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Guide Overview

Guide This guide provides a comprehensive review of the Updating Team Information processes.

Description Topics include Discipline Management, Retirement, Separation and Leave of Absence
Transactions.

This guide consists of the following modules:
e Module 1: Course Introduction
e Module 2: Updating Team Information

e Module 3: Course Summary
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Topics

Module 1: Introduction
This module covers the following topics:

e Learning Objectives

Roles and Responsibilities

Navigation

Purpose and Benefits

The End-to-End Business Process

inferms
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Module 1: Introduction
Learning At the conclusion of this guide, participants will be able to:
Objectives e Record and manage disciplinary records of employees

e Record Retirement, Separation and Leave of Absence Transactions
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Module 1: Introduction

Audience: The following roles are associated with this topic and will play a part in conducting the

related business processes for the County:
Roles and o _ ) o
Responsibilities Cor?stltutlonal Office Department Personpel Bepresent.atlve: The .Con.stltut|onal
Office Department Personnel Representative is responsible for reviewing and
approving Employee Self-Service (ESS) and Manager Self-Service (MSS)

transactions.

e Department Personnel Representative (DPR): The Department Personnel
Representative is responsible for reviewing and approving Employee Self-Service
(ESS) and Manager Self-Service (MSS) transactions.

e Manager: The Manager is responsible for reviewing and approving HCM Module
transaction types including Time & Labor, Absence, Leave of Absence (LOA),
ePerformance, Retirement, and Terminations through the Manager Self-Service
(MSS) functionality.
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Purpose and
Benefits

inferms

Module 1: Introduction

The purpose and benefits to the Updating Team Information business process include:

Reduce paper processes (Electronic workflows)

Employee Empowerment (Employee Self Service and Manager Self-Service and
mobile capabilities)

Reduction of processing time

Recruit to Hire to Paycheck in one system
Enhanced Reporting

Job Opening - Defaults from Position

Default Compensation, Add/Remove Components of Pay and Calculate Adjusted
Rate

Integrated payment and accounting for expense reimbursement

Consolidated Benefit Billing System — Leave of Absence (LOA), retirees, and benefit
billing all in one system
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Navigation

Module 1: Introduction

inferms

Below are the steps to navigate to Human Resources (HCM), which will be used for
navigation in the rest of this guide:

Login to INFORMS and select Human Resources (HCM) from the home landing page

below:

INFORMS News & Announcements

INFORMS. 06/14/2024

INFORMS. 05/31/2024

Budget

20

Human Resources (HCM)

@. Charitable Donations Deductions Feature is Livel

@ INFORMS FSCIM Update - Purchase Order Dollar Threshold App.

Scorecard

Learning (ELM)

-

COMING SOON

HOME

Finance / Supply Chain (FSCM)

L3R,
Ka!

Employee Self-Service
=[P ||
Y
Analytics (OBIA)

=

Approvals

Manager Self-Service

Capital

v

)

b

- ..

T




inferms

End User Training Guide — DPR 304: Departmental HR - Updating Team Information

Module 1: Introduction

The End-to-End INFORMS HCM allows Department Personnel Representatives (DPRs) to record and
manage disciplinary records of employees, retirement and resignation requests of

Business
Process employees, involuntary separation of employee, and approve payroll transactions.
DISCIPLINE MANRGEMENT
BUSINESS PROCESS
Palicy I_:_iel?tif ?.nd DGeqei;ate Ile:i:cﬁrd Alct‘i.on ﬁz:rihgl;mi ll||11:
loktics ake Action Isfle Ie“rzmr al}n IhstgRuMIgn Er?lplnyee

= £
i 6 &

The Employes is responsible for Self-Service
functions {i.e., Lif2 Events, Benefits enroliment,
Timesheets, Paycheck, W-4, Direct Deposit, request
Ieave, review evaluations, add accredited
Licenses/Certifications).

. MANAGER

The kanager is responsibie for reviewing and
approving HCM Module transaction types {Time &
Labor, Absence, LOA, ePerformance, Retirement,
Terminations, elc: ) through Manager self-service

functionality

DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)

The Department Personnel Representative is
responsible for reviewing and approving Employee
Self-Service and Manager Self Service transactions
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Module 1:
Introduction
Summary

The following key concepts were covered in this module:

Module 1: Introduction

Learning Objectives

Roles and Responsibilities
Purpose and Benefits
Navigation

The End-to-End Business Process

inferms
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Module 2: Updating Team Information
Lessons This module includes the following lessons:
e Discipline Management

e Retirement, Separation and Leave of Absence Transactions

inferms
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Lesson 1: Discipline Management

Lesson 1: At the conclusion of this lesson, you will be able to:

Overview e Record Employee Disciplinary Action and Action Taken Records

e Record Employee Disciplinary Resolution Records
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Lesson 1:
Introduction

Lesson 1: Discipline Management

inferms

The Discipline Management process is to allow the department to take disciplinary
actions, corrections, and resolutions against violators of County policies. Policy violators
are given disciplinary letters, and their respective Managers identify and act upon the
corresponding disciplinary action. Alongside the Manager, the Department Personnel
Representative (DPR) records the disciplinary action(s) of the employee, actions taken
by the Manager, and disciplinary resolution to close the policy violation.

