Employee Relations Active Part Time
Accoun Active Full Time
Performance Planning BT o L
a Distrioution-East Active Full Time
performance History Employes Relations Active Full Time
lark Hester Training & Development Active Full Time
Gregorv Hopkins Sr. Maintenance Technican Distribution-East Active Full Time L
Anh Huynh Administrati tant I Active Part Time
a Terri Johnson-Davis Orthopedic Technician Active Full Time
Joo Jung Sr. CompiBenefis Analyst Active Full Time
Thomas Kesmey HR Specilist Leave With Pay Part Time
Linda Koenig Customer Support Rep Active Full Time
Marcia Marlin Administrative Assistant | Active Full Time
Joseph Martin 1019 Job Employee Relations Active Full Time
Laura leCain Clerk | Accounting Active Full Time &l o
®2010 Automatic Data Processing, inc. Privacy | Legal &

e e e e =

Figure”67-4}.r Employee EventVS"eIection Menu with Change Job Statﬁs Selected
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Changing an Employee’s Job Status m

¢ Seclect Managing Work Events. The Managing Work Events page displays. Select
the Change Job Status action option. Select the employee(s) whose job status you
want to change by clicking the check box next to the employee's name, then click
Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language ~ Company Directory | Leg Off ~
‘Welcome, Regina Daniels
@? Search Company Directory
Home + [0 & Stafing + .Jc | Reports ~
I'u|anaﬂing Work Events ?
Managing Your Employees
Select the appropriate actions below for your emplayees
Click Submit to perform the actions on the selected employee
What do you want to do?
Hire New Employes Rehire Employee
[ Transfer Employess) Change Job Status
[ Change Job & Salary Information [] Change Employment Status
@ Select the employee(s) you want to work with:
5 e 5 s Service Date
P 0 Hame = Job T Job Status 7 Hire Date =
For a description of the
) . Gregery Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000
ﬂelds on thls page or a Steven Bell 5503 - Systems Analyst Il Active 04/18/1996 04/18/1996
for related tasks, click [ Simen Covell 5502 - Systems Analyst I Active 05/17/2010 05/17/2010
7 a Katherine Garcia 3251 - Manager Active 07/01/1994 07/01/1994
the ¢ (Helpicon) [0 Mark Hester 4701- Sr. Trainer Active 03/17/1994 03/17/1994
provided iﬂ the [l Mary Johanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
. [1  Russell Parker 3104 - Sr. Clerk Active 10/01/2000 05/10/2000
right-hand corner of
h a John Rhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
the Self Service page. [0  Patrick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000
a Nicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
O  miken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010
@ submit | @l Reset | v
&J Local intranet #100% -

Figure 6-48. Managing Work Events with Change Job Status Option Selected
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(@) more info |
For a description of the
fields on this page or for
related tasks, click the

7 (Help icon) provided
in the right-hand corner
of the Self Service page

The Start Work Events page displays.

Language ~ Company Directory | Log Off ﬂ
Vielcome, Aaron Edwards
. Search Company Directory
Hanagelv Home - | Time & Attendance ~ | Organization & Staffing + | Pefformance = | Compensation vlﬂepnns v‘
Managing Work Events ?

Start Work Events

For the work eventis) you started, enter comments regarding the employment changes. All approving managers can view these comments

Comments: ﬂ

. lext \ . Cancel \

©2010 Automatic Data Processing, Inc Privacy | Legal H
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Figure 6-49. Start Work Events Page

In the Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.
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T (Helpicon) provided
in the right-hand corner
of the Self Service page

Changing an Employee’s Job Status

3. Click Next. The Change Job Status page displays with summary job information for the

selected employee shown at the top of the page.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Change Job Status page. If more than
one employee has been selected for the job action, it is indicated by a number in the
top right corner of the page.

Language v Company Directory | Log Off 4

Vielcome, Aaron Edwards Il
. [search Company Directory
Home + | Time & Aftendance ~ | O & Staffing ~ | F v | Ci ~ | Reports ~
Managing Work Events 7
—— —

Thomas Kearney
P Change Job Status

Employee Hame: Themas Keamey Status: Leave With Pay

Employee ID: 222070 Job: 4805 - HR Specialist

Hire Date: 0110172008 Department: 222004 - Employee Relations
Service Date: 01/01/2009 Location: NORCR - Georgia
Employee Type: Salaried Pay Group: ez
Payroll Department Number:

= Change Job Status

Enter the required information and ciick Submit to complete the action.

Effective Date » l— Gl mvogyy:

Reason: Select a Reason. B

Regular/Temporary: & peguiar ' Temporary

FulliPart Time: © FulkTime % Par-Time

srit ETE—|
Standard Hours: 4

Employee Classification:
Security Clearance:

Full Time Student:

Additional Job Status Information:

@ seemit | W Reset | @ concel

©2010 Automatic Data Processing, Inc. Privacy | Legal
- [T T T [ (G mesmet 0% -

AL

Figure 6-50. Change Job Status Page

In the Effective Date field, enter the date the job status change will go into effect. You
can either enter the date manually (format mm/dd/yyyy), or select the date from the
calendar.

Select the Reason for the job status change.

Reasons available in the drop down list depend on which active action reasons were
selected in your HR/payroll system of record to display in Self Service.

The Regular/Temporary field initially displays the selected employee's current
information. To change the employee's regular/temporary job status, select the
appropriate option.

If the employee's job record in your HR/payroll system of record indicates that no
updates are allowed, these options are display only, and cannot be changed.

The Full/Part Time field initially displays the selected employee's current information.
To change the employee's full/part time job status, select the appropriate option.

If the employee's job record in your HR/payroll system of record indicates that no
updates are allowed, these options are display only, and cannot be changed.

Chapter 6: Managing Work Events
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Changing an Employee’s Job Status

10.

1.

12

13.

The Shift field initially displays the selected employee's current shift information, if any.
To change the employee's shift information, select the shift code and description from the
drop down list.

If the employee's job record in your HR/payroll system of record indicates that no
updates are allowed, the shift field is display only, and cannot be changed.

The Standard Hours field initially displays the selected employee's standard hours. To
change the employee's standard hours, enter the appropriate numeric value.

If the employee's job record in your HR/payroll system of record indicates that no
updates are allowed, the standard hours is display only, and cannot be changed.

The Employee Classification field initially displays the selected employee's current
classification. To change the employee's classification, select the classification code and
description from the drop down list.

The Security Clearance field initially displays the selected employee's current security
clearance level. To change the employee's security clearance, select the security code and
description from the drop down list.

. The Full Time Student field initially displays the selected employee's current status. To

change the employee's full time student status, select the appropriate option.

Click the Additional Job Status Information Details link, if available, to access the
Additional Information fields. You can enter, change, or delete data in these fields as
necessary for the work event you are entering.

Chapter 6: Managing Work Events
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Changing an Employee’s Job Status m

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.

Language ~ Company Directory | Log Off  +]

[Search Company Directory

@ Wielcome, Aaron Edwards
Manager ~ ] v‘wne& -0 & Stafling « | F ~|c ~ | Reports ~

Mﬂl\ﬁﬁil\ﬁ Work Events ?

Additional Job Status Change Information
Update, edt, or add employes Job Status Change infermation.

Select a value
Custom Area 1:
Custom Area 2

Custom Area 3t

Custom Area 4t

Flag 1:
Flag 2 e
Flag 3:
Flag 4: [Selecta vale =]
Flag 5: [Seiecta vaue =]
Flag 6: [Selecta vale =]
Flag 7: [Seiecta vaue =]
et l—ﬁl (mmiddiyyyy)
Date B: [ & oo
ete s | =
Dete s | I
Usert: Enter/Select tem -
Userz: Enter/Select tem -
Users: Enter/Select tem -
Userd: ect tem -
Users: ect tem -
Users: ect tem -
User?: ect tem -
Users FoferfSctet fom - =l
Done [ [ [ [ mtemet 0% +

Figure 6-51. Additional Job Status Information Page
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Changing an Employee’s Job Status

14. Click Next. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee on the Managing Work Events page, the

Change Job Status page for the next employee displays. If you selected more than one
event for this employee, the next event will display.

Language ~ Company Directory |Log OFf =]
Welcome, Aaron Edwards
- [Search Company Directory
== one [ Time & tengance + [0 & Stafing = BE | Reports ~

Managing \Work Events ?

Work Events Summary

Total work events: 1

Employee Name Wiork Event Effective Date Work Event Status
Thomas Kearney Change Job Status 053172010 Assigned to GraAgp1 for approval

Comments

(@) more info | e
For a description of the
fields on this page or for
related tasks, click the

7 (Help icon) provided
in the right-hand corner
of the Self Service page

® 2010 Automatic Data Processing, Inc. Privacy | Legal
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Figure 6-52. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.

15. Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was
submitted.

* Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.
¢ Work Event Status - Display the status of the work event.
¢ Comments - Displays comments you enter on the Start Work Events page.

16. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

. [oo) endofprocedue |

You have finished changing an employee’s job status and submitting it for approval.
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Changing an Employee’s Job and Salary
Information

The Change Job & Salary Information page allows managers to change job and/or salary
information for employees who report to them. If your administrator has enabled the indirect
report update option, you can change information for both your direct and indirect reports.

Actions available are promotion, demotion, lateral change, and salary change. Managers can
perform additional salary changes for all of these options, with the exception of the lateral
change. Select the Change Job & Salary Info type to display the corresponding detail
fields.

Managers can make job and/or salary changes through either the Direct Reports or
Managing Work Events task. Indirect and direct reports can be accessed through Direct
Reports. Only direct reports can be accessed through the Managing Work Events task.

The "active" version of the Change Job & Salary page displays when the page is accessed
from the Direct Reports page or the Managing Work Events page, which means the manager
is able to enter information in the fields provided. Note that required fields are indicated on
the page by red arrows. When the page is accessed from the Approvals, Notifications, or
Approval History pages, the fields are display-only.

If multiple job actions need to be performed on an employee, see “Updating Multiple Job

Actions for a Single Employee” on page 6-6. If multiple employees need a job action
performed, see “Updating Multiple Employees with a Single Job Action” on page 6-11. The
two procedures can only be done through the Managing Work Events task.

Q Some of the transfer pages include searchable drop-down fields. For more
information, see “Using the Searchable Drop-Down Fields” on page 6-4. In
addition, if your HR/payroll system of record is ADP Enterprise HR or HR
Anytime Version 5.03, the Direct Reports and the Work Events Summary pages
include search fields at the top of the page that allow you to filter your employee
list. For more information, see “Using Search Fields to Filter Results” on page 6-3.

Changing an employee’s job and salary information can consists of the following tasks:
* Promoting an Employee

* Demoting an Employee

® Performing a Lateral Job Change

¢ Changing an Employee’s Salary
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| T o Tasks |

Changing an
Employee’s Job and
Salary Information

™ Promoting an
Employee

Demoting an
Employee

Performing a Lateral
Job Change

Changing an
Employee’s Salary

For a description of the

fields on this page or
for related tasks, click
the & (Help icon)
provided in the
right-hand corner of
the Self Service page.

Promoting an Employee

To promote an employee and submit for approval, do the following:

1.

From the Organization & Staffing tab, choose one of the following paths:

Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Change Job & Salary Information from the
Employee Event selection menu.

Language ~ Company Directory | Log Off 2|
Welcome, Aaron Edwards
g Search Company Directory
llanager B Home ~ | Time & Attendance v [[organization & Stafting + | Performance v | Gompensation + | Reports + |
Direct Repors ?
Employee Events.
Fitryourresuts by entering (e to a managers name, i avalable, o display thei direct reports
Manager Hame Comprehensive Employment Change:
Last llame: Transfer Employee jame: Department: EnterSelect tem |~
Job: B | change Joba smﬁmmmaﬁm F'alus: Sekect - T Fult Tarmet ]| Part gime Apply Filter | Clear |
A A -~ A o A N
T lame v Change Job Status' Department <7 Job Status 7 Full TimeiPart Time 7 Hire Date =
A Amn Change Employment Status Training & Development Part Time 10/0172000
Greqory Andrews Distrbution-Eas! Part Time 0811211986
Employee Career Profile =
Steven Bel Customer Service-East Ful Time 02181986
Jennifer Brooks Enroll Employee in Training Payroll Full Time: 08/1872000
Mary Carter Employee Training Summary Employee Relations Part Time 01/01/200%
Joseoh Chang Distrbution-Eas! Part Time 1273011985
Kieran Colins (CEmORnSTHC DS Employes Relations Part Time 0110172008
Clive Daniels ‘Compensation History Accounting Full Time: 08/0172000
E Katherine Garcia Performance Planning Distribution-East Full Time 07/0111884
Carrie Hart port it Employes Relations Ful Time 0110172008
erformance Histor
Mark Hester o Training & Developmen Ful Time 0317884
Gregory Hopkins. Distribution-East Full Time 04/01/1885 1=
Anh Huynh Administrative Assistant Il Employee Relations Part Time 04/01/19%8
F Terri Johnson-Davis. QOrthopedic Technician Employee Relations Full Time: 01/0172009
Joo Jung Sr. Comp/Benefis Analyst Comp & Benefis-Products Div Active Ful Time 12171586
Thomas Kearney HR Specialist Employee Relations. Leave With Pay Part Time 01/01/2008
Linda Koenit Customer Support Rep Human Resources Active Full Time: 07/3111985
Marcia Martin Administrative Assistant Il Employee Relations Active Full Time 08/17/2000
Joseon Harini 1018 Job Employee Reations Aclive Ful Time 0110172009
Laura licCain Clerc| Accounting Active Ful Time 071282000 ]
©2010 Automalic Data Processig, . Privacy | Legal |
Itpszfcommonag-portal-it.nj.adp. /04 _SBEKEALLM [T [@meme [®io0% - 4

Figure 6-53.

Information S

elected

Employee Event Selection Menu with Change Job and Salary
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Changing an Employee’s Job and Salary Information

¢ Select Managing Work Events. The Managing Work Events page displays. Select
the Change Job & Salary Information action option. Select the employee(s) whose
job and/or salary you want to change by clicking the check box next to the
employee's name, then click Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language ~ Company Directory | Log Off ~
Welcome, Regina Daniels =
3D e Comray iy
@ & Staffing = +|e ~| Reports +
Managing Work Events 2
Managing Your Employees
Select the appropriate actions below for your employees
Click Submit to perform the actions on the selected employee
What do you want to do?
Hire New Employee Rehire Employes
[ Transfer Employee(s) [ Change Job Status
@ Change Job & Salary Information [0 Change Employment Status
For a description of the Select the employee(s) you want to work with:
" . Service Date
fields on this page or O tame © son & son status & Wroote T &
for related tasks, click Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000
- []  StevenBel 5503 - Systems Analyst Il Active 04/18/1996 04/18/1396
the £ (Helpicon) O Simon Gouel 2502 - Systems Analyst I Active 05172010 0547/2010
provided in the []  Katherine Garcia 3251 - Manager Active 07/011994 07/0111994
ight-hand f O Mark Hester 4701 - Sr. Trainer Active 0311711994 0311711994
rght-hand corner o [0 MaryJohanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
the Self Service page. [0  Russell Parker 3104 - Sr. Clerk Active 10/01/2000 05/10/2000
[0  JohnRhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
3] Patrick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000
[]  Niholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
3] raj ken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010
@ submit | @ Reset | v
&J Localintranet ®100% -

Figure 6-54. Managing Work Events with Change Job & Salary Information Option
Selected
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Changing an Employee’s Job and Salary Information

The Start Work Events page displays.

Language ~ Company Directory | Log Off ﬂ
Vielcome, Aaron Edwards
m Search Company Directory
Hanagerv Home + | Time & Attendance + | Organization & Staffing ~ | Perfarmance | Compensation v| Reports v‘
Managing Work Events ks
Start Work Events
l m For the work eventis) you started, enter comments regarding the employment changes. All approving managers can view these comments
Comments: ﬂ
For a description of the
fields on this page or for
related tasks, click the E
. . lext | Cancel |
T (Help icon) provided Wi | W

in the right-hand corner
of the Self Service page

© 2010 Automatic Data Frocessing, nc. Privacy | Legal

El
|Done

[T T [ @ mtemet Hoon vy

Figure 6-55. Start Work Events Page

In the Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.
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3. Click Next. The Change Job & Salary Information selection page displays with summary
job and salary information for the selected employee.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Change Job & Salary Information page.
If more than one employee has been selected for the job action, it is indicated by a
number in the top right corner of the page.

Language ~ Company Directory |Log OFf =]
Vielcome, Aaron Edwards
- Search Company Direciory
Hume - | Time & Aftend: ¥|0 & Staffing ~ | F ~|C ~ | Reports ~
lulanﬂsil\ﬁ Work Events ?

Katherine Garcia
P Change Job and Salary Info

Employee Name: Kathering Garcia Status: Active
Employee ID: 222008 Job: 8802 - Sr. Maintenance Technician
Hire Date: 07401, Department: 266003 - Distribution-East
Service Date: 070141594 Location: NORCR - Georgia
Employee Type: Hourly Pay Group: XDo
l@m S
Compensation Rate: 524,402 Per: Hour Position: -
For a description of the Salary Grade 107 —
. H 5al: Step: o Midk:
fields on this page or for olery step ‘
N Compa-Ratio: 1.07 Max:
related tasks, click the
Change Job & Salary Info: P |seiect -
T (Helpicon) provided
in the right-hand corner
of the Self Service page S L
© 2010 Automatic Data Processing, Inc. Privacy | Legal i
Done [T T [ [ & rmntemet Ri00% - 4

Figure 6-56. Change Job & Salary Information Page
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display. Required fields are indicated by a red arrow.

4. Seclect Promotion from the Change Job & Salary Info field. The Promotion fields

Language = Company Directory | Log Off =]
Vielcome, Aaron Edwards
- [Search Company Drectory
Home ~ | Time & Attendance v | Organization & Staffing v | Performance » | Compensation ~ | Reports =
I';Iﬁnaginﬁ Work Events ?
Katherine Garcia
B Change Job and Salary Info
Employee Name: Katherine Garcia Status: Active
Employee 10: 2221 Job: Maintenance Technician
Hire Date: 0710111984 Department: 266003 - Distribution-East
Service Date: 07/01/1984 Location: NORCR - Geergia
Employee Type: Hourly Pay Group: XDO
Payroll Department Number:
Compensation Rate: 324 4083 Per: Hour Position: -
Salary Grade: NOT Hin:
Salary Step: ] i
Compa-Ratio: o7 v
Lo Change Job & Salary Info: ¥ [Fromotion ~
For a description of the
" . = Promotion
fields on this page or for Eter e requred tarmaton a7 clok Suot o sompite 1 actn
related tasks, click the e pates C 5 sy
7 Reason: Select a reason. -
¢ (Helpicon) provided Position Enieri3eict tem = Salary Data for '8802 - Sr. Maintenance Technician'
1 1, it st 34
in the right-hand corner "
. Job: Enter/Select tem - Mict:
of the Self Service page Hax:
Business Title: Salary Grade: NOT
Salary Step: 0
Employee Type: Selectatype.. ¥ Salary Amount: $0.0000
Salary Step: el
Percentage Change:
Change Rate ) percent ' amount Per: Hour
Newr Salary:
Would you like to perform an additional salary change? [ Yes
Additional Job Salary Information: Details
@ submit @ Reset @ cancel |
© 2010 Automatic Data Processing, Inc. Privacy | Legal El
Done [ [ [@mternet [Rwe - 4

Figure 6-57. Change Job & Salary Information Page with Promotion Fields Displayed

5. Inthe Effective Date field, enter the date the promotion will go into effect. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

6. Seclect the Reason for the promotion from the drop down list.

Reasons available in the drop down list depend on which active action reasons were
selected in your HR/payroll system of record to display in Self Service.

7. From the Position field, select the position code and description. (See “Using the
Searchable Drop-Down Fields” on page 6-4.)

Values available are based on the departments the manager has security access to in

your HR/payroll system of record. The Salary Data for the selected position displays to
the right of the Position field.

This field is not available if Position Management in your HR/payroll system of record is
set to None. If you select a position, the associated default values populate the Job,
Employee Type, and Salary Step fields, which are then display-only.
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Changing an Employee’s Job and Salary Information

From the Job field, select the job code and description. (See “Using the Searchable
Drop-Down Fields” on page 6-4.)

The Salary Data for the selected job displays to the right of the Job field.

The Job field is display-only if a position was selected from the Position field. If you
have not selected a position, you can select a job from the Job field. The Position field
is then disabled, and the Salary Step field is populated with the default value, if any, and
is display-only.

The Business Title field initially displays the employee's current business title, if
available. Enter the employee's business title as needed. Maximum field length is 50
characters.

From the Employee Type field, select the employee type and description from the drop
down list. The drop down list is populated with the employee types and descriptions
defined in your HR/payroll system of record for the employee's pay group.

This field is display-only if the update allowed setting in the selected employee's job
record is set to No.

Select the Salary Step, if available, from the drop down list.

This field's availability depends on the compensation type and multi-step settings in your

HR/payroll system of record. Values may be defaulted into the field, and the field
disabled.

Select the Change Rate option, either Percent or Amount, and enter the percent or
amount of the pay change, positive or negative. The Per field displays Year or Hour,
depending on the position or job selected. The new salary is displayed in the New Salary
field.

Your administrator may have configured the Change Rate field to only have one option,
Percent or Amount available.

The Percentage Change/Amount Change field label changes depending on which
Change Rate option is selected. Negative values are displayed in red.
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13. Click the Additional Job & Salary Information Details link, if available, to access the

®

For a description of the
fields on this page or for
related tasks, click the

2 (Help icon) provided
in the right-hand corner
of the Self Service page

14.

Additional Information fields. You can enter, change, or delete data in these fields as
necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of

record. Any information you enter in these fields will be passed back to system of record
once this event has been processed.

Langusge ~ Company Directory | Log OFf =
Welcome, Aaron Edwards
- Search Company Dirsctory
ome | Tims & stensance = [ S <] s g =
Managing Work Events ?

Additional Job Salary Change Information
Update, edi, or add employee Job Salary Change information.

Selecta value
Custom Area 1:
Custom Area2:
Custom Area 3:
Custom Area 4
Flag 1:
Flag 2: e -~ =
Flag % [Setecta vale =]
Flag 4: Select a value ¥
Flag 5: [seecta vaue =]
Flag 6: [setect a vaue =]
Flag 7: [Setect a vaue =]
Date A: [ & oy
Date B I
Date C: |
Date D: I— =
usert Enter/Select tem -
userz: Enter/Seiect tem -
users: Enter/Select ftem -
Userd: Enter/Select frem -
Users: Enter/Seiect fiem -
Users: Enter/asiect tem -
usert: Enter/Seiect tem - Bl
Done 0 [ [ | mteme R100% ~ 4

Figure 6-58. Additional Job & Salary Information Page

To perform an additional salary change, select Yes in the Would you like to perform an
additional salary change? field. The Salary Change fields display.

= Additional Salary Change

@ Add Another Salary Change | @ Delete Checked
[] Salary Change Reason Change Rate Cumulative Salary

Percentage Change:
O | Select a reason hd O Percent & Amount Per: Year

Figure 6-59. Salary Change fields
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in the right-hand corner
of the Self Service page

Changing an Employee’s Job and Salary Information

15. Complete the following:

16.

a. Select the Salary Change Reason from the drop down list. Reasons available in the
drop down list depend on which active action reasons were selected in your
HR/payroll system of record to display in Self Service.

b. Select the Change Rate option, either Percent or Amount (as available), and enter
the percent or amount of the pay change, positive or negative. The Per field displays
Year or Hour, depending on the Position or Job selected. The Percent
Change/Amount Change and Cumulative fields display the new salary values.

To add another salary change, click Add Another Salary Change. To delete a

salary change listed in the Additional Salary Change area, select the appropriate
check box to the left of the reason field and click Delete Checked.

Click Next. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee, the Change Job & Salary Information page for

the next employee displays. If you selected more than one job action for this employee,
the next event will display.

Language ~ Company Directory | Log Off ﬂ
Vielcome, Aaron Edwards
- Search Company Directory
Home ~ | Time & Attendance « [ Crganization & Stafiing = | Peformance ~ | Compensation ~ | Reports =
Managing Work Events ?
Work Events Summary
Total work events: 1
Employee Name Work Event Effective Date Work Event Status Comments
Katherine Garcia Change Job and Salary Info 05/31/2010 Completed
N
182010 Automatic Data Processing, Inc. Privacy | Legal =
[ [0 T [ |6 meemet 0% -

Figure 6-60. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.
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17. Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was
submitted.

* Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.
¢ Work Event Status - Display the status of the work event.

¢ Comments - Displays comments you enter on the Start Work Events page.

18. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

. [oo) endofprocedue |

You have completed initiating a promotion for an employee and submitting it for approval.
For information on demoting an employee, see “Demoting an Employee” on page 6-81.

For information on initiating a lateral job change for an employee, see “Performing a Lateral
Job Change” on page 6-89.

For information on changing an employee’s salary, see “Changing an Employee’s Salary”
on page 6-96.
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Demoting an Employee

ﬂm To demote an employee and submit for approval, do the following:
Changing an
Employee’s Job and
Salary Information

1. From the Organization & Staffing tab, choose one of the following paths:

¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Change Job & Salary Information from the

Promoting an .
g Employee Event selection menu.

Employee

M Demoting an
Employee

Performing a Lateral
Job Change

Changing an
Employee’s Salary

For a description of the
fields on this page or
for related tasks, click
the ? (Help icon)
provided in the

right-hand corner of
the Self Service page.

Language ~ Company Directory | LogOff =
Vielcome, Aaron Edwards
’ [Search Company Directory
Hanager B oe ~ | Time & Attendance + | o & Staing + | -lc ~ | Repots ~|
Direct Reports ?
Employee Events.
Fheryourresuts by enteing o o 8 managers name, i avaiabl, o disslay tnefr drect repors
Manager llame Comprehensive Employment Change
Last lame: Transter Employee jame: Department: Ener/Select tem [~
Job: HEETS= | Change Job & salaﬁ [A— qus: Select ~ ClfuiTime |Partfime Apply Filter | Clear |
A o N N A A -
¥ llame ¥ T ST Department Job Status Full Time/Part Time = ire Date 5
Al Amin Change Employment Status Training & Development Leave of Absence Part Time 1010172000
Greqorv Andrews Distrouton-East Active Part Time 0611211396
Employee Career Profile =
Stsven Bel Customer Service-East Active FulTime 04181988
Jennifer Breoks || Enroll Employee in Training Fayrol Active Full Time 0811872000
Mary Carter Employee Training Summary Employee Relations Suspended Part Time: 01/0172008
Joseph Chan Distrioution-East Active Part Time: 12/301995
Kieran Coling A ] Empioyee Relations Active Part Tme 0110172009
Clie Danils Compensation History Accounting Active FulTime 0810172000
F Kathering Garcia Performance Planning Distribution-East Active Full Time 07/01/1894
Carrie Hart Porf Hist Employee Relations Active Full Time 01/0172008
Mark Hester ELCIdE Y Training & Development Active Full Time: 031711998
Gregory Hopking Distribution-East Active Full Time 04/01/1895 -
Lo Huvnp Adminiirative Assistant | Employes Relatons Active Part Tme 0410111338
F Terri Johnsen-Davig Qrthopedic Technician Employee Relations Active Full Time 010172008
Joo Jun Sr. Comp/Benefits Analyst Comp & Benefits-Products Div Active Full Time 121171898
Thomas Kearnsy HR Specialist Employee Relations Leave With Pay Part Time: 01/0172009
Linda Koenit Customer Support Rep Human Resources Active Full Time 0713111895
Marci Martn Adnminiirative Assistant | Employes Reltons Active FulTime 08/172000
Loseoh Nartii 1018 Job Employee Relatons Active FulTime 0110172008
Laura licCan Clerk | Accounting Active FulTime 072812000 ]
©2010 Automatic Data Processing, Inc Privacy | Legal =
s - portal-fit.nj adp. tReparts| It [pjcS{04_SBBkERLLM [T @ nemet 0% -

Figure 6-61.

