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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
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My System Profile

My Dictionary
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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” |

Manager Dashboard

Favorites | Main Menu * Manager Self Service > Manager Dashboard
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Name Job Title Salary Range
Elsa Frozen = Actions Human Resources Assistant 2 | |
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View Employee Personal Info

Transfer Employee

Retire Employee
Terminate Employee
Request Add'| Pay
Request LOA

Request Return from Leave
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Enter the “Return to Work
Date”. Select “Go”.

Hoo

Favorites | Main Menu > Manager Self Service > Job and Personal Information » Reguest Return from Leave

Note: If you receive a message

that you have no direct Select Employee
reports, that means that you

Request Return from Leave

Princess Tiana

Enter the date the employee returns to work and click Go. Select an employee to initiate return from
leave request by clicking on the employee name, clicking on Search for Employee, or clicking an the

chart icon

Return to Work Dt (121142016 |5 | Go

Direct Reports For Princess Tiana Personalize | Find | B First B 1071 & [ast

Name Empl 1D Job Title Department

Elsa Frozen - HREAsst 2 Unv HR

Search for an employee

Manager Self Senvice

Learning and Development
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Favorites | Main Menu > Manager Self Service > Job and Personal Information > Request Return from Leave

Request Return from Leave
Select Employee

Princess Tiana

Enterthe date the employee returns to work and click Go. Select an employee to ini
|leave request by clicking on the employee name, clicking on Search far Em
chart icon

Return to Work Dt 01/01/2016 [

& return from
2e, or clicking on the

Go

Search for an employee

Manager Self Service

Learning and Development
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Fa*.fl:uvr'rtes MainvMenu > Manager SvEH: Service » Joband P'ersngal Information > Request Return from Leave

Enter the last name of the employee

Request Return from Leave
Employee Search

Specify your search parameters.

~Senrel by: | Last Name e

Last Hame: Frozen X
Search

* Required Field

Return to Select Employee
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Favorites : Main Menu > Manager Self Service > Job and Personal Information > Reguest Return from Leave

Request Return from Leave
Employee Search

Specify your search parameters.

*Search by: | LastMName h
Last Name: |Frnzen
Search

Hame Employee ID | Job Title Department
Elsa Frozen - HRAsst 1 Human Reso
* Required Field

Return to Select Employee
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Favorites | Main Menu > Manager Self Service > Job and Personal Information >  Reguest Return from Leave

Se|ect ”Reason for Request Return from Leave

Return” down arrow and Return to Work Details
select appropriate reason. Elsa Frozen

Enter the return to work details below for the chosen employee.
Leave Begin Date:

*Effective Date; 010142016

Reason for Return:

Recall from Suspension
Return From Leave

Current Information

&
Position: Human Resources Assistant 2 00004975
FTE: 1.000000
*Department Lniversity HR. Services 30400040
*Location Augusta University 120
*Job Code Human Resources Assistant 2 510%22
Reports To: Benefitz/Data Admin Supervisor 00006316
Supervisor:
Comment:

wired Field

Submit
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Favorites | Main Menu > Manager Self Service > Job and Personal Information >  Reguest Return from Leave

Request Return from Leave
Submit Confirmation
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The Submitwas successful.
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