INFORMS provides the Record Administrative Actions page to enable Managers and

DPRs to create and manage disciplinary records and resolutions for employees who
violated policies and regulations.

Policy
Violation

Identify and

Take

s

ction

L

DISCIPLINE MANRGEMENT

BUSINESS PROGESS

Generate
Disciplinary
Letter

3

Record Action
and Resolution
in INFORMS

Feedback to the
Manager and the
Employee

o

ﬁ EMPLOYEE

o
The Employee s tesponsible for Self-Service
functions (i e., Life Events, Benefits enrollment,
Timesheets, Paycheck, W-4, Direct Deposit, request
Ieave, review evaluations, add acoredited
Licenses/Certifications)

. MANAGER

The Manager is responsible far reviewing and
approving HCM Madule transaction types (Time &
Labor, Absence, LOA, ePerformance, Retirement,
Terminations, etc.) through Manager self-service
functionality,

£ oeparmuent PersoNNEL
M  PREPRESENTATIVE (DPR)

The Department Personnel Representative is
respansible for reviewing and approving Employee
Self-Service and Manager Self Service transactions.
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Lesson 1: Discipline Management

Key Terms The following key terms are used in this lesson:
L\f Term Definition

Department The Department Personnel Representative is responsible for
Personnel reviewing and approving Employee Self-Service and Manager
Representative Self Service transactions.
(DPR)
Disciplinary Corrective action to reprimand the employee based on the
Action violation.

- A written memo addressed to the employee for the violation
Disciplinary Letter

made.
Disciplinary Recommended final action that the County will take to resolve
Resolution the violation made.
Violations Policy or departmental based offenses made by the employee.
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Lesson 1: Discipline Management

Lecture 1: As a DPR, create a disciplinary action and disciplinary action taken record in INFORMS.
Record 1. Loginto INFORMS and select Human Resources (HCM) from the home landing page
Employee below.
Disciplinary Howe a® =
Action and INgSN::;::;:::;t:::umws‘eam’msUvel Finance / Supply Chain (FSCM) Approvals )
. NFORMS. 06/1472024 L2, S
ACtlon Ta ken ® INFORMS FSCM Update - Purchase Order Dollar Threshold App ‘a‘ ;@
Records e 0
Budget Scorecard Employee Self-Service Manager Self-Service
@@ o o\ e =,
” g il g 1-4
Human Resources (HCM) Learning (ELM) Analytics (OBIA) Capital
= s il g =,
@ | B5 = e

2. Select HR Administration.

Human Resources (HCM)

Recruiting DPR Self-Service HR Administration
= = .0
B 2 =g
0
Company Directory Performance Administration
2
[2T2T2) - -
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Lecture 1:
Record
Employee
Disciplinary
Action and
Action Taken
Records

AL

Lesson 1: Discipline Management

Select Labor Administration.

Select Record Administrative Actions.

inferms

Populate the Search Criteria as needed, and then select Search.

Select an employee who violated a policy or regulation.

< Human Resources (HCM) HR Administration

%, Job Information

2% Headcount

v

v

Record Administrative Actions

Enter any information you have and click Search. Leave fields blank for a list of all values.

s Labor Administration

Record Administrative Actions

Find an Existing Value

¥ Search Criteria

‘13‘ HR Configuration

##% OnBoarding

Empl ID | begins with

First Name | begins with v
Last Name | begins with v
Payroll Status | = ~
Employee Classification | begins with +
Employee Type | = v
Business Unit
Supervisor ID

begins with +

Job Title | begins with v

begins with v |SW

Ocase Sensitive

Clear | Basic Search & Save Search Criteria

Search Results

Only the first 300 results can be displayed

View All

Empl ID  First Name Last Name

00000374 | Luis Moreno
00000468 | Randall Camacha
00000486 | Juan Guillama

00002052 | Anthony Clay

Payroll Status Employee Classification

Retired AA
Active AA
Retired AZ
Active AA

1-1000f300 |

Employee Type Supervisor ID Job Title

Excep Hrly 00403158 Constructi
Hourly 00011998 Waste Trac
Hourly (blank) Inactive C
Hourly 00023568 Waste Supe
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Lecture 1:
Record
Employee
Disciplinary
Action and
Action Taken
Records

Lesson 1: Discipline Management

Make sure to complete the mandatory and other relevant fields in the Disciplinary
Action tab. In this example:

e Type: Search and select Disciplinary Type from the Look Up pop-up window.