Employee Event Selection Menu with Change Job & Salary
Information Selected
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¢ Select Managing Work Events. The Managing Work Events page displays. Select
the Change Job & Salary Information action option. Select the employee(s) whose
job and/or salary you want to change by clicking the check box next to the
employee's name, then click Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language v Company Directory | Log Off  ~
Welcome, Regina Daniels =
- Search Company Directory
Managing Work Events ?

Managing Your Employees

Selsct the appropriate actions below for yeur smplayees
Click Submit to perfarm the actions on the selected employee

What do you want to do?

Hire New Employee Rehire Employes
[0 Transfer Employee(s) [ Change Job Status
Change Job & Salary Information [ Change Employment Status

@ Select the employee(s) you want to work with:

A~ ~ ~ ~ Service Date
For a deSCriptiOn Of the | lame 7 Job 7 Job Status 7 Hire Date =7 %

. . Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000
fields on this page or O  StevenBel 5503 - Systems Analyst Il Active 04/18/1396 04/18/1996
for related tasks, click [0  Simon Covel 5502 - Systems Analyst I Active 05/17/2010 05/17/2010
- . O  Katherine Garcia 3251 - Manager Active 07/01/1994 07/01/1994
the ¢ (Help icon) [0 Mark Hester 4701 - Sr. Trainer Active 03/17/1994 03/17/1994

provided in the [0  Mary Johanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009 B
right-hand corner of [1  Russell Parker 3104 - Sr. Clerk Active 10/01/2000 05/10/2000
. a John Rhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
the Self Service page. [l  Patick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000
a Nicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
O rajken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010

& soomit ) @ Reset | v

& Localintranet #100% -

Figure 6-62. Managing Work Events with Change Job & Salary Information Option
Selected

Chapter 6: Managing Work Events
ADP Self Service Manager’s Guide



(@) more info |
For a description of the
fields on this page or for
related tasks, click the

7 (Help icon) provided
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of the Self Service page

Changing an Employee’s Job and Salary Information m

The Start Work Events page displays.

Welcome, Aaron Edwards

£

Language » Company Directory | Log Off ﬂ

earch Company Directory

© 2010 Automatic Data Processing, Inc. Privacy | Legal

Hanagerv Home « | Time & Attendance » | O & Staffing = | P | Ci v| Reparts v‘
anaging Work Events ?
$tart Work Events
For the work event(s) you started, enter comments regarding the employment changes. All approving managers can view these comments
Comments: ﬂ
. lext \ Cancel \

E

|Done |

0T [ mtemet

% v g

Figure 6-63. Start Work Events Page

In the Comments field, enter a comment if appropriate. The comment is viewable by all

approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date
field becomes available. The effective date you select applies to all of the job actions in

the work event.
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3. Click Next. The Change Job & Salary Information selection page displays with summary
job and salary information for the selected employee.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Change Job & Salary Information page.
If more than one employee has been selected for the job action, it is indicated by a
number in the top right corner of the page.

Language ~ Company Directory | Log Off L‘
‘Welcome, Aaron Edwards
g Search Company Dirsctory
Home = | Time & Attendance ~ | O & Staffing ~ - | C ~ | Reports ~
Managing Work Events ?
Katherine Garcia
P Change Job and Salary Info
Employee Name: Katherine Garcia Status: Active
Employee ID: 222006 Job: 8802 - Sr. Maintenance Technician
Hire Date: Department: 266003 - Distribution-East
Service Date: 07/01/1994 Location: NORCR - Georgia
Employee Type: Hourly Pay Group: XDO
Payroll Department Number:
Compensation Rate: 524 408 Per: Hour Position: -
Salary Step: 0 Mid: $22.8348
o H Compa-Ratio: 107 Max: 8278846
For a description of the
fields on this page or for Change Job & Salary Info: e -
related tasks, click the
7 (Helpicon) provided submit & e
in the right-hand corner
of the Self Service page
© 2010 Automatic Data Processing, Inc. Privacy | Legal =l
Done [T [ [ @meme an -,

Figure 6-64. Change Job & Salary Information Page
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4. Seclect Demotion from the Change Job & Salary Info field. The Demotion fields
display. Required fields are indicated by a red arrow.

Language -~ Company Directory | Log Off  _+|
‘Welcome, Aaron Edwards
Search Company Directery.
Home ~ | Time & Atiendance = | Organization & Staffing = | Performance | Compensation + | Reports

Manﬁginﬁ Work Events ?

Katherine Garcia
P Change Job and Salary Info

Employee Name: Katherine Garcia Status: Active

Employee ID: Job: 8802 - Sr. Maintenance Technician
Hire Date Department: 266003 - Distribution-East
Service Date:  07/01/1994 Location: NORCR - Geergia

Employee Type: Hourly Pay Group: XD0

Payroll Department Humber:

Compensation Rate: 5242038 Per: Hour Position: -

Salary Grade N7 M
Salary Step: (]

Compa-Ratio: 107 Max:
Change Job & Salary Info: ¥ | Demotien >

For a description of the
fields on this page or for

uired information and click Submit to complete the action.

Effective Date: Y [ (rwdaiyy)
related tasks, click the Reason: EEmrre—|
? (Help icon) provided Position: EnteriSelect tem - zlahllaw Data for '8802 - Sr. Maintenance Technician’
in the right-hand corner o Ererseectten = -
of the Self Service page Business Title: salary Grade:
Salary Step: 0

Employee Type: Salary Amount: s0.0000

Salary Step: Select a step

Change Rate: € Percent © Amount l— per: Hour Percentage Change:

New Salary:

WViould you like to perform an additional salary change? I Yes

Additional Job Salary Information:  Details
@ swomi @ Reset @ canca |

©2010 Automatic Data Processing, Inc.

Privacy | Legal _,'—I
[pene

[T T [ [ mternet [ -

Figure 6-65. Change Job & Salary Information Page with Demotion Fields Displayed

5. Inthe Effective Date field, enter the date the demotion will go into effect. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

6. Seclect the Reason for the demotion from the drop down list.

Reasons available in the drop down list depend on which active action reasons were
selected in your HR/payroll system of record to display in Self Service.

7. From the Position field, select the position code and description. (See “Using the
Searchable Drop-Down Fields” on page 6-4.)

Values available are based on the departments the manager has security access to in

your HR/payroll system of record. The Salary Data for the selected position displays to
the right of the Position field.

This field is not available if Position Management in your HR/payroll system of record is
set to None. If you select a position, the associated default values populate the Job,
Employee Type, and Salary Step fields, which are then display-only.
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10.

1.

12.

13.

14.

From the Job field, select the job code and description. (See “Using the Searchable
Drop-Down Fields” on page 6-4.)

The Salary Data for the selected job displays to the right of the Job field.

The Job field is display-only if a position was selected from the Position field. If you
have not selected a position, you can select a job from the Job field. The Position field is
then disabled, and the Salary Step field is populated with the default value, if any, and is
display-only.

The Business Title field initially displays the employee's current business title, if
available. Enter the employee's business title as needed. Maximum field length is 50
characters.

From the Employee Type field, select the employee type and description from the drop
down list. The drop down list is populated with the employee types and descriptions
defined in HR/payroll system of record for the employee's pay group.

This field is display-only if the update allowed setting in the selected employee's job
record is set to No.

Select the Salary Step, if available, from the drop down list.

This field's availability depends on the compensation type and multi-step settings in

HR/payroll system of record. Values may be defaulted into the field, and the field
disabled.

Select the Change Rate option, either Percent or Amount and enter the percent or
amount of the pay change, positive or negative. The Per field displays Year or Hour,
depending on the position or job selected. The new salary is displayed in the New Salary
field.

Your administrator may have configured the Change Rate field to only have one option,
Percent or Amount available.

The Percentage Change/Amount Change field label changes depending on which
Change Rate option is selected. Negative values are displayed in red.

Click the Additional Job & Salary Information Details link, if available, to access the
Additional Information fields, as shown in Figure 6-58. You can enter, change, or delete
data in these fields as necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.

To perform an additional salary change, select Yes in the Would you like to perform an
additional salary change? ficld. The Salary Change fields display, as shown in
Figure 6-59.
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15. Complete the following:

a. Select the Salary Change Reason from the drop down list. Reasons available in the
drop down list depend on which active action reasons were selected in your
HR/payroll system of record to display in Self Service.

b. Select the Change Rate option, either Percent or Amount (as available) and enter
the percent or amount of the pay change, positive or negative. The Per field displays
Year or Hour, depending on the position or job selected. The Percent
Change/Amount Change and Cumulative fields display the new salary values.

To add another salary change, click Add Another Salary Change. To delete a

salary change listed in the Additional Salary Change area, select the appropriate
check box to the left of the reason field and click Delete Checked.

16. Click Next. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee, the Change Job & Salary Information page for
the next employee displays. If you selected more than one event for this employee, the
next event will display.

Language + Company Directory | Log Off  _~|
Welcome, Aaron Edwards
@ Search Company Directory
Home | Time & Attendance v | Organization & Staffing | Performance » | Compensation v | Reports v
Ianaging Work Events ?
Work Events Summary
Total work events: 1
Employee Name: Work Event Effective Date Work Event Status Comments
Katherine Garcia Change Job and Salary Info 05/31/2010 Completed
- o)
For a description of the
fields on this page or for
related tasks, click the
T (Help icon) provided
in the right-hand corner
of the Self Service page
© 2010 Automatic Data Precessing, inc. Privacy | Legal ﬂ
[ T T T T [ @ mteme B100% - g

Figure 6-66. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.
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17. Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was
submitted.

* Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.
¢ Work Event Status - Display the status of the work event.

¢ Comments - Displays comments you enter on the Start Work Events page.

18. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

. [oo) endofprocedue |

You have completed initiating a demotion for an employee and submitting it for approval.
For information on promoting an employee, see “Promoting an Employee” on page 6-72.

For information on initiating a lateral job change for an employee, see “Performing a Lateral
Job Change” on page 6-89.

For information on changing an employee’s salary, see “Changing an Employee’s Salary”
on page 6-96.
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Performing a Lateral Job Change

ﬂm To perform a lateral job change for an employee and submit for approval, do the following:

Changing an 1. From the Organization & Staffing tab, choose one of the following paths:

Employee’s Job and . . . .
Salary Information ¢ Select Direct Reports. The Direct Reports page displays. Click the underlined

employee Name, then select Change Job & Salary Information from the

Promoting an .
g Employee Event selection menu.

Employee

Demoting an

Language ~ Company Directory [Log Off &

el Aaron Edward: mi
Employee @3 elcome, Aaron Edwards o sy 3]
. [DISTRal Home ~ | Time & Attendance v [ Organizalion & Staffing ~ | Performance v | Gompensation leepur\s v‘
M Performing a R e - e e |
Direct R ?
Lateral Job Change —_—

Employee Events
Employee Profile

Fifer your resuts by entering f to & managers name, if avaiable, to display their direct reports.

Changing an

Manager llame Comprehensive Employment Change

Employee S Salary tasthiome: [ || Transfer Employee jame: Department: [Enter/Select tem |-

Jobs: Ceaatl| Change Job & maﬁ [ — qu: Select ~ e fume R At inme Apply Filter | Clear |
& =

A A A A A
T Name ¥ Change Job Status Department 7 Job Status Full TimeiPart Time & Hire Date =7 =

2 Amin Change Employment Status Training & Development Leave of Absence Part Time 100112000

Grevory Andrews Distrbuton-East Adive Part Time 081211958

Employee Career Profile -

Steven Bell Customer Service-East Active Full Time 0441811896

Jennifer Brooks Enroll Employee in Training Payroll Active Full Time: 08i18/2000

Mary Carter Employee Training Summary Employee Relations Suspended Part Time 01/01/2008

Jose

Distribution-East Active Fart Time 1243011895
Compensation Planning

Kigran Colling Employee Relations Active Part Time 01/01/2008

=] Katherne Garcs. || pertormance Planning Distribution-East Active FullTme 0710141894
F d inti fth Corrie Hart pert st Employee Relatons Active FullTme 0110112008
Or a description ot the s hester CITETE D Tranng s Deveprent scme FulTime oaninses
fields on this page or Gregory Hopiins Ditribution-East Active Full Tme 0410111895 L
X Ann Huvnn Adminisirative Assstant | Employee Relations Active Part Time 041011898
fOI’ re|ated taSKSY C||Ck & Terri Johnson-Davis Orthopedic Technician Employee Relatons Active Full Tme 01/01/2009
Joo Jung Sr. Comp/Bensfis Analyst Comp & Benefits-Froducts Div Active Full Tme 12171835
the ? (Help icon) Thomss Keamey HR Specialst Employes Relatons. Leave Wih Pay Part Time o102008
. . Linda Koenig Customer Support fiep Human Resources Active Full Tme 0713141895
prOVIded in the Marcia Martin Administrative Assistant | Employee Relatons Active FullTime 081712000
. Joseon artini 1019 Job Employsz Relatons Active Full Tme: 010172008
rlght hand corner of Laurs lcCain Clerk! Accounting Active Full Tme 0712812000 =
the Self Service page. =
2010 Automatic Data Processing, Inc. Privacy | Legal H
eepsi e porta-fit.nj.adp.c tReports{ILEp/C5/04_SEBKEXLLM [T [ @ mneme [R10% - 4

Figure 6-67. Employee Event Selection Menu with Change Job & Salary
Information Selected
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¢ Select Managing Work Events. The Managing Work Events page displays. Select
the Change Job & Salary Information action option. Select the employee(s) whose
job and/or salary you want to change by clicking the check box next to the
employee's name, then click Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language - Company Directory | Log Off ~
Welcome, Regina Daniels —
m Search Company Directory
Home +[o & Staffing ~ -|c ~ | Reports +
Managing Work Events ?
Managing Your Employees
Select the appropriate actions below for your employees
Click Submit to perform the actions on the selected employee
What do you want to do?
Hire New Employee Rehire Employee
[ Transfer Employee(s) [ Change Job Status
Change Job & Salary Information [ Change Employment Status
Select the employee(s) you want to work with:
e e e e Service Date
O Hame =~ dob Job Status Hire Date &
At Gregory Addington 3700 - Production Planner | Active 10101/2000 0111572000
For a description of the
. . O  StevenBel 5503 - Systems Analyst Il Active 04/18/1996 04/18/1996
imon Couel 5502 - Systems Analyst \ctive 517/ 5171
fields on this page or [  Simon Cowel 5502 - S Analyst Il A 05/17/2010 081772010
for related tasks, click [0  Katherine Garcia 3251 - Manager Active 07/01/1994 07/01/1934
- . [0 Mark Hester 4701 - Sr. Trainer Active 03/17/1994 031771994
the 1 (He|p ICOI’]) O Mary Johanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
provided in the O Russell Parker 3104 - Sr. Clerk Active 10/01/2000 05110/2000
. O  JehnRhys 1007 - Patient Care Assistant Active 01/01/2009 01/0172009
right-hand corner of
X [ Patrick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000
the Self Service page. [0 Hicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
O raiken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 0410772010
@ submit | @ Reset | v
% Local intranet H100% -

Figure 6-68. Managing Work Events with Change Job & Salary Information Option
Selected
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The Start Work Events page displays.

Language ~ Company Directory | Log Off ﬂ
Welcome, Aaron Edwards
m Search Company Directory
Hanagerv Home ~+ | Time & Attendance ~ | Organization & Staffing ~ | Performance + | Compensation v| Repors v|
Managing Work Events ?
Start Work Events
l m For the work event(z) you started, enter comments regarding the employment changes. All approving managers can view these comments.
Comments: d
For a description of the
fields on this page or for
related tasks, click the El
. . Next | Cancel |
T (Help icon) provided W) W)

in the right-hand corner
of the Self Service page

©2010 Automatic Data Processing, Inc. Privacy | Legal

|

Inkernet H100% -
4

[pere 0 I

Figure 6-69. Start Work Events Page

2. Inthe Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.
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3. Click Next. The Change Job & Salary Information selection page displays with summary
job and salary information for the selected employee.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Change Job & Salary Information page.
If more than one employee has been selected for the job action, it is indicated by a
number in the top right corner of the page.

Language v Company Directory | Log Off =]
Welcome, Aaron Edwards
- [Search Company Directory
Home v | Time & Attengance - [0 & Staffing = -c | Reports ~
Managing Work Events ?

Katherine Garcia
P Change Job and Salary Info

Employee Name: Katherine Garcia Status: Active
Employee ID: Job: 8802- 5 enance Technician
Hire Date Department: tion-East

Service Date:  07/01/1984 Location: HORCR - Georgia
Employee Type: Hourly Pay Group: XD

Payroll Department llumber:

Compensation Rats: 5244088 Per: Hour Position: -
l m soryGrage: 107 i

Salary Step: 0 Mid:

Compa-Ratio: 107 Max:

For a description of the
fields on this page or for TG E Y T =
related tasks, click the

‘? (Helpicon) provided submit & )
in the right-hand corner
of the Self Service page

© 2010 Automatic Data Processing, Inc. Privacy | Legal
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Figure 6-70. Change Job & Salary Information Page
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4. Seclect Lateral Change from the Change Job & Salary Info field. The Lateral Change
fields display. Required fields are indicated by a red arrow.

Language = Company Directory | Log Off 4]
Welcome, Aaron Edwards
- Searcn Company Directory
Home ~ | Time & ME & Staffing - ~Jc ion ~ | Reports ~

Manaaing Work Events ?

Katherine Garcia

P Change Job and Salary Info

Employee Name: Katherine Garcia Status: Active

Employee ID: 222006 Joi: 8802 - Sr. Maintenance Technician
Hire Date: 071 Department: 288003 - Distribution-East
Service Date:  07/01/1994 Location: NORCR - Geergia

Employee Type: Heurly Pay Group: X00

Payroll Department Humber:

Compensation Rate: 324 4092 Per: Hour Position: -
Salary Grade: NOT Min:
Salary Step: 0 Mid:
Compa-Ratio: 1.07 Max:
Change Job & Salary Info: ¥ [Lateral Change =
= Lateral Change
Enter the reguired information and click Submit to complete the action.
Effective Date: » 5l immisanyyyy)
Reason: Select a reason. hd
For a description of the R Eversomctten = Salary Data for ‘8802 - Sr. Mai Technici
fields on this page or for Min:
. Job Enter/Select tem Al Mid:
related tasks, click the a L
j . . Business Title: Salary Grade:
1 (Helpicon) provided Salary Step: o
in the right-hand corner Fmployee Type sewetate ] salary Amount so.00
of the Self Service page = ercemtaon oo
T € Percent € Amount Per: Hour ereentags Ehanas:

Hew Salary:

Would you like to perform an additional salary change? [ Yes

Additional Job Salary Information:  Details
@ suomit @ Reset | @ concet )

© 2010 Automatic Data Processing, Inc. Privacy | Legal _,'—I

Done [T [ [@meernet [Rwow -

Figure 6-71. Change Job & Salary Information Page with Lateral Change Fields
Displayed

5. In the Effective Date ficld, enter the date the change will go into effect. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

This field defaults to the current date.

6. Seclect the Reason for the lateral change from the drop down list.

Reasons available in the drop down list depend on which active action reasons were
selected in your HR/payroll system of record to display in Self Service.

7. From the Position field, select the position code and description. (See “Using the
Searchable Drop-Down Fields” on page 6-4.)

Values available are based on the departments the manager has security access to in

your HR/payroll system of record. The Salary Data for the selected position displays
to the right of the Position field.

This field is not available if Position Management in your HR/payroll system of record
is set to None. If you select a position, the associated default values populate the
Job, and Employee Type fields, which are then display-only.
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8.

10.

1

From the Job field, select the job code and description. (See “Using the Searchable
Drop-Down Fields” on page 6-4.)

The Salary Data for the selected job displays to the right of the Job field.

The Job field is display-only if a position was selected from the Position field. If you
have not selected a position, you can select a job from the Job field. The Position field
is then disabled, and the Salary Step field is populated with the default value, if any, and
is display-only.

The Business Title field initially displays the employee's current business title, if
available. Enter the employee's business title as needed. Maximum field length is 50
characters.

From the Employee Type field, select the employee type and description from the drop
down list. The drop down list is populated with the employee types and descriptions
defined in your HR/payroll system of record for the employee's pay group.

This field is display-only if the update allowed setting in the selected employee's job
record is set to No.

. Click the Additional Job & Salary Information Details link, if available, to access the

Additional Information fields, as shown in Figure 6-58. You can enter, change, or delete
data in these fields as necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to system of record
once this event has been processed.
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12. Click Next. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee, the Change Job & Salary Information page for

the next employee displays. If you selected more than one event for this employee, the
next event will display.

Langusge = Company Directory [Log Off =
Welcome, Aaron Edwards
e Search Company Directory
Hanagerv Home + | Time & Atendance » | Oroanization & Stafing « | Performance » | Compensation leepuns v‘

anaging Work Events s

Work Events Summary

Total work events: 1

Employee Name Work Event Effective Date Work Event Status Comments
l m Katherine Garcia Change Job and Salary Info 053172010 Completed

For a description of the
fields on this page or for [
related tasks, click the

7 (Help icon) provided
in the right-hand corner
of the Self Service page

©2010 Automatic Data Processing, Inc. Privacy | Legal
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Figure 6-72. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.

13. Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was
submitted.

* Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.
¢ Work Event Status - Display the status of the work event.
¢ Comments - Displays comments you enter on the Start Work Events page.

14. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

. [oo) endofprocedue |

You have completed initiating a demotion for an employee and submitting it for approval.
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Changing an
Employee’s Job and
Salary Information

Promoting an
Employee

Demoting an
Employee

Performing a Lateral
Job Change

M changing an
Employee’s Salary

(@) more info |
For a description of the
fields on this page or
for related tasks, click
the & (Help icon)
provided in the
right-hand corner of
the Self Service page.

m Changing an Employee’s Job and Salary Information

For information on promoting an employee, see “Promoting an Employee” on page 6-72.

For information on demoting an employee, see “Demoting an Employee” on page 6-81.

For information on changing an employee’s salary, see “Changing an Employee’s Salary”

on page 6-96.

Changing an Employee’s Salary

To change an employee's salary and submit for approval, do the following:

1. From the Organization & Staffing tab, choose one of the following paths:

¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Change Job & Salary Information from the
Employee Event selection menu.

Welcome, Aaron Edwards

Language ~ Company Directory | Log Off

[Search Company Directory

-

[EreRdl Home | Time & Attendance + [ Organization & Staffing ~ | Performance + | Compensation leepurls v|

Direct Reecr\s

Employee Events

Fitter your results by entering f

Manager Name

Last Name:

Job: Enter/Select ftem

Employee Profile
Comprehensive Employment Change

Transfer Employee

to a managers name, if avalable, to display their direct reports

me: [

lame:
Change Job & Salaﬁ Information F““US? Select hd

Department: Enter/Select tem

I” Full Time

lPart Time . Apply Filter | . Clear |

S hme S Change Job Status Department < Job Status & Full Time/part Time. < ire Date
AlAmin Change Employment Status Training & Development Leave of Absence Part Time 100112000
Gregorv Angrews Distrioution-East Actve Part Time: Oar12/1985
Employee Career Profile -
Steven Bel Customer Service-East Active Ful Time 04/18/1998
Jennifer Brooks || Enroll Employee in Training Active Ful Tme 081812000
Employee Training Summary Suspended Part Time: 0110172008
Actve Part Time: 1272011885
AU B Employee Relations Acive Pt Time 010172009
Compensation History Accounting Adiive Ful Time 08/01:2000
a Pertormance Planning Distrioution-East Active Ful Time 0701198
; Employee Relafions. Aciive Ful Time 0110112009
Performance History Training & Development Active Ful Tme 031711994
Greqory Hopkins Distriuton-East Active FulTme o s L
A0h Huvoh Administrative Assistant | Employee Relations Actve Part Time: 040111588
a TerriJohnsen-Davis Orthopedic Technician Employee Relations. Active Ful Tme 010172008
Joo Jung Sr. Comp/Bensfis Analyst Comp & Benefis-Products Div Active Ful Tme 12171998
Thomas Keamey HR Specialst Employee Relations. Leave Wt Pay Part Time: 010112008
Linda Koenig Customer Support Rep Human Resources Active Ful Time o721/1908
Marcia Martin Adminstrative Assistant | Employee Relations. Active Ful Tme 081712000
Joseoh st 1018 Job Employe Relations Active FulTme 0110172008
Laura McCain Clerk Accounting Actve Ful Tme 0772612000 ]
©2010 Automatic Data Processing, nc Privacy | Legal B
Ittps:sfeommenag-portal-fic nj acp. irectR eports/ILtipics/0+_SBaKEALN T @ mtemet [#ioon - 4

Figure 6-73.

Employee Event Selection Menu with Change Job & Salary
Information Selected
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For a description of the
fields on this page or
for related tasks, click
the ? (Help icon)
provided in the
right-hand corner of
the Self Service page.

Changing an Employee’s Job and Salary Information

* From the Managing Work Events page, select the Change Job & Salary
Information action option. Select the employee(s) whose job and/or salary you want
to change by clicking the check box next to the employee's name, then click Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language ~ Company Directory | Log Off | A

@ Welcome, Regina Daniels =
“ Searcn Company Directory =
r' & Staffing = = ~ | Reports ~

Managina Work Events ?

Managing Your Employees

Select the appropriate actions below for your employees
Click Submit to perform the actions on the selected employee

What do you want to do?

Hire New Employee Rehire Employee
[ Transfer Employee(s) [ Change Job Status
Change Job & Salary Information [ Change Employment Status

Select the employeels) you want to work with:

Service Date
(] Name & ob & Job Status & tire Date. & =

Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000

el Steven Bell 5503 - Systems Analyst IIl Active 04/18/1996 04/18/1996

(] Simon Cowell 5502 - Systems Analyst || Active 05/17/2010 05/17/2010

(il Katherine Garcia 3261 - Manager Active 07/01/1994 07/01/1994

] Mark Hester 4701 - Sr_Trainer Active 03/17/1994 03/17/1994

(il Mary Johanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009

] Russell Parker 3104 - Sr_ Clerk Active 10/01/2000 05/10/2000 N
| John Rhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009

] Patrick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000

(il MNicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009

] fajken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010

@ Ssubmit | @ Reser | -

% Local intranet HI00% -

Figure 6-74. Managing Work Events with Change Job & Salary Information Option
Selected
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The Start Work Events page displays.

Language » Company Directory | Log Off ﬂ
Vielcome, Aaron Edwards
. Search Company Directory
Managerv Home + | Time & Attendance ~ | Organization & Staffing ~ | Performance ~ | Compensation v| Reparts v‘

Managing Work Events

Start Work Events
l m For the work eventis) you started, enter comments regarding the employment changes. All approving managers can view these comments
Comments: d
For a description of the
fields on this page or for
related tasks, click the E
T (Help icon) provided W Coneel )

in the right-hand corner
of the Self Service page

© 2010 Automatic Data Processing, Inc. Privacy | Legal

[
|Done

[T T T [ 6 mtemet 0% vy

Figure 6-75. Start Work Events Page

In the Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.
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3. Click Next. The Change Job & Salary Information selection page displays with summary
job and salary information for the selected employee.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Change Job & Salary Information page.
f more than one employee has been selected for the job action, it is indicated by a
number in the top right corner of the page.

Language ~ Company Directory [Log Off =]

Welcome, Aaron Edwards
o Search Company Direclory
Home + | Time & Attendance ~ [ 0 & Statling ~ -Jc | Repons ~

Manaaing Work Events

Katherine Garcia
P Change Job and Salary Info

Employee Hame: K Garcia Status: Active

Job:

Employee ID: 2 2 - 5r. Maintenance Technician

Hire Date: 0701984 Department: 286003 - Distribution-East
Service Date:  07/01/1994 Location: NORCR - Georgia
Employee Type: Hourly Pay Group: XD0

For a description of the Payroll Department Hlumber:
fields on this page or for Compensation Rate: 524,409 Pers Hour Position: -

related tasks, click the :n'ﬁﬂ v i
ry Step: 0 Mid:
> (

Compa-Ratio: 107 Max:

Help icon) provided
in the right_hand corner Change Job & Salary Info: b |select +
of the Self Service page

Submit W corcel |

@ 2010 Automatic Data Frocessing, inc. Privacy | Legal =

Done [T T [ [ [&mntenet Rk -

Figure 6-76. Change Job & Salary Information Page

If the new salary for an employee is above the maximum of the established salary grade
range, a confirmation message displays. A confirmation message also displays if the
employee is already above the established maximum salary grade before the salary
change.
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4. Seclect Salary Change from the Change Job & Salary Info field. The Salary fields
display. Required fields are indicated by a red arrow.

