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Log in using your AU NetID and Password. This

Select a Language:
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You will receive an email notification when there is a leave of absence 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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Top Menu
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ALl Digital Measures
Board of Regents

All

DirxML Administrator
Colf Canvira

Manager Self Service
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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
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Application Diagnostics
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Reporting Tools
PeopleTools
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Usage Monitoring

Change My Password
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Favorites | Main Menu > Manager Seff Service > Review Transactions
- : - -

Review Transactions

Duane Ritter

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

Transactions: | Pending my review V| Refresh

Process |D: |GRU_L eave_Of_Absence Qe \

Find First B 9.2 262 I3 | et

Transaction Hame Submitted By Submitted On Behalf Of Submitted On Thread 5tatus
GRU Request Leave Of Abse Princess Tiana 121312016 -9:49 A8 Pending Approve/Deny
Transaction Details
EFFDT EFFSEQ EMPLOYEEID EMPLRCDa#
2016-12-13 1 018461 0
Transaction Name Submitted By Submitted On Behalf Of Submitted On Thread Status
GRU Reguest Leave Of Abse Princess Tiana 12M14/2016-8:55 AN Pending Approve/Deny <
Transaction Details
EFFDT EFFSEQ EMPLOYEEID EMPLRCDg#
2016-12-14 1 018461 0
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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
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Favorites | Main Menu > Manager Self Service > Review Transactions
Approve LOA Request

Leave Details
Elsa Frozen

This transaction requires an action on your part. Enter your comments (optional) in the area
provided, then select Approve ar Deny button to process this request.

Leave Detail
*Effective Date: 12132016
Reason for Leave: Unpaid with Benefits

Expected Return Date:  12/22/2016

Workflow Status: In Approval Process

Effective Sequence:; 1

Current Information

(&

Position: Human Resources Assistant 2 00004975
FTE: 1.000000

*Department University HR Services 30400040

*Location Augusta University 120

*Job Code Human Resources Assistant 2 510X%22
Reports To: Faculty Support Services Spec 0o004a72
Supervisor;

Comment:

*Required Field
Approve Deny

AUGUSTA UNIVERSITY

Save Approvals

{ eave wio Pay Policy
FIMLA Palicy
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Favorites | Main Menu > Manager Selff Service > Review Transactions
- : -, -

Submit Confirmation

The Submitwas successful.

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

AUGUSTA UNIVERSITY
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Favorites | Main Menu > Manager Self Service > Review Transactions
- : - -
Clsd FI0Lern

This transaction requires an action on your part. Enter your comments {optional) in the area {aave

provided, then select Approve ar Deny button to process this request. . .
FMLA
” The transaction will be

displayed. The workflow

*Effective Date: 12M 32016

Reason for Leave: Unpaid with Benefits
Expected Return Date:  12/22/2016

Workflow Status: In Approval Process

Effective Sequence: 1

Current Information

&
Position: Human Resources Assistant 2 00004975
FTE: 1.000000
*Department University HR Senices 30400040
*Location Augusta University 120
*Job Code Human Resources Assistant 2 510X22
Reports To: Faculty Support Sernvices Spec 00o04a72
Supervisor:
Comment:

* Required Field

Save Approvals

Leave of Absence Approval

Start
_RCD=0, ACTION_DT_55=2016-12-13, EFFSEQ=1:Pending Eg};

< EMPLID=018461, E

Leave of Absence Approval

Approved Pending
o DQuaneRiter || (n Uuliole forovers | g
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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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. ] (o |
All transactions that are pending Favorites = Main Menu > Manager Seff Service > Manager Dashboard
approval/review are located in

. Manager Dashboard
the “Pending Approvals” portlet. g
‘@ Pending Approvals =] [
You can open the Request Leave
of Absence transaction by Personalize
Approval Hame Effective Date SEREEE
Date
GRL Additional Pay Disney Princess 01012017 121412016 e
GRLU Distribution Change  MN/A 010142017 121412016
Return From Leave Elsa Frozen 01/01/2016 121412016
@ Requestleave Of Absence ElsaFrozen 12142016 12M 412016
@ Transfer Elsa Frozen 12M 32016 12M 212016 v
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Approve LOA Request Launch

bve LOA Request
Select a Transaction

The lis} below contains leave requests requiring your approval. Click on an employee to view details and to
procesy the approval.

Employ:e LOA Requests

*Effective Date Effective Sequence Workflow Status
Elsa Frozen 12142016 1

In Approval Process

Return to Manager Dashboard

GoTo:  Manager Home

Job and Personal Information Home

| Cancel |

AUGUSTA UNIVERSITY
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Favorites | Main Menu > Manager Self Service > Job and Personal Information >  Approve Leave Reguest (Hidden)

Approve LOA Request
Leave Details

Elsa Frozen

This transaction requires an action on your part. Enter your comments (optional) in the area ';"'é'é\',’-’g
provided, then select Approve or Deny button to process this request. EMLA
Leave Detail

*Effective Date: 12M4i2016

Reason for Leave: Unpaid with Benefits

Expected Return Date:  01/01/2016
Workflow Status: In Approval Process

Effective Sequence: 1

Current Information

@&
Position: Human Resources Assistant 2 00004975
FTE: 1.000000
*Department University HR Services 30400040
*Location Augusta University 120
*Job Code Human Resources Assistant 2 510X%22
Reports To: Faculty Support Semnvices Spec 000044972
Supervisor:
Comment:

* Required Field
Approve | Deny Save Approvals

AUGUSTA UNIVERSITY
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Favorites | Main Menu > Manager Selff Service > Review Transactions
- : -, -

Submit Confirmation

The Submitwas successful.

..............
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Favorites | Main Menu > Manager Self Service > Job and Personal Information »  Approve Leave Request (Hidden)

Reason for Leave; npaid with Benefits
Expected Return Date:  01/01/2016 The transaction will be
Workflow Status: In Approval Process displayed. The workflow
Effective Sequence: 1
Current Information
(&
Position: Human Resources Assistant 2 00004975
FTE: 1.000000
*Department Liniversity HR Senvices 30400040
*Location Augusta University 120
*Job Code Human Resources Assistant 2 510%22
Reports To: Faculty Support Services Spec 00004972
Supervisor:
Comment: ]

* Required Field

Save Approvals

Leave of Absence Approval

L]
—
[+%]

—+

=
i
=

- EMPLID=018461, EMPL_RCD=0, ACTION_DT_S$S$=2016-12-14, EFFSEQ=1:Pending [

[n]
[¥%]
k=
=T

Leave of Absence Approval Path

Approved Pending

Duane Ritter ) Multiple Approvers
‘w GRU Dept. Sig. Authority G} GRU Leave Administrator _E
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Feturn to Select a Transaction
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