GEMS Manager Self Service Transactions User Guide
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Accessing MSS

UNIVERSITY OF
SOUTH FLORIDA

USF Employee Summary
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v Employee Self Service

Careers

Payroll

Last Pay Date 11/05/2021

Personal Details

Learning & D

w
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USF Employee Summary
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Careers

yee Leave Details

Forms

v Employee Self Service

Manager Self Service

Employee Self Service

USF HR Administration

Last Pay Date 11/05/2021

Personal Details

Learning & Development
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Approvals

Employee

Delegations

Leave Details

Forms

v Manager Self Service

Create Delegation Request

My Delegates

Bobe B b

Starting from the
GEMS Homepage,
click the drop down.

Choose Manager
Self Service.

My Acknowledgements

ﬂ

My Team

Update Team Information

=
~
~

This is the Manager
Self Service (MSS)
Homepage.

All MSS transactions
will be initiated from
this page.
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Delegation of MSS Transactions

Approvals Delegations

.,
-te

) ¥ .

My Acknowledgements My Team

oL -«

Create Delegation Request

My Delegates

[ 31 31 3L

Update Team Information

N
Rr

Managers can
delegate the initiation
and approval of MSS
transactions to other
GEMS users.

Starting from the
Manager Self Service
Homepage, click on
the Create Delegation
Request tile.

@ ® ®

Delegation Dates Delegates Transactions

Step 1 of 4: Delegation Dates
*Start Date | 04/15/2021

End Date
Leave blank for open-ended delegations

*Comment Enter Comment Here.

®

Review and Submit

|. Next >

On the Delegation
Dates screen, update
the following
information:

Start Date: Enter the
date the delegation
will be effective.

End Date: If the
delegation will only
be in place for a set
time- period, enter an
end date. Otherwise
leave it blank.

Comment: Must be
supplied. Include
information on
reason for the
delegation and its
purpose. Please note
that delegates
assigned by Unit
Approvers must be in
line and listed on the
salary delegation
authority list.

Click Next.
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@

Delegation Dates

©
&

Delegates

(3)

Transactions

(4)

Review and Submit

£ Previous | | Next >

Step 2 of 4: Delegates
99 rows
Select All | Clear All Add Delegate
Name < Email ID < Phone <
O Amy Davis bsr@usf.edu 813/505-7507
Cancel Add Delegate
User ID ll Q]

On the Delegates
screen, search the
list for the
employee(s) that you
would like to initiate
transactions on your
behalf.

Select the Check Box
to the left of their
name.

If there are
employees who are
not listed, you can
add them by clicking
Add Delegate.

The Add Delegate
window will appear.
Click on the
magnifying glass to
open the Lookup
window.

rch for: User ID
arch Criteria

Show Operators

Click on the arrow to
the left of Search
Criteria to search by

User ID
(begins with) Employee Name or
Last Name ID.
(begins with) CLEMENTS Q
First Name i
tbogns ity | CYNTHIA Q Click Search.
Empl ID
(begins with) Under the Search
N (i Results, click on the
row containing the
= Search Results _employe_e’s
information.
E i= 1 row
UserID < Last Name < First Name © Empl ID < When returned to the
Add Delegate
CCLEMENTS2 CLEMENTS CYNTHIA 00000135578 window, click Done.
S P ~ The employee will
&/ S \_/ now appear at the
Delegation Dates Delegates Transactions Review and Submit bottom of the
< Previous | ‘ Next > Delegates list with
the checkbox
selected.
Step 2 of 4: Delegates
Zrows Repeat the Add
Select All | Clear All Delegate steps above
- o N if there are any
Name © Email ID < Phone © additional employees
] Bhet Cynthia Clements i you wish to be a
delegate.
Click Next.
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On the Transactions

Delegation Details
Start Date
End Date
Comment

Delegates

Transactions

Step 4 of 4: Review and Submit

04/15/2021

No end date selected
Enter Comments Here

Cynthia Clements

Initiate Ad Hoc Salary Change

Initiate Full/Part Time Change

< Previous H Submit

@ P )
@ 2/ 2/ \4) screen, select all the
Delegation Dates Delegates Transactions Review and Submit transactions the
- r— delegates will be able
< Previous ‘ ‘ Next > to Initiate and/or
. Approve on your
Step 3 of 4: Transactions behalf.
All Approve Initiate .
15 rows Click Next.
Description
Initiate Ad Hoc Salary Change
Initiate Demotion
Initiate FulliPart Time Change
On the Review and
@ 2) o 0 .
&/ & Submit screen,
Delegation Dates Delegates Transactions Review and Submit review the Delegation

Details.

If all the information
looks, correct, click
Submit.

-—-—-Qriginal Message-—
From:

To:
Subject: A delegation request from

Transaction(s): Add delegate
From: 2021-09-23
To:

Sent: Thursday, September 23, 2021 6:55 AM

or an administrator on behalf of

has been submitted for review and acceptance

has submitted a delegation request to you.

You can review the request, then accept or reject the request, please log into GEMS via https://my.usf.edu

This communication was sent via Oracle Workflow Technology. Please do not reply to this email.

Delegates will receive
an email notification
to Accept or Reject
the delegation
request.
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Accepting/Rejecting a Delegation Request

Approvals Delegations Create Delegation Request

My Delegated Authorities My Acknowledgements My Team
- .
T <«

My Delegates

[ 38 3 SN

Update Team Information

Q

Active Accepted Ended Rejected Revoked Submitted

Accept , Reject
Aactions Delegator

Initiate Fu\I{F’arI Time Change, Request Paid Leave of Absence, Initiate Ad Hoc Salary Tiffany Jackson
Change, Initiate Transfer

Start Date / End Date Request Status

04/15/2021
Submitted
056/03/2021

Approvals Delegations Create Delegation Request
v
— 2
@ ah & &0 +
1
My Delegated Authorities My Acknowledgements My Team
- d

My Delegates

BB Be b

Update Team Information

Q

. Active : Accepted Ended Rejected Revoked Submitted

Revoke

Transactions Delegates

[] Initiate Ad Hoc Salary Change Alexandre Shanafelt

O Initiate Full/Part Time Change, Request Paid Leave of Absence, Initiate Ad Hoc Salary

Change, Initiate Transfer Cynthia Clements

flag located at the top right-hand corner. @

N

Start Date / End Date Request Status

04/15/2021
Submitted
05/06/2021

04/15/2021
Accepted
05/03/2021

Please Note: If you do not currently have the Manager Self Service tab, click the notification

Within Actions, there will be a notification regarding the delegation request. Click this
notification and the screen to accept the delegation request will open.

Upon receiving the
email notification,
delegates can log
into GEMS to
Accept/Reject the
delegation request.

Go to the Manager
Self Serivce
homepage.

Click on the My
Delegated
Authorities tile.

Under the Submitted
tab, delegates will
see a listing of
transactions that
have been
delegated to them
as well as the time-
period.

Select the box next
to the transaction
and click Accept or
Reject.

An email notification
will be sent out to
the Delegator
denoting the
acceptance or
rejection of the
delegation.
Delegators can also
see their active
delegations on the
My Delegates tile.
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Revoking Delegated Authority of MSS Transactions

Approvals

My Delegated Authorities

Delegations

Create Delegation Request

My Team

My Delegates

(S SF 31N

Update Team Information

- — -]
20, L 4 s
Active Accepted Ended Rejected Revoked Submitted
Revoke
Transactions Delegates

A Initiate FullPart Time Change, Request Paid Leave of Absence,
" Change, Initiate Transfer

Initiate Ad Hoc Salary

Cynthua Clements

Managers can
revoke delegated
transactions at any
time.

From the Manger
Self Service
homepage, click on
the My Delegates
tile.

Under the Active tab,
select the checkbox
next to the
delegation you
would like to revoke.

Click Revoke.

I NOTE: If the
original delegation
request included
multiple users and
transactions, the
removal of the
delegated authority
will apply to al/users
and transactions
from that request.

Demote Employee - Submitter

UNIVERSITY OF
SOUTH FLORIDA

n

()

Delegations

v Manager Self Service

Create Delegation Request

My Delegates

My Delegated Authorities

My Acknowledgements

Update Team Information

a
Ny
L

Managers and their
Delegates can now
submit select
employment change
transactions for
employees in GEMS.

These transactions
can be accessed by
clicking on the
Update Team
Information tile.
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f. Request Reporting Change
: Transfer Employee
ii,i Promote Employee

Request Ad Hoc Salary Change
(‘2 Change Full/Part Time or Hours
E] Request Leave of Absence
F; Request Paid Leave of Absence
A" Retire Employee
& Terminate Employee

_/’.' Demote Employee

Demote Employee

» Search Options

Select Employee

Name / Title / ID - Record

Julie Schneider
Applications Project Manager
00000014986 - 0

Kalpana Rupani
Database Administrator
00000110198 -0

Kautuk Gupta
Sr. Data Management Analyst
00000095482 - 0

Click Demote
Employee from the
list of available
transactions.

Select the employee
for the Demote
Employee
transaction by
clicking on their
name.

Demote Employee

Questionnaire

What else do you want to change besides Job Title?

x Exit

Kautuk Gupta
St Data Management Analyst

Manager Name® Dena Tewey

Are you changing Work Location details?