Language ~ Company Directory | Log Off &

Vielcome, Aaron Edwards Il
- Search Company Directory
Home - | Time & ~|0 & Staffing + | F - | G ~ | Reports ~
Managing Work Events T
— —

Katherine Garcia
p Change Job and Salary Info

Employee Name: Kaiherine Garcia Status: Active

Employee ID: 222008 Job: 8802 - Sr. Maintenance Technician
Hire Date: 07/01/1994 Department: 266003 - Distribution-East
Service Date:  07/01/1994 Location: NORCR - Georgia

Employee Type: Hourly Pay Group: X00

Payroll Department Humber:

Compensation Rate: 524.4038 Per: Hour Position: -
Salary Grade: No7 Min: 517.8385

Salary Step: 0 Mid: $22.3848
For a description of the Compa-Ratio: 107 Max:  527.8845
fields on this page or for Change Job & Salary Info: » [Salary Change =
related tasks, click the
= Salary Change Only
? (He|p iCOﬂ) provided Enter the required information and click Submit to complete the action.
in the right-hand corner Effective Dater 4 & (rmcaiyyyy
. : Sele Bas! hd
of the Self Service page fesson = B
Percentage Change:
Change Rate: € percent € Amount [ Pertonr
New Salary:

Would you like to perform an additional salary change? [ Yes

Additional Job Salary Information: Details

W suomit @ Reset | @ cencel |
©2010 Automatic Data Processing, nc, Privacy | Legal _'Ij
Done LT [ [ |6 mtemet [®100% - ,

Figure 6-77. Change Job & Salary Information Page with the Salary Fields Displayed

5. In the Effective Date ficld, enter the date the salary will go into effect. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

6. Seclect the Reason for the salary change from the drop down list.

Reasons available in the drop down list depend on which active action reasons were
selected in your HR/payroll system of record to display in Self Service.

7. Select the Change Rate option, either Percent or Amount and enter the percent or
amount of the pay change, positive or negative. The Per field displays Year or Hour,
depending on the employee's compensation frequency. The new salary is displayed in the
New Salary field.

Your administrator may have configured the Change Rate field to only have one option,
Percent or Amount available.

The Percentage Change/Amount Change field label changes depending on which
Change Rate option is selected. Negative values are displayed in red.
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8. Click the Additional Job & Salary Information Details link, if available, to access the
Additional Information fields, as shown in Figure 6-58. You can enter, change, or delete
data in these fields as necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you

have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.

9. To perform an additional salary change, select Yes in the Would you like to perform an
additional salary change? field. The Salary Change fields display, as shown in
Figure 6-59.

10. Complete the following:

a. Select the Salary Change Reason from the drop down list. Reasons available in the
drop down list depend on which active action reasons were selected in your
HR/payroll system of record to display in Self Service.

b. Select the Change Rate option, either Percent or Amount (as available) and enter
the percent or amount of the pay change, positive or negative. The Per field displays
Year or Hour, depending on the employee's compensation frequency The Percent
Change/Amount Change and Cumulative fields display the new salary values.

To add another salary change, click Add Another Salary Change. To delete a

salary change listed in the Additional Salary Change area, select the appropriate
check box to the left of the reason field and click Delete Checked.
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11. Click Next. If this is the last employee, the Work Events Summary page displays.

®

For a description of the
fields on this page or for
related tasks, click the

T (Help icon) provided
in the right-hand corner
of the Self Service page

If you selected more than one employee, the Change Job & Salary Information page for
the next employee displays. If you selected more than one event for this employee, the

next event will display.

@ Welcome, Aaron Edwards

Hnme v | Time & >0 & Staffing ~ | Pl - | Ci

l-yhmﬁlng Work EVﬂtE

~ | Reports +

Language = Company Directory | Log Off  *|

Search Company Direciory

Work Events Summary

Total work events: 1

Employee Name Work Event Effective Date
Katherine Garcia Change Job and Salary Info 05/2172010

o)

® 2010 Automatic Data Processing, Inc. Privacy | Legal

Work Event Status
Complted

Comments

Q| Kl

[T T T T T @ mtemet 0w -

Figure 6-78. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.

12. Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was

submitted.

* Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.

¢ Work Event Status - Display the status of the work event.

¢ Comments - Displays comments you enter on the Start Work Events page.

13. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.
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L [oor) Endof procedure

You have completed initiating a demotion for an employee and submitting it for approval.
For information on promoting an employee, see “Promoting an Employee” on page 6-72.
For information on demoting an employee, see “Demoting an Employee” on page 6-81.

For information on initiating a lateral job change for an employee, see “Performing a Lateral
Job Change” on page 6-89.
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Changing an Employee’s Employment Status

The Change Employment Status page allows managers to change the employment status of
employees who report to them and submit the job action for approval. If your administrator
has enabled the indirect report update option, you can change information for both your
direct and indirect reports.

Managers can make employee job changes through either the Direct Reports or Managing
Work Events task. Indirect and direct reports can be accessed through Direct Reports.
Only direct reports can be accessed through the Managing Work Events task.

Actions available are placing an employee on leave, returning an employee from leave,
placing an employee on suspension, returning an employee from suspension, and
terminating an employee.

The "active" version of the Change Employment Status page displays when the page is
accessed from the Direct Reports page or the Managing Work Events page, which means the
manager is able to enter information in the fields provided. Note that required fields are
indicated on the page by red arrows. When the page is accessed from the Approvals,
Notifications, or Approval History pages, the fields are display-only.

If multiple job actions need to be performed on an employee, see “Updating Multiple Job

Actions for a Single Employee” on page 6-6. If multiple employees need a job action
performed, see “Updating Multiple Employees with a Single Job Action” on page 6-11. The
two procedures can only be done through the Managing Work Events task.

Changing an employee’s employment status can include the following tasks:
* Placing an Employee on Leave

¢ Returning an Employee from Leave

* Placing an Employee on Suspension

¢ Returning an Employee from Suspension

¢ Terminating an Employee

Chapter 6: Managing Work Events
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Placing an Employee on Leave

To place an employee on a Leave of Absence and submit for approval, do the following:

v
M .
Changing an 1. From the Organization & Staffing tab, choose one of the following paths:

Employee’s . . . .
Employment ¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
Status employee Name, then select Change Employment Status from the Employee Event

) selection menu.
™ Placing an

Employee on
Leave @ A T Language ~ Company Directory|Log Off 4]

[Search Company Directory
Returning an TR ome - | Time & Atendznce < [0 & Stafling - | BE ~ | Reports +
Employee from

Direct Reports ?
Leave
Flter your rsuts by entening full or partial data. Click the Grganization icon next 1o a managers name, f avalabis, 1o Sisplay el direct reports
Placing an Manager lame Aaron Edwards
Em p|0yee on Lastliame: | Employee Events. ) Jame: [ Department: EnterSelect kem -
Suspension Job: Enter/Select kerf| EMPIOyee Profile tus: [Select - rutTime I PartTime @ ooy Fiter | [ B
Pl ‘Comprehensive Employment Change A Py pas ray B
~ Department =~ Job Status =7 Full Time/Part Time ™~ Hire Date =~ =
Returmng an Transfer Employee Training & Development Leave of Absence Part Time 10/01/2000

44| Change Job & Salary Information Actve Fart Time 06/12/1386
Employee from " acivs
S . Change Job Status o s 043
Active ull Tme 41181958
uspension Change Employment Status Payrol Active

Full Time 031312000
Employee Career Profile Employee Reistions Suspended Part Time 0170112009
Distribution-East Active Part Tme 1
Employee Relations Active Part Time 01/01

Terminating an
Employee

Enroll Employee in Training N

Employee Training Summary Accounting Active Full Time: 08/01/2000
=] e e Pt Distribution-East Active Full Time 0710111884
Employee Relstions Active Full Time 0110112008
Compensation History = —
i raining & Development Active Ful Time 030171198 [
Gregory Hopkins || Performance Planning Distribution-East Active Full Time
Anh Huyoh Performance History Employes Relations Active Part Time
a Terri Johnson-Da Emplo ations Active Full Time 0170172009
Joo Jung T e e fits-Products Div Active Full Time 1211711886
Thomas Kearney HR Specialist Leave With Pay Part Time 01/01/2009
Linda Koenig Customer Support Rep Active Full Time 0713111885
Marcia Wariin Administrative Assistant | Active Full Time: 08/1712000 -
Joseph Warkini 1019 Job Active Full Time 0170112009 ]
©2010 Automatic Data Processing, Inc. Privacy | Legal |
[T [ @ meme [®100% - 4

Figure 6-79. Employee Event Selection Menu with Change Employment Status
Selected

@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.
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¢ Select Managing Work Events. The Managing Work Events page displays. Select the
Change Employment Status action option. Select the employee(s) whose employment
status you want to change by clicking the check box next to the employee's name, then
click Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language v Company Directory | Log Off ~
\Welcome, Regina Daniels —
Hom = orgmzator £ 5 <] BE S
Managing Work Events ?
Managing Your Employees
Select the appropriate actions below for your employees
Click Submit to perform the actions on the selected employee
What do you want to do?
Hire New Employee Rehire Employes
[ Transfer Employee(s) [ change Job Status
For a description of the [ Change Job & Salary Information Change Employment Status
fields on this page or
X Select the employee(s) you want to work with:
for related tasks, click o o~ “ L semvicenate
a lame 7 Job 7 Job Status =7 Hire Date =7 %
the ? (He|p iCOﬂ) Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000
i ; []  Steven Bell 5503 - Systems Analyst Il Active 04/18/1996 04/13/1996
provided in the 4 3
) [0  Simon Cowell 5502 - Systems Analyst I| Active 05/17/2010 05/17/2010
right-hand corner of [0  Katherine Garcia 3251 - Manager Active 07/01/1994 07/01/1994
i [0 Mark Hester 4701 - Sr. Trainer Active 03/17/1994 03/17/1994
e oe ervice page.
[0  MaryJohanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
[0  Russell Parker 3104 - Sr. Clerk Active 10/01/2000 05/10/2000
[0 John Rhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
John Rhys
[0  Patrick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000
[0  Nicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
[0 rsiken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010
@ Submit | @ Reset | v
& Localintranet. #100% -

Figure 6-80. Managing Work Events with Change Employment Status Option
Selected
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For a description of the
fields on this page or for
related tasks, click the

7 (Help icon) provided
in the right-hand corner
of the Self Service page

Changing an Employee’s Employment Status

The Start Work Events page displays.

Language ~ Company Directory | Log Off ﬂ

Search Company Directory

@ Vielcome, Aaron Edwards
Hanagerv Home = | Time & Attendance | Organization & Staffing « | Peformance « | Compensation v| Reports. v‘

Managing Work Events 7
Start Work Events
For the work eventis) you started, enter comments regarding the employment changes. All approving managers can view these comments
Comments: ﬂ

. HNext \ . Cancel \
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Figure 6-81. Start Work Events Page

In the Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.
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3. Click Next. The Change Employment Status selection page displays with summary job
and salary information for the selected employee.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Change Employment Status page. If
more than one employee has been selected for the job action, it is indicated by a
number in the top right corner of the page.

Language + Company Directory |Log OFf =
Welcome, Aaron Edwards
= Search Company Directory
Managerv Home | Time & Attendance | Organization & Staffing - | Performance + | Gompensation | Reports +
Managing Work Events 7

Katherine Garcia

P Change Employment Status

Active
Employee ID: 222008 Job: 8802 - Sr. Maintenance Technician
For a description of the Hire Date: 0710111994 Department: 266003 - Distribution-East
. . Service Date: 07/011854 Location: NORCR - Georgia
fields on this page or for
Employee Type: Hourly Pay Group: XDO

related tasks, click the
kX

Payroll Department Number:
Help icon) provided
in the right-hand corner
of the Self Service page

Change Employment Status:

Submit [ e
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Figure 6-82. Change Employment Status Page
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4. Seclect the Leave of Absence (Paid or Unpaid) option from the Change Employment
Status field. The Leave of Absence fields display. Required fields are indicated by a red

arrow.
Language ~ Company Directory | Log Off ﬂl
\Welcome, Aaron Edwards
- [Search Company Directory

Manager v [0

Ianaging Work Events 7

Time & Afiendance « | Organization & Staffing « | P e v| comp | Repors <

Katherine Garcia

} Change Employment Status

Employee Hame: Kathering Garcia Status: Active
l m EmployeeD: 222008 Job: 8802 - Sr. Maintenance Technician
L Hire Date: 070111994 Department: 266003 - Distribution-East
For a description of the )
field thi f Service Date:  07/01/1954 Location: NORCR - Georgia
lelds on this page or for Employee Type: Hourly Pay Group: o

related tasks, click the Payroll Department llumber:

? (Help icon) provided
in the right—hand corner Change Employment Status: b |Leave of Absence (Pa) ¥
of the Self Service page ® Leave of Absence (Paid)

Enter the required information and click Submit to complete the action.

Begin Leave Date: 4 E] (mmvddlyyyy
Expected Return Date: l— E] (mmiddyyyy)
Reason: lm
Additional Employment Status Information: Details

. Submit _; . Reset | . Cancel _;
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Figure 6-83. Change Employment Status Page with Leave of Absence Fields
Displayed

5. Inthe Begin Leave Date ficld, enter the date the leave will go into effect. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

6. In the Expected Return Date ficld, enter the estimated date employee is to return from
leave. You can either enter the date manually (format mm/dd/yyyy), or select the date
from the calendar.

7. Select the Reason for the leave.

Reasons available in the drop down list depend on which active action reasons were
selected in your HR/payroll system of record to display in Self Service.
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8. Click the Additional Employment Status Information Details link, if available, to
access the Additional Information fields. You can enter, change, or delete data in these
fields as necessary for the work event you are entering.

(@) more info |
For a description of the
fields on this page or for
related tasks, click the

‘? (Help icon) provided
in the right-hand corner
of the Self Service page

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of

record. Any information you enter in these fields will be passed back to system of record
once this event has been processed.

@3 Welcome, Aaron Edwards

I'u|anaging Work Events

x|o & Staffing = | F -] C - | Reports ~

Language ~ Company Directory | Log Off 4|

[Search Company Drrectory

Selecta value
Custom Area 1:
Custom Area 2
Custom Area 3:
Custom Area 4
Flag 1:

Flag &
Flag 3
Flag 4
Flag
Flag &
Flag 7:

Date A:

Date B
Date C:

Date D:

Usert:

User2:

User:

Userd:

Users:

Usert:

Additional Employment Status Change Information
Updat, ed, or add employee Employment Status Change information.

& mmaayy
& s
-_ﬂ] (mmiddiyyyy)

Enter/3elect kem

Enter/3elect kem -

Dane

Al

[ € mtemet 0% -

Figure 6-84.

Additional Employment Status Information Page
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For a description of the
fields on this page or for
related tasks, click the

7 (Help icon) provided
in the right-hand corner
of the Self Service page

10.

1

Changing an Employee’s Employment Status m

Click Submit. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee, the Change Employment Status page for the

next employee displays. If you selected more than one event for this employee, the next
event will display.

Language ~ Company Directory |Log Off =]
Welcome, Aaron Edwards
- Search Company Directory
oz e [ ormeator s | e <] Repors «
Managing Work Events 7
—_— —
Work Events Summary
Total work events: 1
Employee Name Wiork Event Effective Date Wiork Event Status Comments
Katherine Garcia Change Employment Status 052172010 Completed
- o)
® 2010 Automatic Data Frocessing, Inc. Privacy | Legal =
Done [T T T [ & mremet s -y

Figure 6-85. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.

Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was
submitted.

* Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.
* Work Event Status - Display the status of the work event.

¢ Comments - Displays comments you enter on the Start Work Events page.

. When you have finished reviewing the information, click OK. You are returned to the

page (Manager Work Events or Direct Reports) from which you accessed this page.
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L [oor) Endof procedure

You have completed placing an employee on leave, either paid or unpaid, and submitting it
for approval.

For information on returning an employee from leave, see “Returning an Employee from
Leave” on page 6-113.

For information on placing an employee on suspension, see “Placing an Employee on
Suspension” on page 6-120.

For information on returning an employee from suspension, see “Returning an Employee
from Suspension” on page 6-128.

For information on terminating an employee, see “Terminating an Employee”
on page 6-134.
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Returning an Employee from Leave

m To return an employee from leave and submit for approval, do the following:
Changing an 1. From the Organization & Staffing tab, choose one of the following paths:

Employee’s . . . .
Employment ¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
Status employee Name, then select Change Employment Status from the Employee Event

. selection menu.
™ Placing an

Employee on

Leave - ol Language - Company Directory | Log Off 4|
Vielcome, Aaron Edwards
@9 Search Company Directory
Returnlng an Home ~ | Time & Aftendance v | O & Staffing v v|ci - | Reports +
Employee from Direct Reports 2
Leave
Fiter your results by entering fullor partal data. Ciick the Organization icon next o @ managers name, if avaiable, to display their drect reports.
Placmg an Manager Hame Aaron Edwiards
Employee on Last Hame: [ Employee Events O Jame: | Department: EnteriSelect tem 2
Suspension Job: Enter/Select fier]| EMPloyee Profile fatus: [Seect ~ Cruitime [ PartTime W AeeyFiter o |
o o Comprehensive Employment Change o Pay = = [=
. < lame % Department = Job Status 7 Full Time/Part Time 7 Hire Date ° 0
Returni ng an Al Amn Transfer Employee Training & Development Leave of Absence Part Time 10012000
Greqory Andrewd| Change Job & Salary Information Distribution-East Active Part Time 061241935
Employee from asa bbb n Employee Relations Active Ful Time 0572012010
. Change Job Status
Su spension Steven Bel Customer Service-East Active FulTime 041181996
IENCa-erIe| Change Employment Status Payrol Active Full Time 08/182000
_ . . Mary Carter Employee Career Profile Employee Relations Suspended Part Time 010172009
jsenore | . Distribution-East Active Part Time: 121301988
l m Kieran Colins. ) Employee Relations Adtive Part Time 112008
c sls Employee Training Summary Accounting Active FulTime 131012000
o a Garci || com Distribution-East Adtive FulTime 11998
pensation Planning
Fora deSCFIptIOH of the c Employee Relations Active Ful Time 01012008
. . Compensation History
fields on this page or Mark Hester Training & Development Active Ful Time 03171994 —
R Gregory Hopkins || Performance Planning Distriution-East Active Full Time 04/0141985
for related tasks, click Anh Huynh i e Teal ) Employes Relations. Active Part Time 0410111998
7 ) Fl Terri Johnson-Day Employee Relations Active Full Time 01/01i2009
the ¢ (Help ICOﬂ) Joo Jung - Comp & Bensfits-Products Div Aciive Full Time. 1211711896
; ; Tnomas Keamey HR Specialkt Employes Relatons Leave With Pay Part Time 12008
provided in the
Linda Koeniq Customer Support Rep Human Resources Active Full Time 07/3141895
rig ht-hand corner of Marcia Wartin Adminisirati tant I Employee Relations Aciive FullTime 08/17/2000 -
. Joseoh Wartin 1018 Job Employee Relations Adtive FulTime 112008 &
the Self Service page.
© 2010 Automatic Data Processing, nc, Privacy | Legal I~
[T T T [ [ [ mteme [® o0 - 4

Figure 6-86. Employee Event Selection Menu with Change Employment Status
Selected

@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.
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®

For a description of the
fields on this page or
for related tasks, click
the ¥ (Help icon)
provided in the
right-hand corner of
the Self Service page.

Select Managing Work Events. The Managing Work Events page displays. Select
the Change Employment Status action option. Select the employee(s) whose
employment status you want to change by clicking the check box next to the
employee's name, then click Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

m Welcome, Regina Daniels

Language v Company Directory | Log Off A

Search Company Direclory

Home ~ [0 & Staffing + ~[e ~ | Reports ~
lanaging Work Events ?
Managing Your Employees
Select the appropriate actions below for your employees
Click Submit to perform the actions on the selected employee
What do you want to do?
Hire New Employee Rehirs Employee
[ Transfer Employee(s) [ Change Job Status
[ Change Job & Salary Information Change Employment Status
Select the employee(s) you want to work with:
A A X X Service Date
] Hame = Job Job Status 7 Hire Date 7 =
Gregory Addingtan 3700 - Production Planner | Active 10/01/2000 01/15/2000
(m} Steven Bell 5503 - Systems Analyst Il Active 04/18/1996 04/18/1996
[0 Simon Cowell 5502 - Systems Analyst Il Active 05/17/2010 05/17/2010
(m} Katherine Garcia 3251 - Manager Active 07/01/1994 07/01/1994
[0 Mark Hester 4701 - Sr_ Trainer Active 03/17/1994 03/17/1994
(m} Mary Johanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
[l  Russell Parker 3104 - Sr_ Clerk Active 10/01/2000 05/10/2000
(m} John Rhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
[l  Patick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000
(m} Nicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
O majken 6206 - Regional Sales Manager Leave of Absence 047072010 04/07/2010
@ submit | @ Reset | v
& Localintranet #®100% -

Figure 6-87.

Managing Work Events with Change Employment Status Option

Selected
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The Start Work Events page displays.

Language ~ Company Directory | Log Off ﬂ
Vielcome, Aaron Edwards
. Search Company Directory
Hanagelv Home - | Time & Attendance ~ | Organization & Staffing + | Pefformance = | Compensation vlﬂepnns v‘
Managing Work Events ?

Start Work Events

For the work eventis) you started, enter comments regarding the employment changes. All approving managers can view these comments

Comments: ﬂ

. lext \ . Cancel \

©2010 Automatic Data Processing, Inc Privacy | Legal H
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Figure 6-88. Start Work Events Page

In the Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.
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3. Click Next. The Change Employment Status selection page displays with summary job
and salary information for the selected employee.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Change Employment Status page. If
more than one employee has been selected for the job action, it is indicated by a
number in the top right corner of the page.

Language ~ Company Directory|LogOff  =|
Wielcome, Aaron Edwards
- Search Company Directory
Home ~ | Time & Atendance - | Organization & Staffing ~ | Performance ~ | Compensation ~ | Reports -

Managing Work Events

Katherine Garcia

p Change Employment Status

(@) more info |

For a description of the

Employee Hame: Katherine Garcia Status: Active
EmployeeID: 222008 Job: 8802 - Sr. Maintenance Technician

Hire Date: 07/ 4 Department: 286003 - Distribution-East
fle'dS On thIS page Or for Service Date: 07/01/1984 Location: NORCR - Georgia
| ted tasks Cllck the Employee Type: Hourly Pay Group: XDO
rela ,

Payroll Department Humber:
? (Help icon) provided Change Employment Status: b [serect v
in the right-hand corner

of the Self Service page

Submit @ cence |

©2010 Automatic Data Procsssing, inc. Privacy | Legal
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Figure 6-89. Change Employment Status Page
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4. Seclect the Return from Leave option from the Change Employment Status field. The
Return from Leave fields display. Required fields are indicated by a red arrow.

Language ~ Company Directory | Log Off ﬂ

Welcome, Aaron Edwards
e Search Company Directory
Home + | Time & Attendance ~ | Organization & Staffing v | Performance « | Compensation - | Reports =

lanaging Work Events

Katherine Garcia

p Change Employment Status

Employee Name: Katherine Garcia Status: Leave With Pay

@ Employee ID: 222006 Job: 8802 - Sr. Maintenance Technician
Hire Date: 071011994 Department: 266003 - Distribution-East
For a description of the Service Date:  07/01/1534 Location: NORCR - Geargia
fields on this page or for Employee Type: Hourly Pay Group: X00
related tasks, click the Payroll Department Humber:
? (Help ICOn) prOVIded Change Employment Status: 2 W
in the right-hand corner
of the Self Service page tRetmfrom Leave
Enter the required information and click Submit to complete the action
Leave Reason:
Begin Leave Date: 053112010
Return Date: } l— @ (mmiadiyyyy)
Return from Leave Reason: IWI
Additional Employment Status Information: Details

. Submit | . Reset | . Cancel |

©2010 Automatic Data Processing, Inc. Privacy | Legal j
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Figure 6-90. Change Employment Status Page with the Return from Leave Fields
Displayed

5. Inthe Return Date field, enter the date the employee returned from leave. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

This field is populated with the Expected Return Date, if entered when the employee
was placed on leave.

6. Inthe Return From Leave Reason field, select the return reason.

7. Click the Additional Employment Status Information Details link, if available, to
access the Additional Information fields, as shown in Figure 6-84. You can enter, change,
or delete data in these fields as necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.
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8. Click Submit. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee, the Change Employment Status page for the

next employee displays. If you selected more than one event for this employee, the next
event will display.

Language ~ Company Directory [Log Off =]
VWelcome, Aaron Edwards
@ |Search Company Directory
Home '|T\me & Attendance » | O & Stafing ~ | Performance ~ | Compensation leeuurls v‘
Managing Work Events T
Work Events Summary
Total work events: 1
Employee Name ‘Work Event Effective Date Work Event Status ‘Comments
Katherine Garcia Change Employment Status 082172010 Completed
- o)
For a description of the
fields on this page or for
related tasks, click the
? (Helpicon) provided
in the right-hand corner
of the Self Service page
© 2010 Automatic Data Processing, Inc. Privacy | Legal &
Dane [T T [ [@mntene s v

Figure 6-91. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.

9. Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was
submitted.

* Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.
¢ Work Event Status - Display the status of the work event.
¢ Comments - Displays comments you enter on the Start Work Events page.

10. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

. [oo) endofprocedue |

You have completed returning an employee from leave and submitting for approval.
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For information on placing an employee on leave, either paid or unpaid, see “Placing an
Employee on Leave” on page 6-105.

For information on placing an employee on suspension, see “Placing an Employee on
Suspension” on page 6-120.

For information on returning an employee from suspension, see “Returning an Employee
from Suspension” on page 6-128.

For information on terminating an employee, see “Terminating an Employee”
on page 6-134.
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Placing an Employee on Suspension

K
L
Changing an
Employee’s
Employment

Status

) selection menu.
Placing an

Employee on

1. From the Organization & Staffing tab, choose one of the following paths:

To place an employee on a Leave of Absence and submit for approval, do the following:

¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Change Employment Status from the Employee Event

Leave

Welcome, Aaron Edwards

>|0 & Staffing v

onocor - [ Ep

Returning an

Employee from Dt
irect Reports

~ | Reports ~

Language v Company Directory | Log Off 4|

[Search Company Directory

Leave

™ Placing an

Manager Hame Aaron Edwards

Fiter your resulis by entering fullor partialdata. Click the Organization icon nextto a managers name, if available, to display their direct reports

Employee on Last Name: [ Employee Events © Jame: [
Suspension Job: EnteriSelect terf| Employee Profile
= 2 || comprehensive Employment Change
. T lName ¥
Returning an i i Transfer Employee

Gregory Andrews| Change Job & Salary Information

bbb
== Change Job Status "

Employee from
Suspension

Change Employment Status
Employee Career Profile

Terminating an

Enroll Employee in Training

Employee Employee Training Summary
# Compensation Planning
Compensation History
Gregary Hookins || Performance Planning
£oh Huvoh Performance History
a Terri Johnson-Da
Joo Jung =
Thomas Kearney HR
Linda Koenig Cu

Marcia Wartin Administra
Joseoh Wartini 1019 Job

© 2010 Automatic Data Processing, Inc.

tus: | Select -

&
Department
Training & Development

st

Employes Relations

Distribution.

