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Log in using your AU NetID and Password. This

Select a Language:

User ID: || English Espafio
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T Py L oKW
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You will receive an email notification when there is a Distribution Change transaction pending

your approval. You will be able to select the url that is included in the email to access the
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=) METHOD 1
B

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.

F v v v W

Highlight:

Recently
Favorites

Navigate to “Review
Transactions”

b . A

Breadcr.
path and
subfolder

Menu Se
supports
much fas

L . A A T . . . . . .
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Favorites | Main Menu > Manager Seff Service : Review Transactions
w : w -

Review Transactions

Duane Ritter

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

Transactions: | Fending my review V| Refresh

Process ID: |GRU_Di5LChQ

Approval Transactions Find First El qor1 O3 aat

Transaction Name Submitted By Submitted On Behalf Of Submitted On Thread Status
GRL Distribution Change R Princess Tiana 12M 42016 - 1:.40 P Pending Approve/Den
ransacton Letalls

DEPTID EFFSEQ POSITION_NBR SETID TRANS_DT
30400040 0 00004975 12000 2016-12-14

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

“ » B ~~"
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Favorites | Main Menu > Manager Self Service > Review Transactions
- B w -

AU Approve Dist. Change

Effective Date: [01/01/2017 The effective date must be the beginning of the pay period based on the employee’s pay frequency, either monthly or biweekly. All changes mustbe n
the effective date of the change.
Set|D: 12000 Fiscal Year 2017
Department: 30400040 University HR Services
Position Number: 00004975 Human Resources Assistant 2
Current

Incumbents Personalize | Find y Al B First 4] 10f1 o Last
Empl ID Nal

1 018461 Elsa Frozen

urrent Information

o Program Class .
Lombination Lode Account 3 5 Frojectibrant (Annual Hate
Combination Code ccou c Field Project/Grant |Annual Rate

1 3040004010000522100001 100.000 522100 10000 30400040 16300 11000 31824.000  31324.000000

New Information

o Percent of Fund Program |Class _ Annual e
GL Combination Code Distribution Account c Department Code Field Project/Grant Rate Distribution Amount

13040004010000522100001 100.000 522100 10000 30400040 16300 11000 31824.000 31824.000000 (=]

Comment:

6 | m Save Approvals I

Distribution Change Approval

- SETID=12000, DEPTID=30400040, POSITION_NBR=00004975, EFFDT=2017-01-01, EFF SEQ=0:Pending & Réauest information

[#]start Wew Path
Distribution Change Approval

Pending Not Routed
Multiple Approvers & Multiple Approvers
@ GRU Sianature Authority POSH _E_' Budaet Aporovers _E
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Favorites : Main Menu > Manager Self Service > Review Transactions
w : w w

Submit Confirmation

v

The Submit was successful.
Ok
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The transaction will be

displayed. The workflow

T

Favorites © Main Menu » Manager Seff Service > Review Transactions
b H - -

Effective Date: 01/01/2017 The effective date must be the beginning of the pay period based on the employee's pay frequency, either monthly or biweekly. All changes must be made by the publishes

carresponds to the effective date of the change.

SetlD: 12000 Fiscal Year 2017
Department: 30400040 University HR Semvices
Position Number: 00004975 Human Resources Assistant 2

urrent Information

%

1 3040004010000522100001 100.000 522100 10000 30400040 16300 31824.000 3‘1824000 i

New Information

e T_N L_N J J__IN J_ N

1 3040004010000522100001 100.000 522100 10000 30400040 16300 11000 31824.000 31824.000000 [=]

Comment:

Save Approvals

Distribution Change Approval

Start
= SETID=12000, DEPTID=30400040, POSITION_NBR=00004975, EFFDT=2017-01-01, EFFSEQ=0:Pending @%

Distribution Change Approval

Approved Pending
Duane Ritter ) Multiple Approvers
« GRU Signature Authority POSN @ Budget Approvers _E

12118016 - 2:53 PM
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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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All transactions that are pending
approval/review are located in

=}

the “Pending Approvals” portlet. Favorites = Main Menu > Manager Self Service > Manager Dashboard
You can open the GRU Manager Dashboard
@ Pending Approvals
Approval Hame Effective Date
GRU Additional Pay 01/01/2017
GRU Distribution Change 1212002016
@ |GRU Distribution Change 12192016
@ Transfer 121312016

AUGUSTA UNIVERSITY
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Perzonalize

Approval Receipt
Date

12142016

121972016

12192016

121212016




lﬁl AU D i ES
% Help

AU Approve Dist. Change

Ilarlager Dasht - Effective Date: The effel:_tive date must be the beginning of the pay period based on the employee's pay frequency, either monthly or biweekly. All changes must be made by the published payroll deadline that corresponds to
the effective date of the change.

Department: 30400040 University HR Semvices
Position Number; 00004972 Faculty Support Services Spec

GRU Additional Pay

@ GRU Distribution Change M

@ Transfer E urrent Information

oy Fund Program Class - istribution
Lombination Lode R Lot T - Slesdrap el i P
Combination Code Account c Department c Field Pr t'Grant |Annual Rate ry—

1 3040004010000521100001 100.000 521100 10000 30400040 16200 11000 44199.790  44199.790000

New Information

o Percent of Fund Program (Class - Annual S
GL Combination Code TE— Account Cod Department Cod Field Project/Grant Rate Distribution Amount

1.3040004010000521100001 100.000 521100 10000 30400040 16300 11000 56000.000 56000.000000 [=]

Comment:

Approve D Save Approvals

Distribution Change Approval

- SETID=12000, DEPTID=30400040, POSITION_NBR=00004972, EFFDT=2016-12-20, EFF SEQ=0:Pending & Feauest information

[+]start New Path
Distribution Change Approval
Pending Not Routed
Multiple Approvers G Multiple Approvers
@ GRU Signature Authority POSN _E_’ Budget Approvers _E
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Submit Confirmation

W

The Submit was successful.
QK
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The transaction will be
displayed. The workflow

The effective date must be the beginning of the pay period based on the employee’s pay frequency, either maonthly or biweekly. All changes must
corresponds to the effective date of the change.

Effective Date: [12/20/2016

SetlD: 12000 Fiscal Year 201

Department. 30400040 University HR Services

Position Humber: 00004872 Faculty Support Services Spec

Firstll 10of1 u Last

Perzonalize | Find | View A&
H I
1 001960 Princess Tiana

urrent Information

— e — r ——ar

1 3040004010000521100001 100.000 521100 10000 30400040 16300 11000 44199790 44199790000

New Information

e T_N L_N J J_1 A _1

13040004010000521100001 100.000 521100 10000 30400040 16300 11000 56000.000 56000.000000 (=]

Comment:

Save Approvals

Distribution Change Approval

Start
< SETID=12000, DEPTID=30400040, POSITION_NBR=00004972, EFFDT=2016-12-20, EFF SEQ=0:Pending E%

Distribution Change Approval

Approved Pending
'/ Duane Ritter @ Multiple Approvers _E

GRU Signature Authority POSN
12115816 - 3:13 PM

Budget Approvers

W
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