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Log in using your AU NetID and Password. This

Select a Language:

User ID: || English Espafio

Dansk Deutsch
Password: Francais Francais du Canada
ltaliano Magyar
m Mederlands Morsk

Polski Porfugués
Suomi Svenska
Ceiting BEiE
T Py L oKW
Tz 8% A 3L
TR i sl
UK English
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Self Service

Manager Self Service
Recruiting 5 Job and Personal Information
Workforce Administration = 4 Compensation and Stock
Benefits Manager Dashboard
Workforce Development Review Transactions
Organizational Developmer. .

Set Up HRMS
Enterprise Components
Worklist

Reporting Tools
PeopleTools

Change My Password
My Personalizations

My System Profile

My Dictionary

LA |

ged!

b . . .

Menu Search, located under the Main Menu, now
supports type ahead which makes finding pages
much faster.

Navigate to the Manager
Dashboard.
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Select the “Actions”

B

Favorites : Main Menu > Manager Self Service > Manager Dashboard

down arrow next to the

Manager Dashboard

@ Pending Approvals (=] 2]

Mo approvals are pending at this time.

ﬁN&ﬂ Line Reports (=] ]
Personalize | Find | Wiew &l ||EI | D El 14-23 of 59 El

Job Details Contact Compensation Time [F= M

Name Job Title Ll
Elsa Frozen = Actions Human Resources Assistant 2 I_ |
Job and Personal Information * ——
_ " 1 |
- Compensation and Stock ' Request Ad Hoc Salary Change

- Actions View Compensation History
- Actions | |
« Actions | |
« Actions | |
« Actions | |
~ Actions | |
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Favarites : Main Menu
- : -

aquest Ad Hoc Salary Change

gu selected are displayed below. Enter the desired salary change information and select Calculate Mew Total for each person. Select Submit once all salary changes have been entered.

*Salary Change Date: 1211412016 E1

Elsa Frozen
- FTE:1.000000

- Lompensation Letalls

Pay Component Current Amount Change Percent Change Amount New Amount Reason Dist Chg? Type Frequency

[ex. 10.850%)

Default WA Hourly 15.300000 0.000 0.000000 | 15.300000 | '} ] UsD Hourly Rate  Hourly

Calculate Mew Total

531,824.000 - Comp-Ratic - 0.97
o Sy o o
§25,221.000 $32,787.000 5$40,354.000
Minimum Midpoint Maximum

Hourly Salary $15.300000 $15.200000 USD
Annual Rate $31,824.000 UsD $31,824.000 USD
Comment @@

Submit
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Favorites @ Main Menu
- : -

Request Ad Hoc Salary Change

The employees you selected are displayed below. Enter the desired salary change information and select Calculate Mew Total for each person. Select Submit once all salary changes have been entered.

*Salary Change Date: 121412016 El

Elsa Frozen

- FTE:1.000000

Change Percent
gx. 10.850%)

Enter the Change

Amount in a Pay Component
Default MA Hourly

nount Change Amount New Amount Reason Dist Chg? Type Frequency

15.300000 2.000000 |‘1?.3EIEIEIEIEI | &'} ] UsD Hourly Rate  Hourly

Calculate Mew Total

' ' $34,824.000 - Comp-Ratic - 0.97
o Sy o o

525221.000 532, T87.000 540,354.000
Minimum Midpoint Maximum
\ nfo tio =1 0 il
Hourly Salary 0.000000 $15.300000 UWsD
Annual Rate 50.000 USD $31,824.000 USD
Comment @@
Submit
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Look Up Reason

Select “Reason” Search by: |Reason Code V|begins with

for Salary Change  LookUp || Cancel |scvanced Lookup
via hour glass. Search Results

ew 100 First - 1-150f 15 - Last

Reason Code Description

Select appropriate ADJ Adjustment

Change in Contfract Type
Demaotion

Fair Labor Stand Act

Change in FTE/Standard Hrs.
Grade Step Demotion

Grade Step Promotion

Merit

Other

Salary Package De-Enralment
Salary Package Enrolment
Promotion

Job Reclassification

Stipend

Tenure and Longevity
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Favorites : Main Menu
- g -

Request Ad Hoc Salary Change

The employees you selected are displayed below. Enter the desired salary change information and select Calculate Mew Total for each person. Select Submit once all salary changes have been entered.