¢ Incident Date: Select the month, day, and year from the calendar icon when the
violation occurred.

e Disciplinary Date: Select the month, day, and year from the calendar icon when
the disciplinary action will be imposed.

e Violations: Search and select Violations from the Look Up pop-up window.
Note: The description is auto populated based on the selection.

e Discipline Offenses: Search and select Disciplinary Offense from the Look Up
pop-up window.

Note: The description is auto populated based on the selection.

HR Administration
) New Window Help | Personalize Page «
Disciplinary Action Action Taken Disciplinary Resolution MD Appeals
Randall Camacho Person ID 00000468
Total Incident
Countywide Disciplinary Action Q Tof1 « View All
— = 3 : _
“Type | Q | @ Confidential +
“Incident Date

Associated DAR Number

Cost o Active -
Disciplinary Status

Entered By | 00036961 Q Trinese Lamb
Supervisor ID | 00011998 Q Amaldo Perez
Initiating Q
Supervisor
*Report Date
Violations
5 Q 1-10f1 View All
Violations Description
1 Q + -

Discipline Offenses
5 Q 110f1 v

Disciplinary

Offence Description

1 a + -
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Lecture 1:
Record
Employee
Disciplinary
Action and
Action Taken
Records

Lesson 1: Discipline Management

e Facts: Provide the Facts related to the Discipline Offense.

¢ Administrative/Implementing Orders: Search and select Administrative Orders
from the Look Up pop-up window.

e Note: The description is auto populated based on the selection.

e Departmental Standard Operational Procedures: Search and select Dept
Standard Operation Proc from the Look Up pop-up window.

Note: This is unique to every department and each department can select a
violation as needed.

Facts

Administrative/Implementing Orders

B Q 110f1 v View All
Administrative Orders Description

1 Q +|| =

View Administrative Orders

Departmental Standard Operational Procedures

B Q 1-10f1 v View All

Dept Standard Operational Effective

Proc Date Description

1 Q + -

e Miscellaneous Departmental Violations: Search and select Miscellaneous
Departmental Violations from the Look Up pop-up window.

Note: This is unique to every department and each department can select a violation as
needed.

8. Select the Action Taken hyperlink.

Miscellaneous Departmental Violations
5 Q

Wiscellanecus Dept
Violations R

Q + -

Disciplinary
Notes

Attachments

HF Q
Attached File Add Attachment

Add Anachment +|[[=

Print Report Print Notes

| Save | Rewmiwo Search Previous in List Next in List Motify

Disciplinary Action I Take I
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Lesson 1: Discipline Management

Lecture 1: 9. Make sure to complete the mandatory and other relevant fields in the Action Taken
Record tab. In this example:

Employee e Disciplinary Step: Type the Disciplinary Step, or search and select it from the Look
Disciplinary Up pop-up window.

Action and e Action Date: Type the date, or select the month, day, and year from the calendar
Action Taken icon when the disciplinary action is conducted.

Records o

Discussed With: Type the Empl ID of the Manager whom the employee discussed
with regarding the disciplinary action, or search and select it from the Look Up
pop-up window.

10. Select Save to create the Disciplinary record.

Note: The DPR will receive a receipt notification once the record is saved.

HR Administration

Ne:
Disciplinary Action ‘ Action Taken ‘ Disciplinary Resolution D Appeals
Randall Camacho PEE?S 000o0468
Total Incident 1
Disciplinary Information Q | 1of1 v View All
Disciplinary Type DAR Disciplinary Action Report
Incident Date  11/12/2024 DAR Number
Action Taken Q 1of1 v View Al
*Disciplinary Step Q + -
*Action Date | 11/12/2024
Discussed With Q
Comment 2l
P
Print Report Print Notes
Return to Search Previous in List Next in List Notify
Disciplinary Action | Action Taken | Disciplinary Resolution | MD Appeals

10
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Lesson 1: Discipline Management