Are you changing the employee's Supervisor?

Are you changing Salary Information?

Demote Employee

(: )—— ()

Review & Submit

Job Detail
Work and Job Information
“Transaction Date |04/28/2021
*Reason | Voluntary |~
New Information Current Information
*Position Title® |IData Engineer | Q| 00033504 Sr. Data Management Analyst 00018966
Business Uit USF Business Unit UsFBU USF Business Unit usFBy
Department® Health Informatics Insttute 0.6163-000 Information Technology 0-3510-000
Location® Health Sciences Center - Tampa 38 Tampa Campus 01
Job Title® Applications Developer | 4442 St Data Management Analyst 9339
Standard Hours  40.00 4000
FTE 1000000 1000000
FullPart Tme  Full-Time FullTime
Reports To® Assistant Director 00021483 Resource Manager 00014740
Randall Smith

On the Demote
Employee screen,
select Yes or No for
the first two
questions from the
Questionnaire.

Yes
Yes
No
‘9
V
Ralummnueslmnnzua” Next >

I

On the Job Detail
screen, update the
following:

Transaction Date:
Enter the effective
date of the
demotion.

Reason: Enter the
appropriate reason.

Position Title: Select

the position from the
lookup.

Click Next.
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X Exit

Kautuk Gupta
Sr. Data Management Analyst

Work and Job Information
“Transaction Date

“Reason

“Position Title

Departments
Locationt

Job Title
Standard Hours
FTE

FulllPart Time
Reports To

Manager Name

it USF Busine

0472812021
Voluntary
New Infol

| pata Engin

Health Infor
Health Scie:
Applications
40.00
1.000000
Full-Time
Assistant Di

Dena Tewey

Demote Employee

@ ———

Related Information

« Decision Support

Demote Employee >

Returnto Questionnalre | ‘ Next >

&

A

(e |

il

Here you can find

additional guidance
on what documents
should be submitted
with the transaction.

Kautuk Gupta
Sr. Data Management Analyst

Review and Submit
Transaction Date

Reason

Position Title
Business Unit
Department
Location
Job Title:
Standard Hours
FTE
Full/Part Time
Reports To
Manager Namef
Comments

Enter Comments Here

< Guided Self Service

Kautuk Gupta ©
Sr. Data Management Analyst

Demotion Approval

: Pen:

04/28/2021
Voluntary

New Information

Data Engineer |

USF Business Unit

Health Informatics Institute
Health Sciences Center - Tampa
Applications Developer |

40.00

1.000000

Full-Time

Assistant Director

Dena Tewey

00033504

USFBU

0-6163-000

28

4442

00021483

— 0

Job Detail

Current Information

Sr. Data Management Analyst
USF Business Unit
Information Technology
Tampa Campus

Sr. Data Management Analyst
40.00

1.000000

Full-Time

Resource Manager

Randall Smith

Demote Employee

Review & Submit

Return to Questionnaire | | < previous || Submit

00018966
USFBU
0-3510-000
01

9339

00014740

~

[ne

On the Review &
Submit screen,
review all the details
of the transaction.

Add any necessary
comments and
attachments.

If there are errors,
click Previous to
enter adjustments.

Once satisfied with
the changes, click
Submit.

Chain

ding

Demation Approva Chain

Comments

Gupta has been

el

After successful
submission, the
Demotion Approval
Chain will indicate
the steps in the
workflow.

Approver Steps:
1. Unit Approver
2. Data Entry

Once all approvals
are obtained the

transaction will be
added to Job Data.
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Demote Employee - Approver

Delegations

' Manager Self Service

Create Delegation Request

+

My Delegates

[T S AL

My Acknowledgements

‘Company Directory

=
AT

View By | Type v -

@ A 7

41 Demote Employee 1
Kautuk Gupta

Non-Person Profile 16

Kautuk Gupta

St Data Management Anayst

Summary

Aoproral Chan

Update Team Information

Demote Employee

Demote Employee

L ]
~
(9]

Reason - Voluntary

Demote Employee

Reasan Volntary

My Team

< Manager Self Service Pending Approvals

Managers and their
Delegates can now
approve select
employment change
transactions for
employees in GEMS.

These transactions
can be approved by
clicking on the
Approvals tile.

Click Demote
Employee from the
list of available
transactions for
Approval.

On the Demote
Employee screen,
review all the details
of the transaction.

Add any necessary
Approver Comments.

Once satisfied that
the transaction is
correct, click
Approve.

Table of Contents
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Cancel Approve

You are about to approve this request.

Approver Comments

Cancel Deny

You are about to deny this request.

Approver Comments

Enter any Approver
Comments and click
Submit.

Once all approvals
are obtained the

transaction will be
added to Job Data.

If the transaction is
incorrect, click Deny.

Enter the reason for
the denial and click
Submit.

The transaction will
have to be re-
submitted.

Request Employee Promotion - Submitter

Approvals Delegations

r

()

UNIVERSITY OF ~ Manager Self Service
SOUTH FLORIDA

Create Delegation Request

&8

+

My Delegates

B be be b

My Delegated Authorities My Acknowledgements

=

Update Team

Information

]
e’
R

Managers and their
Delegates can now
submit select
employment
change
transactions for
employees in
GEMS.

These transactions
can be accessed by
clicking on the
Update Team
Information tile.
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Request Reporting Change

4 Transfer Employee
;ﬁ Promote Employee

Request Ad Hoc Salary Change
@ Change Full/Part Time or Hours
Request Leave of Absence

['—;1 Request Paid Leave of Absence

< My Team

Erin Dudley®
Faculty Services Administrator

Questionnaire

What else do you want to change besides Job Title?

Are you charging Work Location details?
Are you charging the employee's Supervisor?

Are you charging Salary In‘ormation?

Promote Employee

Promote Employee

b Search Options

Select Employee

Mame / Title / ID - Record

Aliyah Rasheed
Student Assistant

00000147205 -0

Angelica Rodriguez Jimenez

Click Promote
Employee from the
list of available
transactions.

Select the
employee who you
wish to place on a
Promote by clicking
on their name.

g

g

Yes ()

[me |

Answer the related
questions for the
Promotion and click
next.

X Exit

Erin Dudley
Faculty Services Administrator

Work and Job Information
*Transaction Date | 04/18/2021
“Reason | v/
Pay Increase / Same Department
“Position Title | Faculty Services Administratc Q | 00018756
Job Title Faculty Services Administrator 9635
Standard Hours  40.00
FTE  1.000000
FulllPart Time  Full-Time

Changes Made
* Reauired Field

Promote Employee

@ 2

Job Detail Compensation Detail

®

Return to Questionnaire

Review & Submit

H Next >‘

Current Information
Faculty Services Administrator 00018756
Faculty Services Administrator 9635
40.00

1.000000

Full-Time

[me]

On the Job Detail
screen, update the
following:

Transaction Date:
Enter the effective
date of the
Promotion.

Reason: Select the
appropriate reason
for Promotion.

Job Title: Use the
Lookup to find the
Correct Job Title.
Click the
Magnifying Glass

Table of Contents
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Cancel Lookup In the Ioo_kup
— screen click the
Search for: Position Title arrow neXt tO the
» Search Criteria words “Search
w Search Results Criteria” to display
Only the first 300 results can be displayed. all the options for
| i = 300 rows entry'
B Job Reports To
i~ umber <
00000001  Yniversity 0-0101-000 9001  Regular Full- 40 00000001 Steven Currall
President Time
Enter the
Cancel Lookup . :
information that
Search for: Position Trtle you have available
+ Search Criteria Show Operators for the new Position
Business Unit USFBU to get a listing of
Positions. Or if you
Position Number it
(begins with) know thg position
Position Title number just enter
(begins with) that here.
Department
(begins win)  0~#900-000 Q Select the
Job Code i it
{begins i) Q Promotlor? position
Reports To Position Number Q from the list below.
(begins with)
Manager Name | .
(ogins iy | Kiki Caruson Q
 Search Results
| = = 13 rows
i Job Reports To
Position o A Department Regular/Temporary Full/Part Standard = Manager
Number = bosionjiiiel G c,?de & Time &  Hours & Rosiion A Name ©
& Number &
00001605  Manager, Business 04900000 9225  Regular Full- 40 00004165 Kiki
and Adm Time Caruson
00001732 Director 04900000 9512  Regular Full- 40 00004165 Kiki
Time Caruson
Faculty Y y Full- Kiki
00004314 Adminsirator 0-4900-000 9199 Regular Time 40 00004165 Caruson

Table of Contents
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Erin Dudley

@

Faculty Services Administrator

, ®

Review the New

Job Detail

Compensation Details

Pay Component Change Percent

Annual Base Rate 20.000

56,753.436 Compa.Ratio:0.64

44,000.00
Minimum

New Information

12-Month Contract Period
Salary 2,174 449655 USD

Annual Ratef 56,753.136 USD

Compensation Detail

Change Amount New Amount

9,458.856000| | 56,753.136000

8,000.00
Midpoint

Current Information
1,812.041379 USD

47,294280 USD

Review & Submit

Retum to Quesmnnmm‘ ‘ < Previous H Next > ‘

CurrentAmount  Currency Code  Type Frequency

47,294.280000 usD Flat Amount Annual

132,000.00
Maximum

(me]

Job Detail Compensation Detail Review & Submit |nf0rmation on the
Return to Questionnaire ‘ ‘ | Next > left and make sure
Work and Job Information that |t matCheS the
*Transaction Date | 04/18/2021 Promotion you
“Reason | Pay Increase / Same Department v intend
New Information Current Information
*Position Title 00001606 Faculty Services Administrator 00016756 Click the Next
Job Title® Mor. Fiscal & Business Admin 9225 Faculty Services Administrator 9635 button.
Standard Hours  40.00 40,00 T
FTE  1.000000 1.000000 ‘E
Full/Part Time  Full-Time Full-Time
¥ Reauteq o
E;:i:;zlzusdelrtuyces Administrator @ @ @ In the

Compensation
Details screen you
can enter either the
Change Percent,
the Change
Amount, or the New
Amount and all the
other fields will be
calculated

If any amount
calculates to more
than a 20% change
you will receive a
warning message
to confirm that
amount entered is
correct.

