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Log in using your AU NetID and Password. This

Select a Language:

User ID: || English Espafio
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Password: Francais Francais du Canada
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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
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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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Favorites . Main Menu > Manager Self Service * Manager Dashboard

Manager Dashboard
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Favorites = Main Menu > Manager Seff Service > Job and Personal Information > Add Template-Based Hire

Hires to Process

Template-Based Hire ? Help

Choose atemplate and select Continue enter a new person. The Hires to Process section lists people you have previously started to
hire. Selectthe person’s name hyperlink if you want to work with a Hire in Process. You have the option to delete people you do not
intend to hire.

Add a New Person Search by: |Template “|begins with

Look Up Select Template

Select Template: | C} |M’ e
Look Up Cancel

Hires in Process

Advanced Lookup

You do not have any hires in progress. Search Results
_ Wiew 100 First 1-15 of 15 Last
Go To: Template-Based Hire Status Template Description

= S T; Faculty - Part-time

FACULTY-TEMP Temporary Faculty

MNPE Man-Paid Affiliate

PTHME-EXEMPT Regular, Part-Time Mon-Benefit Eligible Ex Staff
PTHB-MOMEXEMPT Regular, Part-Time Mon-Benefit Eligible NE Staff
RESIDEMT Resident

RESIDEMNT-PT Resident - Mon-Benefit Eligible
RETIREE-EXEMPT Rehired Retiree - Exempt
RETIREE-MOMEXEMPT Rehired Retiree - Mon-Exempt
STUDENT-CURS Student CURS (CURS Students OMLY)

STUDENT-EXEMPT Student - Exempt
STUDENT-NOMEXEMPT Student - Mon-Exempt
STUDENT MOMEXEMPT Student Mon-Exempt
TEMP-EXEMPT Temporary Employee - Exempt
TEMP-MOMEXEMPT Temporary - Mon-Exempt
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Favorites © Main Menu > Manager Self Service > Job and Personal Information > Add Template-Based Hire

Enter the Job
Effective Date for

Template-Based Hire
Enter Hire Details

.........................................

Student - Exempt

.........................................

Organizationa Relationship: Employee

Country: LInited States
Category Code:; Student
Empl 1D; MNEW
*Job Effective Date: 121512016 El
Action: Hire
Reason Code: Student
Zancel
* Required Field

AUGUSTA UNIVERSITY
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Favorites | Main Menu > Manager Self Service > Job and Personal Information > Add Template-Based Hire
Template-Based Hire

Enter Employee Information

Enter the following employee or contingent warker information. If you cannot enter all of the person’s information select Save for Later.

Mame, Address, Phone Personal Information Job Infoarmation Benefits Information

Hire Template Information
Template: Student - Exempt Effective Date: 12152016 YOU WI” need to Complete a“ data fl@ldS
Employee Information that have an asterisk (*). On the “Name,

Primary Hame - English

Address, Phone” tab, please include the

HName Prefix:

| following information:
| First Name

Middle Name: | Last Name
|
|

*First Name:

*Last Name: Address Line 1
City

Name Suffix: bt |

Person Address 01 - United States

Address Type: Home

Address Line 1:

Address Line 2;

City: State: | Q

Postal Code:

|
|
Address Line 3: |
|
|

County: |

Person Phone Number 01

Phone Type: Main

Telephaone; | Phone Extension: |

Person Phone Number 02

Phone Type: Campus

*Telephone: | Phone Extension: |

Comments

Comments 2]

AUGUSTA UNIVERSITY




On the Personal Information
tab, please complete the
following information (*):
Date of Birth
Gender

Highest Level of Education
Marital Status
Social Security Number

You will not populate

AUGUSTA UNIVERSITY

Favorites | Main Menu : Manager Self Service

Template-Based Hire
Enter Employee Information

: Job and Personal Information >  Add Template-Based Hire

Enter the following employee or contingent worker information. If you cannot enter all of the person’s information select Save for Later.
" Mame, Address, Phone | [aEE G E N Glida=il0 0l Job Information | Benefits Information

Template: Student - Exempt Effective Date: 12M5/2016

Employee Information
Birth Information

*Date of Birth: | =)

Person Gender

*Gender | Unknown W |

Person Education Level

*Highest Education Level: |’a‘ Q

Person Marital Status

*Marital Status: | Unknown V| Marital Status Date: | El

Person National ID United States

Social Security Number: |F'R Q

Social Security Number: |

Diversity - United 5tates

Requlatory Region: |US’E‘ Q Ethnic Group: | Q

] Primary Indicator for Multiple

Personal Data - United 5tates

[+] Eligible to Work in U.S. Military Status: | v|

Citizenship (Proof 1) | Citizenship (Proof 2): |

Date Entitled to Medicare: | Bl

Comments

Comments [@
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Favc;r'rtes MainvMenu > Manager SvEH'— Service » Joband Persugal Information > Add Template-Based Hire

On the Job Information tab,
enter the following information:

e Position Number
* Location Code (120)

Template-Based Hire
Enter Employee Information

Enter the following employee or contingent warker information. If you cannat enter all of the person’s information select Save for Later.

Mame, Address, Phone Personal Infarmation Job Information Benefits Information

Hire Template Information

Template:; Student - Exempt Effective Date: 12152016

Employee Information
Position Data - United States

*Position Number: | Q

Work Location - Job Fields

Location Code: |1 20 Q

Job - Payroll Information

Pay Group: Mo4

Job Compensation - Pay Components

Compensation Rate: | Compensation Frequency: W

Comments

Comments Ed

Edit Hire Details

Save-andSubmit Save for Later Cancel

* Required Field

AUGUSTA UNIVERSITY




You are not required to enter
data on the “Benefits Data” page,
however you must “Save and
Submit” the request via this page.

Note: The comments section is
available on each page. You may
select the “Save for Later” button

AUGUSTA UNIVERSITY
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Favorites = Main Menu > Manager Self Service > Job and Personal Information > Add Template-Based Hire

Template-Based Hire
Enter Employee Information

Enter the following employee or contingent warker information. If you cannot enter all of the person’s information select Save for Later.

Mame, Address, Phone Personal Information Job Infoarmation Benefits Information

Hire Template Information

Template: Student - Exempt Effective Date: 12152016

Employee Information
Benefit Program - Benefit Record Number

Benefit Record Humber: |

Benefit Program - Benefit Status

Benefits System: Benefits Administration Benefits Employee Status: Active

Annual Benefits Base |
Rate:

Benefit Program - Ben Admin Eligibility

Eligibility Config Field 1:  NOB

Benefit Program - Participation

Benefit Program: NOB

Comments

Comments E

Ed Hire Details

Save and Submit Save for Later Cancel
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Favorites | Main Menu > Manager Selff Service >  Job and Personal Information >  Add Template-Based Hire

Template-Based Hire
Submit Confirmation

V The submit was successful. The Human Resources department will review the person’s data and update the
HR system.

G0 Tothe Template-Based Hire Status page to review the status of this person.

OK
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