Customer Service-East
Payrol

Employee Relations
Distribution-East

Employee Relations
Accounting
Distribution-East
Employee Relations
Training & Development
Distribution-East
Employee Relations

Employes Relations

Department: Enter/Select fem

I Full Time

ey
Job Status
Leave of Absence
Active
Active
Active
Active
Suspended
Active
Active
Active
Active
Active
Active
Active
Active

Active

Active

Privacy | Legal

I Part Time

o
Full Time/Part Time
Part Time.
Part Time.
Full Time:
Full Time:
Full Time:
Fart Time.
Part Time:
Part Time.
Full Time:
Full Time:
Full Time:
Full Time:
Full Time:
Part Time.
Full Tme:
Full Time:
Part Time:
Full Time:
Full Time:
Full Time:

- Apply Filter |

W cear |

A
Hire Date =

08/01/2000
07/01/1984

=

| mntermet

IESEAR

Figure 6-92.
Selected

Employee Event Selection Menu with Change Employment Status

@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.
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Changing an Employee’s Employment Status m

Select Managing Work Events. The Managing Work Events page displays. Select the
Change Employment Status action option. Select the employee(s) whose employment
status you want to change by clicking the check box next to the employee's name, then
click Submit.

¢

Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language » Company Directory| Log Off A

Search Company Directory

WWelcome, Regina Daniels

araoer - [P T e

~ [ Reports ~
Managing Work Events 7
Managing Your Employees
Select the appropriate actions below for your employees
Click Submit to perform the actions on the selected employee
What do you want to do?
Hire New Employee Rehire Employee
[ Transfer Employee(s) [ change Job Status
[ Change Job & Salary Information Change Employment Status
Select the employee(s) you want to work with:
A A A A ‘Service Date

a Hame =7 Job 7 Job Status =7 Hire Date =7 %

Gregory Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000

[0 Steven Bell 5503 - Systems Analyst lll Active 04/18/1996 04/18/1995

[0  Simon Cowell 5502 - Systems Analyst I Active 05/17/2010 05/17/2010

[0  Katherine Garcia 3251 - Manager Active 07/01/1994 07/01/1994

[0 Mark Hester 4701 - Sr. Trainer Active 03/17/1994 03/17/1994

[0  Mary Johanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009

[0  Russell Parker 3104 - Sr. Clerk Active 10/01/2000 05/10/2000

[0  JohnRhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009

[0  Patrick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000

[0  hicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009

O reiken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010

@ Submit | @ Reset | v

& Localintranet. #100% -

Figure 6-93. Managing Work Events with Change Employment Status Option

Selected
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The Start Work Events page displays.

Language ~ Company Directory | Log Off ﬂ
Vielcome, Aaron Edwards
@ Search Company Directory
Hanagerv Home = | Time & Attendance | Organization & Staffing « | Peformance « | Compensation v| Reports. v‘
Managing Work Events 7
Start Work Events
l@m For the work eventis) you started, enter comments regarding the employment changes. All approving managers can view these comments
Comments: ﬂ
For a description of the
fields on this page or for
related tasks, click the |
7 (Help icon) provided W) @one
in the right-hand corner
of the Self Service page
© 2010 Automatic Data Processing, Inc. Privacy | Legal ﬂ
[pane [T T T T |G mtemet 0% -y

Figure 6-94. Start Work Events Page

2. Inthe Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.
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3. Click Next. The Change Employment Status selection page displays with summary job
and salary information for the selected employee.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Change Employment Status page. If
more than one employee has been selected for the job action, it is indicated by a
number in the top right corner of the page.

Language + Company Directory |Log OFf =
Welcome, Aaron Edwards
= Search Company Directory
Managerv Home +| Time & -0 & Staffing ~ +|c -+ | Reports ~
Managing Work Events 7

Katherine Garcia

P Change Employment Status

Status: Active
Employee ID: 222008 Job: 8802 - Sr. Maintenance Technician
For a description of the Hire Date: 4 Department: 266003 - Distribution-East
. . Service Date: 07/011854 Location: NORCR - Georgia
fields on this page or for
Employee Type: Hourly Pay Group: XDO

related tasks, click the
kX

Payroll Department Number:
Help icon) provided
in the right-hand corner
of the Self Service page

Change Employment Status:

Submit [ e

© 2010 Automatic Data Processing, Inc. Privacy | Legal

=
Done [T T [ [ meernet i - 4

Figure 6-95. Change Employment Status Page
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4,

®

For a description of the
fields on this page or for
related tasks, click the

? (Help icon) provided
in the right-hand corner
of the Self Service page

Select the Suspension option from the Change Employment Status field. The
Suspension fields display. Required fields are indicated by a red arrow.

Language ~ Company Directory | Log Off

Search Company Directory

Vielcome, Aaron Edwards

Home = | Time & Attendance = | Organization & Stafing « | Performance + | Compensation v | Reports +

Direct Reports 7

Jennifer Brooks

) Change Employment Status

Employee Name: Jennifer Brooks Status: Active

Employee ID: 07 Job: 1021 - Job w/ salary step not assig

Hire Date: 031812000 Department: 233002 - Payroll
Service Date: ~ D&/18/2000 Location: HDQTR - Corporate Headquarters
Employee Type: Hourly Pay Group: 220

Payroll Department Number:

P |Suspension -
Enter the required information and click Submit o complete the action.
b EJ (mmddAyy)
ﬁ (mmiddiyyyy)
Select @ Reason -2

Additional Employment Status Information: Details

Change Employment Status:

Suspension Date:
Expected Return Date:

Suspension Reason:

. Submit | . Reset | . Cancel |

© 2010 Automatic Data Processing, Inc. Privacy | Legal

Figure 6-96. Change Employment Status Page with Suspension Fields Displayed

In the Suspension Date field, enter the date the suspension goes into effect. You can
either enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

In the Expected Return Date field, enter the estimated date employee is to return from
suspension. You can either enter the date manually (format mm/dd/yyyy), or select the
date from the calendar.

Select the Suspension Reason for the employee’s suspension..

Reasons available in the drop down list depend on which active action reasons were
selected in your HR/payroll system of record to display in Self Service.
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For a description of the
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‘? (Help icon) provided
in the right-hand corner
of the Self Service page

Changing an Employee’s Employment Status m

8. Click the Additional Employment Status Information Details link, if available, to
access the Additional Information fields. You can enter, change, or delete data in these
fields as necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to system of record
once this event has been processed.

Language ~ Company Directory | Log Off 4|

Welcome, Aaron Edwards
Home v‘Tlme& x|o & Staffing = | F -] C ~ | Reports ~
Managing Work Events ?
Additional Employment Status Change Information
Update, ed, or add employee Employment Stalus Changs information
Selecta valie
Custom Area 1: ,—
Custom Area2: 1
Custom Area 3: ,—
Custom Area d: 1
Flag 1: [Setect a value =] o
Flag : [Sekctavane =]
Flag 3: [selecta vaue =]
Flag & [seiectavaue =]
Flag 5: [Sekect a vaiue =]
Flag 6: [Setect a value =]
Flag 7: [Seiect a value =]
Date A: [ [ mwoam
Date B: =
Date C: l— & ¢ )
Date D: [ 1@ ooy
Usert: EntenSelect tem -
User2: 4
User3: -
Userd: =
Users: -
Users: EntenSelect tem -
|
Done [T [ [ [ € mteme e -

Figure 6-97. Additional Employment Status Information Page
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9. Click Submit. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee, the Change Employment Status page for the

next employee displays. If you selected more than one event for this employee, the next
event will display.

Language » Company Directory | Log Off d
Welcome, Aaron Edwards
@? 3earch Company Dirsciory
Hanagerv Home ~ | Time & Attendance - | Organization & Staffing ~ | Performance » | Compensation + | Reports »
Manaﬁinﬁ Work Events 7T
Work Events Summary
Total work events: 1
Employee Name Work Event Effective Date WViork Event Status Comments
Katherine Garcia Change Employment Status 0543172010 Completed
L o)
For a description of the
fields on this page or for
related tasks, click the
? (Help icon) provided
in the right-hand corner
of the Self Service page
® 2010 Automatic Data Frocessing, Inc. Privacy | Legal Ll
Dene [T T [ meemet 0% -

Figure 6-98. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.

10. Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was
submitted.

¢ Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.
* Work Event Status - Display the status of the work event.
¢ Comments - Displays comments you enter on the Start Work Events page.

11. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

. [oo) endofprocedue |

You have completed placing an employee on suspension, and submitting it for approval.
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Changing an Employee’s Employment Status

For information on placing an employee on leave, either paid or unpaid, see “Placing an
Employee on Leave” on page 6-105.

For information on placing an employee on suspension, see “Returning an Employee from
Leave” on page 6-113.

For information on returning an employee from suspension, see “Returning an Employee
from Suspension” on page 6-128.

For information on terminating an employee, see “Terminating an Employee”
on page 6-134.
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m Changing an Employee’s Employment Status

Returning an Employee from Suspension

To return an employee from leave and submit for approval, do the following:

1. From the Organization & Staffing tab, choose one of the following paths:

¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Change Employment Status from the Employee Event
selection menu.

Language ~ Company Directory | Log Off 4]
Viglcome, Aaron Edwards
~ Search Company Directory
Home ~ | Time & Attendance v | O & Staffing ~|C ~ | Reports ~
Direct Reecrts ?
Fier your resuls by entering fullor partal data. Click the Organization icon next fo a managers name, i avaiiable, to display ther direct reports
Manager Hame Aaron Edwards
LastHame: [ Employee Events O Jame: | Department: EnteriSelect tem M
Jobs Enter/Select ier | EMPloyee Profile tus: [Select ~ [ FullTime [ Part Time W AeeyFiter o |
o Comprehensive Employment Change o Pay = o [=
=~ Department = Job Status Full Time/Part Time 7 Hire Date 'l
URTEEET TR Training & Development Absence Part Time: 100172000
Gregory Ansrewd| Change Job & Salary Information Part Time 06112419
b Full Time
= Change Job Status 4 Ll
Customer Service-East FullTime
Change Employment Status Payroll Full Time
Employee Career Profile Employee Relations Part Time
P . Distrizution- Part Time
nroll Employee in Trainin
Kieran Colins e J Employee Relations Part Time 010172008
Clive Daniels Employee Training Summary Accounting FullTime 08/01/2000
a e e L Distribution-East FullTime 070141884
G Employes Relations Full Time
Compensation History _ =
Mark Hester raining & Development Full Time =
Gregory Hepking || Performance Planning Distribution-East Active FulTime
Anh Huynh i e Teal ) Aciive Part Time 0410141588
p Terri Johnson-Day Active Full Time 01/01i2009
Joo Jung e Aclive FullTime 1211711888
Thomas Kearney cials Part Time 01017200
Linda Koeniq er Support Rep Full Time 07/314¢1995
Marcia Wartin Full Time 0811742000 -
Joseph artini 1018 Job Full Time 010172008 ]
® 2010 Automatic Data Frocessing, nc, Privacy | Legal I~
[T [ [ tnternet [® o0 - 4

Figure 6-99.

Employee Event Selection Menu with Change Employment Status

Selected

@ For a description of the fields on this page or for related tasks, click the 7 (Help icon)
provided in the right-hand corner of the Self Service page.
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¢ Select Managing Work Events. The Managing Work Events page displays. Select
the Change Employment Status action option. Select the employee(s) whose
employment status you want to change by clicking the check box next to the
employee's name, then click Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language ~ Company Directory | Log Off A
\Welcome, Regina Daniels =
3D iy iy
Home + [ 0 & Stafing + <Jc | Reports ~
Hanaging Work Events H
Managing Your Employees
Select the appropriate actions below for your emplayess
Click Submit to perform the actions on the selected employee
What do you want to do?
Hire New Emplayze Rehire Emplayes
[] Transfer Employesls) [ Change Job Status
@ [ Change Job & Salary Information Change Employment Status
Select the employeels) you want to work with:
. . Service Date
For a description of the O wme® son & sob stous S wrenats & &
fields on this page or Gregary Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000
H Steven Bell 5503 - Syst, Analyst Il Activi 04/18/1996 04/18/1996
for related tasks, click o = ystems Analys
[0  Simon Cowel 5502 - Systems Analyst || Active 05/17/2010 05/17/2010
the ? (He|p icon) []  Katherine Garcia 3251 - Manager Active 07/01/1994 07/01/1994
; ; [ Mark Hester 4701 - S Trainer Active 031171994 0311711994
provided in the
. (m} Mary Johanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
right-hand corner of [1  Russell Parker 3104 - Sr Clerk Active 10/01/2000 05/10/2000
the Self Service page. [1  JohnRhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
[1  Patick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000
(m} Nicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
[0 rajken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010
@ submit | @ Reset | v
&) Local intranet #100% -

Figure 6-100. Managing Work Events with Change Employment Status Option
Selected
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(@) more info |
For a description of the
fields on this page or for
related tasks, click the

7 (Help icon) provided
in the right-hand corner
of the Self Service page

The Start Work Events page displays.

Language ~ Company Directory | Log Off ﬂ
Vielcome, Aaron Edwards
. Search Company Directory
Hanagelv Home - | Time & Attendance ~ | Organization & Staffing + | Pefformance = | Compensation vlﬂepnns v‘
Managing Work Events ?

Start Work Events

For the work eventis) you started, enter comments regarding the employment changes. All approving managers can view these comments

Comments: ﬂ

. lext \ . Cancel \

©2010 Automatic Data Processing, Inc Privacy | Legal H

pene [T T T T [ e mteme LR

Figure 6-101. Start Work Events Page

In the Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.
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3. Click Next. The Change Employment Status selection page displays with summary job

and salary information for the selected employee.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Change Employment Status page. If
more than one employee has been selected for the job action, it is indicated by a

number in the top right corner of the page.

@? Wielcome, Aaron Edwards

Language ~ Company Directory|LogOff  =|

Search Company Directory

Home ~ | Time & = | Organi & Staffing « | F ~|C ien ~ | Reparts -
lvlanaging Work Events ?
Katherine Garcia
p Change Employment Status
Employee Hame: Katherne Garcia Status: Active
Employee D: 222006 Job: 8502 - Sr. Maintenance Technician
Hire Date: 07/01/1992 Department: 288003 - Distribution East
Service Date:  07/01/199¢ Location: NORCR - Georgia
Employee Type: fourly Pay Group: X0
Payroll Department Humber:
Change Employment Status: b |sekect v
Submit @ cence |
© 2010 Automatic Data Processing, nc. Privacy | Legal E
Done [T [ [ [ [ [@mtenst HA00% v g

Figure 6-102. Change Employment Status Page
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®

For a description of the
fields on this page or for
related tasks, click the

T (Help icon) provided
in the right-hand corner

of the Self Service page

4. Seclect the Return from Suspension option from the Change Employment Status ficld.

The Return from Suspension fields display. Required fields are indicated by a red arrow.

Language ~ Company Directory | Log Off ﬂ

Search Company Directory

m Welcome, Aaron Edwards
Home + | Time & Attendance ~ | Organization & Staffing v | Performance « | Compensation - | Reports =

lanaging Work Events

Katherine Garcia

p Change Employment Status

Employee Name: Katherine Garcia Status: Leave With Pay

Employee ID: 222006 Job: 8802 - Sr. Maintenance Technician
Hire Date: 071011994 Department: 266003 - Distribution-East
Service Date: 07/0111994 Location: NORCR - Georgia

Employee Type: Hourly Pay Group: XDo

Payroll Department Humber:

Change Employment Status: b |Return from Leave v

# Return from Leave

Enter the required information and click Submit to complete the action

Leave Reason:

Begin Leave Date: 053112010

Return Date: } l— @ (mmiadiyyyy)
Return from Leave Reason: IWI

Additional Employment Status Information: Details

. Submit | . Reset | . Cancel |

©2010 Automatic Data Processing, Inc. Privacy | Legal j

‘Dune | ‘ ‘ ‘ ‘ | ‘@Intemet “\100% v

Figure 6-103. Change Employment Status Page with the Return from Leave Fields
Displayed

In the Return Date field, enter the date the employee returned from leave. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

This field is populated with the Expected Return Date, if entered when the employee
was placed on leave.

In the Return From Leave Reason field, select the return reason.

Click the Additional Employment Status Information Details link, if available, to
access the Additional Information fields, as shown in Figure 6-84. You can enter, change,
or delete data in these fields as necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.
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8. Click Submit. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee, the Change Employment Status page for the

next employee displays. If you selected more than one event for this employee, the next
event will display.

Language ~ Company Directory [Log Off =]
Welcome, Aaron Edwards
? [Search Company Directory
Ilanagerv Home ~ | Time & x| O & Stafiing ~ | F v | C leeuurls v‘
Managing Work Events T
Work Events Summary
Total work events: 1
Employee Hame Work Event Effective Date Work Event Status Comments
Katherine Garcia Change Employment Status 052172010 Completed
| S
©2010 Automatic Data Frocessing, inc. Privacy | Legal B
Dane [T T [ [@mntene s v

Figure 6-104. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.

9. Review the following information:

Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

Employee Name - Displays the employee’s name for which a job action was
submitted.

Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

Effective Date - Displays the date the job action goes into effect.
Work Event Status - Display the status of the work event.

Comments - Displays comments you enter on the Start Work Events page.

10. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

. [oo) endofprocedue |

You have completed returning an employee from leave and submitting for approval.
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For information on placing an employee on leave, either paid or unpaid, see “Placing an
Employee on Leave” on page 6-105.

For information on placing an employee on suspension, see “Returning an Employee from
Leave” on page 6-113.

For information on returning an employee from suspension, see “Placing an Employee on
Suspension” on page 6-120.

For information on terminating an employee, see “Terminating an Employee”
on page 6-134.

Terminating an Employee

To terminate an employee and submit for approval, do the following:

MIZID

Changing an 1. From the Organization & Staffing tab, choose one of the following paths:

L
Employee’s . . . .
Embpl t ¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
mplioymen
Status employee Name, then select Change Employment Status from the Employee Event
. selection menu.
Placing an
Employee on
Leave Language = Company Directory | Log Off =
Velcome, Aaron Edwards
@ 3earch Company Direstory
Returning an TR o | ime s stenasnce [ aneson s 5o < o [ Rspors =
Employee from R
DirectReems ?
Leave
. Fiter your results by entering ful or partial data. Ciick the Organization icon next to a managers name, f avalable, to display thei direct reports
Placing an
E | Manager Name Aaron Edwards
mp Oyee on Last Name: Employee Evenis ) Jame: | Department: Enter/Select ftem -
SUSpenSIOH Job: EnterSelect e | EMPloyee Profile tus: [ Select - ClFullTime [ Part Time @ eenFier | @ clear |
~ 2 || comprenensive Employment Change a A a A -

; = Hame ¥ Department ¥ Job Status 7 Full Time/Part Time 7 Hire Date & M
Returmng an A Amin Transfer Employee Training & Development Leave of Absence Part Time 10/0172000
Employee from Gregory Andrewd| Change Job & Salary Information Distribution-East Aeiive Part Time

. aza b TR n Employes Relations Ative Ful Time
Suspensmn Customer Service-£ast Active Full Time
Change Employment Status Payroll Active Full Time
. . Employee Career Profile Employee Relations Suspended Part Time
M Terminating Distribution-East Active Part Time
an Employee Enroll Employee in Training Employes Relations Active Part Time
Employee Training Summary Accounting active FulTime
a Compensation Planning Distribution-East Active Full Time.
Employee Relations Active Full Time
Compensation History - =
taining & Development Active Full Time e
Gregory Hookins || Performance Planning Distribution-East Active Full Time
Anh Huynh I e Employee Relations Part Time
a2 Terri Johngon-Da Full Time
Joo Jung = Full Time
Thomss Kearmey HR Part Time:
Linda Koenig Customer Support Rep Full Time
Jarca liartn Adminis ssatantl Ful Time =
Joseph Martini 1013 Job Full Time ]
© 2010 Automatic Data Processing, nc. Privacy | Legal |
[T T T T [ [@mnemet [0 -

Figure 6-105. Employee Event Selection Menu with Change Employment Status
Selected

@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.

Chapter 6: Managing Work Events
ADP Self Service Manager’s Guide



Changing an Employee’s Employment Status m

¢ Select Managing Work Events. The Managing Work Events page displays. Select
the Change Employment Status action option, select the employee(s) whose
employment status you want to change by clicking the check box next to the
employee's name, then click Submit.

Q Depending on your HR/payroll system of record, you may have to first select the
Select one of more of the Employment Changes below option to enable the
individual job action check boxes.

Language ~ Company Directory | Log Off A
\Welcome, Regina Daniels =
3D iy iy
Home + [0 & Staffing ~ -Je | Reports ~
Managing Work Events 2
Managing Your Employees
Select the appropriate actions below for your smployees
Click Submit to perform the actions on the selected employee
What do you want to do?
Hire New Employee Rehire Employes
[] Transfer Employesls) [ Change Job Status
[ Change Job & Salary Information Change Emplayment Status
Select the employee(s) you want to work with:
A A X X Service Date
o ] Hame = Job Job Status 7 Hire Date 7 =
For a description of the Gregary Addington 3700 - Production Planner | Active 10/01/2000 01/15/2000
fields on this page or [1  StevenBell 5503 - Systems Analyst Il Active 04/18/1996 04/18/1996
for related tasks, click [0  Simon Cowel 5502 - Systems Analyst I Active 05/17/2010 05/17/2010
[0 | Katherine Garcia 3251 - Manager Active 07/01/1934 07/01/1994
the 7’ (Help icon) [0 Mark Hester 4701 - Sr_ Trainer Active 03/17/1994 03/17/1994
; : [0 | Mary Johanssen 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
provided in the : : : .
A [1  Russell Parker 3104 - Sr Clerk Active 10/01/2000 05/10/2000
right-hand corner of [0 | JohnRhys 1007 - Patient Care Assistant Active 01/01/2009 01/01/2009
the Self Service page. [1  Patick Roy 1002 - Director of Nursing-Med Center Active 08/18/2000 08/18/2000
[ Nicholas Smith 2702 - Janett's 288643 test job Active 01/01/2009 01/01/2009
[0 rajken 6206 - Regional Sales Manager Leave of Absence 04/07/2010 04/07/2010
@ submit | @ Reset | v
&) Local Intraret %100% -

Figure 6-106. Managing Work Events with Change Employment Status Option
Selected
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(@) more info |
For a description of the
fields on this page or for
related tasks, click the

7 (Help icon) provided
in the right-hand corner
of the Self Service page

The Start Work Events page displays.

Language ~ Company Directory | Log Off d
Welcome, Aaron Edwards
o Search Company Directory

Home v‘ Time & Atendance | Organization & Staffing « | Performance » | Compensation v‘ Reports v|

Managing Work Events 7
Start Work Events
For the work event(s) you started, enter comments regarding the employment changes. All approving managers can view these comments.
Comments: d
H

- Hext J - Cancel J

©2010 Automatic Data Processing, Inc Privacy | Legal e

[pene T T T T e mteme 0% v g

Figure 6-107. Start Work Events Page

In the Comments field, enter a comment if appropriate. The comment is viewable by all
approvers, as well as through Approval History.

If the work event is for a single employee with multiple job actions, an Effective Date

field becomes available. The effective date you select applies to all of the job actions in
the work event.
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Changing an Employee’s Employment Status

3. Click Next. The Change Employment Status selection page displays with summary job
and salary information for the selected employee.

Q The header bar will display either Managing Work Events or Direct Reports,
indicating from which page you accessed the Change Employment Status page. If
more than one employee has been selected for the job action, it is indicated by a
number in the top right corner of the page.

m Welcome, Aaron Edwards
Home ~ | Time & >0 & Staffing « | F

Language - Company Directory |LogOff =]

Search Company Directory

Ivlanaﬁinﬁ Work Events

~ | Reports ~

Katherine Garcia

p Change Employment Status

Employee Hame: Katherine Garcia Status:

Employee ID: 222008 Job:

Hire Date: 0710111994 Department:
Service Date: 07/01/1934 Location:
Employee Type: Hourly Pay Group:

Change Employment Status:

Submit o e

© 2010 Autematic Data Processing, inc.

Done

Active

8802 - Sr. Maintenance Technician
266003 - Distribution-East
NORCR - Georgia

X00

Payroll Department Humber:

b |sekct -

Privacy | Legal

Figure 6-108. Change Employment Status Page

|
[T [ [ [ [ [ mtenet w100 v
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4. Seclect Terminate from the Change Employment Status field. The Terminate fields
display. Required fields are indicated by a red arrow.

Language ~ Company Directory [LogOff =]
@ Welcome, Aaron Edwards
:

Home ~ | Time & Atendance ~ | O & Staffing - | C ion v | Reports ~

I'ylanaging Work Events

Katherine Garcia
p Change Employment Status

Employee llame: Status: Leave With Pay

Job: 8802-

Employee ID: laintenance Technician
Department: 265003 - Distrioution-East

Location: NORCR - Georgia

Hire Date:
Service Date:
Pay Group: XD0

Employee Type:
Payroll Department Humber:

Change Employment Status: b |Terminate L3
= Terminate
Enter the required information and click Submit to complete the action.
Termination Date: » Bl (mmidaryyyy)
L Reason for Termination: b |seiect a Reason k3
For a description of the b or e ire S B
fields on this page or for Fiigible for Severance: O ves @ mo
related tasks, click the Date Natice Given: &l (mdaryyyy)
- ) ) Date Last Worked: | ==
f (Helpicon) provided Date of Death | — T
in the right.hand corner Additional Employment Status Information: Details

of the Self Service page
W swomi | @ Reset | W conca |

©2010 Automatic Data Processing, Inc. Privacy | Legal |
4

IDone [T T [ [ [@mternet [# 100% -

Figure 6-109. Change Employment Status Page with Terminate Fields Displayed

5. Inthe Termination Date ficld, enter the date the employee is to be terminated. You can
either enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

6. Select the Reason for Termination from the drop down list.

Reasons available in the drop down list depend on which active action reasons were
selected in your HR/payroll system of record to display in Self Service.

7. Select the appropriate option in the Eligible for Rehire field.

Default setting is Yes. However, if the termination reason is Death, this field defaults to
No and is disabled.

8. Select the appropriate option in the Eligible for Severance field.

Default setting is No. If the termination reason is Death, this field defaults to No and is
disabled.

9. Inthe Date Notice Given ficld, enter the date the employee gave notice. You can either
enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

10. In the Date Last Worked ficld, enter the last day the employee worked for the company.
You can either enter the date manually (format mm/dd/yyyy), or select the date from the
calendar.

If this date is not entered in Self Service, the termination date is used as the default date
last worked in your HR/payroll system of record.
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Changing an Employee’s Employment Status m

In the Date of Death ficld, if available, enter the date of the employee's death. You can
either enter the date manually (format mm/dd/yyyy), or select the date from the calendar.

This field is not active unless Death was selected as the termination reason.

Click the Additional Employment Status Information Details link, if available, to
access the Additional Information fields, as shown in Figure 6-84. You can enter, change,
or delete data in these fields as necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you

have access to for each event, is determined by your Portal administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.

Click Submit. If this is the last employee, the Work Events Summary page displays.

If you selected more than one employee, the Change Employment Status page for the

next employee displays. If you selected more than one event for this employee, the next
event will display.

Language + Company Directory | LogOff  =|
@ Welcome, Aaron Edwards

[Search Company Directory
Hnme v | Time & -0 & Staffing = | F M ~ | Reports ~
anaging Work Events T
— —

Work Events Summary

Total work events: 1

Employee Name Work Event Effective Date Work Event Status Comments
Katherine Garcia Change Employment Status 0513172010 Completed

ok )

©2010 Automatic Data Processing, Inc. Privacy | Legal

Done: [ [ [ [ [emtemet HI00% v

Figure 6-110. Work Events Summary Page

The Work Events Summary page lets you review the information regarding the work
event(s) that you have submitted. The fields on this page are display only.
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14. Review the following information:

¢ Total Work Events - Displays the total number of work events submitted. This
includes the events that were canceled or rejected.

* Employee Name - Displays the employee’s name for which a job action was
submitted.

* Work Event - Displays the type of job action submitted. Available types are
Transfer, Change Job Status, Change Job & Salary, and Change Employment Status.

¢ Effective Date - Displays the date the job action goes into effect.
¢ Work Event Status - Display the status of the work event.
¢ Comments - Displays comments you enter on the Start Work Events page.

