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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
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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
My Personalizations

My System Profile
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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.

AUGUSTA UNIVERSITY




Select the “Actions”
down arrow next to the

employee’s name and
then:
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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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Transfer Employee
Elsa Frozen

[» Instructions

Enter the effective date of the
Ser
' . 121212016 [

Transfer Date

— *Reason for Transfer

Begin Foreign Employment ALS
*Transfer Method Completion of Int Cpny Trans
Delegation
Employee Request .
Intercompany Transfer —— Current Information
Internal Recruitment
*Position Manager Reqguest Q Human Resources Assistant 2 00004975
) ) Fay Entity Transfer
*Business Unit Reorganization 12000 Augusta University 12000
R Supenvisor Level Advance ) ) .
Department University HR Services 30400040
*Location Augusta University 120
*Job Title Human Resources Assistant 2 510x22
Full’Part Time Full-Time
Standard Hours 40.00
Report to Mgr, Benefits & Data Mgmt 00006316
Comments @@

Submit
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Select “Transfer Method”

Favorites | Main Menu
- : -

down arrow and select

“by position”. Transfer Employee

Elsa Frozen

[* Instructions

Transfer Information
*Transfer Date 121312016 E‘j
*Reason for Transfer | Manager Request ~~""|
*Transfer Method |E'3f Paosition v|
New Information Current Information
*position |HUMan Resources Assistant 2 Q' poooders Human Resources Assistant 2 00004975
*Business Unit Augusta University 12000 Augusta University 12000
*Department University HR Senvices 30400040 University HR. Sernvices 30400040
*Location Augusta University 120 Augusta University 120
*Job Title Human Resources Assistant 2 510x22 Human Resources Assistant 2 51022
FulliPart Time Full-Time
Standard Hours 40.00
Report to Mgr, Benefits & Data Mgmt 00006316 Mar, Benefits & Data Mgmt 00006316
Comments @@
Submit
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Enter new position information. You may search for position by selecting the magnifying glass located to the right

of the position field. You may enter comments regarding the transfer in the comments box.
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Favorites | Main Menu
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Transfer Employee

Elsa Frozen

[* Instructions

Transfer Information

*Transfer Date

1211312016 [3)

*Reason for Transfer | Manager Request

v

*Transfer Method | By Position

v

New Information

Administrative Assistant 2

*Position ~

*Business Unit Augusta University

*Department © Facilities Administration
*Location Augusta University
*Job Title © Administrative Assistant 2

FulliPart Time Full-Time
Standard Hours 40.00

Report to © Director Facilities Operations

A oooooooa
12000
30900010
120

505X02

00010035

Current Information

Human Resources Assistant 2
Augusta University

LIniversity HR. Senvices
Augusta University

Human Resources Assistant 2

Full-Time
40.00

MMgr, Benefits & Data Mgmt

00004975

12000

30400040

120

51022

00006316

Comments

1

Submit
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Fa*.fc‘nrr'rtes Main‘rﬂenu
Submit Confirmation

V You have successfully submitted a request to transfer Elsa Frozen as of 121 3/2016.

Transfer Approval Chain

< :Pending
Transfer Approval Chain

Pending Not Routed

Multiple Approvers | Multiple Approvers
G) GRU Dept. Sig. Authority Perzonnel Administrator

Return to Manager Dashboard
Reguest Ad Hoc Salary Change

m
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