*Salary Change Date: 1211412016 [

Elsa Frozen

- FTE:1.000000

Change Percent

Pay Component Current Amount (ex. 10.850%) Change Amount Hew Amount Reason Dist Chg? Type Frequency
Default MA Hourly 15.300000 | 13.072 | 2.000000  (17.300000 |r-.-'|ER Q O UsD Hourly Rate  Hourly
Add any necessary
1 Calculate Mew Total
Comments In the 535,984.000 - Comp-Ratic - 1.10
o o % o
§25,221.000 532, 787.000 540,354.000
Minimum Midpoint Maximum
Hourly Salary $17.300000 $15.300000 USD
Annual Rate $35984 000 USD $31,824 000 USD
Comment @@
Submit
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Approvals will
automatically
populate. If you
do not need to

add additional
approvers/review
ers, you have
successfully

S s,

Favorites : Main Menu
- -

oy e . -

ElsaFrozen
- FTE:1.000000
ompensation Details
Pay Component Current Amount Change Percent Change Amount Hew Amount Reason Dist Chg? Type Frequency
(ex. 10.850%)
Default NA Hourly 15.300000 | 13.072) | 2.000000 | [17.300000 | [MER |Q O UsD Hourly Rate  Hourly
Calculate Mew Total
$35 984 000 - Comp-Ratio - 1.10
o o Y 0
§25,221.000 §32 T87.000 540, 354000
Minimum Midpoint Maximum
New Information Current Information
Hourly Salary $17.300000 $15.300000 USD
Annual Rate $35984.000 USD $31,824.000 USD
Comment @@

Save Approval Changes

Ad Hoc Salary Change Approval

v EMPLID=-EMPL_RCD=0:F'ending [#]start New Path
Pending Not Routed Not Routed

Y 5 A \ i A I\ i Al
@ Multiple Approvers _E_P @ Muliiple Approvers _E_’ @I Multiple Approvers _E

GRU Signature Authority POSN Budget Approvers Personnel Administrator

Return to Manager Dashboard

AUGUSTA UNIVERSITY




FE————

Favorites | Main Menu
= : =

Select a green (+) sign in
the approval routing.

In the pop-up box enter
the User ID for the
approver/review you
would like to add, this will
be their AU Net ID. You
can sear for an

Insert | Cancel |
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Favorites : Main Menu
- w

I FTE:1.000000

L L I I I I IR I TINTIIIIII——,,
Pay Component Current Amount LT e Change Amount New Amount Reason Dist Chg? Type Frequency
[ex. 10.850%)
Default MNA Annual 45 023.670000 2221 10,000.000000 | (55,023.67001 |I'u1ER Q, | USD Flat Amount  Annual

Calculate Mew Total
555,023 .670 - Comp-Ratio - 1.45

o o o ¥

529,142.000 537,885.000 548 627.000
Minimum Midpoint Maximum
0 o Curre 0 i
Annual Salary 555023670000 $45 023670000 USD
Annual Rate 555023670 USD 545 023670 USD
Comment Bl

Save Approval Changes

Ad Hoc Salary Change Approval

~ EMPLID-JJlll EMPL_RCD=0:Pending [#]start New Path
Staff Approvals
Pending Not Routed Not Routed Not Routed
@ Multiple Approvers —E Sharri Peck (F] Multiple Approvers —E—' Multiple Approvers —E
=1 =1 =]

GRU Signature Authority POSN Inserted Approver Budget Approvers Personnel Administrator
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Ad Hoc Approval has been succesfully saved

You have successfully created an Ad Hoc Salary Change and added an

aggrover‘ reviewer.
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