Click Next.

Erin Dudley

@

@

Job Detail

Faculty Services Administrator

Compensation Details

Pay Component

w Decision Support

Annual Base Rate

56,753.136 Compa-R

[
Promote Employee

Ne:

12-Month Contract Period 2
Salary!

Annual Ratet

o
&
Compensation Detail Review & Submit

Return to Quesﬂonnaim‘ ‘ < Previous. H Next >

D Currency Code  Type Frequency
usD Flat Amount Annual
132,000.00
> Maximum
P
-

Q

Table of Contents
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Review and Submit
Transaction Date  04/18/2021

Reason  Pay Increase / Same Department
New Information
00001606

Position Title® Manager, Business and Adm.

Job Title® Mgr Fiscal & Business Admin 9225
Standard Hours  40.00
FTE  1.000000
Full/Part Time

Full-Time

12-Month Contract Period
Salary: 2,174 449655 USD

Annual Ratef 56,753.136 USD

Comments

X Exit Promote Employee
Erin Dudley
Faculty Services Administrator @ 2 @
Job Detail Compensation Detail Review & Submit

Retumn to Questionnaire ‘

Here you can find
additional guidance
on what documents
should be
submitted with the
transaction.

< Previous H Submit ‘

Current Information
Faculty Services Administrator 00018756
Faculty Services Administrator 9635
40.00

1.000000

Full-Time
1,812.041379 USD

47294280 USD

Testing Gomments for the Promotion Action

—

(me ]

On the Review &
Submit screen,
review all the
details of the
transaction.

Add any necessary
comments and
attachments.

If there are errors,
click Previous to
make adjustments.

Once satisfied with
the changes, click
Submit.

< Guided Self Service Promote Employee

“Yuur transaction request for Erin Dudley has been successfully submitted for approval.

Erin Dudley )

Faculty Services Administrator

Promotion Approval Chain

: Pending (]

ViewrHide Comments

Promotion Approval Chain

Pending

Kiki Caruson
O uss unit Approver Role

Comments

Marcia Taylor at 04/26/21 - 4:00 PM
Testing Comments for the Promotion Action

Not Routed

Multiple Approvers
B mss Data Enty

After successful
submission, the
Promotion Approval
Chain will indicate
the steps in the
workflow.

Once all approvals
are obtained the

transaction will be
added to Job Data.

Table of Contents
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Request Employee Promotion — Approver

Approvals

)

« Manager Self Service

Delegations Create Delegation Request

(2

“+

-
—

My Delegates

My Delegated Authorities

My Acknowledgements Company Directory

5=
ans

Employee Snapshot

mi ul
L]

< Pending Approvals

James Anderson
Instructor |

Summary
Requester Jane DeCrescenzo
Transacton Date 052821

Proposed Changes

Description After Approval

Postion Number Istructor - 00002980

v Unchanged Job Information

Location Tampa Campus - 01
FulliPart Time Full-Time
Standard Hours 40
~ Requester Comments

None

Approver Comments

Agproval Chain >

Business Unit. USF Business Unit- USFBU

Update Team Information

ViewBy | Type v L 4
& m 2
Promote Employee
@ FullPart Time or Hours 1 Promotz Employee Reason - Pay Increase / Same Department
Jamss Anderson
il Promote Employee 1

Promote Employee

Reason Pay Icrease  Same Depariment

Before Approval

Instnuctor | - 00011089

Department Communicaton Sciences & Disor - 1-1218.000 Computer Scence & Engineering - 02106.000
Job Code: Instructor Il - 9014 Instructor | - 9004

Reports To Interim Chair Instr Ill - 00013856 Professor & Chair - 00004081

Wanager Name Steven Surrency Sudeep Sarker

Annual Rete 95,000.00 USD 9000000USD

~ Salary Detail

Salary Change Details >

< Manager Self Service Pending Approvals

Managers and their
Delegates can now
approve select
employment change
transactions for
employees in GEMS.

These transactions
can be approved by
clicking on the
Approvals tile.

Click Promote
Employee from the
list of available
transactions for
Approval.

On the Promote
Employee screen,
review all the details
of the transaction.

Add any necessary
Approver Comments.

Once satisfied that
the transaction is
correct, click
Approve.

Table of Contents
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Cancel

Approve

“ou are about to approve this request.

Approver Comments

Cancel

Approver Comments

Deny

You are about to deny this request.

Enter any Approver
Comments and click
Submit.

Once all approvals
are obtained the
transaction will be
added to Job Data.

If the transaction is
incorrect, click Deny.
Enter the reason for
the denial and click
Submit.

Request Reporting Change — Submitter

UNIVERSITY OF
SOUTH FLORIDA
Approvals

&

()

Delegations

~ Manager Self Service

Create Delegation Request

My Delegates

3o be g

My Delegated Authorities

< Back

12, Request Reporting Change Request Reporting Change

» Search
2 Transter Employee

i Promote Employee
T\ Request Ad Hoc Salary Change
(2 Change FullPart Time or Hours
5] Request Leave of Absence

PS8 Dnnvsnns Dt § s aF ARrmmon

Options

Select Employee

Name | Title /1D - Record

Kateryna Monastyrska
Technical and Paraprofessional
00000074326 - 0

My Acknowledgements

r_,

Update Team Information

Directs / Total

Update Team

Information

Status | Type

Active
Employee

Managers and their
Delegates can now
submit select
employment change
transactions for
employees in GEMS.

These transactions
can be accessed by
clicking on the
Update Team
Information tile.

Click Request
Reporting Change
from the list of
available
transactions.

Select the employee
you wish to change
their supervisor by
clicking on their
name.

Table of Contents

17




 Exit Request Reporting Change w

On the Request
Reporting Change
screen (employee
not assigned a
position), update the
following:

Transaction Date:
Enter the effective
date of the
supervisor change.

Supervisor Name:
Select the
supervisor from the
lookup.

Click Next.

Kateryna Monastyrska —~
Technical and Paraprofessional @ 2)
Job Detail Review & Submit
Next > |
Work and Job Information
“Transaction Date | 0412012021 =
New Information Current Information
Job Title  Technical and Paraprofessional 0015 Technical and Paraprofessional 0015
Supervisor Name® | Shun Ying ] 00000010267 Randall Smith 00000064435
Cranges sco
Reaurearels
X Exit Request Reporting Change \ 2
Giselle Soto-Hernandez ~
Staff Assistant @ &)
Job Detail Review & Submit

Next >
Work and Job Information
“Transacton bate 042012021 &

This employee is in a position controlled by Position Management. Position Data will be updated as a result of this fransaction

New Information Current Information
Position Title ~ Staff Assistant 00019264 Staff Assistant 00019264
Job Title  Staff Assistant 2201 Staff Assistant 2201
Reports To® | Asst. Dir. Systems &QC Q. 00026797 Assistant Director 00005834

Candace Henry

(e

Manager Name® Laura Dean

Changes bads
* Required Field

On the Request
Reporting Change
screen (employee
assigned a position),
update the following;:

Transaction Date:
Enter the effective
date of the
supervisor change.

Reports To: Select
the supervisor from
the lookup.

Click Next.

x Exit Request Reporting Change ©

Giselle Soto-Hernandez
Staff Assistant

Job Detail Review & Submit
Next >

Work and Job Informatic

memneecnorie| W DRCISION SUpport @

Positic

«  Request Reporting Change -
= Supervisor Level

A

Changes Wad

Request Reporting Change -
Compensation

Here you can find additional guidance on what documents should be submitted with the
transaction.

(e |
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X Exit

Kateryna Monastyrska
Technical and Paraprofessional

Review and Submit

Transaction Date  04/20/2021

New Information

Job Title  Technical and Paraprofessional 0015

Request Reporting Change

G—————@

Job Detail

Current Information

Review & Submit

<Previous || Submit

Technical and Paraprofessional 0015

On the Review &
Submit screen,
review all the details
of the transaction.