Lecture 2: As a DPR, create a disciplinary action and disciplinary action taken record in INFORMS.
Record 1. Loginto INFORMS and select Human Resources (HCM) from the home landing page
Employee below.
Disciplinary Howe a® =
Resol ution INFORMS News & Announcements Finance / Supply Chain (FSCM) Approvals
R d @ ?rar:zjyjfconaiu?fvi?ecucucusfea:umsuvel Ké‘ ,‘."‘—,V"
ecords i ) ] B &)
® lTA OFT(tS FSVCV-'H‘J‘Wale- urchase Order Dollar Threshold App e
Budget Scorecard Employee Self-Service Manager Self-Service
@@ o o\ e CE
” g il g 1-4
Human Resources (HCM) Learning (ELM) Analytics (OBIA) Capital
= s il ” =,
@ | 5 ® i

2. Select HR Administration.

Human Resources (HCM)

Recruiting DPR Self-Service HR Administration
= = .0
B 2 =g
0
Company Directory Performance Administration
2
[2T2T2) - -

10
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Lecture 2:
Record
Employee
Disciplinary
Resolution
Records

o v oA ow

Lesson 1: Discipline Management

Select Labor Administration.

Select Record Administrative Actions.

inferms

Populate the Search Criteria as needed, and then select Search.

Select an employee who violated a policy or regulation.

£ Human Resources (HCM) HR Administration

%, Job Information

21 Headcount

v

v

Record Administrative Actions

Enter any information you have and click Search. Leave fields blank for a list of all values.

s Labor Administration

Record Administrative Actions

Find an Existing Value

¥ Search Criteria

,,!,?, HR Configuration

#§i OnBoarding

EmplID | begins with
First Name | begins with v
Last Name | begins with v
Payroll Status | = ~
Employee Classification | begins with v
Employee Type | = v

Business Unit
Supervisor ID | begins with ~

Job Title | begins with v

begins with v SW

O Case Sensitive

- a
Clear | Basic Search & Save Search Criteria

Search Results

Only the first 300 results can be displayed

View All

EmplID First Name Last Name

00000374 | Luis Moreno
00000468 | Randall Camacho
00000486 | Juan Guillama

00002052  Anthony Clay

Payroll Status Employee Classification

Retired AA
Active AA
Retired AZ
Active AA

1100 0f 300~ | .

Employee Type Supervisor ID Job Title

Excep Hrly 00403158 Gonstructi
Hourly 00011998 Waste Trac
Hourly (blank) Inactive C
Hourly 00023568 Waste Supe

11
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Lecture 2:
Record
Employee
Disciplinary
Resolution
Records
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Lesson 1: Discipline Management

Select the Disciplinary Resolution tab.

Make sure to complete the mandatory and other relevant fields in the Disciplinary
Resolution tab. In this example:

Total Incident 1

Recommended Action: Search and select Resolution Type from the Look Up pop-
up window.
Suspension Begin Date: Type the date, or select the month, day, and year from
the calendar icon when the suspension starts.
Suspension End Date: Type the date, or select the month, day, and year from the
calendar icon when the suspension ends.
Standardized Countywide Settlement Agreements and Letters: Search and select
Agreement from the Look Up pop-up window.
Departmental Agreements: Search and select Departmental Agreements from the
Look Up pop-up window.
Departmental Letters: Search and select Departmental Letters from the Look Up
pop-up window.
HR Administration A o
= New Window Help | Per
Disciplinary Action Action Taken | Disciplinary Resolution MD Appeals
Randall Camacho Person ID 00000468

Disciplinary Resolution Q 10f1 » View All

Reported Date  11/12/2024

Disciplinary Type DAR o Disciplinary Action Report Rﬁ:ber 1447
Recommended Action “ Q|
Final Action Q
Final Action Date Date Received T
Suspension Begin Date Suspension End Date
O Promotion Waived O Transfer Section  Next Eligibility Date

Standardized Countywide Settlement Agreements and Letters

H Q 1-10f1 v | View Al
Agreements Description

1 Q + -

Departmental Agreements

5 Q 1-10f1 » | ViewAl

Departmental Agreements Description

1 Q + -

Departmental Letters

5 q 1-10f1 w | ViewAll
Departmental Letter Description

1 Q + -

11
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Lesson 1: Discipline Management

Lecture 2: 9. Scroll down, and then select Save.