15. When you have finished reviewing the information, click OK. You are returned to the
page (Manager Work Events or Direct Reports) from which you accessed this page.

. [oo) endofprocedue |

You have completed terminating an employee and submitting for approval.

For information on placing an employee on leave, either paid or unpaid, see “Placing an
Employee on Leave” on page 6-105.

For information on returning an employee from leave, see “Returning an Employee from
Leave” on page 6-113.

For information on placing an employee on suspension, see “Placing an Employee on
Suspension” on page 6-120.

For information on returning an employee from suspension, see “Returning an Employee
from Suspension” on page 6-128.
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Using the Comprehensive Employment Change

The availability of the comprehensive employment change depends on your HR/payroll
system of record. Whether this event is available to you depends on how your administrator
has configured your security access in Self Service.

Managers can change job information for employees who report to them and submit the job
action for approval. If your administrator has enabled the indirect report update option, you
can change information for both your direct and indirect reports. The Comprehensive
Employment Change page allows you to update employment information for an employee in
a single, inclusive task that encompasses job, employment, compensation, and payroll (if
appropriate) information. The page displays all the job actions available to you in a tabbed
format that allows you click through the job actions you can perform.

If there is a pending work event for the selected employee, the Comprehensive
Employment Change page does not display when you click Submit. You receive the
message, “Employee has previous changes pending approval. Approval is required
before you can submit additional changes. Check Approval History for more
information.” displays. The pending event must be completed before you can make
further changes for the employee. New hires and rehires events cannot be part of a
comprehensive work event.

You can create and update a comprehensive employment change through either Direct
Reports or through Managing Work Events. Indirect and direct reports can be accessed
through Direct Reports. Only direct reports can be accessed through the Managing Work
Events task. Creating and updating a comprehensive employment change includes the
following tasks:

¢ [Initiating a Comprehensive Employment Change for an Employee
® (Changing an Employee's Job Information

¢ Changing an Employee's Employment Information

* (Changing an Employee's Compensation Information

* (Changing an Employee's Payroll Information

Some of the pages include searchable drop-down fields and/or search fields. For
more information, see “Search and Filtering Tips” on page 6-3.
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Initiating a Comprehensive Employment Change for
an Employee
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The Comprehensive Employment Change is available only if your HR/payroll system of
record is ADP Enterprise HR or HR Anytime Version 5.03. In addition, your security

settings will determine if you have access to this option.

Choose one of the following paths:

To create or update a comprehensive employment change for an employee, do the
following:

* From the Direct Reports page, click the underlined employee Name, then select

Comprehensive Employment Change from the Employee Event selection menu. The

Comprehensive Employment Change page displays.

From the Managing Work Events page, select the Comprehensive Employment
Change action option, select the employee whose employment information you want to

change by clicking the check box next to the employee'

Comprehensive Employment Change page displays.

s name, then click Submit. The

Welcome, Aaron Edwards

Home ~ | Organization & Staffing - | Performance ~ | Compensation ~ | Reports ~

Managing Work Evats

Language - Company Directory | Log Off 4

Search Company Dirsctary

Comprehensive Employment Change

Enter the appropriate employee information on each tab.
Click Submt ence you have completed changes on al appropriate tabs

Employes: Amin,Ali - 381703 Company: OPS - Services Employse Status: Active

Pay Group: BIVY File Humber: 004011

—

TR Employment Compensation Payroll

Effective Date: b [oerizzonc ([ Action: ¥ [3eect - Action Reason: -

= Job = Locations

Reports To: 222051 - Edwards,Aaren - Wiork Location: b |DOTHA - Alabama -

P— »
Position: 00066 - Sr. Trainer - eriSelect fter -
T Reporting Location: | [LtenSelect tem
Job Description:  » [4701 - 51, Tramer -
Department: b |222002 - Traning & Development - = Other
Holiday Schedule:  [Holday Schedule 7| view Holiday Schedule

Employee Class: Select -

Employee Type: Hourly -

Vieekly stdHrs: ¥ [<00

FullPart Time: @ FulTme € Part-Time

RegularTemp: @ Regular ' Temporary

Additional Information:  Details 2

@ suomic | @ cencer | @ Reset |
Done [0 T T [ & ntermet 0% -
Figure 6-111. Comprehensive Employment Change - Job Page

@ For a description of the fields on this page or for related tasks, click the ?* (Help Icon)
provided in the right-hand corner of the Self Service page.
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1. Click on the appropriate tab make the appropriate selections to complete or update your
comprehensive work event.

2. Creating or updating a comprehensive employment change can include the following
tasks:

¢ Changing an Employee's Job Information

* Changing an Employee's Employment Information

¢ Changing an Employee's Compensation Information

¢ Changing an Employee's Payroll Information

Your HR/payroll system of record determines if the Payroll tab displays and is available.

3. Once you have completed all of your updates, click Submit to submit to work flow and
initiate the approval process for the comprehensive work event. A Comments window
displays for you to enter any appropriate comments.

4. Enter any comments for the changes you have made and click OK. The comments are
optional. You are returned to the page (Managing Work Events or Direct Reports) from
which you accessed this page.

You have finished initiating a comprehensive employment change. Next, you can change an
employee’s job information for that comprehensive employment change.
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Changing an Employee's Job Information

The Job page displays as the initial page of a comprehensive employment change. To
complete the Job page, do the following:

Language ~ Company Directory | Log Off =]

@? Welcome, Aaron Edwards
- o
Home = | Time & ~ | Of & Staffing ~ - | Ci ~ | Reports ~

I'wlanaaing Work Events ?

Comprehensive Employment Change

Enter the appropriate employ:
Click Submit once you hat

forme

each fab.

nges on all appropriate tabs.

Employee: Brooks,Jennifer - 222027 Company: DSS - Cons Prod Employee Status: Active
Pay Group: 220 File Humber: 001110

[ Job \ | Employment Compensation Payroll

Effective Date: » [oerorot0 () Action: P [sekeet - Action Reason: -

= Job = Location

Reports To:

Position Reporting Location: b

Job Description: »
" = Other

Ol |fa (] e

Department: 4 Holiday Schedule: | ROL - Hoiday Scheau= =] view Holiday Schedule

Employee Class: Sele

Employee Type:  F [H- Hourly ¥

weekly staHrs.: b [00

FulliPart Time: @ FulTime € Part-Time

RegularTemp: @ Regular " Temporary

shirt: Select -

Additional Information:  Details

@ suemi | @ cancer | @ Reset |

2010 Automatic Data Processing, Inc. Privacy | Legal =

[T [ [ meeme 0% - g

Figure 6-112. Comprehensive Employment Change - Job Page

@ For a description of the fields on this page or for related tasks, click the ¥ (Help icon)
provided in the right-hand corner of the Self Service page.

1. In the Effective Date field, enter the date the job status change will go into effect. You
can either enter the date manually (format mm/dd/ yyyy), or select the date from the
calendar. The effective date you enter is applied to the changes you make on all the tabs
for the comprehensive work event.

2. Select the Action and the Action Reason the associated changes are taking place for the
employee. The choices made here are applied to the changes you make on all the tabs for
the comprehensive work event. The reasons available depend on what was setup for your
HR/payroll system of record.

The Actions and Action Reasons available in the drop down list depend on which

active action reasons were selected in your HR/payroll system of record to display in Self
Service.

3. From the Reports to field, select the new manager the employee will be reporting to. For
more information, see “Using the Searchable Drop-Down Fields” on page 6-4.

4. Seclect a position from the Position field, if applicable. Values available are based on the
manager selected in the Reports To field. For more information, see “Using the
Searchable Drop-Down Fields” on page 6-4.
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The Position field is not available if Position Management in your HR/payroll system of
record is set to None. If you select a position, the associated default values populate the
Department and Location fields, which are then display-only.

Select a job code and description from the Job Description field, if applicable, to change
the employee's current job code and description.

The Job Description field is display-only if a position was selected from the Position
field. If you have not selected a position, you can select a job from the Job field. The
Position ficld is then disabled, and the Salary Step field is populated with the default
value, if any, and is display-only.

Select the department from the Department field, if applicable. Values available are
based on the manager selected in the Reports to field. For more information, see “Using
the Searchable Drop-Down Fields” on page 6-4.

If there is a default location associated with the selected department, the value defaults
into the Location field.

The Department field is display-only if a position was selected from the Position field.
Ifthe Position field is available and the update allowed setting in the selected employee's
jobrecord is Yes, and you have not selected a position, you can select a Department. For
more information, see “Using the Searchable Drop-Down Fields” on page 6-4.The
Position field is then disabled, and the Location field is populated with the default
location for the selected department.

The Employee Class field initially displays the selected employee's current
classification. To change the employee's classification, select the appropriate
classification code and description from the drop down list.

From the Employee Type field, select the employee type and description from the drop
down list. The drop down list is populated with the employee types and descriptions
defined in your HR/payroll system of record for the employee's pay group.

The Standard Hours field displays the standard hours for the job. You can enter a new
value in this field as needed. The minimum and maximum amounts allowed the field are
dependent on the HR/payroll system of record.

Select Full or Part Time from the Full/Part Time field if applicable. The options are
display-only if a position was selected from the Position field. If you have not selected a
position, you can change the selection.

The Shift field initially displays the selected employee's current shift information, if any.
To change the employee's shift information, select the shift code and description from the
drop down list. The availability and value of this field depends on your HR/payroll
system of record. This field is display only if a position was selected from the Position
field.

Note: If the employee's job record in your HR/payroll system of record indicates that no
updates are allowed, the shift field is display only, and cannot be changed.

Select Regular or Temporary from the Regular/Temp field if applicable. The options
are display-only if a position was selected from the Position field. If you have not
selected a position, you can change the selection. For more information, see “Using the
Searchable Drop-Down Fields” on page 6-4.
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13.

14.

15.

16.

From the Location area, select the employee's appropriate Work Location and
Reporting Location. The values of these fields may initially display the default
locations for the selected department. They are display-only if a position was selected
from the Position ficld. For more information, see “Using the Searchable Drop-Down
Fields” on page 6-4.

Select the Holiday Schedule associated with the job if needed. This field is display only
if a position is selected for the Position field.

Click View Holiday Schedule to display the details for the holiday schedule for the
current year. If no schedule is available for the current year, a message displays.

Click the Additional Information Details link, if available, to access the Additional
Information fields. You can enter, change, or delete data in these fields as necessary for
the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Self Service Administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.

©

You have finished changing an employee’s information. Next you can change the
employee’s employment information.
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Using the Comprehensive Employment Change

Changing an Employee's Employment Information

The Employment page allows you to provide leave of absence information and other
employment related information. To complete the Employment page of the Comprehensive
Employment Change, do the following:

1. Click the Employment tab to display the Employment page. The Effective Date,
Action, and Action Reason are carried over from the Job page as display only values.

Language ~ Company Directory | Log Off

@9 Welcome, Aaron Edvrards
?
Home ~ | Time & Atiendance ~ | 0 4 Staffing ~ eANE - | Reports ~

l-ylanaging Work Events

Comprehensive Employment Change

Company: DS5 - Cons Prod Employee Status: Active
File Humber: 001110

Job /[ Employment | | Compensation Payroll

Effective Date: 08/09/2010 Action: Action Reason:

Related Dates

Hire Date: 08/182000 Begin Leave Date: [ G (mmisiyyyy; Termination Date: [ & mmaryyyy) Date of Death: G (mvaciyyyy)
Rehire Date: 3 Expected Return Date (5] (mmooryyyy) Date Last Worked Gl ey,
Length Of Service: 10 years 0 months  Suspension Date: (5] (mmooryyyy)  Date Notice Given: Gl ey,

= Other
7 Full Time Student Referral Source: [elect =] Union:

I Eligible for Rehire Security Clearance: Bargaining Unit:

I~ Eiigible for Severance Business Title: Supervisor: 777002 - Johnsen,Elizabeth A -

Additional Information:  Details

FEE o R

©2010 Automatic Data Processing, Inc. Privacy | Legal

Figure 6-113. Comprehensive Employment Change - Employment Page

@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.

The Hire Date, Rehire Date, and Length of Service are provided as display only.

2. From the Employment Related Dates area, update the following information as
appropriate for the comprehensive work event:

¢ Ifthe Action and Action Reason for the comprehensive work event relate to a leave
of absence, either paid or unpaid, you need to designate the dates for the leave.

— In the Begin Leave Date ficld, enter the date the leave will go into effect. The
Begin Leave Date defaults to the effective date you entered on the Job page..

— In the Expected Return Date field, enter the estimated date employee is to return
from leave. You can either enter the date manually (format mm/dd/ yyyy), or
select the date from the calendar.

* If the Action and Action Reason for the comprehensive work event was a
termination, you need to provide dates for the employee gave notice and last day they
worked, and the termination date. The Termination Date defaults to the effective
date you entered on the Job page.
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— In the Date Notice Given field, enter the date the employee gave notice. You can
either enter the date manually (format mm/dd/yyyy), or select the date from the
calendar. The date defaults to the effective date you entered on the Job page.

— In the Date Last Worked field, enter the last day the employee worked for the
company. You can either enter the date manually (format mm/dd/yyyy), or select
the date from the calendar.

If this date is not entered in Self Service, the termination date is used as the
default date last worked in your HR/payroll system of record.

— If the Action for the comprehensive work event was a termination and the Action
Reason was death, enter the date of death for the employee in the Date of Death
field. You can either enter the date manually (format mm/dd/yyyy), or select the
date from the calendar.

This field is not active unless Death was selected as the termination reason.

* Ifthe Action and Action Reason for the comprehensive work event relates to a
suspension, select or enter the Expected Return Date. The Suspension Date
defaults to the effective date you entered on the Job page.

From the Other area, update the following information as appropriate.

¢ Select the Full Time Student option if the employee is a full-time student. The
option defaults to the employee's current status.

¢ Select the Eligible for Rehire option if the action selected was termination and the
reason was not death.

¢ Select the Eligible for Severance option if the action selected was termination and
the reason was not death.

* Select the employee's Referral Source if available. This is the source (such as job
posting or employee) that referred the employee to the company. The availability and
value of this field depends on your HR/payroll system of record.

* Select the employee's Security Clearance if available. The availability and value of
this field depends on your HR/payroll system of record.

¢ In the Business Title ficld, enter the employee's official business title, which may or
may not be the same as the employee's job title.

¢ From the Union Code field, select the union identifier for the union to which the
employee belongs, if applicable. The availability and value of this field depends on
your HR/payroll system of record. This field is display only if a position was selected
from the Position field.
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¢ From the Bargaining Unit ficld, select the unit of the local union to which the
candidate belongs for contract bargaining purposes, if applicable. The values
available for selection are based on the Union Code selected. If none is selected, all
Bargaining Units are available for selection. This field is display only if a position
was selected from the Position field.

¢ Select the employee's Supervisor is applicable. The value displayed, if any, depends
on your HR/payroll system of record.

* (Click the Additional Information Details link, if available, to access the
Additional Information fields. You can enter, change, or delete data in these fields
as necessary for the work event you are entering.

Whether or not the Additional Information fields are available, as well as which
fields you have access to for each event, is determined by your Self Service
Administrator. The information in these fields initially defaults with data from your
HR/payroll system of record. Any information you enter in these fields will be passed
back to your system of record once this event has been processed.

©

You have finished changing an employee’s employment information. Next you can change
the employee’s compensation information.

Chapter 6: Managing Work Events
ADP Self Service Manager's Guide



m Using the Comprehensive Employment Change

Changing an Employee's Compensation Information

7] The Compensation page allows you to update information regarding an employee's
IZI|:| compensation, salary plans, and make salary changes.

Using the
Comprehensive All fields on the Compensation page are display only if any of the following Actions was
Employment selected on the Job page.
Change

Initiating a ¢ DTA - Job Status Change

Comprehensive

Employment Change * POS - Lateral Change

for an Employee

e PLA - Placed on Paid Leave

Changing an
Employee’s Job * LOA - Place on Unpaid Leave
Information
Changing an ¢ RFL - Return from Leave
Employee's
Employment * TER - Terminate
Information
M Changing an If none of these actions have been selected, you can update the Compensation page where
Employee's appropriated by doing the following:
Compensation
Information 1. Click on the Compensation tab to display the Compensation page. The Effective Date,
Changing an Action, and Action Reason are carried over from the Job page as display only values.
Employee's Payroll
|nf0rmati0n Vielcome, Aaron Edwards R Cope L
Home + | Time & Attendance v | Organization & Staffing « | Performance v | Compensation v | Reports v
Manaﬁing Work Events ?
Comprehensive Employment Change
-Ewmp‘ ;riquency‘ I:iuum' | I‘Rm " .., tatistic: o
Com et orory
‘Annual Benefits Base: 0.00 Annual:
= Salary Plan
Salary Plan: MD - WidPoint Plan: Non-cxempts - ;:"“W“m forgS 104 JClariiEy — .
Salary Step: [seket. =] Max: salary Amount: 50.0000
= Salary Change
Rate Change: © percent € amount '—Per “vear
New Salary: Percentage Change:
Would you like to perform an additional salary change? I Yes
Adiditional Information: Details
@ | @cnce ) @Rt )
T e Roow -

Figure 6-114. Comprehensive Employment Change - Compensation Page

@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.
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From the Compensation area, update the following information as appropriate for the
comprehensive work event:

¢ Select the employee's new compensation frequency from the Comp Frequency
field. The value is defaulted from the HR/payroll system of record. if you change the
value, the compensation rate is recalculated and displayed in the Comp Rate field to
replace the calculated rate from the HR/payroll system of record. The Comp Rate
Type displayed is from the HR/payroll system of record.

¢ In the Annual Benefits Base field, enter the annual benefits base which is the fixed
rate for calculating benefits coverage or the employee, such as a life insurance. If you
enter an amount, the HR/payroll system of record uses this to calculate benefits
coverage.

From the Salary Plan area, update the following information as appropriate for the
comprehensive work event:

* From the Salary Plan field, select a salary plan for the employee if applicable. A
salary plan is a unique identifier assigned to a specific compensation program. For
example, a company might organize its employees into separate salary plans for
exempt and nonexempt employee. When a job code is selected, the associated salary
plan is displayed. The salary plans available are dictated by your HR/payroll system
of record. See page 6-4 for tips on searching for a field value.

* The Salary Grade and Salary Step fields are also populated when a job code is
selected. For complete information on salary step logic and how your HR/payroll
system of record has it setup, refer to the documentation for that HR/payroll system
of record.

From the Salary Change area, update the following information as appropriate for the
comprehensive work event:

¢ From the Rate Change field, select whether the rate change is a Percent or an
Amount. Enter an amount or percentage amount, depending on your selection, in the
Amount field. Once you enter the amount or the percentage, the values for the New
Salary field and Amount/Percent Change are recalculated and displayed.

If the new salary for an employee is above the maximum of the established salary

grade range, a confirmation message displays. A confirmation message also displays
if the employee is already above the established maximum salary grade before the
salary change.

¢ To perform an additional salary change, select Yes in the Would you like to perform
an additional salary change? field. The Salary Change fields display. Complete
the following:

a. Select the Salary Change Reason from the drop down list. Reasons available in
the drop down list depend on which active action reasons were selected in your
HR/payroll system of record to display in Self Service.

b. Select the Rate Change option, either Percent or Amount (as available) and
enter the percent or amount of the pay change, positive or negative. The Per field
displays Year or Hour, depending on the employee's compensation frequency
The Percent Change/Amount Change and Cumulative fields display the new
salary values with negative values displaying in red.
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To add another salary change, click Add Another Salary Change. To delete a salary

changed listed in the Additional Salary Change area, select the appropriate check
box to the left of the reason field and click Delete.

5. Click the Additional Information Details link, if available, to access the Additional
Information fields. You can enter, change, or delete data in these fields as necessary for
the work event you are entering.

Whether or not the Additional Information fields are available, as well as which fields
you have access to for each event, is determined by your Self Service Administrator. The
information in these fields initially defaults with data from your HR/payroll system of
record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.

You have finished changing an employee’s compensation information. Next you can change
the employee’s payroll information.
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Changing an Employee's Payroll Information

This page is only available if your HR/payroll system of record is ADP Enterprise HR with
Autolink. If it is available, you can update payroll specific information such as status and
payroll department. To complete the Payroll page of the Comprehensive Work Event, do the
following:

1. Click on the Payroll tab to display the Payroll page. The Effective Date, Action, and
Action Reason are carried over from the Job page as display only values. The availability
and value of this field depends on your HR/payroll system of record.

Language » Company Directory | Log OFfF =]

@ Welcome, Aaron Edwards
Heme ~ | Time & Attendance ~ | Oroanization & Stafing ~ | Performance ~ | Gompensation ~ | Reports =

. oW El
lr1anaEmEWark Evel_\(s [s

[search Company Directery

Comprehensive Employment Change

Enter the appr formation on each tab.
Click Subi changes on all ap,

ropriate tabs

Employ: Brooks Jennifer - 222027 Company: DSS - Cons Prod Employes Status: Active

Pay Group: 220 File Number: 001110

Job Employment Compensation [ Payroll |

Effective Date: 08i29/2010 Action: Action Reason:

= Payroll
Payroll Status: Active

Payroll Dept: Enter/Select fem -

= Pay Rates
Rate Type: [1- Houry =]

Additional Information:  Details

@ swomit ) @ concel ) @ Roset )

©2010 Automatic Data Processing, Inc. Privacy | Legal

sl

Done [ [ [ [« mntermnet 100% -

Figure 6-115. Comprehensive Employment Change - Payroll Page

@ For a description of the fields on this page or for related tasks, click the # (Help icon)
provided in the right-hand corner of the Self Service page.

¢ The Payroll Status ficld displays the employee's current payroll status.

* From the Payroll Department field, select a new payroll department for the
employee. The availability and value of this field depends on your HR/payroll
system of record. This field is display only if a position was selected from the
Position field. See page 6-4 for tips on searching for a field value.

2. From the Pay Rates area, select a Rate Type. The values of this field depend on your

HR/payroll system of record.

If the employee's job record in your HR/payroll system of record indicates that no
updates are allowed, the shift field is display only, and cannot be changed.

3. Click the Additional Information Details link, if available, to access the Additional
Information fields. You can enter, change, or delete data in these fields as necessary for
the work event you are entering.
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Whether or not the Additional Information fields are available, as well as which fields you
have access to for each event, is determined by your Self Service Administrator. The
information in these fields initially defaults with data from your HR/payroll system of

record. Any information you enter in these fields will be passed back to your system of
record once this event has been processed.

. [oo) endofprocedue |

You have finished changing an employee’s payroll information. That is the final task in
available in creating a comprehensive work event.
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Introduction

The Career tab allows employees to view and change their “resume,” which includes
education (degree), languages, skills, and license/certification information. Employees can
also search for internal job postings, view their training summary, and enroll in training
through the Career tab.

Managers can also manage employee career and training, using the following tasks:
¢ Employee Career Profile - Managers can add and update employee career information.
* Enroll Employee in Training - Managers can enroll employees in available training.

¢ Employee Training Summary - Manager’s can view training employee information, as
well as cancel an employee’s enrollment in a training activity.

Which employee career and/or training tasks are available to you depends on how your
administrator has configured your security access in Self Service. You can perform these
employee events on your direct reports, as well as your indirect reports if your administrator
has enabled the indirect report update option. If this option has not been enabled, you can
initiate these employee events only for your direct reports.

Managing employee career and training information consists of the following tasks:
* Managing Employee Career Profiles
¢ Enrolling Employees in Training

® Accessing Employee Training Summary Information
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Managing Employee Career Profiles

Managing employee career profile information includes the following tasks:
¢ Adding or Changing Education Information

* Adding or Changing Language Information

* Adding or Changing Skill Information

¢ Adding or Changing License/Certificate Information

Depending on your HR/payroll system of record, a maximum of 300 results can be displayed
for a number of searchable fields. If available, you can limit the employee listing by using the
search fields at the top of the page to filter your results. For more information on using these
fields, see Chapter 6, “Using Search Fields to Filter Results.”
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Adding or Changing Education Information

To add or change education information, do the following:

From the Organization & Staffing tab, choose one of the following paths:

Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Employee Career Profile from the Employee Event
selection menu.

Language = Company Directory|Log Off 4|
Welcome, Aaron Edwards
. [Search Company Direclory
Home v | Time & Attendance w | Organization & Staffing » [ Performance v | Compensation v | Reports »
Direct Reports ?
Fiter your resuts by entering ul{ Employee Events Q)0 & managers nare, f avaiable to csplay hei dirct reports
Manager Nlame Employee Profile
Last Nlame: Comprehensive Employment Change |f ;e Department: Enter/Select ftem -
Job: EnterfSekec fen || TFanSfer Employee Status: [3ekct - Crmme  Teattime (@ Aoy Fiter | (] Clear
A A Change Job & Salary Information -~ A A yay A
v HName =7 Department =7 Job Status 7 Full Time/Part Time 7 Hire Date 7
Al Amin Change Job Status Training & Development Leave of Absence PartTime 100172000
Gregory Andrews || Change Employment Status Distribution-East Active Part Time 06112/19%6
223 bbb [ — n Employee Relations Active Full Time:
Steven Bel Customer Service-East Active Ful Tme
e s Enroll Employee in Training Payrol Active FulTime.
Employee Training Summary Employee Relations Part Time:
Distribution-East Part Time
Compensation Planning _
Employee Relations Part Time
Compensation History Accounting Full Tme: 0810172000
=l Performance Planning Distribution-East Ful Time: 070111988
Employee Relations Full Time: 010112008
Performance History g
Training & Development Ful Tme [ -
Gregory Hopking Distripution-East Ful Tme: 0
Anh Huynh Administrative Assistant | Employee Relations Part Time:
a2 Terri Johnson-Davie Empl atons Ful Tme
Joo Jung Comp & Benefits-Products Div Ful Tme
Thomas Kearney Employee Relations Part Tine
Linda Koenig Full Time:
Marcia Wartin ssiet Full Time: 081712000
Joseph Hartni 1018 Job Employse Reatons Ful Tme 010172008 B
©2010 Automatic Data Processing, Inc. Privacy | Legal k|
} portaft i acp.c ectReparts] UE/plcE{04_SBaKELM T T @ memet [Ru -
Figure 7-1.  Employee Event Selection Menu with Employee Career Profile
Selected

The search fields at the top of the Direct Reports page are only available if your
HR/payroll system of record is ADP Enterprise HR or ADP HR Anytime Versions
5.03. Search fields allow you to enter criteria to filter your employee list.

The initial display of direct reports is limited by the HR/payroll system of record to 999.
However, you can use the search fields to display direct reports beyond this initial
display. For example, the page initially displays 999 direct reports but the direct report
you want to use is John Steward in department 123 but he isn't listed. In the Last Name
search field, enter Steward and click Apply Filter. John Steward should display in the
filtered listing.

Select Employee Career Profile. The Employee Selection page displays. Select the
radio button next to the employee whose career profile you want to manage, and
click Next.
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Managing Employee Career Profiles

Clicking the underlined employee Name on the Employee Selection page accesses
the Employee Profile.

Language ~ Company Directory [Log Off 4|

Welcome, Aaron Edwards
. Scarch Company Directory
Ilanagerv Home ~ | Time & Aftendance v | Organization & Staffing « | Performance = | Compensation leepurls v‘

Employee Career Profile 7

Manager Name Aaron Edwards

Select the employee you want to work with:

Last Hame: Firstlame: |1 Department: Entensect fem [+
Job: Enter/Select bem - ebstaus: [kt ] I Full Time I Part Time W sonyiter ) e
o s Ay = - pas =
=7 Name =7 Job Department =7 Job Status Full Time/Part Time ™~ Hire Date ™7
0 ayCarer Regiteres Nurss Employse Relstions Suspendes BartTire 0112009
£ Yarkhester 51 Traier Training & Development Aciive FulTime 031790
£ Jacltan Adrinisiaiive Assistant | Employse Relstions hcive FulTine oB7I2000
© MarciaMeSwan Technical Support Specialst 2 Traiing & Development Lctive Full Tie 101011984
€ Jarkearsons Chrkl Ascounting Acive FulTie 07252000

[

©2010 Automaic Data Processing, nc. Privacy | Legal ||

[ T |6 meme BN

Figure 7-2. Employee Selection Page, Accessed from Employee Career Profile
Task

The search fields at the top of the Employee Selection page are only available if your
HR/payroll system of record is ADP Enterprise HR or ADP HR Anytime Versions
5.03. Search fields allow you to enter criteria to filter your employee list.
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The Career Profile page displays.