Add any necessary

— comments and
— attachments.
E If there are errors,
AP —— click Previous to
make adjustments.
Once satisfied with
the changes, click
Submit.
Reporting Chg Approval Chain After successful
submission, the
: Pending Request Reporting
_ _ Change will indicate
Reporting Chg Approval Chain X
the steps in the
Pending workflow.
Candace Martinez
MSS Unit Approver Role Appl’ovel’ StepS
3. Unit Approver
Once all approvals
are obtained the
transaction will be
added to Job Data.
New Wi
Work Location Job Information Job Labor Payroll Salary Plan Compensation USF Job Data O n Ce a pp roved ’ the
transaction will
Giselle Soto-Hernandez Empl ID 00000149929 H H
Employee Empl Record 0 d ISplay In ‘JOb Data'
Job Information Details & Q 10f1 The u pdated
Effective Date  04/20/2021 (SIS SU pe.rVISor Name
Effective Sequence 0 Action  Position Change will d ISplay o_n the
HR Status  Active Reason Reports To Change Job Information tab.
Payroll Status  Active Job Indicator  Primary Job
Current u]
For employees
Job Code 2201 Staff Assistant . e
Entry Date  02/17/2020 aSS|gne_d a position,
Supervisor Level 99 No Administrative Function the Action Reason
Supervizor ID a will show Position
Reports To 00026797 Asst. Dir. Systems & QC 00000122917 Laura Dean Cha nge/ReportS TO
Regular/Temporary Regular Full/Part Full-Time
Empl Class | U Regular “Officer Code | None v Cha nge'
Regular Shift Not Applicable Shift Rate
Classified Ind  Classified Shift Factor
Duties Type Q

For employees not
assigned a position,
the Action Reason
will show Data
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Work Location Job Information Job Labor Payroll Salary Plan Compensation
Kateryna Monastyrska Empl ID 00000074326
Employee Empl Record 0

Job Information Details @
Effective Date  04/20/2021
Effective Sequence 0 Action
HR Status  Active Reason
Payroll Status  Active Job Indicator
Job Code 0015 Q Technical and Paraprofessional
Entry Date  02/05/2018
Supervisor Level Q
Supervisor ID 00000010267 Q Shuh Ying
Reports To Q
“Regular/Temporary | Temporary ~ “FulliPart | Part.Time
Empl Class | TempNonStu v “Officer Code | None
“Regular Shift | Not Applicable hd Shift Rate
*Classified Ind | Classified v Shift Factor
Duties Type Q

USF Job Data

Data Change
Reports To Change
Primary Job

L]

4

20f2 |V

Go To Row

Current

o

Change/Reports To
Change.

Request Reporting Change - Approver

v Manager Self Service

Approvals Delegations Create Delegation Request

My Delegates.

My Team

Employee Snapshot Update Team Information

[E:ﬂl
-

a
=
<

< Pending Approvals Pending Approvals

ViewBy | Type = -

® m w

Reporting Change

[E2  Non-Person Profile 10 Reporting Change Reason - Reports To Change
Kateryna Monastyrska
5. Reporting Ghange. 1

Routed N
0412012021

1 row

Managers and their
Delegates can now
approve select
employment change
transactions for
employees in GEMS.

These transactions
can be approved by
clicking on the
Approvals tile.

Click Reporting
Change from the list
of available
transactions for
Approval.
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< Pending Approvals
Kateryna Monastyrska

Technical and Paraprofessional

Summary

Transaction Date 04/20/21

Proposed Changes

Description After Approval

Supervisor Shuh Ying

v Unchanged Job Information

Job Title Technical and Paraprofessional - 0015

~ Requester Comments

None

Approver Comments

Approval Chain >

| Cancel |

You are about to approve this request.

Approver Comments

Reporting Change

Approve

Requester Randall Smith

Before Approval

Randall Smith

On the Reporting
Change screen,
review all the details
of the transaction.

Add any necessary
Approver Comments.

If there are errors,
click Previous to
make any
adjustments.

Once satisfied with
the changes, click
Approve.

Enter any Approver
Comments and click
Submit.

Once all approvals
are obtained the

transaction will be
added to Job Data.

Cancel

You are about to deny this request.

Approver Comments

Deny

If the transaction is
incorrect, click Deny.

Enter the reason for
the denial and click
Submit.
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Request to Retire Employee - Submitter

Approvals Delegations

|

()

UNIVERSITY OF ~ Manager Self Service
SOUTH FLORIDA

Create Delegation Request My Delegates

B g g

My Delegated Authorities My Acknowledgements

Update Team Information

=
~
R

Managers and their
Delegates can now
submit select
employment change
transactions for
employees in GEMS.

These transactions
can be accessed by
clicking on the
Update Team
Information tile.

41w Request Reporting Change
4 Transfer Employee
_»f. Promote Employee

Request Ad Hoc Salary Change
(% Change Full/Part Time or Hours
Request Leave of Absence

['—;‘ Request Paid Leave of Absence

4 Retire Employee

Retire Employee

b Search Options

Select Employee

Name / Title / ID - Record

Aliyah Rasheed
Student Assistant

00000147205 -0

Angelica Rodriguez Jimenez
International Student Advisor
00000139244 -0

Caitlin Pike

Click Retire
Employee from the
list of available
transactions.

Select the employee
who you wish to
request a
Retirement for by
clicking on their
name.

Questionnaire

If employee is 9 month Faculty, select Action Reason of Retirement - 9 Month Faculty. i

On the following
screen answer Yes
to acknowledge that
you will select a
reason of
“Retirement -9
Month Faculty” if the
person is 9 Month
Faculty.

Click Next
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X Exit

Annette Bloise
Enroliment Mgmt Assistant

Work and Job Information

*Transaction Date | 04/19/2021
“Reason ‘ Retirement V‘
Refirement

Retirement - 9 Month Faculty

Position Title Enrollment Management Assistan 00024131
Job Title Enrollment Mgmt Assistant 1M
Reports To Director 00001732
Manager Name  Marcia Taylor

Changes Made
* Reguired Field

X Exit

Annette Bloise
Enroliment Mgmt Assistant

Work and Job Information

*Transaction Date  04/19/2021

Retirement
Retirement - 9

Position Title Enrollment Man

Reports To Director

Manager Name  Marcia Taylor

Changes Made
* Required Field

X Exit

Jose Ryan
Systems Administrator I

Review and Submit
Transaction Date 052412021

Reason  Retirement

Current Information

Position Title  Systems Administrator 00008739
Job Title  Systems Administrator Il 9575
Reports To  Professor & Chair 00004081

Manager Name ~ Sudeep Sarkar

Comments

Attachments
No documents have been attached

Add Attachment

Retire Employee

@

Job Detail

Retire Employee

O,

Review & Submit

@

Job Detail

“Reason ‘ Retirement - DECiSi on Su ppn‘rt

e eamenier | RETIIE EMployee

Retire Employee

1

@

Review & Submit

Job Detail

®

Review & Submit

-

Relumloﬂuestmnnuimj ‘ ‘ Next >|

Return to Questionnaire

[me |

On the Work and Job
Info screen, update
the following:

Transaction Date:
Enter the effective
date of the
Retirement.

Reason: Select the
appropriate reason
from the dropdown.
Retirement or
Retirement - 9
Month Faculty

Click Next.

H Next >‘

@

(e |

]

Here you can find

additional guidance
on what documents
should be submitted
with the transaction.

submt_|

On the Review &
Submit screen,
review all the details
of the transaction.

Add any necessary
comments and
attachments.

If there are errors,
click Previous to
make any
adjustments.
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Once satisfied with
the changes, click
Submit.

Pending

Kiki Caruson

: Pending

Retirement Approval Chain

Retirement Approval Chain

MSS Unit Approver Role

Not Routed

. » Multiple Approvers

=)

= MSS Benefits Team

After successful
submission, the
Retirement Approval
Chain will indicate
the steps in the
workflow.

Approver Steps:

4. Unit Approver
5. HR Benefits
Team

Once all approvals
are obtained the

transaction will be
added to Job Data.

Request to Retire Employee - Approver

Approvals

()

- Manager Self Service |

Delegations

-
e !

Create Delegation Request

-

+

My Delegates

Bopo b b

My Delegated Authorities

My Acknowledgements

< Manager Self Service
ViewBy | Type v
@ w 2
(% FulPatTimeorHous (1

‘f Retire Employee 1

Update Team Information

Retire Employee

Retire Employee
Jose Ryan

Company Directory

=
Bog

Reason - Refirement

Managers and their
Delegates can now
approve select
employment
change
transactions for
employees in
GEMS.

These transactions
can be approved by
clicking on the
Approvals tile.

Click Retire
Employee from the
list of available
transactions for
Approval.
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< Pending Approvals

Jose Ryan
‘Systems Acrinistratar ||

Summary
Transaction Date 05/31/21

Requester Jane DeCrascenzo

¥ Unchanged Job Information
Position Number Systems Administretor - 00006739
Job Title Systems Administrator I - 9575
Reports To Manager Professor & Cnair - 00004081
v Requester Comments

retirng

Approver Comments

Approval Chain >

Cancel | Approve

You are about to approve this request.

Approver Comments

Retire Employee

Reason Retirement

On the Retire
Employee screen,
review all the
details of the
transaction.