Reco rd Departmental Letters

Employee "B Q 11001 v | ViewAl
D | SCI p I | na ry Departmental Letter Description

Resolution 1 E bl B
RECO r_d S Resolution Comments 21

254 characters remaining

Print DAR Print Notes
Return to Search Previous in List Next in List Notify
Disciplinary Action | Action Taken Disciplinary Resolution MD Appeals

12
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Lesson 1: Discipline Management

Lesson 1 Now that you have completed the lesson, you should be able to:

Summary e Record Employee Disciplinary Action and Action Taken Records

~ e Record Employee Disciplinary Resolution Records

4

12
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lesson 2: At the conclusion of this lesson, you will be able to:

Overview e Complete a Voluntary / Involuntary Separation Transaction
e Complete a Leave of Absence Transaction

e Complete a Leave of Absence Return Transaction

13
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lesson 2:
Introduction

The retirement, voluntary separation, and Leave of Absence process enables the
employees to retire, resign, or take a Leave of Absence from the County on their own
volition. The DPR completes these transactions for the employee.
RETIREMENT, SEPARATION, LEAVE OF ABSENGE
BUSINESS PROCESS

Notifies the Department Enter Separation or Job Data Process
Personne LOA Transaction
Representative (DPR)

= @ &

K3

[ ‘

EMPLOYEE DEPARTMENT PERSONNEL SYSTEM INFORMS
REPRESENTATIVE (DPR)
The Employee is responsible U DI Sl e The administrative process that is
for notifying the DPR of their Represenlal\ve is (espons\ble for performed,
retirement, resignation, or entering all separation and leave of
|eave of absence. absence transactions.

13
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Key Terms The following key terms are used in this lesson:
Term ‘ Definition
y Retirement The employee’s decision to permanently leave the County.
T Voluntary The employee’s decision to resign from the County.
Separation

Leave of Absence (LOA) is a request for an employee to be

Leave Of Absence absent from work for a period of time.

14
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lecture 1: As a DPR, create a Retirement, Separation, and Leave of Absence Transaction in
Complete INFORMS.
Retirement, 1. Log into INFORMS and select Human Resources (HCM) from the home landing page
Separation and below.
Leave of — -

INFORMS News & Announcements Finance / Supply Chain (FSCM)  Approvals
Absence S —
NFORMS. 061472024 L]
T ransa Ct 1ons @ INFORMS FSCM Update - Purchase Order Dollar Threshold App | % |
INFORMS. 0873172024
0
Budget Scorecard Employee Self-Service Manager Self-Service
@ o\ 0 =,
II o I P | [} -)\ Laat
B Yo" °
Human Resources (HCM) Learning (ELM) Analytics (OBIA) Capital

@ | 5= & i

COMING SOON

2. Select HR Administration.

Human Resources (HCM)

Recruiting DPR Self-Service HR Administration

= me il
= - 4

0
Company Directory Performance Administration
= 7
asg wase

3. Enter the applicable search parameters

4. Select the Search button.

< Human Resources (HCM) HR Administration
% Job Information ~
Job Data
Job Data Enter any information you have and click Search. Leave fiekds blank for a list of all values
Workforce Job Summary Find an Existing Value Keyword Search
Manage Employee Profile ¥ Search Criteria
g% Headcount v Empl ID | begins with v
& Labor Administration v Name | begins with v
#3 HR Configuration v LastName | begins with v
# OnBoarding > Second Last Name | begins with v
Alternate Character Name | begins with v
Middle Name | begins with v

Jinclude History | Case Sensitive

14
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lecture 1:
Complete
Retirement,
Separation and
Leave of
Absence
Transactions

5. Select the Add a new row at row 1 button.

< Human Resources (HCM)

%, Job Information
Job Data
Warkforce Job Summary
Manage Employee Profile
25} Headcount
& Labor Administration
£% HR Configuration

#i OnBoarding

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Marcela Diaz EmplID 00143546
Employee
Work Location Details (%) Q
*Effective Date | 10/15/2024
Effective Sequence 0 *Action | Position Change
HR Status  Active “Reason | Transfer to Constitutional Off
Payroll Status  Active
Position Number 00003202 CLERK 4

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date
Location
Establishment ID

Last Start Date

Expected Job End Date

| Save Return to Search

Work Location | Job Information

08/21/2023
Position Management Record

usa United States
EL Elections.
EL Elections
ELOS5030000 VOTING EQUIPMENT MANAGEMENT
082112023
EL00000001 2700 NW 87TH AVE (Bay 3)
525 Miami Dade County e aaS
081182001
Employment Data Earnings Benefits Program Participation
Notify | Refresh
JobLabor | Payroll | Salary Plan | Compensation

110712024

Personalize Page

Go To Row

Current u]

Update/Display Include History

6. Enter the applicable Effective Date.

Note: The Effective Date for terminations must be one day after the employee’s last day.