Language ~ Company Directory | Log Off ol

Welcome, Aaron Edwards i
e [Search Company Directory
Managerv Home ~ | Time & Aftendance ~ | Organization & Staffing = | P ~ | Comp v| Reports V‘
Employee Career Profile ?

This page dizplays your current experience, education and skills. To edit an existing entry, cick en the appropriate underlined description of the item you wish to change. To add information, click Add New from the aszociated
category.

Mark Hester

Work History

Job Start Date
Sr. Trainer 03/01/2001
Trainer 01/01/2000

Sr. Technical Support Spec. 03171984

School Degree Graduation Date GPA

' Add llew |

Languages

Language Speak Read Write Proficiency Level

W Al |

Skills

Skill Proficiency Level Date Acquired Date Last Used

. Add llew |

Licenses and Certificates

License/Certificate Name License/Certificate Number Original Date of lssue Expiration Date

' Add llew |

. Print \ .Cance\ \
Dore [T T T [Gintemet HI0% - g

Figure 7-3. Career Profile Page

The Career Profile page includes the following information:

* Work History — This area displays the employee’s work history information, with
the most current job listed first.

¢ Education — This area displays the employee’s education information. You can add
new information and change existing information.

¢ Languages — This area displays the employee’s language information. You can add
new information and change existing information.

¢ Skills — This area displays the employee’s skill information. You can add new
information and change existing information.

* Licenses and Certificates — This area displays the employee’s license and
certification information. You can add new information and change existing
information.
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2. From Education area, do one of the following:

* To add new education information, click Add New. The Add Education page

displays.
> i A
Welcome, Jennifer Abraham Language | Company Directory | Log Off 3
|553rch Company Directory |
I Crganization & Stafing « | Pedformance = | Compensation = | Reports - |
Employee Career Profile T

Enter Education infarmation in the following fields and click Save to add your entry. Evidence of degree completion may be
l m required: please check with your HR representative.
Daniel Lichlyter

For a description of the School

fields on this page or
for related tasks, click

f State/Province: I:I
the & (Help icon)
provided in the Country: 1

School Hame: ’ | |1|

right-hand corner of Degree
the Self Service page. Level of Education: 4 |Se|ecl Level of Education -
Graduate: [0 (Check if graduated)

Graduation Date (or Expected): I:l =

Verified:

Field Of Study

Major: ¢ |Se|ect Idajor v ‘
Second Major: |Se|ecl Second Major hd ‘
Minor: |Se|ecl Minor v ‘

§ save | @ cancel | @ Reset |

© 2009 Automatic Data Processing Privacy | Legal v

Diore € Internet ®100% -

Figure 7-4. Add Education Page
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the T (Help icon)
provided in the
right-hand corner of
the Self Service page.

¢ To change existing education information, click the underlined school name whose

information you want to change. The Update Education page displays.

Language ~ | Company Directory | Log Off ~

Search Company Directory |

@ ‘Welcome, Jennifer Abraham
I Organization & Staffing « | Performance ~ | Compensation - | Repors v|

Employee Career Profile T

This page displays your educational experience. Click Save to save your changes. or Delete to remove the education entry.
Evidence of degree completion may be required, please check with your HR representative

Daniel Lichlyter

School

School Hame: 4 | |1|

State/Province: I:l

Country: USA

Degree

Level of Education: 4

Graduate: (Check if graduated)

Graduation Date (or Expected): =

P

Verified:

Field Of Study

Major: 4

Second Major: | hd |

Minor: | v |

. Save | . Cancel | . Reset | . Delete |
© 2008 Automatic Data Processing Privacy | Legal z

Done & Internet #100% -
Figure 7-5. Update Education Page

Required fields are indicated by a red arrow. You can use the tab key to move from field

to field or you can use your mouse to place your cursor in a different field.

On the Update Education page, the School Name, Level of Education, Verified, and
Major fields are display only. If this information is incorrect, delete the education entry
and add a new one. Evidence of degree completion may be required. Please check
with your HR representative.
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In the School Name field, you can do one of the following:

* C(lick in the field and press Enter or click the down arrow. A list of available schools
displays. Select the desired school.

¢ To filter search results, click in the field and enter either full or partial data for the
code or first part of the description, then click Enter or the down arrow. Any value
matching the entered data display. Select the desired value. If you get a "no data"
message, you must clear the field before entering data for a new search.

Once the field is populated with a valid value, you can click the down arrow to again

display all available options, or you can re-filter your results by entering new partial
search criteria

Q When entering search criteria, it is recommended you click Enter or the down
arrow rather than Tab or clicking off the field. If you enter full or partial data and you
Tab or click off the field and only one value matches the entered data, that value
populates the field. However, if more that one value matches, you will get a school
name is invalid message. You will then need to either click the down arrow to view
valid values, or enter new search criteria and click Enter or the down arrow.

The State/Province and Country fields are automatically populated for the selected

school, if they have been entered in your HR/payroll system of record. If your school is
not available in the list, contact your Human Resources Department.

From the Level of Education field, select the level of education attained.
Select the Graduate check box, if you have graduated.

In the Graduation Date (or Expected) ficld, enter either the date you expect to graduate
or the date you graduated. You can enter the date manually (format mm/dd/yyyy) or
select the date from the calendar.

In the GPA field, enter your grade point average.
From the Major field, select your major.

From the Second Major field, select your second major, if applicable.

10. From the Minor field, select your minor, if applicable.

1

. Click Save to save your changes, Reset to clear the fields (resets the fields on the Update

Education page), or Cancel to return to the Career Profile page without saving your
changes.

To delete an education entry, click Delete. A confirmation dialog displays asking if

you are sure you want to delete this degree. Click OK to confirm the deletion or
Cancel to return to the Career Profile page without deleting.

©

You have finished adding or changing an employee’s education information. Next you will
add or change an employee’s language information.
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Adding or Changing Language Information

ﬂm To add or change education information, do the following:

Managing Employee 1. From the Organization & Staffing tab, choose one of the following paths:
Career Profiles

_ _ ¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
Adding or Changing

Education emplqyee Name, theq select Employee Career Profile from the Employee Event
Information selection menu (see Figure 7-1 on page 7-4).
Adding or Changing °

Select Employee Career Profile. The Employee Selection page displays. Select the
radio button next to the employee whose career profile you want to manage, and
click Next (see Figure 7-2 on page 7-5).

Language
Information

Adding or Changing

Skill Information Clicking the underlined employee Name on the Employee Selection page accesses

Adding or Changing the Employee Profile.
License/Certificate
Information The Career Profile page displays (see Figure 7-3 on page 7-6).

2. From the Languages area, do one of the following:

* To add new language information, click Add New. The Add Languages page
displays.

L G Direct Log Off
@ ‘Welcome, Jennifer Abraham TILTERR @ | EnITEEy [0

|Search Company Directory ‘
I Qrganization & Staffing - | Performance | Compensation ~ | Reports v|
l@m Employee Career Profile ?

For a description of the
fields on this page or
for related tasks, click

Enter Language proficiencies in the following fields and click Save to add your entry

Daniel Lichlyter

Languages
the 7 (Help iCOﬂ) Language: 4 |Se\ect Language V|
provided in the Speak: O (Click all that apply)
right-hand corner of Read: O
the Self Service page. Write: O

. Save :I . Cancel :I . Reset \

© 2009 Automatic Data Processing Privacy | Legal

Done € Internet H100% -

Figure 7-6. Add Languages Page
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¢ To change existing language information, click the underlined language name whose
information you want to change. The Update Languages page displays.

Language v | Company Directory | Log OFf 4

‘Welcome, Jennifer Abraham
= |Search Company Dirsctory |
I Organization & Staffing = | Performance = | Compensation = | Reporis v‘

Employee Career Profile

This page displays your language proficiencies. Click Save to save your changes, or Delete to remove the language entry

Daniel Lichlyter

Languages

Language: L+

Speak: (Click all that apply)
Read: O

Write: O

Proficiency:
. Save | . Cancel | . Reset | . Delete |

3

© 2008 Automatic Data Processing Privacy | Legal

Done &) Internet ®100% -

Figure 7-7. Update Languages Page

Required fields are indicated by a red arrow. You can use the tab key to move from field
to field or you can use your mouse to place your cursor in a different field.

3. From the Language field, select the language. If the language you need to add is not
available in the list, contact your Human Resources Department.

On the Update Language page, the Language field is display-only.

4. Click on any combination of the Speak, Read, and Write options to denote your
proficiency in the language.

5. From the Proficiency field select the competence level that best describes your command
of the language.

6. Click Save to save your changes, Reset to clear the fields (resets the fields on the Update
Languages page), or Cancel to return to the Career Profile page without saving your
changes.

Q To delete a language entry, click Delete. A confirmation dialog displays asking if you
are sure you want to delete this language. Click OK to confirm the deletion or Cancel
to return to the Career Profile page without deleting.

You have finished adding or changing an employee’s language information. Next you will
add or change an employee’s skill information.
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Adding or Changing Skill Information

ﬂm To add or change skill information, do the following:

Managing Employee 1. From the Organization & Staffing tab, choose one of the following paths:
Career Profiles

_ _ ¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
Adding or Changing

Education emplqyee Name, theq select Employee Career Profile from the Employee Event
Information selection menu (see Figure 7-1 on page 7-4).
fg:;t%g;cr‘a”ging * Select Employee Career Profile. The Employee Selection page displays. Select the

Information radio button next to the employee whose career profile you want to manage, and

click Next (see Figure 7-2 on page 7-5).
Adding or Changing ( 8 bag )
Skill Information Clicking the underlined employee Name on the Employee Selection page accesses

Adding or Changing the Employee Profile.
License/Certificate
Information The Career Profile page displays (see Figure 7-3 on page 7-6).

2. From the SKkills area, do one of the following:

* To add new skill information, click Add New. The Add Skills page displays.

i A
@ Welcome, Jennifer Abraham Language ~ | Company Directory | Log O 3

|Ssarch Company Directory |
I Qrganization & Stafing « | Peformance ~ | Compensation - | Reports v‘

l@m Employee Career Profile ?

For a description of the

Enter skills in the following fields and click Save to add your entry.

fields on this page or Daniel Lichlyter

for related tasks, click Skill

the 7 (Help icon) Type: ’ ‘Select Skill -
provided in the Proficiency Level:

right-hand corner of Dates

the Self Service page. Date Acquired: |:| =

Date Last Used: l:l (Enter year)
i Save | i Cancel | i Reset |

© 2005 Automatic Data Processing Privacy | Legal

|

Done & nternet #100% -

Figure 7-8. Add Skills Page
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¢ To change existing skill information, click the underlined skill name whose
information you want to change. The Update Skills page displays.

Language v | Company Directory | Log OFf 4

‘Welcome, Jennifer Abraham
= |Search Company Dirsctory |
I Organization & Staffing « | Performance = | Compensation = | Reporis v‘

Employee Career Profile T

This page displays your reported skills. Click Save to save your changes or Delete to remove the skills entry
Daniel Lichlyter

Skill

Type: -

Proficiency Level:

Dates

Date Acquired: 03/01/2002 @]
Date Last Used: I:I (Enter year)

. Save | . Cancel | . Reset | . Delete |

© 2009 Automatic Data Processing Privacy | Legal

3

Diore € Internet ®100% -

Figure 7-9. Update Skills Page

Required fields are indicated by a red arrow. You can use the tab key to move from field
to field or you can use your mouse to place your cursor in a different field.

3. From the Type drop-down list, select the description for the skill. You can enter the first
number or letter of a description to limit the types listed. If the skill description you need
is not available in the list, contact your Human Resources Department.

4. On the Update Skills page, the Type field is display-only.
5. From the Proficiency Level field, select the appropriate proficiency level.

6. Inthe Date Acquired field, enter the date the skill was acquired. You can enter the date
manually (format mm/dd/yyyy) or select the date from the calendar.

7. In the Date Last Used ficld, enter the year (format yyyy) the skill was last used.

8. Click Save to save your changes, Reset to clear the fields (resets the fields on the Update
Skills page), or Cancel to return to the Career Profile page without saving your changes.

To delete a skill entry, click Delete. A confirmation dialog displays asking if you are
sure you want to delete this skill. Click OK to confirm the deletion or Cancel to return
to the Career Profile page without deleting.

You have finished adding or changing an employee’s skill information. Next you will add or
change an employee’s license/certification information.
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Managing Employee Career Profiles

Adding or Changing License/Certificate Information

To add or change license and/or certificate information, do the following:

1.

From the Organization & Staffing tab, choose one of the following paths:

¢ Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Employee Career Profile from the Employee Event
selection menu (see Figure 7-1 on page 7-4).

* Select Employee Career Profile. The Employee Selection page displays. Select the
radio button next to the employee whose career profile you want to manage, and
click Next (see Figure 7-2 on page 7-5).

Clicking the underlined employee Name on the Employee Selection page accesses
the Employee Profile.

The Career Profile page displays (see Figure 7-3 on page 7-6).
From the Licenses and Certificates area, do one of the following:

* To add new license/certificate information, click Add New. The Add Licenses and
Certificates page displays.

A
R 5 e e Language ~ | Company Directory | Log Off
~ Search Company Dirsctory

I Home vl Organization & Stafing - | Performance ~ | Compensation ~ | Repors =

Employee Career Profile

Enter License/Certification information in the following fields and click Save to add your entry. The Expiration Date you enter
may be automatically changed if your system of record has been set up to calculate expiration dates. Evidence of
license/certification completion may be required; please check with your HR representative

Daniel Lichlyter
License/Certificates

Type: ¥ | Select License Type b
Identification Number: (If Applicable)

Issuing Organization:

Issuing State: Select State/Province v
Issuing Country: USA
Dates

»
Original Date of Issue:

i

Expiration Date: i1

@ save | @ cancel | @ Reset |

© 2003 Automatic Data Processing Privacy | Legal v

Cone € Internet #100% -

Figure 7-10. Add Licenses and Certificates Page
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Managing Employee Career Profiles

¢ To change existing skill information, click the underlined skill name whose
information you want to change. The Update Licenses and Certificates page
displays.

L G Direct Log Off -~
Welcome, Jennifer Abraham TR o @y Ty (|1
= Search Company Dirsctory

I Home vl Organization & Staffing = | Perfermance = | Compensation = | Reporis «

Employee Career Profile

This page displays your license and/or certification information. The Expiration Date you enter may be automatically changed if
your system of record has been set up to calculate expiration dates. Click Save to save your changes. or Delete to remove the
license/certification entry. Evidence of license/certification completion may be required, please check with your HR
representative

Daniel Lichlyter

License/Certificates

Type: 4

Identification Number: {If Applicable)

Issuing Organization:

Issuing State: Select State/Province hd
Issuing Country: USA
Dates

»
0B,
Original Date of Issue: US0GR000

Expiration Date: 04/06/2012 =

B save | B cancel | @ Reset | @ Delete

Done &P Internet 100% -

Figure 7-11. Update Licenses and Certificates Page

Required fields are indicated by a red arrow. You can use the tab key to move from field
to field or you can use your mouse to place your cursor in a different field.

From the Type drop-down list, select or enter the description for the license or certificate.
You can enter the first number or letter of a description to limit the types listed. If the
license or certificate description you need is not available in the list, contact your Human
Resources Department.

On the Update Licenses and Certificates page, the Type and Original Date of Issue

fields are display-only. Evidence of license or certification completion may be required.
Please check with your HR representative.

In the Identification Number field, enter the number identifying your license or
certificate.

In the Issuing Organization field, enter the name of the organization issuing the license
or certificate.

In the Issuing State ficld, select the state in which the license or certificate was issued.

In the Original Date of Issue ficld, enter the date the license or certificate was originally
issued. You can enter the date manually (format mm/dd/yyyy) or select the date from the
calendar.
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8. Inthe Expiration Date field, enter the date that the license or certificate will expire. You
can enter the date manually (format mm/dd/yyyy) or select the date from the calendar.

The date you enter in the Expiration Date field may be automatically changed if your
system of record has been set up to calculate expiration dates.

9. Click Save to save your changes, Reset to clear the fields (resets the fields on the Update
Licenses and Certificates page), or Cancel to return to the Career Profile page without
saving your changes.

To delete a skill entry, click Delete. A confirmation dialog displays asking if you are
sure you want to delete this skill. Click OK to confirm the deletion or Cancel to return
to the Career Profile page without deleting.

. [oo) endofprocedue |

You have finished adding or changing an employee’s licence/certificate information, which
is the last step in managing employee career information.
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Enrolling Employees in Training

K
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Viewing Available
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Prerequisites for a
Training Activity

Checking Availability
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®
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Enrolling employees in training consists of the following tasks:

* Viewing Available Training Activities

Checking Prerequisites for a Training Activity

Checking Availability and Enrolling in a Training Session

Viewing Available Training Activities

To view and print a list of available training activities, do the following:

1.

From the Organization & Staffing tab, choose one of the following paths:

Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Enroll Employee in Training from the Employee
Event selection menu.

Language ~ Company Directory |Log Off 4

Welcome, Aaron Edwards
. Search Company Directory.
Home + | Time & 4| Employee Events Op ~|C - | Reports =
Employee Profile
i ?
DirectiReparts Comprehensive E Change =
Transfer Employee
Fitter your results by entering full o 2 managers name, if available, to display their direct reports.
Change Job & Salary Information
Mmsgerame Change Job Status
: : i : Enterl3elect fe -
Last llame: Change Employment Status e: |1t Department: Enter/3elect em
: er/Select ber : [zele ~ -
Job: Enter/Select bem e o e s: | Select [ rullTime [ PartTime - Apply Filter | - Clear |
A A P P A A Vs
~ Name =7 Enroll Emr,loyeem'llalw\g Department ™ Job Status 7 Full Time/Part Time =7 Hire Date ~7

Mary Carter

res Relations Suspende Time
e SR Employes Relstions Suspended Part Time

[ o1 Active Ful Time
Marcis Uartn e T I . active Ful e
Marcia WeSwain Compensation History Training & Development Active Ful Time
Mark Parsons Accountn Active Ful Time 0772572000
Performance Planning J -
Performance History
© 2010 Automatic Data Frocessing, Inc Privacy | Legal ||
hitps:jcommoniag-portal-fit.nj.adp.c tReportsfIt/p/cS/09_SBEKEMLLM T T [ mteme (R -

Figure 7-12. Employee Event Selection Menu with Enroll Employee in Training
Selected

Select Enroll Employee in Training. The Employee Selection page displays. Select
the radio button next to the employee you want to enroll in training, and click Next.
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Clicking the underlined employee Name on the Employee Selection page accesses
the Employee Profile.

Language ~ Company Directory |Log Off |
Welcome, Aaron Edwards
. [Search Company Directory
Hanagelv Home ~ | Time & Attendance v | Ot & Stafing « | F |G leenuns v‘
Enroll EmEIozee in Training 7
Manager lame Aaron Edwards
Select the employee you want to work with:
Last llame: Firstllame: [l Department: Enter/Select fem K2
Job: Enter/Select fiem | + | Job status: Select > ™ Fun Time I™ part Time . Apply Filter | . Clear |
Py Py Pty Pty = Pty Py
l m = lame ¥ Job Department & Job Status Full TimePart Time tire Date
€ Mary Carter Registered Nurse Employee Relations Suspended Fart Time 010112009
o © MarkHester Sr. Trainer Training & Development Active Ful Tme 031711884
For a description of the =
€ Marcia Martn Adminisirative Assistant | Employee Relations Active Ful Tme 0872000
fields on this page or € Marcia McSwain Technical Support Specialst 2 Training & Development Active Ful Tme 100111384
for related tasks, click ¢ MarkParsons Clerk | Accounting Active Full Time 07/25/2000
the & (Help icon) e
provided in the
right-hand corner of
the Self Service page.
©2010 Automatic Data Processing, Inc Privacy | Legal &
[T [@mtemet [®om -~ 4

Figure 7-13. Employee Selection Page, Accessed from Enroll Employee in
Training Task

The search fields at the top of the Employee Selection page are only available if your

HR/payroll system of record is ADP Enterprise HR or ADP HR Anytime Versions
5.03. Search fields allow you to enter criteria to filter your employee list.
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2,

3.

Enrolling Employees in Training

The Enroll Employee in Training page displays, with a list of available training activities.

Welomme S Tennier AbEanmmt Language ~ | Company Directory | Log Off ke
= |Ssarch Company Directory |
Qrganization & Staffing « | Performance = | Compensation - | Reporis v|
Enroll Employee in Training ?
This page displays all training available. You may check prerequisites and available sessions prior to enraolling. Click the
corresponding Available Sessions to enroll in this session of your choice.
Daniel Lichlyter
Training Description Type E.hECk A ﬁvall_able
rereq
Product Training Course a a
Non-compete Agreement Instruction a a
Operate Switchboard Task a a
Typing Test a a
Quality Awareness Course a A
Assembly Standard | Course a a
Team Building Course a a
New Hire Orientation Course a a
Drug Awareness Course a a
Diversity Training Course a a
Cardio Pulmaonary Resuscitation Course a a
Patient Right to Know Course a a
Professional Human Resources Test a A
Sr. Prof. Human Resources Test a a
. Print | Previous Next . Cancel |
© 2009 Automatic Data Processing Privacy | Legal :
Cone & Internet ® 100% -~

Figure 7-14. Enroll Employee in Training Page

The Enroll Employee in Training page displays the following:

¢ Training Description — Displays the description of the training activity.
¢ Type — Displays the learning activity type, such as Course, Instruction, Task or Test.

* Check Prerequisites — Click this check box to access the Check Prerequisites page
and check prerequisites for the selected learning activity. See “Checking
Prerequisites for a Training Activity”” on page 7-20.

¢ Available Sessions — Click this check box to access the Available Sessions page and
enroll in the selected training activity. See “Checking Availability and Enrolling in a
Training Session” on page 7-22.

Use the Next and Previous buttons, if enabled, to navigate through the list of activities.

Click Print to print a copy of the available training activities.

You have finished viewing the available training activities. Next you will check the
prerequisites needed for a training activity.
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Checking Prerequisites for a Training Activity

ﬂm To check and print a list of prerequisites for a selected training activity, do the following:
Enrolling Employees 1. From the Enroll in .Trainin.g Ppage, use the Previous and Next buttons, if enabled, to
in Training navigate to the desired training activity.
Viewing Available 2. Click the associated Check Prerequisites check box for the training activity for which
Training Activities

you wish to see prerequisites. The Check Prerequisites page displays, listing the

Checking prerequisites for the selected training activity. All mandatory prerequisites are listed in
Prerequisites for a bold

Training Activity
Checking Availability You can also access the Check Prerequisites page by clicking Check Prerequisites

and Enrolling in a from the Available Sessions page. See “Checking Availability and Enrolling in a
Training Session Training Session” on page 7-22 for more information.

Language Company Directol Log Off
Welcome, Jennifer Abraham guage - | pany ry | Log
" |Ssarch Company Directory |

I Home vl Crganization & Staffing » | Performance = | Compensation = | Reports v|

Enroll Employee in Training 7

(@) more info |

- This page displays the requirements you must satisfy before enralling in the target training activity. You must complete at least
F_0r a deSCI‘.IptIOﬂ of the one activity from each Group. All mandatory prerequisites are listed in bold
fields on this page or

; Daniel Lichlyter
for related tasks, click

Training Activity Product Training
the 3 (Help icon)
p_rowded in the Group Type Description ‘I;r::liid g;?ic:d
right-hand corner of
. Conversion - Group 1 Course Mon-compete Agresment
the Self Service page.
Prereq 1 Course MNew Hire Onentation
Prereq 2 Course Safety In The Workplace
Prereq 3 Course Drug Awareness

@ FPrint | @ cancel

© 2009 Automatic Data Processing Privacy | Legal

Done € Internet #100% -

Figure 7-15. Check Prerequisites Page
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The Check Prerequisites page displays the following:

* Training Activity — Displays the target training activity you selected Check
Prerequisites for from the Enroll in Training page.

* Group — Displays a description of the prerequisite group.
¢ Type — Displays the learning activity type, such as Course, Instruction, Task, or Test.

¢ Description — Displays the prerequisite learning activity's name. All mandatory
prerequisites are listed in bold.

¢ Valid Period — Displays the amount of time for which the learning activity is valid.

® Grace Period — Displays the grace period for the learning activity, which is a brief
period after the expiration date during which the student is still considered certified
in the learning activity.

3. Use the Previous and Next buttons, if enabled, to navigate through the list of
prerequisites.

4. Click Print to print a copy of the prerequisites for the selected training activity.

5. Click Cancel to return to the Enroll in Training page.

You have finished checking the prerequisites for a training activity. Next you will check
availability for a training activity and enroll in the training session.

Chapter 7: Managing Employee Career and Training Information
ADP Self Service Manager's Guide



Enrolling Employees in Training

Checking Availability and Enrolling in a Training
Session

To check session availability for a selected training activity, print session information, and
m enroll in a training session, do the following:

Enrolling Employees
in Training 1. From the Enroll in Training page, use the Previous and Next buttons, if enabled, to

Viewing Available navigate. to the desired training activity.

Training Activities . . . . .. .. .
J 2. Click the associated Available Sessions check box for the training activity for which you

wish to view session information. The Available Sessions page displays, listing sessions
for the selected training activity.

Checking
Prerequisites for a
Training Activity

Checking Q You can click Check Prerequisites to access the Check Prerequisites page and
Availability and check prerequisite requirements. See “Checking Prerequisites for a Training Activity”
Enrolling in a on page 7-20 for more information.

Training Session

L G Di t Log Off
Welcome, Jennifer Abraham TITETE = |Gy LnsEany | 1T
|Ssarcn Company Directory |

I Home lerganizati-Jn&Staﬁinc « | Performance » | Compensation « | Reports v|

Enroll Employee in Training T

This page displays sessions available for the training activity selected. Click Check Prerequisites to see if there are any
prerequisite requirements. Clicking Enroll box will automatically enrall you in the class or place you on a waiting list

o Traning Description:  Product Training
For a description of the

. . Activity Description:
fields on this page or

Start Date

for related tasks, click Location and Time Duration Availability Enroll
- . Morcross Headquarters 05/10/2003 09:00 1.0 Available w
the . (Help icon) Norcross Headquarters 03/30/2009 0900 1.0 Available =
provided in the Noreross Headquarters 05/05/2009 09:00 1.0 Available o
right-hand corner of Norcross Headquarters 05/29/2009 09:00 1.0 Available =
the Self Service page. Morcross Headquarters 06/10/2009 09:00 1.0 Available &
MNorcross Headquarters 08/25/2009 09-00 10 Available 4
MNorcross Headquarters 11/02/2009 09-00 10 Wait List 4
MNorcross Headquarters 12/20/2009 09-00 10 Available =4
@ Frint | @ cancel | @ Check Prerequisites |
© 2009 Automatic Data Processing Privacy | Legal
Done & Internet #100% -

Figure 7-16. Available Sessions Page
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The Available Sessions page displays the following:

* Training Description — Displays the name of the target training activity for which
you selected Available Sessions from the Enroll in Training page.

* Activity Description — Displays a description of the activities you will complete in
this training session.

* Location — Displays the location of the training activity.
¢ Start Date and Time — Displays the start date and time of the training activity.
¢ Duration — Displays the length of time to complete the training activity.

* Availability — Displays the availability of the session, such as Available, Wait List,
or Not Available.

3. Click the associated Enroll check box to enroll in the selected training session. You can
only enroll in sessions that are Available or Wait Listed.

If you enroll in a session you have already enrolled in, you will get a message informing

you that you have already enrolled in this course and session. If you try to enroll in a
training session for which you have not met the mandatory prerequisites, you will receive
a warning that you have not met the mandatory requirements and to check the
prerequisites to determine which learning activity you have not completed. You will need
to enroll in any mandatory prerequisite activity before you can complete the enroliment in
the activity for which you received the warning message.