Add any necessary
Approver
Comments.

Once satisfied that
the transaction is
correct, click
Approve.

Enter any Approver
Comments and
click Submit.

Once all approvals
are obtained the

transaction will be
added to Job Data.

If the transaction is
incorrect, click
Deny.

Enter the reason
for the denial and

Cancel Deny click Submit.
You are about to deny this request.
Approver Comments
5
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Request to Terminate Employee - Submitter

UNIVERSITY OF
SOUTH FLORIDA

&

Approvals Delegations

v Manager Self Service

Create Delegation Request My Delegates

28

+

B be be b

My Delegated Authorities My Acknowledgements Update Team Information

]
~
L

Managers and
their Delegates
can now submit
select
employment
change
transactions for
employees in
GEMS.

These
transactions can
be accessed by
clicking on the
Update Team
Information tile.

4iw Request Reporting Change
= Transfer Employee
_eﬁ Promote Employee

Request Ad Hoc Salary Change
@ Change Full/Part Time or Hours
Request Leave of Absence
['—;‘ Request Paid Leave of Absence

47 Retire Employee

33 Terminate Employee

Terminate Employee

» Search Options

Select Employee

Name / Title / ID - Record

Aliyah Rasheed
Student Assistant
00000147205 -0

Angelica Rodriguez Jimenez
International Student Advisor
00000139244 -0

Caitlin Pike
Enroliment Magmt Specialis
nONNN1aN727 - 0

Click Terminate
Employee from
the list of
available
transactions.

Select the
employee who you
wish to request a
termination for by
clicking on their
name.
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% Exit Terminate Employee
Bryant Tonkin
Technelogy & Systems Manager @

Job Detail

Work and Job Information

*Transaction Date | 04/16/2021
*Reason V|
Abandonment
Death
Position Title | Death in Line of Duty 0006654
Involuntary Termination - Othe
Job Title | Lavof 574

Non-Reappointment
Separation during Probation Pd

On the Work and
Job Info screen,
update the
following:

Transaction Date:
Enter the effective
date of the
Termination.

Reason: Select

the appropriate
reason from the
dropdown.

Click Next.

Reports To Termination 9 Month Faculty 0001732
Voluntary Separation - Positio
Manager Name a@rcia 1aylor
Changes Made
* Reguired Field
Terminate Employee A o
[ — )
<previous || submit
ason Vot Separation w Decision 5upport @

Current Information
o001
o004

o00g

«—Q©

Attachments

No documents have been atached.

Add Attachment

e |

-

Here you can find
additional
guidance on what
documents should
be submitted with
the transaction.
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X Exit Terminate Employee >

Bryant Tonkin
Technology & Systems Manager @ @

Job Detail Review & Submit

e | |

Review and Submit
Transaction Date  04/15/2021

Reason  Voluntary Separation - Positio
Current Information
Position Title  Technology & Systems Manager 00008654
Job Title  Technology & Systems Manager 9574
Reports To  Director 00001732
Manager Name  Marcia Taylor

Comments

Attachments

No documents have been attached.

Add Attachment

[me |

On the Review &
Submit screen,
review all the
details of the
transaction.

Add any necessary
comments and
attachments.

If there are errors,
click Previous to
make any
adjustments.

Once satisfied with
the changes, click
Submit.

< Guided Self Service Terminate Employee

‘/Vuur transaction request for Bryant Tonkin has been i for appi
Bryant Tonkin &)
Technology & Systems Manager
Termination Approval Chain
: Pending ) ViewlHide Comments
Termination Approval Chain
Pending Not Routed
ki Caruson - N Muliple Approvers
O wssunt Appraver Role B wssData Enty
Comments

After successful
submission, the
Termination
Approval Chain will
indicate the steps
in the workflow.

Approver Steps:

6. Unit Approver
7. MSS Data
Entry

Once all approvals
are obtained the

transaction will be
added to Job Data.
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Request to Terminate Employee - Approver

Approvals

§v Manager Self Service

Delegations

-
—t

Create Delegation Request

2
L3

-5

My Delegates

bobepeb

My Acknowledgements

Company Directory

&=
BoE

Update Team Information

-]
~
s

ViewBy | Type v -

@ w 2

@ FullPart Time or Hours 1

Terminate Employee

Terminate Employee
James Anderson
b Terminate: Employee 1

< Pending Approvals

James Anderson

Instruccor |

Summary

Transaction Date 0531/21

Requester Jane DeCrescenzo

 Unchanged Job Information

Position Number  Instructcr | - 00011089

Job Title Instructcr | - 9204
Reports To Manager Professor & Chair - 00004081

v Requester Comments

Testing

Approver Comments

Approval Chain >

Reason - Voluntary Separation

Terminate Employee

Reason Veluntary Searaion

Managers and their
Delegates can now
approve select
employment
change
transactions for
employees in
GEMS.

These transactions
can be approved by
clicking on the
Approvals tile.

< Manager Self Service Pending Approvals

4Q©: 0
Acprove | Deny

Click Terminate
Employee from the
list of available
transactions for
Approval.

On the Terminate
Employee screen,
review all the
details of the
transaction.

Add any necessary
Approver
Comments.

Once satisfied that
the transaction is
correct, click
Approve.
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Cancel Approve

You are about to approve this request.

Approver Comments

Cancel Deny

You are about to deny this request.

Approver Comments

Enter any Approver
Comments and
click Submit.

Once all approvals
are obtained the

transaction will be
added to Job Data.

If the transaction is
incorrect, click
Deny.

Enter the reason
for the denial and
click Submit.

Request to Update Job Details for Group - Submitter

UNIVERSITY OF ~ Manager Self Service
SOUTH FLORIDA

Approvals Delegations Create Delegation Request

B

&8

) T s

My Delegates

Bobe b b

-
My Delegated Authorities My Acknowledgements

r_,

Update Team

Information

=
~
(97

Managers and their
Delegates can now
submit select
employment
change
transactions for
employees in
GEMS.

These transactions
can be accessed by
clicking on the
Update Team
Information tile.
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o Transfer Employee

;ﬁ Promote Employee

4 Retire Employee

#;1 Demote Employee

uiw Position Clone

_5;'_ Request Reporting Change

Request Ad Hoc Salary Change

Request Leave of Absence

:3 Terminate Employee

Update Job Details for Group

» Search Options

Select Employee

@ Change Full/Part Time or Hours

['—;‘ Request Paid Leave of Absence

.7, Update Job Details for Group

‘ Continue

Name / Title / ID - Record

Aliyah Rasheed
Student Assistant
00000147205 -0

Angelica Rodriguez Jimenez
International Student Advisor
00000139244 -0

Caitlin Pike
Enroliment Mgmt Specialis
00000130727 -0

Daniela Mui
International Student Advisor
00000068877 - 1

James Schwartz
International Student Advisor

Click Update Job
Details for Group
from the list of
available
transactions.

To select the
employees who you
wish to request an
update for

You can one by one
click on the boxes
next to their
names.

Or

You can click the
Box underneath the
Continue button to
select all
employees listed.

Questionnaire

 Selected Employees

Name / Title

Aliyah Rasheed
Student Assistant

Caitlin Pike
Enroliment Mgmt Specialis

Jasoanna Smith
Student Assistant

Update Job Details for Group

Are you changing the Department?

Are you changing Werk Location details?

Are you changing the employes’s Supervisor?

Business Unit

USF Business Unit

USF Business Unit

USF Business Unit

Department / Location Supervisor

USF World

Tampa Campus

Thora Cecil

USF World
Tampa Campus

Thora Cecil

USF World

Tampa Campus

Thora Cecil

(e

4 rows

On the
Questionnaire
screen you will be
asked to answer
“Yes” or “No” to
questions about
the transaction and
what will be
changing.

The Next Screen
will populate based
on which items you
answer “Yes” to on
this page.
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P 1 Group Update
.-/ —. 4 Employees
«apw

Work and Job Information

*Transaction Date

“Location:

Supervisor Name

04/18/2021

New Information

[st. Petersburg Campus Q| o4

Marcia Taylor Q| 00000038872

Reports To 00001732 - Director

b Selected Employees

Changes Made
* Requrred Field

@

Job Detail

O)

Review & Submit

On the Work and
Job Info screen,
update the
following:

Transaction Date:

Enter the effective
date of Job Detail

changes.

Enter the desired
changes to:
Department
Location
Supervisor

Depending on how
the questions were
answered.

Click Next.

= Group Update

2= 4Employees
] k2
“ap

Review and Submit

Transaction Date

Location
Supervisor Name
Repor
Comments

Testing Update Job Details

» Selected Employees
Attachments

No documents have been at

Add Attachment

Jol

04/18/2021
New Information
St. Peterspurg Gampus 04

Marria Taviar N00NNN28R 72

Update Job Details for Group >

@———©

b Detail

Current Information

Tampa Campus

Thara Ceril

w Decision Support

Return to Questionnaire ‘ ‘ ‘ Next 5 ‘
Current Information
Tampa Campus
Thora Cecil
€
Review & Submit
Return to Questionnaire < Previous | ‘ Submit

e |

-

Here you can find
additional guidance
on what documents
should be
submitted with the
transaction.
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/= Group Update
J=| 4Employees
290
(S

Review and Submit

Transaction Date  04/18/2021

New Information

Location® St. Petersburg Campus

Supervisor Name® Marcia Taylor
Reports To 00001732 - Director
Comments

Testing Update Job Details for Group Comments

» Selected Employees
Attachments

No documents have been attached

Add Attachment

< Guided Self Service

@— ——©

Job Detail

04

00000038872

Review & Submit

Return to Ques[iannzire‘ ‘ < Previous || Submit

Current Information

Tampa Campus

Thora Cecil

Update Job Details for Group

(me )

On the Review &
Submit screen,
review all the
details of the
transaction.