< Human Resources (HCM)

%, Job Information
Job Data
Worldorce Job Summary
Manage Employee Profile
258 Headcount
4 Labor Administration
#% HR Configuration

## OnBoarding

Work Location

‘Work Location

Marcela Diaz
Employee

Work Location Details 7/

Job Information

Job Labor Payroll Salary Plan

Empl ID 00143548

I “Effective Date |[11/2572024 I Go To Row +| -
Effective Sequence 0 “Action | Position Change v
HR Status  Active “Reason | Transfer to Canstitutional Off -
Payroll Status  Active
Current
Position Number 00003202 CLERK 4
Position Entry Date  gg21/2023
Paosition Management Record
Regulatory Region USA United States.
Company EL Blections
Business Unit EL Elections
Department  EL05030000 VOTING EQUIPMENT MANAGEMENT
Department Entry Date  08/21/2023
Location ELO0D0001 2700 NW B7TH AVE (Bay 3)
Establishment D | MDC Wiami Dade County Date Created  19/25/2024
Last Start Date _06/18/2001

Expected Job End Date

iob Data

‘ Save Return to Search

Job Informatior

Employm

Earnings Distribution

Refresh

JobLabor | Payroll | Salary Plan | Compensation

Compensation

Benefits Program Participatior

Persanalize Page

1of2 v b »

Creditable Adjusted

Update/Display Include History

15
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lecture 1:
Complete
Retirement,
Separation and
Leave of
Absence
Transactions

7. Action List selections

e For Retirements

o Select Retirement

o Select Termination

For Leave of Absence

For Resignations / Involuntary Separation

o Select Leave of Absence

For Leave of Absence Return

o Select Return From Leave

< Human Resources (HCM)

Workforce Job Summary
Manage Employee Profile

3% Headcount

& Labor Administration

£3 HR Configuration

#t OnBoarding

HR Administration

Compensation

inferms

“Action | Position Change

*Reason Hire
Leave of Absence
Long Term Disability ith Pay
Paid Leave of Absence
Parental Leave
Pay Rate Change
Position Change
Rehire
Reinstatement

IAnaGEME Retirement with Pay

Work Location Job Information Job Labor Payroll Salary Plan
Marcela Diaz EmplID 00143546
Employee

Work Location Details 2
“Effective Date | 11252024 =)
Effective Sequence 0
HR Status  Active
Payroll Status  Active
Position Number 00003202 CLERK4
Position Entry Date  08/21/2023
Position Management Record
Regulatory Region USA United States
Company EL Elections.
Business Unit EL Elections
Department  EL05030000 VOTING EQUIPMENT A
Department Entry Date 08212023

Location

ELO0000001

EstablishmentID  MDC

Last Start Date

Expected Job End Date

‘ Save Return to Search Notify Refresh
Work Location |  Job Informati

mation

06/18/2001

2700 NW 87TH AVE (84

Miami Dade County

Return from Disability

N Retumn from Leave
3

Short Term Disability with Pay
Status Change

Suspension

Terminated with Benefits
Terminated with Pay
Termination

Transfer

Update/Display

Inciude History

15
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lecture 1:
Complete

Retirement,
Separation and

Leave of
Absence

Transactions

8. Reasons List selections

e For Retirements

o Select the applicable retirement Reason from the list, such as Retirement

or Retired end of DROP.
Note: The initiation of DROP is done through Central HR Benefits.

e For Resignations / Involuntary Separation

o Select Termination

e For Leave of Absence

o Select Leave of Absence

e For Leave of Absence Return

o Select Return From Leave

< Human Resources (HCM)

%, Job Information
Job Data
Workdorce Job Summary
Manage Employee Profile
1 Headcount
& Labor Administration
£3 HR Configuration

#i OnBoarding

HR Administration

Work Location Job Information Job Labor

Work Location Details (2

Effective Date
Effective Sequence

HR Status

Payroll Status

117252024

0

Inactive

Retired

Position Number 00003202

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date

Location

08/21/2023
Position M:

UsA

EL

EL

EL0S030000

08/21/2023

EL0O0000001

Establishment ID  MDC

Last Start Date

Expected Job End Date

Last Date Worked

Save | Return to Search

06/18/2001

1112472024

Notify Refresh

lanagement Record

Payroll Salary Plan Compensation

EmplID 00143548

‘Action | Retirement

Disabilty Retirement
Line of Duty Disability
Retired end of DROP

CLERK 4

United States

Elections

Elections.