Upon successful enrollment, you are returned to the refreshed Enroll in Training page.

You have finished checking for an available session and enrolling an employee in that
session, which is the last step in enrolling employees in training.

@ For information on cancelling an employee’s enrollment in a training session, see “Accessing
Employee Training Summary Information” on page 7-24.
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Accessing Employee Training Summary

Information

Managers can view and print an employee’s training summary information, as well as cancel
an employee’s enrollment in a training session.

To access an employee’s training information, do the following:

1.

®

For a description of the
fields on this page or
for related tasks, click
the  (Help icon)
provided in the
right-hand corner of
the Self Service page.

From the Organization & Staffing tab, choose one of the following paths:

Select Direct Reports. The Direct Reports page displays. Click the underlined
employee Name, then select Employee Training Summary from the Employee

Event selection menu.

Language + Company Directory |Log Off 4]
Vielcome, Aaron Edwards
- [Search Company Drectory
Home - | Time Employes Fients O —‘ F > | Ci ~ | Reports ~
Employee Profile -
i 2
Direct Reports Comprehensive Change £
Transfer Employee
Fiter your resuts by entering f 1o a managers name, if avalabe, to display ther dirsct reports
Change Job & Salary Information
Manager Name Change Job Status
Last Hame: Change Employment Status jame: 11 Department: Enter/Select ftem -
Job: Enter/Select fer Employes Caresr Profile tus: | Select - [ runTime I Part Time - Apply Filter | - Clear |
Pty N pasy pay pay Pt
v Enroll Employee in Training Department Job Status Full Time/Part Time Hire Date
L — Employee Relgtions Suspended Part Time 0170172009
Mark Hester " Actve FullTine
Marci tarin | COMPensation Prénning Active Full Tine
Compensation History st 2 Training & Development Active Full Time:
e e e Accounting Active Full Time 0772512000
Performance History
®2010 Automatic Data Processing, Inc. Privacy | Legal |
et e -portalfit. . 3. rectReportsILtp/e5/04_SBEKEXLLM [T T[] @ ntemet LN

Figure 7-17.
Selected

Employee Event Selection Menu with Employee Training Summary

Select Employee Training Summary. The Employee Selection page displays.
Select the radio button next to the employee you want to enroll in training, and click

Next.
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Accessing Employee Training Summary Information &+

Clicking the underlined employee Name on the Employee Selection page accesses
the Employee Profile.

Language + Company Directory|Log Off 4|

Search Company Directory

@ Welcome, Aaron Edwards
Hanagelv Home = | Time & Attend: «|o & Staffing « - | Ci

- | Reports v‘
Emelozes Traininﬁ Summary T
Manager Name Aaron Edwards
select the employee you want to work with:
Last Name: Firstllame:  [lf Department: Enter/Select tem |-
Job: EnteriSeict tem v | sobstats:  [seec  ¥] I™ Full Time Ceartime (@ Apply Fiter | o cer
= = = = & & =
v tame dob ¥ Department Job Status 7 Full Time/Part Time = Hire Date =7
€ Mary Carter Registered Nurse Employee Relations Suspended Part Time 010172008
€ Marktester Sr. Trainer Training & Development Active Full Tme: 03171994
(ol Marcia WMartin Administrative Assistant | Employes Relations Active Full Time. 08/17/2000
C Marcia McSwain Tecnnical Support Specialist 2 Training & Development Active Full Time 10/01/1934
c Mark Parsons Clerk | Accounting Active Full Time 07252000

©2010 Automatic Data Processing, nc. Privacy | Legal

Done [T T @ neme

Figure 7-18. Employee Selection Page, Accessed from Employee Training
Summary Task

|

[Rm0% ~ 4

The search fields at the top of the Employee Selection page are only available if your

HR/payroll system of record is ADP Enterprise HR or ADP HR Anytime Versions
5.03. Search fields allow you to enter criteria to filter your employee list.

The Employee Training Summary page displays.

Welcome i A Language ~ | Company Directory | Log Off -~
@ Search Company Directory |
Crganization & Staffing « | Peformance » | Compensation = | Reporis v|
Employee Training Summary ?
This page displays all training you are enrolled for or have completed. Click the corresponding Cancel session to remove a session
from your schedule.
Daniel Lichlyter
Traini - - - - Cancel
raining Description Location Start Date and Time Duration Status Grade .
Session
Quality Awareness Corporate Headquarters  10/30/2005 08:00:00 2.0 Day(s) Enrolled #
Building Effective Work Teams 12/15/2004 09:00:00 240 Hour(s) Enrolled ®
Diversity Training Corporate Headquarters  10/09/2004 09:00:00 1.0 Day(s) Enrolled #
Quality Awareness 07/11/2004 09:00:00 2.0 Day(s) Completed ®
Team Building MNorcross Headquarters  01/04/2001 09:00:00 3.0 Day(s) Completed #
. Print | . Cancel |
© 2009 Automatic Data Processing Privacy | Legal w
Dore & Internet ®100% -
Figure 7-19. Employee Training Summary Page
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The Employee Training Summary page displays the following:

* Training Description — Displays a description of the training activity.

* Location — Displays the location of the training activity.

¢ Start Date and Time — Displays the start date and time of the training activity.
* Duration — Displays the length of time to complete the training activity.

¢ Status — Displays whether you are enrolled, wait listed, or have completed the
training activity.

* Grade — Displays your grade for the training activity.

2. Use the Previous and Next buttons, if enabled, to navigate through the list the
employee’s training summary information.

3. Click Print to print a copy of the selected employee’s training information.
4. Ifyouneed to cancel an employee’s enrollment in a training session, do the following:

a. Click the associated Cancel Session check box. A confirmation dialog box displays
asking if you are sure you want to delete this session.

b. Click OK to confirm the deletion. You are returned to the refreshed Training
Summary page. The training activity you selected to delete is no longer listed.

. [oo) endofprocedue |

You have finished accessing an employee’s training summary information.
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Introduction

The Report feature allows manager’s to access a variety of reports that contain their team's
employment and compensation information. Managers only have access to information for
their direct reports. The following pre-defined reports are available:

* Team Reports

— Work Profiles

— Job and Pay Profiles

— Performance Profiles

— Anniversary List

— Birthday List

— Address & Phone List

— Team Emergency Contacts

— International Employee Information
* Employee History Reports

— Compensation History

— Performance History

The number of reports available may vary. Your company administrator can configure reports
to not display, as well as change the report label text.

The information available in each report is pre-defined. These reports include the
effective-dated information for employees with the statuses of Active, Leave, Paid Leave,
and Suspended. The team reports include all the direct reports for a manager. The employee
history reports contain information about a single direct report. These history reports include
all data of an employee based on tenure.

Only one report can be selected for processing at a time. An activity bar displays while the
report is created. You must remain on the Reports page while the report is processing, or the
report is cancelled.

The report produces a Microsoft Excel file that can be viewed and manipulated in an Excel
spreadsheet. If Excel is not available, the Internet Explorer Download File dialog box
displays, allowing you to either Open or Save the report in the application you select.

Chapter 8: Running Manager Reports
ADP Self Service Manager’s Guide



Running Team Reports _

Running Team Reports

Team reports include all the manager's direct reports. Reports include Active, Paid Leave,
Leave, and Suspended employees. You can select a sort option for the team reports. If no
sort option is selected, Employee ID is used as the default sort. Reports are sorted in
ascending order.

To run a team report, do the following:

1. From the Reports tab, select Manager Reports. The Reports page displays.

Language = | Company Directory | Log Off -

Search Company Directory

Welcome, Jennifer Abraham

Home = | Organization & Staffing = | Performance + | Compensation « | Reports «

Reports

@ Team Reports

For a description of the The following reports include current information about all employees that report to you directly.

fields on this page or for O Work Profiles O Birthday List
related tasks, click the O Job and Pay Profiles O Address & Phone List
? (Help icon) provided O Performance Profiles O Team Emergency Contacts
O Anniversary List O International Employee Information

in the right-hand corner
of the Self Service page o M ey R
The following reports include historical information for the employee selected
) Compensation History

© Performance History

@ sSubmit | B Reset

Done € Internet ®100% -

Figure 8-1. Reports Page
2. From the Team Reports area, select the team report you want to process.
3. Select the report sort option. Options include:

¢ Employee ID

¢ Last Name

¢ Department ID

¢ Department Name

¢ Location ID

* Location Name

The sort drop down list box will be populated based the report selected

4. Click Submit. A message displays telling you the report will be submitted for
processing.
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5. Click OK. The Report Processing page displays, showing an activity bar while your

report is processing.
Do not leave this page while the report is processing, or your report will be cancelled.

Welcome, Jennifer Abraham Language = | Company Directory | Log Off ~
.
Home = | Organization & Staffing = | Performance ~ | Compensation ~ [ Reports
Reports T
We are Gathering Information for Your Report.
One Moment Please.
Leaving This Page Will Cancel This Report.
@ concel |
© 2008 Automatic Data Processing Privacy | Legal
Done € Internet #100% -

Figure 8-2. Report Processing Page

Once your report has finished processing, the View Report page displays.

Welcome, Jennifer Abraham Language v | Company Directory | Log Off |4
‘
Home vl Organization & Staffing » | Performance « | Compensation « | Reports
Reports ?
Your Report Is Ready For You To View.
@ viewReporr | @ concel
v

Done & Internet #100% -

Figure 8-3. View Report Page
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Click View Report. One of the following occurs:

* Depending on your pop-up settings, if you have Microsoft Excel on your PC your
report either opens immediately, or you need to click in the Information Bar, select
Download File, then click Open from the Internet Explorer Download File dialog
box.

¢ Ifyoudo not have Excel on your PC, the Internet Explorer Download File dialog box
displays. Click Open, then select a program to open the file.

View your report. Make any changes to your report, print or save, as needed. Figure 8-4
shows an example of a team report in Excel.

The information in the reports is pre-defined. Making changes to the report, such as
renaming report column headings, deleting information, and so forth, must be done in
the application in which you have opened the report.

Fle Edit view Insert Format Tools Data GoTo Favorites Help
&~
doode B B # - e G- @ B
A [ B | c \ D \ E \ F G \ H &
1 |Employee 1D |Emp| Rcd : Effective Date  Employee Mame  Primary Job Employee Status Direct Manager 1D Direct Manager
| 2 | 100001 0 3/1/2006 Graham Sr. Wiley Y Active 501225 Abraham, Jennif
| 3 | 100002 ] 4/24/2009 Taylor Russell R Y Active 501235 Abraham, Jennif
4| 100004 0 3/1/2006 Frank Christian C | Active 501235 Abraham,Jennif
| 5 | 100006 0 3/1/2006 Brang Alois Y Active 501225 Abraham, Jennif
| 6 | 100008 ] 3/1/2006 Lichlyter Daniel Y Active 501235 Abraham, Jennif
| 7| 100009 0 3172006 Wetter Carl ¥ Active 501235 Abraham,Jennif
| 8 | 501238 0 47242009 O'dell Linda Y Active 501235 Abraham,Jennif
9
10
11
12|
13|
14|
15 3
Mo b wlsTworkProfile(1) / < >
& Unknown Zone

Figure 8-4.

Sample Team Report in Excel

You have finished running team reports for your direct reports. Next you will run history
reports on specific direct reports.
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Running Employee History Reports

Employee History reports can be run on any of your direct reports with a employment status
of Active, Paid Leave, Leave, and Suspended. The Employee History reports include all
appropriate data, even if employee previously worked for a different department or manager.

To run an Employee History Report, do the following:

1.

From the Reports page Employee History Reports area (see Figure 8-1 on page 8-3),
select the type of history report you want to process. Available options are:

¢ Compensation History

¢ Performance History

The corresponding employee field is enabled once you select the history report type.
Select the employee for whom you want to run the history report.

Click Submit. A message displays telling you the report will be submitted for
processing.

Click OK. The Report Processing page displays, as shown in Figure 8-2, showing an
activity bar while your report is processing.

O Do not leave this page while the report is processing, or your report will be cancelled.

Once your report has finished processing, the View Report pages displays, as shown in
Figure 8-3.

Click View Report. One of the following occurs:

¢ Depending on your pop-up settings, if you have Microsoft Excel on your PC your
report either opens immediately, or you need to click in the Information Bar, select
Download File, then click Open from the Internet Explorer Download File dialog
box.

¢ Ifyou do not have Excel on your PC, the Internet Explorer Download File dialog box
displays. Click Open, then select a program to open the file.
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6. View your report. Make any changes to your report, print or save, as needed. Figure 8-5
shows an example of an employee history report in Excel.

The information in the reports is pre-defined. Making changes to the report, such as
renaming report column headings, deleting information, and so forth, must be done in
the application in which you have opened the report.

21 https:/inasauthgate01.nj.adp.com/R3/PA_1,_0_2B1/PortletAdapterTester/ - Microsoft Internet Explorer

File Edit YView Insert Format Tools Data RoboPDF  Adobe PDF GoTo  Fawvorites  Help -ar
-8 ». W
Que- © M B G Lo drrewns @M 2 %= LB
A1 - A& Employee ID
A B c o] E F G H | J K L il Mo

1 |EmployeelEmpl Red Employee Direct Mar Direct Mar Departmer Deparimer Position # Position N\Job Code | Job Title  Primary Jo Reviewer Il Reviewe ™

2 569 0 Crunk, Gre 558 |Mutt,Chery 126 Direct SaleWSTPOS3 WWSTZ Job Action Y 558 Mutt Che

3 a649 0|Crunk, Gre 558 |Mutt,Chery 126 Direct SaleWSTPOS3 WWETS Job Action ¥ 568 Mutt,Che

1 -

&

5

7

8 -
WA r W " nasauthgate01.nj.adp / || | v
&) 2 @ unknown Zone

Figure 8-5. Sample Employee History Report in Excel

L [sr] End of procedure

You have finished running a history report on a specific direct report.

Chapter 8: Running Manager Reports
ADP Self Service Manager'’s Guide



Running Employee History Reports

Chapter 8: Running Manager Reports
ADP Self Service Manager’s Guide



A

Action field 3-15, 3-18, 6-144
Action Reason field 6-144
Action Taken field 3-8
Actions column 2-7, 3-7
Activity Description field 7-23
Activity field 2-4, 2-6, 2-8, 3-3, 3-5, 3-8
Add a Service tab 1-23
Add Another Salary Change button 6-79, 6-87,
6-101
Add Another Service button 1-20
Add button 4-9
Add Education page
accessing 7-7
illustration of 7-7
Add Languages page
accessing 7-10
illustration of 7-10
Add Proxy Assignment page
accessing 2-30
illustration of 2-30
Add proxy assignments 2-29
Add Skills page
accessing 7-12, 7-14
illustration of 7-12, 7-14
Additional Employment Status Information Details
link 6-110, 6-117, 6-125, 6-132, 6-139
Additional Employment Status Information page
accessing 6-110, 6-125
illustration of 6-110, 6-125
Additional Hire Information page
accessing 6-40
completing for new hires and rehires 6-40
illustration of 6-40
Additional Information Details link 6-146
Additional Information fields
change salary 6-101
demotion 6-86
hire 6-40
job and salary 6-78
leave of absence 6-110, 6-125
promotion 6-78

Additional Information fields (cont.)
rehire 6-40
return from leave 6-117, 6-132
terminate 6-139
Additional Job & Salary Information Details
link 6-78, 6-86, 6-94, 6-101
Additional Job & Salary Information page
accessing 6-78
illustration of 6-78
Additional Job Status Information Details link 6-68
Additional Job Status Information page
accessing 6-68
illustration of 6-69
Additional Salary Change area 6-87, 6-101
Additional Transfer Information Details link 6-49,
6-56, 6-61
Additional Transfer Information page
accessing 6-49
illustration of 6-49
Address Line 3 field 6-29
ADP Enterprise HR
versions supported 1-2
ADP Self Service Manager’s Guide link 1-13
Allow Draw check box 6-37
Amount Change field 6-77, 6-79, 6-86, 6-87, 6-100,
6-101, 6-151
Amount option 4-8, 4-12, 6-77, 6-79, 6-86, 6-87,
6-100, 6-101
Annual Benefits Base field 6-151
Apply button 4-8, 4-12
Apply Filter button 6-3
Apply Increase to All Employees area 4-8
Apply Increases to all Employees area 4-12
Apply Merit Matrix to All Employees button 4-8
Approval
bonus compensation
processing 2-17
employee events
processing 2-26
manager events
processing 2-24
merit compensation
processing 2-13

ADP Self Service Manager's Guide



Approval (cont.)
performance
processing 2-20
setting up proxy assignments 2-28
Approval History
deleting 3-9
employee event detail 3-6, 3-12
managing 3-1
recalling an event 3-10
viewing 3-5
viewing bonus compensation event details 3-17
viewing employee event details 3-11
viewing manager event details 3-24
viewing merit compensation event details 3-14
viewing new hire event details 3-22
viewing performance event details 3-20
Approval History page
accessing 3-5, 3-9, 3-10, 3-12
illustration of 3-5, 3-9, 3-10, 3-12
Approval History task 1-5, 3-5, 3-9, 3-10, 3-12,
3-14, 3-17, 3-20, 3-22, 3-24
Approval notifications
managing 2-1
Approval tasks
managing 2-1
Approval worksheet
bonus compensation
processing 2-17
viewing and printing 2-15
merit compensation
processing 2-13
viewing and printing 2-10
performance
processing 2-20
viewing and printing 2-19
Approvals
viewing 2-3
Approvals and Notifications task
for managers 1-4
Approvals link 2-2,2-3,2-10, 2-15, 2-19, 2-24, 2-26
Approvals page
accessing 2-4
illustration of 2-4
Approvals tab 2-2, 2-3
Approve All button 2-13,2-17, 2-21
Approve button 2-25, 2-27
Approve option 2-13, 2-17, 2-21
Assign Proxy As field 2-31
Assign Proxy field 2-29
Assigned To column 3-7
Assigned To field 3-8

Audience
for this guide viii
Authorization (List C) Document field 6-39
Authorization and Identity (List A) Document
field 6-39
Authorization and Identity Document Expiration
Date field 6-39
Authorization Expiration Date field 6-39
Availability field 7-23
Available Sessions check box 7-19, 7-22
Available Sessions page
accessing 7-22
illustration of 7-22

Bargaining Unit field 6-35, 6-149
Begin Leave Date field 6-109, 6-147
Birth Date field 6-30
Bonus Amount field 2-16, 3-18, 4-12, 4-13
Bonus compensation
completing worksheets 4-10
managing approval tasks 2-14
submitting worksheets for approval 4-14
viewing event details 3-17
Bonus Compensation Approval Worksheet
accessing 2-15,2-17
illustration of 2-15, 2-17
processing 2-17
viewing and printing 2-15
Bonus Compensation Event Detail page
accessing 3-17
illustration of 3-17
Bonus Compensation Worksheet
accessing 4-12
completing 4-10
illustration of 4-12
printing 4-13
submitting for approval 4-14
Bonus Percent field 2-16, 3-18, 4-12, 4-13
Bonus Plan field 2-15, 3-17
Budget End Date field 4-6, 4-19
Budget Percent field 2-11,2-15,3-14,3-17,4-6,4-8,
4-12,4-20
Budget Period field 2-11, 2-15, 3-14, 3-17, 4-20
Budget pool
compensation
viewing and printing 4-19
Budget Pool field 2-11, 2-15, 3-14, 3-17, 4-6, 4-8,
4-12,4-20

ADP Self Service Manager’s Guide



Budget Used field 2-11, 2-15, 3-14, 3-17, 4-6, 4-8,
4-12,4-20

Budget Variance field 4-6

Business Rule field 3-8

Business Title field 6-35, 6-77, 6-86, 6-94, 6-148

By Manager Name field 4-19

C

Cancel Session check box 7-26
Candidate Name field 6-42
Career Profile page
accessing 7-6, 7-10, 7-12, 7-14
illustration of 7-6, 7-10, 7-12, 7-14
Career tab 7-2
Change Employment Status
Leave of Absence fields
accessing 6-109, 6-124
illustration of 6-109, 6-124
Return from Leave fields
accessing 6-117, 6-132
illustration of 6-117, 6-132
Terminate fields
accessing 6-138
illustration of 6-138
Change Employment Status event option 1-10
Change Employment Status field 6-109, 6-117,
6-124, 6-132, 6-138
Change Employment Status option 6-106, 6-114,
6-121, 6-129, 6-135
Change Employment Status page
accessing 6-108, 6-116, 6-123, 6-131, 6-137
illustration of 6-108, 6-116, 6-123, 6-131, 6-137
Change Job & Salary
Additional Salary Change fields
accessing 6-78, 6-86, 6-101
illustration of 6-78
Demotion fields
accessing 6-85
illustration of 6-85
Lateral Change fields
accessing 6-93
illustration of 6-93
Promotion fields
accessing 6-76
illustration of 6-76
Salary fields
accessing 6-100
illustration of 6-100
Change Job & Salary Info field 6-76, 6-85, 6-93,
6-100

Change Job & Salary Information event option 1-10
Change Job & Salary Information option 6-72,6-73,
6-81, 6-82, 6-89, 6-90, 6-96, 6-97, 6-105, 6-113,
6-120, 6-128, 6-134
Change Job & Salary Information page
accessing 6-75, 6-84, 6-92, 6-99
illustration of 6-75, 6-84, 6-92, 6-99
Change Job Status event option 1-10
Change Job Status option 6-65
Change Job Status page
accessing 6-67
illustration of 6-67
Change My Password tab 1-23
Change proxy assignments 2-29
Change Rate field 6-77, 6-79, 6-86, 6-87, 6-100,
6-101
Check Prerequisites button 7-20, 7-22
Check Prerequisites check box 7-19, 7-20
Check Prerequisites page
accessing 7-20
illustration of 7-20
Citizen Proof 1 field 6-39
Citizen Proof 2 field 6-39
Citizenship page
accessing 6-38
completing for new hires and rehires 6-38
illustration of 6-38
Citizenship Status field 6-39
City/Town field 6-29
Clock Number field 6-33
Comment field 6-8
Comments field 2-16, 2-24, 2-26, 3-9, 3-18, 6-43,
6-50
Comp Frequency field 6-151
Company Directory task 1-4
Compensation
completing bonus worksheets 4-10
completing merit worksheets 4-4
completing reviews 4-3
employee history 4-22
managing bonus tasks 2-14
managing merit tasks 2-10
overview 4-2
submitting worksheets for approval 4-14
viewing and printing consolidated budget pool 4-19
viewing and printing summary information 4-16
viewing and printing worksheets 4-15, 4-20
viewing event details 3-14, 3-17
Compensation area 6-151
Compensation field 6-37
Compensation Frequency field 4-24
Compensation History event option 1-11

ADP Self Service Manager's Guide



Compensation History option 8-6
Compensation History page
accessing 4-23
illustration of 4-23
Compensation History task 1-6, 4-22,4-23
Compensation information
changing 6-150
Compensation Planning event option 1-11
Compensation Planning page
accessing 4-4, 4-10, 4-16, 4-20
illustration of 4-5, 4-11, 4-17
Compensation Planning task 1-6, 4-4, 4-10, 4-16,
4-20
Compensation tab 1-6, 4-4, 4-10, 4-16, 4-20, 4-23,
6-150
Completion Date field 3-8
Comprehensive Employment Change
changing an employee’s compensation
information 6-150
changing an employee’s employment
information 6-147
changing an employee’s job information 6-144
changing an employee’s payroll information 6-153
initiating 6-142
overview 6-141
Comprehensive Employment Change option 1-10
Comprehensive Employment Change page
accessing 6-142
illustration of 6-142
Comprehensive Employment Change,
Compensation page
accessing 6-150
illustration of 6-150
Comprehensive Employment Change, Employment
page
accessing 6-147
illustration of 6-147
Comprehensive Employment Change, Job page
accessing 6-142
illustration of 6-142
Comprehensive Employment Change, Payroll page
accessing 6-153
illustration of 6-153
Confirm Password field 1-20
Confirm SSN field 1-18
Consolidated Budget Pool page
accessing 4-6, 4-19
illustration of 4-19
Country field 7-9
Country Issuing Passport field 6-39
County field 6-29
Create Password field 1-20

Create performance review templates 5-23
Cumulative field 6-79, 6-87, 6-101, 6-151
Current Salary/Compa Ratio field 2-11, 3-15

D

Data Control field 6-33
Date Acquired field 7-13
Date field 3-9
Date Last Used field 7-13
Date Last Worked field 6-138, 6-148
Date Notice Given field 6-138, 6-148
Date of Birth area 1-18
Date of Death field 6-139
Date Submitted field 2-4, 2-7, 2-8, 3-3, 3-6, 3-8
Delete
approval history 3-9
Delete Checked button 6-79, 6-87, 6-101
Delete proxy assignment 2-32
Demotion
changing job and salary information 6-81
Department
transferring to 6-51
Department field 2-11,2-15, 3-14, 3-17, 6-48, 6-55,
6-145
Department ID field 6-42
Department ID sort option 8-3
Department ID tab 6-25, 6-27
Department Name sort option 8-3
Department option 6-54
Dept field 4-6, 4-24
Description field 7-21
Detail 3-20
Direct Reports area 1-7, 6-45
Direct Reports page 1-7
accessing 1-8, 4-4, 4-10, 4-16, 4-20, 4-22, 5-4, 5-12,
5-16,5-19,6-18, 6-45, 6-51, 6-58, 6-64, 6-72,
6-81, 6-89, 6-96, 6-105, 6-113, 6-120, 6-128,
6-134,7-4,7-10, 7-12, 7-14, 7-17, 7-24
illustration of 1-8, 4-4, 4-10, 4-16, 4-22, 5-4, 5-12,
5-16,5-19, 6-18, 6-45, 6-51, 6-58, 6-64, 6-72,
6-81, 6-89, 6-96, 6-105, 6-113, 6-120, 6-128,
6-134,7-4,7-17, 7-24
Direct Reports task 1-5, 4-4, 4-10, 4-16, 4-20, 4-22,
5-4,5-12,5-14,5-16,5-19, 6-2, 6-18, 6-44, 6-45,
6-51, 6-58, 6-64, 6-71, 6-72, 6-81, 6-89, 6-96,
6-104, 6-105, 6-113, 6-120, 6-128, 6-134, 7-4,
7-10,7-12,7-14, 7-17, 7-24
Disabled check box 6-31

ADP Self Service Manager’s Guide



Documentation
contents of this guide ix
providing comments xiv
related guides xi
Duration field 7-23

E

Education area 7-6, 7-7
Effective Date column 2-8, 3-3
Effective Date field 2-4,2-7,2-8,3-4,3-6, 3-8,4-24,
6-8, 6-50, 6-67, 6-76, 6-85, 6-93, 6-100, 6-144
Eligible for Rehire field 6-24, 6-138
Eligible for Rehire option 6-148
Eligible for Severance field 6-138
Eligible for Severance option 6-148
Employee
changing employment status 6-104
changing job and salary 6-71
changing job status 6-64
changing salary 6-96
complete performance review forms 5-4
demoting 6-81
hiring 6-21
lateral job change 6-89
placing on leave 6-105, 6-120
print performance review forms 5-14
promoting 6-72
rehiring 6-21
returning from leave 6-113, 6-128
running history reports for 8-6
submit compensation worksheets 4-14
submit performance worksheets 5-10
terminating 6-134
transferring 6-44
viewing and printing compensation history 4-22
viewing and printing performance history 5-16
Employee Activities link 2-2
Employee Activities tab 2-2
Employee Career Profile event option 1-11, 7-4,
7-10, 7-12, 7-14
Employee Career Profile task 1-5, 6-15, 6-20, 7-2,
7-4,7-10, 7-12, 7-14
Employee Class field 6-145
Employee Classification field 6-35, 6-68
Employee Compensation History page
accessing 4-22, 4-23
illustration of 4-24
Employee Event detail
illustration of 3-6, 3-12