Add any necessary
comments and
attachments.

If there are errors,
click Previous to
make any
adjustments.

Once satisfied with
the changes, click
Submit.

V Your request for (4) Employees has been  for approval.
v Selected Employees
4rows
Name / Title Business Unit Department / Location Supervisor
Aliyah Rasheed ; USF World
USF Business Unit Thora Cecil
Student Assistant Tampa Campus
Caitlin Pike i USF World
USF Business Unit Thora Cecil
Enroliment Mgmt Specialis Tampa Campus
Jasoanna Smith USF World ¢
UUSF Business Unit Thora Cecil =
Student Assistant Tampa Campus T
Loc Tran B USF World
USF Business Unit Thora Cecil
Student Assistant Tampa Campus

After successful
submission, you

will receive a
message that your
transaction has
been submitted
and will see a list of
Employees
selected.

Once all approvals
are obtained the

transaction will be
added to Job Data.
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Request to Update Job Details for Group - Approver

Approvals

()

17

- Manager Self Service

Delegations

-
—t

Create Delegation Request

+

My Delegates

Bebe be by

My Delegated Authorities

My Acknowledgements

Company Directory

5=
Bog

< Manager Seif Service

ViewBy Type v v

B A
Group Update

(g FullFart Time or Hours 1 n]

5 a]

5 GowUpdae s ) Group Updite

) Group Update

O Group Update

0 Group Update

) Group Update
Danizl Sawyer

Approver Comments

 Manager eff Service

ViewBy | Tyze v -
& w
Group Update
@ FuPatTimeorbous 1 C
]
2 Cowlpe 5 @ Group Update

L Group Update

Group Update

. Group Updte

Group Update
Danel Sewyer

Approver Comments
Testing

Ahmzd Shahabaz

Ahmed Shahabaz

Anmes Srahacaz

Anmes Srahacaz

Update Team Information

L ]
~
Lo

Caio Cesar Viana Da Silva

Caio Gesar Viana Da Silva

Caic Ceszr \ana Ca Siva

Caic Cesr Viana Ca Sive

Pending Approvals

Departrent: Sngineering Tech Supaart Svis Location: Tampa Camps
Departrent: Sngineing Tech Supaart Svzs Locatian Tapa Camps
Departrent: Sngineeing Tech Supcart Svzs Location: Tampa Camps
Departrent: Sngineering Tech Supcort $vas Locatia: Tampa Camps

Degartrient: Srgineziing Tech Supcort Scs iLacation: Tampz Camps

Pending Approvals

Degarmzn: Engnizeing Tech Suppor Sucs Locetin Tampa Campus
Deparmzn: Engnizeing Tech Support Svcs Locetion Tampa Campus
Deparmen: Exgneeing Tech Suppert Sves Loceticn Tampa Campus
Deparman: Engniering Tech Suppor Svcs Locgtion Tampa Campus

Degarmnt: Exgnzerng Teh Support Sucs Locetin Tarmpa Campus

Managers and their
Delegates can now
approve select
employment change
transactions for
employees in GEMS.

These transactions
can be approved by
clicking on the
Approvals tile.

Routed
020271202
Routed
08271202
Routed
012712027
Routed
020271202
Routed
08271202

Click Group Update
from the list of
available
transactions for
Approval.

On the Group
Update screen,
review all the details
of the transaction.

To select the
employees whom,
you wish to approve

You can one by one
click on the boxes
next to their names.

Or

You can click the
Box underneath
Group Update to
select all employees
listed.
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Once satisfied that
ol Mass Approve the transaction is

correct, click
Approver Comments

Testing Approve.

Enter any Approver

= Comments and click
] Submit.

You are about to approve the following 3 request(s).
Group Update Routed Once all approvals
Ahmed Shahabaz 05272021 are obtained the
Department: Engineering Tech Support . .
Swes /Location: Tampa Campus transaction will be
Group Update Routed added to Job Data.
Caio Cesar Viana Da Silva 05272021

Department: Engineering Tech Support
Swves /Location: Tampa Campus
Group Update Routed

Daniel Sawyer 05/27/2021

Department: Engineering Tech Support
Swcs fLocation: Tampa Campus

< Manager Self Service Pending Approvals AQW: @
vty e | v oo | oy If the transaction is

@ n )| eroup e - incorrect, for some
@ FiPatTmeotors 1 of the employees,
2 cowlpse 3 5;::;1;,;;;61 Decarment Enginesring Tech Support Svzs ILecation Tarrpa Campus go/;«;:w N Choose those

Group Update Decarment Enginesring Tech Suppart Sves /Lccation Tampa Campus Roed employees as

Caio Cesar ViaraDa Sha 072712021 .
o o instructed above

and click Deny.

Canee! Mass Deny

Approver Comments
Mot changing departments

Enter the reason for
the denial and click

You are about to deny the following 2 request(s). Submit.

Group Update Routed

Ahmed Shahabaz 05/27/2021

Department: Engineering Tech Support The transaction will
Swce fLocation: Tampa Campus have to be re-
Group Update Routed submitted.

Caio Cesar Viana Da Silva 05/27/2021

Departmeant: Engineering Tech Support
Swce Location: Tampa Campus
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Transfer Employee - Submitter

UNIVERSITY OF
OUTH FLORIDA

Approvals

[

)

¥ Manager Self Service

Delegations

Create Delegation Request

&

+

My Delegates

My Delegated Authorities

My Acknowledgements

Update Team Information

]}

-
~
(97

Managers and their
Delegates can now
submit select
employment change
transactions for
employees in GEMS.

These transactions
can be accessed by
clicking on the
Update Team
Information tile.

Click Transfer

= Reauest Reporting Change A Transfer Employee
Pey Employee from the
: Transfer Employee b Search Options list of available
transactions.
i Promiote Employee Select Employee 6 rows
1 Select the employee
.\ Request Ad Hoc Salary Change you wish to transfer
. Name / Title / ID - Record Directs / Total Status | Type by clicki ng on their
9 Request Location Change Alexandre Shanafelt . name.
Graduate Instructional Asst Actve N
@ Change Full Part Time or Hours 200001468025 Employee
Transfer Employee Complete the
— questionnaire that is
Questionnaire presented on
Select the information you would like to change: SCreen, answerli ng
yes or no to the
Are you changing Work Location details? No q uestions provided B
Are you changing the employee's Supervisor? No g C“Ck NeXt
Are you changing Salary Information? No
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X Exit

Gilbert Rotich
Graduate Research Assistant

Work and Job Information
“Transaction Date

“Reason

“Business Unit
Department
“Location

“Job Title
Standard Hours
FTE

Full/Part Time

Transfer Employee

@

Job Detail

0812812021
New Information

USF Business Unit Q| usFau
Computer Science & Engines Q | 0-2108-000
Tampa Campus Qo
Graduate Research Assistan! Q. | 9182
2000

0500000

Part-Time

pe

Cranges liace
* Requred Fea

Current Information

USF Business Unit

Computer Science & Engineering
Tampa Campus

Graduate Research Assistant
2000

0500000

Part-Time

Sudeep Sarkar

Review & Submit

UsFBY

02108000

0

9182

(me

00000018883

On the Job Detail
screen, update the
following:

Transaction Date:
Enter the date the
Transfer will be
effective.

Reason: Select the
appropriate reason
for transfer from the
dropdown.

e Reassignment
e Salary Change

Position Title: For
employees on
positions, use the
magnifying glass to
search for the new
position title and
number.

For Temporary
employees, enter the
new Temporary job
code, if changing.

NOTE: If there is no
Salary Change, you
will not see the
Compensation Detail
train stop.
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Cancel

Search for: Position Title

w Search Criteria
Business Unit

Position Number
(begins with)

Position Title
(begins with)

Department
(begins with)

Job Code
(begins with)

Reports To Position Number
(begins with)

Manager Name
(begins with}

w Search Results

H | iE

Number < Title <

Position Position Department pob

00011849 Webmaster 0-2401-000 9555 Regular Full-

Lookup

Show Operators

USFBU

Webmaster

0-2401-00

PP LR

Clear

1 row
Code Regular/Temporary Full/Part Standard E:gi‘:i:t::\-ro Manager
~ - Time ©  Hours < Number & Name <

Karen
Time 40 00001823 Frank

Changing Position
Title: Click on the
Magnifying glass,
then click the arrow
to the left of Search
Criteria.

To find the correct
position, enter any
of the details
associated with the
position: Position
Number, Position
Title, Department
ID, Job Code, etc.

Once the position
has been identified,
click on it from the
Search Results
section.