VOTING EQUIPMENT MANAGEMENT

2700 NW 87THAVE (Bay 3)

Miami Dade County Date Created 11252024

Termination Date  11/24/2024

) Override Last Date Worked

Update/Display

Include History
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lecture 1:
Complete
Retirement,
Separation and
Leave of
Absence
Transactions

9. Select Save.

Workforce Job Summary
Manage Employee Profile

2% Headcount

& Labor Administration

#£% HR Configuration

f#i OnBoarding

Work Location

Employee

Work Location Details (2

“Effective Date
Effective Sequence
HR Status

Payroll Status

Position Number

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date
Location

Establishment ID

Last Start Date
Expected Job End Date

Last Date Worked

Job Information

Job Labor

11/25/2024

0

Inactive

Retired

00003202

08/21/2023

Payroll Salary Plan Compensation
Empl ID 00143546

Q 10f2v b M
Go To Row &=

*Action | Retirement v

"Reason | Retirement vl

Current
CLERK 4

Position Management Record

Usa

EL
EL0S030000
08/21/2023
ELO0000001

06/18/2001

11724/2024

Job Data Empioyment D
Return to Search Notify Refresh
Work Loc: Job Information | Job Labor | Payrol

Salary Plan

United States

Elections

Elections

VOTING EQUIPMENT MANAGEMENT

2700 NW 87THAVE (Bay 3)

Miami Dade County Date Created  11/25/2024
Termination Date  11724/2024
[ Override Last Date Worked
Eamnings Program Particip Creditable Adjus?
Update/Display

Compensation

Include History

10

Workforce Job Summary

Manage Employee Profile
23 Headcount
& Labor Administration
#% HR Configuration

## OnBoarding

Work Location

Employee

Work Location Details (2

Job Information

Notice the Termination Date is one day prior to the Effective Date.

HR Administration

Job Labor

I “Effective Date

11/25/2024

Effective Sequence
HR Status

Payroll Status

Position Number

Position Entry Date

Regulatory Region
Company

Business Unit
Department
Department Entry Date
Location

Establishment ID

Last Start Date

Expected Job End Date

Last Date Worked

ob Data

Work Location

Job Labor

0

Inactive

Retired

08/21/2023

‘ersonalize Page
Payroll Salary Plan Compensation
EmplID 00143546
Q 1of2v b M
Go To Row +|[=
“Action | Retirement v
“Reason | Retirement v
Current 0
CLERK 4

Position Management Record

USA

EL

EL
EL0S030000
0812172023
ELO0000001

MDC

06/18/2001

11242024

Employment Data

Notify Refresh

Payroll | S

United States

Elections

Elections

VOTING EQUIPMENT MANAGEMENT

2700 NW 87TH AVE (Bay 3)

Miami Dade County Date Created  11/25/2024
rmination Date  11/24/2024
[} Override Last Date Worked
Earnings DI on Benefits Program Participation Creditable Adjusted Dates
Update/Display Include History
alary Plan Compensation
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lecture 1: 11. Navigate to the Maintain Time Reporter Data page via Navbar: Human Capital
Management (HCM) > Time and Labor > Enroll Time Reporters > Maintain Time

Complete
Reporter Data

Retirement,
Separation and

Leave Of Maintain Time Reporter Data

Absence Find an Existing Value

Transactions carch Criteria

Maintain Time Reporter Data

Empl ID | begins vith v ||
Name | begins vith v
LastName | begins with v
Business Unit | begins with v
Department | begins vith v
Workgroup | begins with v

Organizational Relationship | = v v

Clinclude History [JCase Sensitive

SSsEl | ciear | Basicsearch @ save Search Ciiteria

12. Enter the applicable search parameters.

13. Select the Search button.

Maintain Time Reporter Data

Maintain Time Reporter Data

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

v Search Criteria
Empl ID | beginswith v ||
Name | begins vith v
Last Name | begins with v
Business Unit | begins with v
Department | begins with v

Workgroup | begins with v

Organizational Relationship | = v v

Clinclude History [ Case Sensitive

inferms
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lecture 1:
Complete
Retirement,
Separation and
Leave of
Absence
Transactions

14. Select the Add button.

Maree z

Time Reporter Data

“Effective Date

“Time Reporter Type

Elapsed Time Template

Punch Time Template

Time Period ID
“Workgroup

“Taskgroup

Task Profile ID

TCD Group
Restriction Profile ID
Rule Element 1

Rule Element 2

Rule Element 3

Rule Element 4

Rule Element §

Time Zone

Save Return to Search

Maintain Time Reporter Data

Organizational Relationship  Employee

082112023 ]

Maintain Time Reporter Data
1D 00143546
Badge Detail Group Membership

Q Tofl v View All

o

“Status  Active A4

Elapsed Time Reporter v

MDCELAPSED Q

[
Q

K-NJB Q

Payroll

[
Miami Dade Common Elapsed Tmpl ot U L

Commitment Accounting

For Taskgroup

Bargaining Unit K - Non JB For Department

o
PSNONCATSK Q.