Employee Event detail page
accessing 3-6, 3-12

Employee Event Selection Menu
accessing 6-19
illustration of 6-19

Employee Event selection menu
accessing 1-10
illustration of 1-10

Employee Event Selection Menu with Change
Employment Status selected 6-105, 6-113,
6-120, 6-128, 6-134

Employee Event Selection Menu with Change Job &
Salary Information selected 6-72, 6-81, 6-89,
6-96

Employee Event Selection Menu with Change Job
Status selected 6-64

Employee Event Selection menu with Compensation
History selected 4-22

Employee Event Selection menu with Compensation
Planning selected 4-4, 4-10, 4-16

Employee Event Selection Menu with Employee
Career Profile selected 7-4

Employee Event Selection Menu with Employee
Training Summary selected 7-24

Employee Event Selection Menu with Enroll
Employee in Training selected 7-17

Employee Event Selection menu with Performance
History selected 5-16, 5-19

Employee Event Selection menu with Performance
Planning selected 5-4, 5-12

Employee Event Selection Menu with Transfer
Employee selected 6-45, 6-51, 6-58

Employee Events
managing 2-26
viewing event detail 3-11

Employee field 6-13

Employee history reports
running 8-6

Employee History Reports area 8-6

Employee ID field 6-17

Employee ID sort option 8-3

Employee Name field 2-4, 2-6, 2-8, 2-19, 3-3, 3-8,
3-20,4-23,4-24, 5-6, 5-7, 6-17, 6-50

Employee Name link 5-10

Employee Name/Worksheet ID field 3-5

Employee Performance History page
accessing 5-16, 5-17, 5-19, 5-20
illustration of 5-18, 5-21

Employee Performance Review Form
accessing 5-7, 5-15
illustration of 5-8, 5-15
printer-friendly version

ADP Self Service Manager's Guide



Employee Performance Review Form (cont.)
accessing 5-9
illustration of 5-9
Employee Profile event option 1-10
Employee Profile option 6-19
Employee Profile page
accessing 6-17, 6-19
illustration of 6-17
Employee profiles
viewing 6-15
Employee role 1-3
Employee Selection page
accessing 6-20, 7-4, 7-10, 7-12, 7-14, 7-17, 7-24
illustration of 6-20, 7-4, 7-17, 7-24
Employee Status field 2-20, 3-20, 5-6
Employee Training Summary event option 1-11,
7-24
Employee Training Summary page
accessing 7-25
illustration of 7-25
Employee Training Summary task 1-6, 6-15, 6-20,
7-2,7-24
Employee Type field 6-77, 6-86, 6-94, 6-145
Employment information
changing 6-147
Employment Related Dates area 6-147
Employment status
changing 6-104
placing on leave 6-105, 6-120
returning an employee from leave 6-113, 6-128
terminating employee 6-134
Employment tab 6-147
Employment Type field 6-37
Enroll check box 7-23
Enroll Employee in Training event option 1-11,7-17
Enroll Employee in Training page
accessing 7-19
illustration of 7-19
Enroll Employee in Training task 1-5, 6-15, 6-20,
7-2,7-17
Enter Network Password dialog box
accessing 1-21, 1-22
illustration of 1-21, 1-22
Enter Your Contact Information page
illustration of 1-18
Enter Your Security Information page
accessing 1-19
illustration of 1-19
Ethnic Group field 6-30
Event field 2-29
Event Name field 2-30, 3-8
Expected field 7-9

Expected Return Date field 6-109, 6-117, 6-124,
6-132, 6-147
Expiration Date field 7-16

F

FAQs 1-5

First Name field 6-25, 6-26

First Time Users Register Here link 1-15
Forms Library 1-5

From field 2-29, 2-31

Full Time Student field 6-68

Full Time Student option 6-35, 6-148
Full/Part Time field 6-33, 6-67, 6-145

G

Gender field 6-30
Geographical Differential field 6-37
Goal Status field 5-8
GPA field 7-9
Grace Period field 7-21
Grade field 7-26
Graduate check box 7-9
Graduation Date field 7-9
Group field 7-21
Guides

see Documentation

H

Help
accessing guides 1-13

Help, illustration of 1-12

Highest Education Level field 6-30

Hire Date field 2-20, 3-20, 5-6

Hire New Employee option 6-26

Hiring
completing the Additional Hire Information

page 6-40

completing the Citizenship page 6-38
completing the Job Data - Part A page 6-32
completing the Job Data - Part B page 6-34
completing the New Hire Start page 6-26
completing the Pay Information page 6-36
completing the Personal Data - Part A page 6-28
completing the Personal Data - Part B page 6-30
completing the Rehire Prompt page 6-23
completing the Rehire Start page 6-24
completing the Submit page 6-42
using the new hire/rehire process 6-21

ADP Self Service Manager’s Guide



History
deleting approval history 3-9
employee compensation 4-22
employee performance 5-16
viewing approvals 3-5
viewing new hire event details 3-22
History area 3-8
Holiday Schedule field 6-33, 6-146
Home Phone field 6-29
Home tab 1-4, 2-3, 3-5, 3-9, 3-10, 3-12, 3-14, 3-17,
3-20, 3-22, 3-24, 5-21

[ want to verify my identity using area 1-18
Identification Number field 7-15

Identity (List B) Document field 6-39
Identity Expiration Date field 6-39

Include check box 5-24

Increase Amount field 4-6, 4-25

Increase Percent field 4-6, 4-25

Issuing Organization field 7-15

Issuing State field 7-15

J

Job
changing 6-71
Job Code field 6-42
Job Data - Part A page
accessing 6-32
completing for new hires and rehires 6-32
illustration of 6-32
Job Data - Part B page
accessing 6-34
completing for new hires and rehires 6-34
illustration of 6-34
Job Description field 6-145
Job field 6-77, 6-86, 6-94
Job information
changing 6-144
Job status
changing 6-64
Job Title field 2-20, 3-21, 5-6

L

Language field 7-11
Language Option 1-4
Languages area 7-6, 7-10
Last Name field 6-25, 6-26

Index W&/

Last Name sort option 8-3
Lateral Change option 6-93
Lateral job change
changing job and salary information 6-89
Leave of Absence
placing employee on leave 6-105, 6-120
returning from 6-113, 6-128
Leave of Absence option 6-109
Level of Education field 7-9
Licenses and Certificates area 7-6, 7-14
Location
transferring to 6-58
Location field 6-49, 6-55, 6-61, 6-145, 7-23, 7-26
Location ID sort option 8-3
Location Name sort option §-3
Location option 6-60
Login
Self Service 1-21
Lump Sum Used field 2-11, 3-14, 4-20

Major field 7-9

Manage My Profile page
illustration of 1-23

Manage My Profile tab 1-23

Manage My Services tab 1-23

Manager
completing bonus compensation worksheets 4-10
completing merit compensation worksheets 4-4
completing performance review forms 5-4
home page 1-7
processing bonus compensation approvals 2-14
processing merit compensation approvals 2-10
processing performance review approvals 2-18
running employee history reports 8-6
running reports §-2
running team reports 8-3
Self Service overview 1-1
Self Service tasks 1-3
submitting compensation worksheets for

approval 4-14
submitting performance worksheets for
approval 5-10

transferring to 6-45
using Self Service 1-3
viewing approval tasks 2-3

Manager Comments area 5-9

Manager Comments field 5-8

Manager Dept field 4-19

ADP Self Service Manager's Guide



Manager Event approval
processing 2-24
Manager Events
viewing event detail 3-24
Manager field 4-23
Manager Home page
using 1-7
Manager Home Welcome portlets
accessing 1-3
components of 1-4
illustration of 1-3
Manager Name field 2-11, 2-15, 3-14, 3-17, 4-5,
4-6,4-11, 4-24
Manager option 6-47
Manager Reports task 1-6, 8-3
Manager role 1-3
Manager Self Service
overview 1-2
overview of available tasks 1-3
Manager tasks
initiating employee events 1-9
viewing you direct and indirect reports 1-8
Managing
Self Service account 1-22
Managing work events
viewing in Self Service 1-5
Managing Work Events page
accessing 6-16
illustration of 6-16, 6-46, 6-52, 6-59, 6-65, 6-73,
6-82, 6-90, 6-106, 6-114, 6-121, 6-129, 6-135
Managing Work Events page with Transfer
Employee(s) action selected 6-46
Managing Work Events task 1-5, 6-2, 6-16, 6-44,
6-45, 6-51, 6-58, 6-64, 6-71, 6-104
Managing Work Events page
accessing 6-46, 6-52, 6-59, 6-65, 6-73, 6-82,
6-90, 6-106, 6-114, 6-121, 6-129, 6-135
Managing Work Events with Change Employment
Status option selected 6-106, 6-114, 6-121,
6-129, 6-135
Managing Work Events with Change Job & Salary
Information option selected 6-73, 6-82, 6-90,
6-97
Managing Work Events with Change Job Status
option selected 6-65
Managing Work Events with Transfer Employee(s)
action selected 6-52, 6-59
Marital Status field 6-30
Merit compensation
completing worksheets 4-4
managing approval tasks 2-10
submitting worksheets for approval 4-14

Merit compensation (cont.)
viewing event details 3-14
Merit Compensation Approval Worksheet
accessing 2-11, 2-13
illustration of 2-11, 2-13
processing 2-13
viewing and printing 2-10
Merit Compensation Event Detail page
accessing 3-14
illustration of 3-14
Merit Compensation Worksheet
accessing 4-7
completing 4-4
illustration of 4-7
printing 4-9
submitting for approval 4-14
Message Center
overview 2-2
Message Center at a Glance portlet 2-2
Message Center task 2-2, 2-3
Middle Name field 6-25, 6-26
Military Discharge Date field 6-31
Minor field 7-9
More Information link 2-8, 3-2, 3-3

N

Name field 2-11, 2-16, 3-15, 3-18

Name link 1-7

Navigation field 5-5, 5-13

Navigation Trail 4-6

Navigation Trail field 1-9

Netsecure security dialog box
accessing 1-23

Netsecure Welcome page
illustration of 1-22

New Hire
completing the Additional Hire Information

page 6-40

completing the Citizenship page 6-38
completing the Job Data - Part A page 6-32
completing the Job Data - Part B page 6-34
completing the New Hire Start page 6-26
completing the Pay Information page 6-36
completing the Personal Data - Part A page 6-28
completing the Personal Data - Part B page 6-30
completing the Submit page 6-42
initiating 6-21

New Hire Start page
accessing 3-22, 6-26
illustration of 3-22, 6-26
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New Salary field 4-24, 6-77, 6-100
New Salary/Compa Ratio field 2-12, 3-15, 4-8
Non US Country of Citizenship 1 field 6-39
Non US Country of Citizenship 2 field 6-39
Notifications

managing 2-1
Notifications link 2-2, 2-6
Notifications page

accessing 2-6

illustration of 2-6
Notifications tab 2-2, 2-6
Number of Action Days field 2-31

(o)

Organization & Planning tab 4-10

Organization & Staffing ta 4-22

Organization & Staffing tab 1-5, 1-7, 1-8, 2-28,
2-29,4-4,4-16,4-20,5-4,5-12,5-14, 5-16, 5-19,
5-21, 5-23, 6-15, 6-16, 6-18, 6-20, 6-45, 6-51,
6-58, 6-64, 6-72, 6-81, 6-89, 6-96, 6-105, 6-120,
6-134,7-12,7-14,7-17, 7-24

Organizational Goals area 5-8, 5-25

Original Date of Issue field 7-15

Originator Name field 2-4, 2-7, 2-8, 3-3, 3-5, 3-8

Other area 6-148

Overall Comments field 5-9

Overall Goal field 2-20, 3-21, 5-7

Overall Goal Status Code field 5-8, 5-9

Overall Rating Code field 5-8

Overall Rating field 2-20, 3-21, 5-7

Override Prorate check box 4-8, 4-13

Override Prorate option 4-8, 4-12

Override Proration field 2-12, 2-16, 3-15, 3-18

P

Paid Leave
placing employee on leave 6-105, 6-120
returning from 6-113, 6-128
Passport Expiration Date field 6-39
Passport Number field 6-39
Pay Information page
accessing 6-36
completing for new hires and rehires 6-36
illustration of 6-36
Pay Rates area 6-153
Paygroup field 6-37
Payroll Department field 6-153
Payroll information
changing 6-153

Payroll Status field 6-153
Payroll tab 6-143, 6-153
Per field 6-77, 6-86, 6-87, 6-100, 6-101, 6-151
per field 6-37
Percent Change field 6-79, 6-87, 6-101, 6-151
Percent option 4-8, 4-12, 6-77, 6-79, 6-86, 6-87,
6-100, 6-101
Percentage Change field 6-77, 6-86, 6-100
Perf Eval field 2-12, 2-16, 3-15, 3-18
Performance
completing review forms 5-4
completing reviews 5-3
creating review templates 5-23
employee history 5-16
managing tasks 2-18
submitting worksheets for approval 5-10
viewing and printing review forms 5-14
viewing and printing worksheets 5-11, 5-12
viewing event details 3-20
Performance Approval Worksheet
accessing 2-19, 2-20
illustration of 2-19, 2-20
processing 2-20
viewing and printing 2-19
Performance Event Detail page
accessing 3-20
illustration of 3-20
Performance Factors area 5-8, 5-24
Performance History event option 1-11
Performance History option 8-6
Performance History page
accessing 5-17, 5-20
illustration of 5-17, 5-20
Performance History task 1-6, 5-16, 5-19
Performance Plan field 2-19, 3-20, 5-6, 5-18
Performance Planning event option 1-11
Performance Planning page
accessing 5-4, 5-12
illustration of 5-5, 5-13
Performance Planning task 1-6, 5-4, 5-12, 5-14
Performance review
managing approval tasks 2-18
overview 5-2
Performance Review Forms
completing 5-4
Performance Review Template page
accessing 5-24
illustration of 5-24
Performance Review Template selection page
accessing 5-23
illustration of 5-23
Performance Review Template task 1-6, 5-23
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Performance review templates
creating in Self Service 1-6
Performance tab 1-6, 5-4, 5-12, 5-14, 5-17, 5-20,
5-21
Performance Worksheet
accessing 5-6
illustration of 5-6
submitting for approval 5-10
Personal Data - Part A page
accessing 6-28
completing for new hires and rehires 6-28
illustration of 6-28
Personal Data - Part B page
accessing 6-30
completing for new hires and rehires 6-30
illustration of 6-30
Plan field 2-11, 3-14, 4-20
Plan ID field 4-6, 4-12, 4-14, 4-21
Plan Type field 4-6,4-12, 5-23
Policies and Guidelines 1-5
Position field 6-48, 6-76, 6-85, 6-93, 6-144, 6-153
Position Management setting 6-6
Position Number tab 6-25, 6-27
Postal/ZIP field 6-29
Practitioner role 1-3
Prefix field 6-25, 6-26
Previous Employee ID field 6-23
Print bonus compensation approval worksheets 2-15
Print bonus compensation event detail 3-17
Print bonus compensation worksheets 4-13
Print button 5-9
Print compensation information 4-15
Print compensation summary information 4-16
Print compensation worksheets 4-20
Print consolidated budget information 4-19
Print employee compensation history 4-22
Print employee performance history 5-16
Print merit compensation approval worksheets 2-10
Print merit compensation event detail 3-14
Print merit compensation worksheets 4-9
Print performance approval worksheets 2-19
Print performance event detail 3-20
Print performance information 5-11
Print performance review forms 5-14
Print performance worksheets 5-12
Process bonus compensation approval
worksheets 2-17
Process employee approval tasks 2-26
Process merit compensation approval
worksheets 2-13
Process performance review worksheets 2-20
Proficiency field 7-11

Proficiency Level field 7-13
Profiles
viewing employees 6-15
Promotion
changing job and salary information 6-72
Promotion option 6-76
Proposed Incr Amt field 2-12, 3-15, 4-7, 4-8
Proposed Incr Pct field 2-12, 3-15, 4-7, 4-8
Proposed Lump Sum field 4-6
Proxy
adding 2-29
assigning 2-28
changing 2-29
deleting 2-32
viewing assignments 2-28
Proxy Assignment page
accessing 2-28, 2-29
illustration of 2-28, 2-29
Proxy Assignment task 1-6, 2-28, 2-29

R

Race/Ethnicity field 6-30
Rate Change field 6-151
Rate Change option 6-151
Rate Code field 6-33
Rate Type field 6-153
Rating field 5-8
Rating Nbr field 4-24
Read option 7-11
Reason field 4-24, 6-67, 6-76, 6-85, 6-93, 6-100,
6-109, 6-124
Reason for Action field 6-35
Reason for Termination field 6-138
Reason for Transfer field 6-48, 6-55, 6-61
Recall an event 3-10
Recommendations field 5-9
Referral Source field 6-35, 6-148
Register for ADP Services page
accessing 1-16
illustration of 1-16
Register Now button 1-16
Registration
for Self Service 1-15
Registration Pass Code field 1-17
Registration Welcome page
accessing 1-15
illustration of 1-15
Regular/Temp field 6-145
Regular/Temporary field 6-33, 6-67
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Rehire
completing the Additional Hire Information
page 6-40
completing the Citizenship page 6-38
completing the Job Data - Part A page 6-32
completing the Job Data - Part B page 6-34
completing the Pay Information page 6-36
completing the Personal Data - Part A page 6-28
completing the Personal Data - Part B page 6-30
completing the Rehire Prompt page 6-23
completing the Rehire Start page 6-24
completing the Submit page 6-42
initiating 6-21
Rehire Employee option 6-23
Rehire Prompt page
accessing 6-23
illustration of 6-23
Rehire Start page
accessing 6-24
illustration of 6-24
Reject All button 2-13, 2-17, 2-21
Reject button 2-25, 2-27
Reject option 2-13, 2-17, 2-21
Remove a Service tab 1-23
Report feature
employee history reports 8-2
manager team reports 8-2
Report Processing page
accessing 8-4
illustration of 8-4
Reporting Location field 6-33, 6-146
Reports
running employee history reports 8-6
running team reports 8-3
Reports page
accessing 8-3
illustration of 8-3
Reports tab 1-6, 8-3
Reports to field 6-48, 6-144
Reports-To feature 1-3
Return Date field 6-117, 6-132
Return from Leave option 6-117, 6-132
Return From Leave Reason field 6-117, 6-132
Review
performance 5-3
proposed compensation 4-3
Review Date field 2-19, 3-20, 5-6
Review forms
performance
viewing and printing 5-14
Review Type field 2-19, 3-20, 5-6
Reviewing Manager column 5-3, 5-10, 5-12

Reviewing Manager field 2-19, 3-20, 5-6
Reviewing Manager Name column 4-5, 4-11, 4-19
Reviewing Manager Name field 4-6, 4-21
Roles

in Self Service 1-2
Rows per Page field 2-8, 3-4

S

Salary
changing 6-71, 6-96
Salary Action field 4-24
Salary Action Reason field 4-8
Salary Action Type field 4-8
Salary Action Type/Salary Action Reason
field 2-12, 3-15
Salary Amount field 2-16, 3-18
Salary Change area 6-151
Salary Change field 6-101
Salary Change fields 6-78
Salary Change option 6-100
Salary Change Reason field 6-79, 6-87, 6-101
Salary Comp field 2-16, 3-18
Salary fields 6-100
Salary Grade field 4-24, 6-151
Salary Grade Max field 2-16, 3-18
Salary Grade Mid field 2-16, 3-18
Salary Grade Min field 2-16, 3-18
Salary Plan area 6-151
Salary Plan field 6-151
Salary Step field 6-37, 6-77, 6-86, 6-145, 6-151
Save in Progress button 5-7
School Name field 7-9
Second Major field 7-9
Security Clearance field 6-35, 6-68, 6-148
Security Information page
accessing 1-19
Select one of more of the employee changes below
option 6-11
Select one of more of the Employment Changes
below option 6-6, 6-46, 6-52, 6-59, 6-65, 6-73,
6-82, 6-90, 6-97, 6-106, 6-114, 6-121, 6-129,
6-135
Self Service
administrators 1-2
ADP Enterprise HR versions supported 1-2
approval history 3-1
approval history overview 3-2
approval tasks overview 2-2
compensation overview 4-2
employees 1-2
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Self Service (cont.)
features 1-2
Help, accessing manuals 1-13
logging in 1-21
Manager Home page 1-7
manager tasks 1-3
managers 1-2
managing compensation reviews 4-1
managing performance reviews 5-1
managing your account 1-22
online Help 1-12
performance overview 5-2
practitioners 1-2
registration 1-15
Registration Pass Code 1-17
taking the tour 1-14
users 1-2
Self Service Portal Login page
accessing 1-15
illustration of 1-15, 1-21
Self Service Registration Confirmation page
illustration of 1-20
Self Service tour
accessing 1-14
illustration of opening page 1-14
Send to Proxy Directly check box 2-31
Shift field 6-33, 6-68
Skills area 7-6, 7-12
Social Security Number field 6-23, 6-26
Speak option 7-11
Split Base field 6-37
SSN field 1-18
Standard Hours field 6-37, 6-68, 6-145
Start Date and Time field 7-23, 7-26
Start Date field 6-25, 6-26, 6-42
Start Work Events page

Submit Worksheet page
accessing 4-14, 5-10
illustration of 4-14, 5-10
Subordinate Manager field 4-6, 5-5
Subordinate Manager name 5-13
Suffix field 6-25, 6-26
Supervisor field 6-149
Suspension Date field 6-124

T

Tasks
bonus compensation 2-14
employee events 2-26
merit compensation 2-10
performance reviews 2-18
proxy assignments 2-28
work events 2-22
Team reports
running 8-3
Team Reports area §-3
Template
performance review 5-23
Template field 2-20, 3-21, 5-7
Template Type field 5-23, 5-24
Terminate option 6-138
Terminating
employee 6-134
Termination Date field 6-138
To field 2-29, 2-31
Total Work Events field 6-50
Tour
Self Service 1-12
Self Service application overview 1-14
Training
cancelling enrollment in a session 7-24

accessing 6-8, 6-12, 6-46, 6-66, 6-74, 6-83, 6-91, viewing training summary 7-24
6-98, 6-107, 6-115, 6-122, 6-130, 6-136 Training Activity field 7-21
illustration of 6-8, 6-12, 6-46, 6-66, 6-74, 6-83, 6-91, Training Description field 7-19, 7-23, 7-26

6-98, 6-107, 6-115, 6-122, 6-130, 6-136 Transfer
State/Province field 6-29, 7-9 Department transfer fields
Status field 2-5,2-7,2-12,2-16,2-20, 3-3,3-6, 3-15, accessing 6-55
3-18, 3-21, 5-7, 7-26 illustration of 6-55
Step History area 3-8 employees 6-44
Street field 6-29 Location transfer fields
Submit accessing 6-61

new hires and rehires for approval 6-42 illustration of 6-61
Submit button 1-20, 8-3 Manager transfer fields
Submit check box 4-14, 5-10 accessing 6-48
Submit page illustration of 6-48

illustration of 6-42 to a new department 6-51
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Transfer
to a new location 6-58
to a new manager 6-45
Transfer Date field 6-48, 6-55, 6-61
Transfer Employee event option 1-10
Transfer Employee option 6-45, 6-51
Transfer page
accessing 6-45, 6-54, 6-60
illustration of 6-46, 6-47, 6-53, 6-54, 6-59, 6-60,

6-66, 6-74, 6-83, 6-91, 6-98, 6-107, 6-115,

6-122, 6-130, 6-136
Transfer Page with Manager Transfer fields
displayed 6-48
Type field 7-13, 7-15, 7-19, 7-21
Type of Transfer field 6-44, 6-47, 6-54, 6-60

U

Union Code field 6-35, 6-148
Union Seniority Date field 6-35
Unpaid leave
placing employee on leave 6-105, 6-120
returning from 6-113, 6-128
Update Education page
accessing 7-8
illustration of 7-8
Update Incumbents setting 6-6
Update Languages page
accessing 7-11
illustration of 7-11
Update Proxy Assignment page
accessing 2-30, 2-32
illustration of 2-30, 2-32
Update Skills page
accessing 7-13, 7-15
illustration of 7-13, 7-15
Updating multiple employees for a single job
action 6-11
Updating multiple job actions for a single
employee 6-6
Use search criteria to filter results 2-8, 3-3
User Login button 1-21
Users
Self Service 1-2

'}

Valid Period field 7-21

Variable Pay Plan field 6-37

Variance field 2-11, 3-15, 4-8, 4-12, 4-20
Verify Your Identity page

Verify Your Identity page (cont.)
accessing 1-17
illustration of 1-17
VETS-100 area 6-31
VETS-100 Disabled Veteran check box 6-31
VETS-100 Military Status field 6-31
VETS-100A area 6-31
VETS-100A Disabled Veteran check box 6-31
VETS-100A Military Status field 6-31
View approval history 3-5
View Approval History Detail page
accessing 3-8
illustration of 3-8
View bonus compensation approval
worksheets 2-15
View bonus compensation event detail 3-17
View compensation information 4-15
View compensation summary information 4-16
View compensation worksheets 4-20
View consolidated budget information 4-19
View employee compensation history 4-22
View employee events detail 3-11
View employee performance history 5-16
View employee performance review forms 5-14
View employee profiles 6-15
View History column 3-16
View History field 2-4, 2-7, 3-6
View Holiday Schedule button 6-146
View manager events detail 3-24
View merit compensation approval worksheets 2-10
View merit compensation event detail 3-14
View new hire event detail 3-22
View performance approval worksheets 2-19
View performance event detail 3-20
View Performance History link 2-21, 5-6, 5-13,
5-18, 5-21
View performance information 5-11
View performance worksheets 5-12
View proxy assignments 2-28
View Report button 8-5
View Report page
accessing 8-4
illustration of 8-4
View Your User ID & Create Your Password page
accessing 1-19
illustration of 1-19
Viewing Approval History Detail 3-7
Visa Expiration Date field 6-39
Visa Number field 6-39
Visa Type field 6-39
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Weight field 5-24
Welcome portlets 1-4
Work Event
Change Employment Status 6-3
Change Job & Salary Information 6-2
Change Job Status 6-2
Comprehensive Employment Change 6-3
Hire New Employee 6-2
Rehire Employee 6-2
Transfer Employee(s) 6-2
updating multiple employees for a single job
action 6-11
updating multiple job actions for a single
employee 6-6
Work Event field 6-50
Work Event Status field 6-50
Work Events
changing an employee’s employment status 6-104
changing an employee’s job and salary 6-71
changing an employee’s job status 6-64
changing an employee’s salary 6-96
Comprehensive Employment Change 6-141
demoting an employee 6-81
Employee Profile 6-17
lateral job change 6-89
managing 6-1, 6-5
managing tasks 2-22
new hire 6-21
promoting an employee 6-72
rehire 6-21
search field and filtering tips 6-3
transferring employee to new department 6-51
transferring employee to new location 6-58
transferring employee to new manager 6-45
transferring employees 6-44
viewing employee profiles 6-15
Work Events Summary page
accessing 6-7, 6-10, 6-11, 6-12, 6-13, 6-14, 6-50,
6-56, 6-62, 6-70, 6-79, 6-87, 6-95, 6-102,
6-111, 6-118, 6-126, 6-133, 6-139
illustration of 6-7,6-10, 6-11, 6-12, 6-13, 6-14, 6-50,
6-56, 6-62, 6-70, 6-79, 6-87, 6-95, 6-102,
6-111, 6-118, 6-126, 6-133, 6-139
Work History area 7-6
Work Location field 6-33, 6-146
Workflow Comments field 2-11, 2-13, 2-17, 2-19,
2-21, 3-15, 3-20, 4-15, 5-10
Workflow Path Name field 3-8

Worksheet
compensation
view and print 4-15
viewing and printing 4-20
performance
view and print 5-11
viewing and printing 5-12
Worksheet ID column 2-8, 3-3
Worksheet ID field 2-4, 2-7, 2-8, 3-3, 3-5, 3-8
Worksheet Identifier field 4-14, 5-10
Would you like to perform an additional salary
change? field 6-78, 6-86, 6-101, 6-151
Write option 7-11

Y
Yes option 6-78, 6-86, 6-101
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