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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

AUGUSTA UNIVERSITY




You will receive an email notification when there is a transaction pending your approval. You

will be able to select the url that is included in the email to access the transaction for approval.
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Favorites | Main Menu

SEArcn nMenmu:

=] =] (]

Top Menu

L1

ALl Digital Measures
Board of Regents

All

DirxML Administrator
Colf Canvira

Manager Self Service
Kecrumng 3 Job and Personal Information
Workforce Administration = 3 Compensation and Stock
Fusion Integration "3 Team Learning

Benefits 3 Performance Management
Compensation Manager Dashboard

Stock Talent Summary

Payroll for North America |5 Review Transactions

Global Payroll & Absence Maw r

Payroll Interface

Workforce Development
Organizational Developmeant
Enterprise Learming
Workforce Monitoring
Pension

Set Up HREMS

Enterprise Components
Worklist

Application Diagnostics
Tree Manager

Reporting Tools
PeopleTools

Packaging

Careers

Usage Monitoring

Change My Password

My Personalizations

My System Profile

My Dictionary

My Feads

ged!

The menu n Main Menu to get started.
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Highlight:

Recently
Favorites

Navigate to “Review
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path and
subfolder
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Favorites | Main Menu > Manager Self Service > Review Transactions
- : - -

Review Transactions

Duane Ritter

This page allows you to view the status and relevant information for any transaction you either submitted for approval or
have reviewed yourself. For each request you can get detailed information by selecting the hyperlink.

Transactions: Pending my review v 4/ Refresh

Process ID: GRU_AdHoc_Salary_Change Qe \

Find First & 4-30f3 I Last

Transaction Hame Submitted By Submitted On Behalf Of Submitted On Thread 5is
GRU AdHoc Salary Change R Princess Tiana 12M4/2016 - 10:22 AWM Pending

EMPLID EMPLRCD

018461 0]
Transaction Name Submitted By Submitted On Behalf Of Submitted On Thread Status
GRU AdHoc Salary Change R Princess Tiana 12M5/2016 - 2237 PM Pending Approve/Deny
EMPLID EMPLRCD
028064 0
Transaction Hame Submitted By Submitted On Behalf Of Submitted On Thread Status
GRU AdHoc Salary Change R Princess Tiana 121442016 - 12:55 PM Pending Approve/Deny
Transaction Details
EMPLID EMPLRCD
008843 ]
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The page will open and
automatically default a
transaction and process
ID. Select the drop down
arrow next to
“Transactions” and select

“Pending my review”.

Select the magnifying
glass beside “Process ID”
and select the transaction
you are choosing to




Favorites | Main Menu > Manager Self Service > Review Transactions
- : - -

Approve Ad Hoc Salary Change

Elsa Frozen
Status Change Date 12/14/2016 Empl ID - Empl Recond 0
Pay Component Current Amount Change Amt Change BCt Hew Amount Action Reason
Default MA Hourly 15.300000 2.000000 130072 17.300000 PAY MER
. Approve Deny Pushback Save Approval Changes
Ad Hoc Salary Change
_ n. . €Y Request Information
= EMPLID=018461, EMPL_RCD=0:Pending - EE
Staff Approvals
Pending Not Routed Not Routed

Multiple Approvers Multiple Approvers Multiple Approvers
@ GRU Signature Authority POSN _E_’ @ Budget Approvers _E_’ @ Personnel Administrator _E

£EL Return to Search | [S] Motify

AUGUSTA UNIVERSITY

Distribution Change?



METHOD 2

=}

Favorites | Main Menu
w : >
Search Menu:

® Navigate to Manager
Top Menu a (=] %] Dashboard
3 Board of Regents v ged!
M Al "
The menu [~ Selif Service v i Main Mann ta net starfed
™ Manager Selt Service
Highlightt ~ Recruimng 3 Job and Personal Information
3 Workforce Administration =~ Compensation and Stock
Recently ~; Benefits 1 Performance Management
Favorites [~ Compensation [=9 Manager Dashboard
3 Payroll for North America =] Review Iransactons -
5 Workforce Development o - - Lo
3 Organizational Development b Tt
3 Set Up HRMS »
3 Enterprise Components 3
3 Worklist b
Breadcru [~ Reporting Tools b CRACLE
path and 5 PeopleTools 3 - i e
subfolder Change My Password e e
My Personalizations e 4
My System Profile
E My Dictionary _—
Menu Search, located under the Main Menu, now
supports type ahead which makes finding pages
much faster.
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Favorites | Main Menu > Manager Self Service > Manager Dashboard

All transactions that are pending Manager Dashboard
approval/review are located in Vs
pp,, . ” @ Pending Approvals (=] [x]
the “Pending Approvals” portlet.
Personalize
You can open the transaction by Pl Name Effective Date gaptimal Receipt
@ GRU AdHoc Salary Change |Elsa Frozen 121472016 121472016 ~
GRU AdHoc Salary Change _ 12152016 12152016
@ GRU AdHoc Salary Change Disney Princess 121472016 121472016
GRU Additional Pay Disney Princess 01/01.22017 121472016
GRU Distribution Change MNIA 01/01.2017 121412016 W
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Select “Approve” or “Deny” to route the transaction. This completes Method 2.

AWE for Adhoc Sal Chg

Approve Ad Hoc Salary Change

Disney Princess
Status Change Date 12/14/2016 Emp! 1D N Empl Record 0

Pay Component Current Amount Change Amt Change Pct New Amount
Default NA Annual 45023670000 10000.000000 22211 55023 670000 | Distribution Change?

Pushback | | Save Approval Changes |

Ad Hoc Salary
= EMPLID=008843, EMPL_RCD=0:Pending ST
Staff Approvals

Pending Not Routed Not Routed Mot Routed

Wultiple rovers Sharri Peck Multiple Approvers Multiple rovers
(9 GRU Signature Authority POSN _E_’ & Inserted Approver _E_’ & Budget Approvers _E_’ I!l Personnel Adminisirator _E

CCPARKER_2,1

Pending

@ Cathy Carver-Parker
Ingerted Approver
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