Work and Job Information

The screen will
display the New

*Transaction Date | 04/15/2021
and Current
“Reasen | Saary Ghange v information. Details
New Information Current Information that have changed
*Position Title Webmaster Q | 00011849 HR Analyst 00024249 WI” appear Wlth an
Orange dot to the
Business Unit  USF Business Unit USFBU USF Business Unit USFBU left of the field
Department® College of the Arts 0-2401-000 Division Of Human Resources 0-0320-000 name.
Location  Tampa Campus 01 Tampa Campus 01 X
Click Next.
Job Title® Webmaster 9555 ERP Analyst 9590
Standard Hours  40.00 40.00
FTE 1.000000 1.000000
Full/Part Time  Full-Time Full-Time
Reports To® Assistant Dean 00001823 Sr. Human Resources Analyst 00021383
Manager Name® Karen Frank Tiffany Jackson
Changes Made
* Required Field
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X Exit

Gilbert Rotich
Graduate Research Assistant

Work and Job Information
“Transaction Date

“Reason

“Business Unit
“Department
“Location

“Job Title
Standard Hours.
FTE

FullPart Time

Supervisor Name

Transfer Employee

Job Detail

os2s2021 E
New Information

USF Business Unit 3

Computer Science & EngrecC | mgge D e ci 5 | on 5 u pport

Tampa Campus
Graduate Research Assistant C

2000

Transfer Employee

PartTime

Sudeep Sarkar <

Review & Submit

Retum 0 Questionnais | Next >

-—
>

e |

-

Here you can find
additional guidance
on what documents
should be
submitted with the

transaction.
Egg!:iy;::sllements @ g @ On the
Job Detail Compensation Detail Review & Submit Com pensation

Compensation Details

Pay Component

Annual Base Rate

12-Month Contract Period
Salary

Annual Rate

Compensation Details

Pay Component

Annual Base Rate

12-Month Contract Period
Salary

Annual Rate

Changes Made
* Required Field

Change Percent

62,000,000 Compa-Ratio:0.72

44,000.00
Minimum

New Information

2413793103 USD

63,000.000 USD

Change Percent

Change Amount New Amount

63,000.000000

Retum to Quesﬂonnmm‘ ‘ < Previous H Next >

Current Amount  Currency Code  Type Frequency

63,000 000000 usD Flat Amount  Annual

132,000.00

Maximum =

Current Information

2,413793103 USD

63,000000 USD

Change Amount New Amount

3175 2,000.000000 | 65,000.000000

65,000.000 Compa.-Ratio:0.74

24,000.00
Minimum

New Information

2,490.421456 USD

65,000000 USD

Current Amount  Currency Code  Type Frequency

63,000 000000 usD Flat Amount  Annual

32,000.00
Maximum

Current Information

2,413.793103 UsD

63,000000 USD

ne

Detail screen,
update the salary
information by
entering the New
Amount.

NOTE: You also
have the option to
enter the Change
Percent or Change
Amount. The
system will do the
calculation and
update the New
Amount field.

Click Next.
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Cynthia Clements
ERP Analyst

@

z o)

On the Review &

©

Christopher Garvin

MSS Unit Approver Role

Multiple Approvers
B 55 pata Entry

NOTE: If the supervisor is being updated as a part of the Transfer, it can take up to 2 hours
for the employee to be removed from the previous supervisor’s list of Direct Reports after the
transaction is reflected in Job Data. The same applies for the new supervisor.

Job Detail Compensation Detail Review & Submit Submit screen s
oo e | | < provos || siome_ review all the
Review and Submit details of the
Transaction Date  04/15/2021 transaction.
Reason  Salary Change
New Information Current Information Add any necessary
Position Title® Webmaster 00011849 HR Analyst 00024249 COm m e nts a n d
Business Unit  USF Business Unit USFBU USF Business Unit USFBU a attachments.
Department® College of the Arts 0-2401-000 Division Of Human Resources  0-0320-000 =
Location  Tampa Gampus o1 Tampa Campus 01 If there are erro rs,
Job Title® Webmaster 9555 ERP Analyst 9590 Click PreviOUS or
Standard Hours ~ 40.00 4000 Return to
FTE  1.000000 1.000000 Question naire to
Full/Part Time ~ Full-Time Ful-Time } make any
Reports To® Assistant Dean 00001823 Sr. Human Resources Analyst 00021383 a d_] ustments.
Manager Name® Karen Frank Tiffany Jackson
12-Month Contract Period 2.490.421456 USD 2413793103 USD
— et e 63.000000 USD If satisfied with the
Comments changes, click
Submit.
Attachments
No documents have been attached
Add Attachment
Transfer Approval Chain After successful
submission, the
Pending Transfer Approval
_ Chain will indicate
Route to USF Approval Chain the steps in the
Pending Not Routed workflow.

Once all approvals
are obtained the

transaction will be
added to Job Data.
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Transfer Employee - Approver

Approvals

()

- Manager Self Service

Delegations

-
t

Create Delegation Request

+

Bebe bo by

My Delegated Authorities

My Acknowledgements

Company Directory

=
Bo8

ViewEy | Tyoe v

& n 3

(2 FulPatTimeortous (1
: Transfer Employee i

< Pending Approvals

Gilbert Rotich

Gred.ate Reszarch Ass siant

' Unchanged Job Information

v Requester Comments.

Nore

Approver Cortments

Approval Chain

Update Team Information

[ ]
~
s

Transfer Employee

Transfer Employee
Gilbert Rotich

Transfer Employee
Jose Ryan

Summary
Transaction Date 052521
Requester Jzne DeCrescenzo
Proposed Changes
Description After Aaproval
Departrent Public Szfety Awards - -0242-000
Job Gode Graduate Teaching Assistant - €164

Business Unit USF Susiness Lnit-USFBU
Location Tempa Carpus -01
Supenvisor Sudeep Sakar
FulllPart Time PartTime

Standard Hours 20

< Manager Self Service Pending Approvals

Reason - Reassignment

Reason - Reassignment

Transfer Employee

Reason Rcassignment

Sefors Approval

Computer Science & Enginesiig - 0-2108.00)

Graduate Researcn Assislart - 9182

Managers and their
Delegates can now
approve select
employment
change
transactions for
employees in
GEMS.

These transactions
can be approved by
clicking on the
Approvals tile.

Click Transfer
Employee from the
list of available
transactions for
Approval.

On the Transfer
Employee screen,
review all the
details of the
transaction.

Add any necessary
Approver
Comments.

Once satisfied that
the transaction is
correct, click
Approve.
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Cancel Approve

You are about to approve this request.

Approver Comments

Cancel Deny

You are about to deny this request.

Approver Comments

Enter any Approver
Comments and
click Submit.

Once all approvals
are obtained the
transaction will be
added to Job.

If the transaction is
incorrect, click
Deny.

Enter the reason
for the denial and
click Submit.

The transaction will
have to be re-
submitted.

Request Ad Hoc Salary Change - Submitter

UNIVERSITY OF
SOUTH FLORIDA
Approvals

B

()

Delegations

~ Manager Self Service

Create Delegation Request

&8

My Delegates

Bobe b

My Delegated Authorities

-
%L

My Acknowledgements

r_,

Update Team

Information

=
~
(9

Managers and their
Delegates can now
submit select
employment
change
transactions for
employees in
GEMS.

These transactions
can be accessed by
clicking on the
Update Team
Information tile.
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Im

Request Reporting Change Request Ad Hoc Salary Change

- » Search Options
& Transfer Employee

;i Promote Employee Select Employee
Request Ad Hoc Salary Change
Name / Title / ID - Record

@ Change Full/Part Time or Hours Alexandre Shanafelt

Graduate Instructional Asst

=] Request Leave of Absence 00000146802 - 5

Request Paid Leave of Absence Cynthia Clements
ERP Analyst
00000135578 - 0

4" Retire Employee

Click Request Ad
Hoc Salary Change
from the list of
available
transactions.

Select the
employee whose
salary you wish to
change by clicking
on their name.

Cynthia Clements
ERP Analyst ( ) < 2)

‘Compensation Detail Review & Submit

Next >

Compensation Details
*Transaction Date | 04/16/2021 ]
“Reason &
Pay Component Change Percent Change Amount New Amount Current Amount  Currency Code  Type Frequency

Annual Base Rate 63,000.000000 63,000.000000 usb Flat Amount  Annual

63,000,000 Compa Ratio:0.89

|

37,500.00 70,500.00 103,500.00
Minimum Midpoint Maximum

New Information Current Information

12-Month Contract Period
salary

Annual Rate 63,000.000 USD

2,413.793103 USD 2413793103 USD

63,000.000 USD

On the
Compensation
Detail screen,
update the
Transaction Date,
the Reason field,
and the New
Amountfield with
the new salary
information.

NOTE:

- Ifyou are
unsure what
Reason to
use, please
visit the Action
Reasons -
Reference.

- DO NOT enter
the Change
Percent or
Change
Amount. The
system will do
the
calculation
and update
the New
Amount field.