P PP PP P PILL

EST

Notify Refresh

Gommitment Accounting

Eastem Time (US)

Update/Display Include History

" -

Help | Personalize Page

15. Select Inactive from the Status dropdown.

Maintain Time Reporter Data

Maresla Diaz

Time Reporter Data

*Time Reporter Type

Elapsed Time Template

Punch Time Template

Time Period ID

“Workgroup

“Taskgroup

Task Profile ID

TCD Group
Restriction Profile ID
Rule Element 1

Rule Element 2

Rule Element 3

Rule Element 4

Rule Element &

Time Zone

Save. Return to Search

Maintain Time Reporter Data

Organizational Relationship  Employee

*Effective Date  08/21/2023 )

Elapsed Time Reporter

MDCELAPSED Q.

Q
Q
K-NJB Q
PSNONCATSK @
a
Q
Q
Q
Q
Q
Q
Q
EST Q
Notify Refrash

1D Q0143526
Badge Detail

Group Membership
Q 10f1 v View Al

K “Status +| -

G
Miami Dade Gommon Elapsed Tmpl & Send Time to Payroll

Commitment Accounting
For Taskgroup
Bargaining Unit K - Non JB For Department
o
Commitment Accounting

Eastem Time (US)

Update/Display Include History

New Window | Help | Personalize Page
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lecture 1:
Complete
Retirement,
Separation and
Leave of
Absence
Transactions

16. Select the Save button.

Maintain Time Reporter Data
Marcela Diaz

Organizational Relationship  Employee

Time Reporter Data

“Time Reporter Type  Elapsed Time Reporter

Elapsed Time Template MDCELAPSED Q.

Punch Time Template

o]

Time Period ID
“Workgroup K-NJB a

“Taskgroup PSNONGATSK
Task Profile ID
TCD Group

Restriction Profile ID

Rule Element 2
Rule Element 3
Rule Element 4
Rule Element 5

a
a
Q
Q
Rule Element 1 Q
a
Q
Q
a
a

Time Zone EST

Return to Search Notify Refresh

Maintain Time Reporter Data

1D 00143546

Badge Detail

,.
“Effective Date  08/21/2023 0]

Miami Dade Gomman Elapsed Tmpl

Bargaining Unit K - Non JB

o

Commitment Accounting

Eastern Time (US)

Group Membership

“Status  Inactive ~ +

Payroll

Send Time to Payroll

Commitment Accounting

For Taskgroup
For Department

Updata/Display Includs History

New Windaw

Help | Personalize Page
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Lesson 2: Retirement, Separation and Leave of Absence Transactions

Lesson 2
Summary

e,

4

Now that you have completed the Retirement, Separation and Leave of Absence
Transactions lesson, you should be able to:

e Complete a Voluntary / Involuntary Separation Transaction
e Complete a Leave of Absence Transaction
e Complete a Leave of Absence Return Transaction

18
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End User Training Guide — DPR 304: Departmental HR - Updating Team Information
Module 3: Guide Summary

Guide Summary The Guide Summary module covers two topics:

. e Content Summary
{ e Additional Training and Job Aids
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Module 3: Summary

Objectives You have completed the Updating Team Information guide. You now should be able to:

Achieved e Record and manage disciplinary records of employees

e Record Retirement, Separation and Leave of Absence Transactions

e,

v
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Additional
Training and Job
Aids

Module 3: Summary

Other training materials, related to this topic, include:

DPR 301 — Departmental HR - ePerformance Management (Employee Performance
Evaluation)

DPR 302 — Departmental HR - Personnel Changes
DPR 303 — Departmental HR - Time Management
DPR 321 — Departmental HR - Recruitment

You also have the following resources available to you:

Submit a Retirement Request

Submit Retirement and Voluntary — Involuntary Separation (DPR)
Submit a LOA Request

Submit a LOA Return Request

For additional information, be sure to visit:

www.miamidade.gov/informs

20
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Key Terms

Module 3: Summary

Department
Personnel
Representative
(DPR)

The following key terms are used in this guide:

Term Definition

The Department Personnel Representative is responsible for
reviewing and approving Employee Self-Service and Manager
Self Service transactions.

inferms

Disciplinary
Action

Corrective action to reprimand the employee based on the
violation.

Disciplinary Letter

A written memo addressed to the employee for the violation
made.

Disciplinary Recommended final action that the County will take to resolve
Resolution the violation made.

Violations Policy or departmental based offenses made by the employee.
Retirement The employee’s decision to permanently leave the County.
Voluntary The employee’s decision to resign from the County.
Separation

Leave Of Absence

Leave of Absence (LOA) is a request for an employee to be
absent from work for a period of time.
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