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Guide Overview 

Guide 
Description 

This guide provides a comprehensive review of the Updating Team Information processes. 
Topics include Discipline Management, Retirement, Separation and Leave of Absence 
Transactions.  

This guide consists of the following modules: 

• Module 1: Course Introduction 

• Module 2: Updating Team Information 

• Module 3: Course Summary 
  



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

2 
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 Module 1: Introduction 

Topics This module covers the following topics: 

• Learning Objectives 

• Roles and Responsibilities 

• Navigation 

• Purpose and Benefits 

• The End-to-End Business Process 
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Module 1:  Introduction 

Learning 
Objectives  

At the conclusion of this guide, participants will be able to: 

• Record and manage disciplinary records of employees 

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

Audience: 

Roles and 
Responsibilities  

The following roles are associated with this topic and will play a part in conducting the 
related business processes for the County: 

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

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

• 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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 Module 1: Introduction 

Purpose and 
Benefits  

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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 Module 1: Introduction 

Navigation  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: 
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 Module 1: Introduction 

The End-to-End 
Business 
Process  

INFORMS HCM allows Department Personnel Representatives (DPRs) to record and 
manage disciplinary records of employees, retirement and resignation requests of 
employees, involuntary separation of employee, and approve payroll transactions. 
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Module 1: Introduction 

Module 1:  
Introduction 
Summary 

 

The following key concepts were covered in this module: 

• Learning Objectives 

• Roles and Responsibilities 

• Purpose and Benefits 

• Navigation 

• The End-to-End Business Process 
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Module 2: Updating Team Information 

Lessons This module includes the following lessons: 

• Discipline Management 

• Retirement, Separation and Leave of Absence Transactions 
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Lesson 1: Discipline Management 

Lesson 1: 
Overview 

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

• Record Employee Disciplinary Action and Action Taken Records 

• Record Employee Disciplinary Resolution Records 
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Lesson 1: Discipline Management 

Lesson 1: 
Introduction 

 

 

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. 
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Lesson 1: Discipline Management 

Key Terms 

 

The following key terms are used in this lesson: 

Term Definition 

Department 
Personnel 
Representative 
(DPR) 

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

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 
Resolution  

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

Violations Policy or departmental based offenses made by the employee. 
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Lesson 1: Discipline Management 

Lecture 1: 
Record 
Employee 
Disciplinary 
Action and 
Action Taken 
Records 

As a DPR, create a disciplinary action and disciplinary action taken record in INFORMS. 

1. Log into INFORMS and select Human Resources (HCM) from the home landing page 
below. 

 

2. Select HR Administration. 

 

 

  



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

8 

Lesson 1: Discipline Management 

Lecture 1: 
Record 
Employee 
Disciplinary 
Action and 
Action Taken 
Records 

3. Select Labor Administration. 

4. Select Record Administrative Actions. 

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

6. Select an employee who violated a policy or regulation. 
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Lesson 1: Discipline Management 

Lecture 1: 
Record 
Employee 
Disciplinary 
Action and 
Action Taken 
Records 

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

• 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. 

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

• Violations: Search and select Violations from the Look Up pop-up window. 

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

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

Note: The description is auto populated based on the selection. 
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Lesson 1: Discipline Management 

Lecture 1: 
Record 
Employee 
Disciplinary 
Action and 
Action Taken 
Records 

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

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

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

• 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.  

 

• 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. 
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Lesson 1: Discipline Management 

Lecture 1: 
Record 
Employee 
Disciplinary 
Action and 
Action Taken 
Records 

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

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

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

• 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. 
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Lesson 1: Discipline Management 

Lecture 2: 
Record 
Employee 
Disciplinary 
Resolution 
Records 

As a DPR, create a disciplinary action and disciplinary action taken record in INFORMS. 

1. Log into INFORMS and select Human Resources (HCM) from the home landing page 
below. 

 

2. Select HR Administration. 
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Lesson 1: Discipline Management 

Lecture 2: 
Record 
Employee 
Disciplinary 
Resolution 
Records 

3. Select Labor Administration. 

4. Select Record Administrative Actions. 

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

6. Select an employee who violated a policy or regulation. 
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Lesson 1: Discipline Management 

Lecture 2: 
Record 
Employee 
Disciplinary 
Resolution 
Records 

7. Select the Disciplinary Resolution tab.  

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

• 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.  
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Lesson 1: Discipline Management 

Lecture 2: 
Record 
Employee 
Disciplinary 
Resolution 
Records 

9. Scroll down, and then select Save. 
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Lesson 1: Discipline Management 

Lesson 1 

Summary 

 

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

• Record Employee Disciplinary Action and Action Taken Records 

• Record Employee Disciplinary Resolution Records  
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Lesson 2: Retirement, Separation and Leave of Absence Transactions 

Lesson 2: 
Overview 

 

 

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

• Complete a Voluntary / Involuntary Separation Transaction 

• Complete a Leave of Absence Transaction 

• Complete a Leave of Absence Return Transaction 
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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. 
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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 

Retirement The employee’s decision to permanently leave the County. 

Voluntary 
Separation 

The employee’s decision to resign from the County. 

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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Lesson 2: Retirement, Separation and Leave of Absence Transactions 

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

As a DPR, create a Retirement, Separation, and Leave of Absence Transaction in 
INFORMS. 

1. Log into INFORMS and select Human Resources (HCM) from the home landing page 
below. 

 

2. Select HR Administration. 

 

3. Enter the applicable search parameters 

4. Select the Search button. 
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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. 

 

6. Enter the applicable Effective Date. 

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

• For Retirements 

o Select Retirement 

• For Resignations / Involuntary Separation 

o Select Termination 

• For Leave of Absence 

o Select Leave of Absence 

• For Leave of Absence Return 

o Select Return From Leave 
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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 

• 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.  

• For Resignations / Involuntary Separation 

o Select Termination 

• For Leave of Absence 

o Select Leave of Absence 

• For Leave of Absence Return 

o Select Return From Leave 
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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. 

 

10. Notice the Termination Date is one day prior to the Effective Date. 
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Lesson 2: Retirement, Separation and Leave of Absence Transactions 

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

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

 

12. Enter the applicable search parameters. 

13. Select the Search button. 
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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. 

 

15. Select Inactive from the Status dropdown. 
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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. 
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Lesson 2: Retirement, Separation and Leave of Absence Transactions 

Lesson 2 

Summary 

 

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

• Complete a Voluntary / Involuntary Separation Transaction 

• Complete a Leave of Absence Transaction 

• Complete a Leave of Absence Return Transaction 
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Module 3: Guide Summary 

Guide Summary 

 

The Guide Summary module covers two topics: 

• Content Summary 

• Additional Training and Job Aids 
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Module 3: Summary 

Objectives 

Achieved 

 

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

• Record and manage disciplinary records of employees 

• Record Retirement, Separation and Leave of Absence Transactions 
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Module 3: Summary 

Additional 

Training and Job 

Aids 

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 

  

http://www.miamidade.gov/informs
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Module 3: Summary 

Key Terms 

 

The following key terms are used in this guide: 

Term Definition 

Department 
Personnel 
Representative 
(DPR) 

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

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 
Resolution  

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

Violations Policy or departmental based offenses made by the employee. 

Retirement The employee’s decision to permanently leave the County. 

Voluntary 
Separation 

The employee’s decision to resign from the County. 

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

 

 