Click Next.
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https://www.usf.edu/hr/documents/employment-resources/employment-changes/action-reasons--reference-for-depts-and-users1.pdf
https://www.usf.edu/hr/documents/employment-resources/employment-changes/action-reasons--reference-for-depts-and-users1.pdf
https://www.usf.edu/hr/documents/employment-resources/employment-changes/action-reasons--reference-for-depts-and-users1.pdf

X Ext Request Ad Hoc Salary Change w©

William Hendrix

Instuctor )

Compensation Detail Review & Submit

Next > |

Compensation Details
“Transaction Date 06782171 =]

“Reason

w Decision Support @

Annual Base Rate. Flat Amount Amnual

12:Month Contract Period Salary

Ad Hoc Salary Change »

e |

-

Here you can find
additional guidance
on what documents
should be
submitted with the
transaction.

Cynthia Clements
ERP Analyst ( ) (:)

Compensation Detail Review & Submit

< Previous H Submit

Review and Submit
Transaction Date  04/16/2021

Reason  Ment/Special Achievement

New Information
12-Month Contract Period Salary 3,026.819923 USD

Annual Rate 79,000.000 USD

Current Information
Previous Salary  2413.793103 USD

Annual Rate 63,000.000 USD

Comments

Attachments

On the Review &
Submit screen,
review all the
details of the
transaction.

Add any necessary
comments and
attachments.

If there are errors,
click Previous to
make any
adjustments.

Once satisfied with
the changes, click
Submit.
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Salary Change Approval Chain
: Pending
USF Salary Change Approval
Pending

(©  Tiffany Jackson
MSS Unit Approver Role

Not Routed

Multiple Approvers
MSS Data Entry

After successfully
submission, the
Salary Change
Approval Chain will
indicate the steps
in the workflow.

NOTE: Salary
Changes for Faculty
will have an
additional approval
step in the
workflow for
Dwayne Smith after
the Unit Approver.

Once all approvals
are obtained the

transaction will be
added to Job Data.

Request Ad Hoc Salary Change - Approver

Approvals Delegations Create Delegation Request My Delegates
4 4
- &8 A=
& 1¥
222 + A=
2
.
My Delegated Authorities My Acknowledgements My Team Update Team Information
d
-« — a
o 4 s
- - R

Glenn Suyker

View By | Type - -
v
@& a 2
All
Ad Hoc Salary Change 2 Ad Hoc Salary Change

¢ Manager Self Service Pending Approvals

Reason - Reduction in Pay-Transfer

Managers and their
Delegates can now
approve select
employment
change
transactions for
employees in
GEMS.

These transactions
can be approved by
clicking on the
Approvals tile.

Click Ad Hoc Salary
Change from the
list of available
transactions for
Approval.
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Angelita Berdiales Juscamaita

Graduate Instructional Asst

Summary
Transaction Date 12/22/20

Requester David Willams

Proposed Changes

Deseription After Approval
Annual Rate 12,575.40 USD
~ Salary Detail
Salary Change Details >
» Requester Comments
Approver Comments
4
Approval Chain >

“You are about to approve this request.

Approver Comments

Cancel Approve

Reason Base-General Increase

Before Approval

12,503 40 USD

On the Ad Hoc
Salary Change
screen, review all
the details of the
transaction.

Add any necessary
Approver
Comments.

Once satisfied that
the transaction is
correct, click
Approve.

';:ULJIJI_

Cancel Deny

You are about to deny this request.

Approver Comments

suomi

Enter any Approver
Comments and
click Submit.

Once all approvals
are obtained, the

transaction will be
added to Job Data.

If the transaction is
incorrect, click
Deny.

Enter the reason
for the denial and
click Submit.

The transaction will
have to be re-
submitted.
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Change Full/Part Time or Hours - Submitter

UNIVERSITY OF
SOUTH FLORIDA

Approvals

()

~ Manager Self Service

Delegations

Create Delegation Request

&8

+

My Delegates.

B bebe by

My Delegated Authorities

My Acknowledgements

Update Team Information

=
~
L3

Managers and their
Delegates can now
submit select
employment
change
transactions for
employees in
GEMS.

These transactions
can be accessed by
clicking on the
Update Team
Information tile.

5. Request Reporting Change Change Full/Part Time or Hours Click Change
2 Transfer Employee » Search Options Fu"/Part Time O.r
Hours from the list
.1 Promote Employee Select Employee 44 rows of avalla ble
T .
. RequestAd Hoc Salary Change transactions.
Name / Title / ID - Record Directs / Total Status / Type
() Change FulliPart Time or Hours Clint Randles
Assoc Professor Active 5 Se|eCt the
[=] Request Leave of Absence 00000081539 - 0 Employee em pI oyee you wish
- ‘equest Pai eave of sence Daniel Patterson
[ Request Paid L A Student Assistant Active N to Change the
&° Retire Em 00000152688 - 5 Employee FT/PT or hours for
- ployee . . .
by clicking on their
name.
On the Job Details screen, update the following;: Transaction Date:
Enter the date the
X Exit Change FulllPart Time or Hours v cha nge will be
@ ® effective.
Job Detail Review & Submit
e 2 Reason: Select the
Work and Job Information a ppropriate reason
“Transaction Date |05/28/2021 frOm th e d rop d own.
“Reason v . FTE Change
New Information Current Information Dec rease
Standard Hours | 10.00 1o0n . FTE Cha nge
FTE 0250000 0250000 Increase
*FullPart Time | Part-Time v Part-Time
— Standard Hours:
o Enter the new hours.

The system will
calculate the FTE.

Full/Part Time: This
field is only updatable
for Temporary
employees through
Manager Self Service.
Indicate the
appropriate
designation.

Click Next.
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X it Change FulliPart Time or Hours
Richard Rauscher Ay
Other Hourly Frof SupperSve ( ) \ 2/‘
Job Detail Review & Submit

Work and Job Information
“Transaction Date | D5282021
“Reason v

New Information Current Information

Standard Hoy

“FulliPart Tif

Otz Ve
* Rewisofed

Change Full/Part Time Hours >

'w Decision Support @

| tet

e |

-

Here you can find
additional guidance
on what documents
should be
submitted with the
transaction.

For FTE Changes, if
the salary will also
be changing, an Ad
Hoc Salary Change
transaction will also
need to be
submitted.

Daniel Patterson :/\ C
Student Assistant

Job Detail Review & Submit

Review and Submit
Transaction Date  04/02/2021

Reason  FTE Change Decrease

New Information Current Information

Standard Hours® 10.00 16.50
FTE® 0250000 0412500
Full/Part Time  Part-Time Part-Time
Comments

Enter Comments Here

Attachments

< Previous | | _ submit

[me

On the Review &
Submit screen,
review all the
details of the
transaction.

Add any necessary
comments and
attachments.

If there are errors,
click Previous to
make any
adjustments.

Once satisfied with
the changes, click
Submit.
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FT/PT Change Approval Chain

Pending @

FT/PT Change Approval
Pending

Christopher Garvin
@ MSS Unit Approver Role

Comments

View/Hide Comments

Not Routed

=]

Multiple Approvers
MSS Data Entry

After successful
submission, the
Transfer Approval
Chain will indicate
the steps in the
workflow.

Change Full/Part Time or Hours - Approver

Approvals Delegations

Create Delegation Request

My Delegates

Managers and their
Delegates can now

ViewBy | Type v -

@ 3

& FRilPatTmeortors (3

FulllPart Time or Hours
FullPart Time or Hours
Richzrd Rauscher
FullPart Time or Hours
James Anzerson

FullPart Time or Hours
Jose Ryan

Reasor - FTE Changz Inrezse

Reasor - Pston Data Upcate

Reason - Psiion Datz Upciate

3rows,
Routed
05/28/2021
Routed
05/268/2021
Routed
05/28/2021

r -
- vy A= approve select
@ B + o egwpployment
b &b & -
change
3 transactions for
My Delegated Authorities My Acknowledgements My Team Update Team Information em ployees in
GEMS.
-/ ‘— ./ E
1—'—!0 ' —~ These transactions
- . R
can be approved by
clicking on the
- - Approvals tile.
< Manager selfSenvics Pending Approvals AQW: @ Click Fu"/Part Time

or Hours from the
list of available
transactions for
Approval.
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< Pending Approvals Full/Part Time or Hours

Daniel Patterson
Student Assistant

Summary
Transaction Date 03/05/21
Reason FTE Change Decrease
Proposed Changes
Description After Approval
Standard Hours 15
FTE 0375

~ Requester Comments

Add Comments Here and any Attachments below.

¥ Unchanged Job Information

Full/Part Time Part-Time

Approver Comments

Approval Chain >

Cancel | Approve

You are about to approve this request.

Approver Comments

Requester David Williams

Before Approval

0.4125

4 Q®: @
e o |

On the Full/Part
Time or Hours
screen, review all
the details of the
transaction.

Add any necessary
Approver
Comments.

Once satisfied with
the changes, click
Approve.

Cancel Deny

You are about to deny this request.

Approver Comments

Enter any Approver
Comments and
click Submit.

Once all approvals
are obtained, the

transaction will be
added to Job Data.

If the transaction is
incorrect, click
Deny.

Enter the reason
for the denial and
click Submit.

The transaction will
have to be re-
submitted.
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